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I.
PURPOSE:
This policy defines the relocation and recruitment expenses that the department may pay and the circumstances under which payment may be offered to a prospective employee or to an existing employee.
II.   SCOPE:
Department-wide.
III.  POLICY:
A.
A person who is recruited in a professional, supervisory, or management capacity or an existing employee required to relocate by the department may be reimbursed under this policy.  Relocation shall be defined as a change in current place of employment or official domicile, which results in a move of 60 or more miles.
B.
All offers to reimburse recruitment and relocation expenses must be approved in writing by the Division Director and the Deputy Department Director prior to the offer being made to an employee or prospective employee.  Requests will be evaluated on an individual case basis for appropriateness and the availability of funds.
C.
Reimbursement of recruitment and relocation expenses must comply with departmental travel and procurement policies and procedures.  Divisions are responsible for the approval of recruitment and relocation expenses that are in accordance with the State of Missouri Travel Regulations and departmental policies.  This includes the method of travel (airfare, mileage, etc.), meal costs, lodging costs, etc.
D.
All payments for recruitment and relocation expenses will be on a reimbursement basis unless a written request to direct bill charges is approved by the Division Director and the Deputy Department Director.  The employee or prospective employee must submit appropriate verification when requesting reimbursement that includes original invoices, proof of payment, prior approval letter, and any other documentation required by statewide and departmental policies.  All costs must be itemized on the payment request.  Existing employees must request reimbursement on a Monthly Expense Report.  Prospective employees may request reimbursement using a Monthly Expense Report or by letter.
E.
Any costs expected to exceed the amounts outlined below must have the prior written approval of the Deputy Department Director.
F.
Relocation and recruitment expenses will be charged to the division associated with the employee’s position.
G.
For relocation and recruitment expense reimbursement, an employee will be obligated to continue full-time employment with the department for -twelve (12) months beginning at the employment start date or effective date of an employee transfer.
H.
An employee terminating employment prior to the completion of the service obligation shall be required to reimburse the department in full for relocation and recruitment expenses paid by the department.  Reimbursement may be obtained by personal payment from the employee, deducting the amount from any remaining paycheck(s) and/or payments for compensatory time balances.  Any provision of this policy may be waived if approved by the Deputy Department Director.
IV.
PROCEDURE:
A.
Recruitment Expenses Eligible for Reimbursement:
1.  A person who is asked to interview and meets the requirements of this policy may be reimbursed the following allowable recruitment expenses:
a)  The transportation costs associated with the interview.  Reimbursements for actual expenses incurred must be in accordance with the State of Missouri Travel Regulations and department policies.
b)  Lodging expenses at no more than the single room rate.  Lodging invoices must clearly indicate that the single room rate was charged.
c)  Meal charges incurred during recruitment travel.  Receipts are not required for meal charges.  However, reimbursements for actual expenses incurred shall only be reimbursed up to the limits defined in Financial Policy 1.3 - Reimbursable Travel Expenses and Monthly Expense Report Form.
d)  If an offer of employment is made and accepted, and relocation and/or recruitment expenses will be reimbursed according to IV.B or IV.C, the employee must sign the Service Obligation Acknowledgment (see attachment A of this policy.)
B.
New Employees Relocation Expenses:
1.  A person meeting the requirements of this policy may be reimbursed the cost, up to 10 percent of the employee’s annual salary, of relocating at the time of employment, plus temporary lodging for up to thirty calendar days.  Temporary lodging is defined as hotel expenses (meals not included) or temporary apartment rental with utilities.
2.  Allowable relocation expenses shall consist of the following items:
a)  The cost of moving household goods and personal belongings.
b)  The cost of storing household goods and personal belongings for up to one month when it is necessary that they be stored until the move is complete.
c)  The transportation cost (meals are not included) of one round trip by the employee and family to locate a new residence and one one-way trip by the employee and family to make the actual move.
3.  The division must request and obtain prior approval to reimburse for relocation expenses before making a job offer.  Requests for reimbursement must be submitted within a reasonable time after employment.
C.
Existing Employees Relocation Expenses:
1.  When any existing employee is required by the Department of Health and Senior Services to relocate by transfer of position or as a condition of accepting a promotion, the department may pay the actual cost of moving his/her household effects and family, plus temporary lodging for up to thirty calendar days.  Temporary lodging is defined as hotel expenses (meals not included) or temporary apartment rental with utilities.
2.  Allowable relocation expenses shall consist of the following items:
a) The cost of moving household goods and personal belongings.
b)  The cost of storing household goods and personal belongings for up to one month when it is necessary that they be stored until the move is complete.
c)  The transportation cost (meals are not included) of one round trip by the employee and family to locate a new residence and one one-way trip by the employee and family to make the actual move.
3.  Existing employees who are relocated and decide not to move their place of residence at the time of relocation may not receive reimbursement if they elect to move their place of residence at a later date.
D.
Relocation and/or Recruitment Expenses Not Eligible for Reimbursement
1.  Recruitment and relocation expenses not listed above (real estate fees, payment of fees to employment agencies, first class airfare, etc.) may not be offered to prospective or existing employees.
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