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Report No: 
Meeting Date: 

Alameda-Contra Costa Transit District 

STAFF REPORT 
TO: AC Transit Board of Directors 

FROM: Michael A. Hursh, General Manager 

SUBJECT: Board Policy 210 - Relocation Policy 

ACTION ITEM 

RECOMMENDED ACTION(S): 

16-122 

June 8, 2016 

Consider adoption of Board Policy 210 - Relocation Policy; approve amendments, including the retitling 
of Board Policy 144 - Prohibition on Loans; and adopt Resolution No. 16-021 repealing Resolution No. 
10-006 establishing relocation practices for employees. 

BACKGROUND/RATIONALE: 

Resolution No. 10-006 was adopted by the Board of Directors on June 9, 2010, an·d set forth a 
policy for reimbursing relocation expenses for new District employees and a financial cap of 
$10,000. Staff recently conducted a review of the existing policy and is proposing the adoption 
of Board Policy 210 to replace Resolution No. 10-006 and that the General Manager enact a 
new Administrative Regulation outlining the procedures for obtaining reimbursement 
{Attachment 1). Board Policy 210 was developed in the spirit of the Board's 2010 direction, but 
also outlines what is not reimbursable, ties the policy to IRS regulations, provides for 
reimbursement to the District if an employee leaves employment in less than 12 months 
(unless terminated), and details the authority of the General Manager. In addition, the policy 
provides needed flexibility to the Human Resources Department when recruiting for positions 
that may be difficult to fill , but also provides reasonable restrictions and necessary oversight 
through the Administrative Regulation. 

During the review of the Relocation Policy, another policy was identified for amendment -
Board Policy 144 - Loans, Housing Assistance. Because short-term housing assistance can be 
reimbursed as a relocation expense under IRS regulations, staff believes it is in the District's 
best interest to prohibit loans in general. Therefore, Board Policy No. 144 has been gutted and 
amended and retitled to "Prohibition on Lo~~s" {Attachment 2). 

In conclusion, the Board is requested to adopt Board Policy 210 - Relocation Policy; approve 
amendments, including the retitling of Board Policy 144 - Prohibition on Loans; and adopt 
Resolution No. 16-021 repealing Resolution No. 10-006. · 

BUDGETARY/FISCAL IMPACT: 

There is no budgetary or fiscal impact associated with thi s report. 
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ADVANTAGES/DISADVANTAGES: 

The adoption of Board Policy 210 and the related amendments to Board Policy 144 allow the 
District to administer a program for relocation expenses in a judicious and organized manner 
that is in the best interest of the District, and provides needed flexibility to the Human 
Resources Department when recruiting positions that may be difficult to fill, while providing 
reasonable restrictions and necessary oversight. The proposal before the Board is entirely 
positive. 

ALTERNATIVES ANALYSIS: 

Because the existing policies were insufficient for the District's needs and required clean-up, no 
other alternatives were considered. 

PRIOR RELEVANT BOARD ACTION/POLICIES: 

Resolution No. 10-006 Establishing the District's Relocation Policy 

ATTACHMENTS: 

1: Board Policy 210 and related Administrative Regulation 210A 
2: Board Policy 144- Prohibition on Loans 
3: Prior Board Policy 144- Loans, Housing Assistance 
4: Resolution No. 10-006 
5: Resolution No. 16-021 

Approved by: Claudia L. Allen, Chief Financial Officer 

Reviewed by: Denise C. Standridge, General Counsel 
Grant M. Lee, Executive Director of Human Resources 

Prepared by: Claudia L. Allen, Chief Finaritial Officer 
Sue Lee, Director of Revenue Management 
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SR 16- 122 ATT.1 

AC Transit Policy No. 21 O 

BOARD POLICY 

Subject Category: Administrative and 
Personnel Services 

RELOCATION POLICY 

I. PURPOSE 

The purpose of this policy is to provide one-time financial assistance toward actual, 
reasonable and necessary relocation expenses for individuals who are recruited for certain 
management positions. This policy grants authority to the General Manager and establishes 
limitations and financial caps on the reimbursement of relocation expenses. Any exceptions 
to this policy shall be approved by the Board. 

II. APPLICABILITY 

This policy is applicable to those positions identified herein that are hired as full-time, regular 
District employees and only when expenses are included as a formal and specific 
component of the original offer of employment made to a qualified applicant by the District. 
Persons residing within the nine-county Bay Area Region shall not be eligible for 
reimbursement of relocation expenses. 

Ill. LIMITATIONS 

Reimbursement shall not be provided for the following: 

• Any part of purchase price for a new home; 
• Expense of obtaining or terminating a lease; and 
• Loss on sale of home. 

IV. FINANCIAL CAP 

Reimbursement for relocation expenses shall not exceed $10,000, unless an exception is 
authorized by not less than four affirmative votes of the Board. Notwithstanding the 
limitations provided in Section Ill, only those documented expenses identified in IRS 
Publication 521 shall be eligible for reimbursement, subject to applicable tax withholding and 
reporting. Employees shall be eligible for reimbursement of expenses incurred from the 
date of offer, but not later than six months after the date they begin employment. Employees 
who leave employment within twelve (12) months from the date relocation is complete shall 
reimburse the District in full unless terminated by the District. 

V. AUTHORITY 

In order to competitively recruit individuals with highly desirable skills, the General Manager 
is authorized to reimburse relocation expenses consistent with this policy for new hires within 

Page 1 of 2 Adopted: DRAFT 
Amended: 
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the following groups of management employees: 

• Executives (Chiefs and Executive Directors) 
• Department Directors 
• Assistant Directors 

In addition, the General Manager may authorize the reimbursement of relocation expenses 
for Manager-level positions which require expertise not readily available on the open market. 

The General Manager shall enact an Administrative Regulation that provides procedures for 
processing and reporting relocation expense reimbursements. 

Page 2 of 2 Adopted: DRAFT 
Amended: 
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AC Transit Regulation No. 21 OA 

ADMINISTRATIVE REGULATION 

Category: Administrative and 
-Personnel Services 

RELOCATION EXPENSE REIMBURSEMENT PROCEDURES 

I. PURPOSE 

The purpose of this Administrative Regulation is to provide guidance to departments and 
individuals for processing and reporting relocation reimbursements and general information 
regarding taxable and nontaxable relocation expenses. 

11. AUTHORIZATIONS/APPROVALS 

This Administrative Regulation shall be administered in accordance with Board Policy 21 O 
(Relocation Policy) which sets forth the applicability of the policy as w~II as certain limitations 
and financial caps. A copy of Board Policy 210 shall be provided with the original offer of 
employment. 

Ill. REIMBURSABLE EXPENSES 

AC Transit adheres to the IRS moving expense guidelines as outlined in "Publication 521-
Moving Expenses" available online at www.irs.gov. Expenses eligible for reimbursement include 
all expenses identified as reimbursable by the IRS, as well as others deemed reimbursable by 
the District. Employees must submit the "Reimbursement Request" form attached with receipt 
and documentation within 60 days from the date the expense was incurred, in order to be 
reimbursed. 

IV. TAX DEDUCTIBILITY 

Under Internal Revenue Service (IRS) regulations, all reimbursements associated with the move 
other than "qualified moving expenses" are taxable income to the employee subject to tax 
withholding and reporting on the employee's Form W-2 (refer to IRS publication 521 for more 
details). 

Some common deductible items: 

• The cost of moving household goods and personal effects of the household members 
from the employee's former home to the new home. 

• The cost of transportation and lodging for the household members while traveling 
between the former home and the new home. 

Page 1 of 1 Adopted: 
Amended: 
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• The cost of transporting household pets or shipping a car from the former home to the 
new home. 

Examples of non-deductible items include: 

• Meal expenses 

• Pre-move house -hunting expenses 

• Temporary living expenses 

• Storage (except in transit) 

Please see IRS pub 521 for a detailed list and explanations. 

V. W-2 REPORTING 

The reimbursed amount must be reported on the employee's form W-2. Taxable items will be 
included in the employee's taxable gross wages (Box 1 ). Items not taxable will be shown in box 
12 with code P on form W-2. 

It is recommended that employees request reimbursement for deductible items first to use up 
the moving reimbursement allowance, and then consider using the remaining balance on non
deductible items. 

VI. REIMBURSEMENT PROCEDURES 

In general, relocation and moving expenses will be paid on a reimbursement basis, except for 
invoices from third-party commercial movers that may be paid directly to the moving company by 
the District. Reimbursements are limited to actual costs incurred up to the maximum allowance 
specified in the offer letter. 

Original documents must be submitted as support for expenses. Photocopies of invoices are not 
acceptable unless the original document was lost and a signed memorandum is attached to the 
payment request giving full explanation of the circumstances. 

All Relocation and Moving Expense documentation, along with the Relocation Expense 
Reimbursement Request Form, shall be submitted to Accounts Payable. Accounts Payable 
staff, in consultation with the Payroll Department, shall review the federal tax implications of all 
costs reimbursed by the District, and the employee will be informed of the determination for tax 
planning purposes. Reimbursement will be paid through payroll checks, and Payroll staff will 
ensure that taxable and non-taxable payments are reported correctly on the employee's W-2 
form. 

Page 2 of2 Adopted: 
Amended: 
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AC Transit 
Relocation Expense Reimbursement Request 

Employee Information 

Today's Date (mm/dd/yyyy): 

Employee Name: 

Title: 

DepartmenUDivision: 

Relocation Information 

Previous Residence Address: 

New Residence Address: 

Expenditures 
Tax-Deductible Moving Expenses Amount($) 

Transportation During Move $ 

Lodging During Move $ 

Moving Household Goods: $ 

Moving personal vehicles: $ 

Moving pets: $ 

Other (Specify): 

$ 

$ 

$ 

TOTAL Deductible Moving Expneses $0.00 

Non Tax-Deductible Expenses . Amount($) 

Transportation for House Hunting Trip: $ 

Lodging for House Hunting Trip: $ 

Meals $ 

Temporary Housing $ 

Other (Specify): $ 

$ 

TOTAL Non Tax-Deductible Expneses $0.00 

Total - Cannot Exceed Approved Amount($) $0.00 

Employee Certification and Agreement 

The information contained in this application is complete and accurate. I understand part or all of the the reimbursement may be taxable and will 
be reported on W-2. I also understand that should I separate from employment with AC Transit (unless terminated by the District) in less than 12 
months, I am required to refund the full relocation reimbursement to AC Transit. 

Em12loyee Signature Printed Name Date ( mm/dd/yyyy) 

Approvals 
HR Signature Printed Name Date ( mm/dd/yyyy) 

Chief Financial Officer Signature Printed Name Date ( mm/dd/yyyy) 

General Manager Signature Printed Name Date ( mm/dd/yyyy) 
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AC Transit 
BOARD POLICY 

SR 16-122 Att.2 

Policy No. 144 

Subject Category: Board & 
General Administrative Matters 

PROHIBITION ON LOANS 

It is the policy of the Board of Directors that AC Transit shall not make loans of District funds 
to employees, Board Officers, Directors, nor other individuals. 

Page 1 of 1 Adopted: 9/13/88 
Amended: 
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AC Transit 

BOARD POLICY 

SR 16-122 ATT.3 

Policy No . ...,14..,.4 __ 

Subject Category: Board & General 
Administrative Matters 

IpANS. HOUSING ASSISTANCE 

POLICY: 

AC Transit shall not make loans of District funds to 
employees, Officers, Directors, nor other individuals except to 
permit short-term housing assistance loans to employees of the 
District when recruitment of specialized individuals is 
advantageous to the District. 

RESTRICTIONS: 

The following restrictions apply to any such loan: 

a. No loan shall have a term exceeding five (5) years. 

b. The interest rate shall be the same rate as the yield of the 
most recently issued five (5) year treasury note. The yield 
will be determined by the market on the day of bond 
issuance. 

c. The loan must be secured by either future wages or equity in 
the home. 

FINDINGS: 

Short-term housing assistance loans may be permitted if the 
Board of Directors makes the following findings by a majority 
vote: 

a. It is in the public's interest for the District to make a 
short-term housing assistance loan to a District employee 
when recruitment of a specialized individual is advantageous 
to the District. 

(1) The loan is deemed to be more cost effective to the 
District than additional salary or other compensation. 

Page 1 of 2 
Adopted: 9113188 

Amendment(s): ____ _ 
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(2) A search has been completed and the individual has been 
found to be the best available candidate for the 
position. 

(3) The individual is known to the Board as an exceptional 
individual who would bring unique qualifications to the 
District. 

(4) The short-term housing assistance loan allows the 
District to offer compensation commensurate with the 
experience and skills of the individual. 

b. The short-term housing assistance loan is supported by 
adequate consideration. 

(1) In consideration for receipt of a loan, the recruited 
employee has agreed to relocate from his/her job and 
home to the Bay Area to work for the AC Transit 
District. 

(2) A repayment agreement assures that the District's loan 
is secured. 

c. The short-term housing loan is consistent with the Board's 
policy on such loans. 

PAGE 2 OF 2 ADOPTED: 9/13/88 

BOARD POLICY NO. 144 - LOANS, HOUSING ASSISTANCE 
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ALAMEDA-CONTRA COSTA TRANSIT DISTRICT 
RESOLUTION NO. 10-006 

SR 16-122 ATr. 4 . 

A RESOLUTION ESTABLISHING RELOCATION PRACTICES FOR EMPLOYEES 

WHEREAS, the Alameda-Contra Costa Transit (AC Transit) Board of Directors 
has periodically adopted a resolution setting forth senior management positions and 
approving the salary and benefits for these contract employees, including providing for 
relocation expenses; and 

WHEREAS, the most recent resolution was Resolution No. 1080A adopted in 
2001;and 

WHEREAS, relocation expenses recently have been requested and granted for 
two non-senior management employees; and 

WHEREAS, the Board has requested that staff establish a criteria and a financial 
cap for the allowance of such expenses; and 

WHEREAS, in response to the Board's direction staff has prepared Exhibit A to 
this resolution that identifies what relocation expenses may be granted to management 
employees and the cap for such expenses; and 

WHEREAS, the Board has considered the content of Exhibit A and desires to 
adopt the criteria described herein; 

NOW THEREFORE, the Board of Directors of the Alameda-Contra Transit 
District does resolve as follows: 

Section 1. Approves Exhibit A, attached to and included in this resolution by 
reference. 

Section 2. Repeals the provisions of any prior resolution that conflicts with the 
provisions of Exhibit A to this resolution. 

Section 3. This resolution shall become effective immediately upon its 
passage by four (4) affirmative votes of the Board of Directors. 

PASSED AND ADOPTED this 9th day of June 2010. 

Resolution No. 10-006 Page 1 of2 
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Attest: 

I, Linda A. Nemeroff, District Secretary for the Alameda-Contra Costa Transit 
District, do hereby certify that the foregoing Resolution was passed and adopted at a 
Regular Meeting of the Board of Directors held on the· 9th day of June, 201 O by the 
following roll call vote: 

AYES: 

NOES: 

ABSENT: 

ABSTAIN: 

DIRECTORS PEEPLES, DAVIS, WALLACE, HARPER, ORTIZ, 
PRESIDENT FERNANDEZ 

NONE 

NONE 

NONE 

Approved as to Form: 

unsel ·· 

Resolution No. 10-008 Page2of2 
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Resolution No. 10-006 
Exhibit A 

Reimbursement of Relocation Expenses For 
New District Management Employees 

1. It is the policy of AC Transit to: 

Provide financial assistance toward the actual, reasonable and necessary 
relocation expenses of persons recruited for District management positions 
where appropriate, in order to competitively recruit persons with highly desired 
skills needed by the District. Reimbursement of new employee relocation 
expenses generally is not provided by the District. However, in compelling 
circumstances, reimbursement of relocation expenses may make the difference 
in being able to attract and recruit highly qualified candidates for key 
management positions. 

2. Conditions for reimbursement of relocation expenses: 

The General Manager may authorize the reimbursement of reasonable, actual 
and necessary relocation expenses incurred by new hire management 
employees who meet the following criteria: 

• Contract senior management employees; or 
• Management position requiring an expertise not readily 

available on the open market. 

3. Financial cap on reimbursement of relocation expenses: 

Reimbursement for relocation expenses shall not to exceed $10,000 unless an 
exception is authorized by the Board of Directors. Expenses qualifying for 
reimbursement include, but are not limited to: airfare, temporary housing, and 
moving and storage of household goods and furniture. To qualify for 
reimbursement, approved relocation expenses must be documented. 
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ALAMEDA-CONTRA COSTA TRANSIT DISTRICT 
RESOLUTION NO. 16-021 

Staff Report 16-122 Att. 5 

A RESOLUTION REPEALING RESOLUTION 10-006 ESTABLISHING RELOCATION PRACTICES FOR 
EMPLOYEES 

WHEREAS, The Alameda-Contra Costa Transit District Board of Directors adopted 
Resolution No. 16-021 on June 9, 2010, establishing relocation practices for employees, 
including the reimbursement of expenses for new District management employees; and 

WHEREAS, Staff has prepared Board Policy 210 - Relocation Policy, which was 
developed in the spirit of the Board's 2010 direction, and supersedes the policy set forth in 
Resolution No. 10-006. 

NOW THEREFORE, the Board of Directors of the Alameda-Contra Costa Transit District 
does resolve as follows: 

Section 1. Repeals Resolution No. 10-006 in its entirety as well as any prior Board 
actions, directives or resolutions that may be in conflict with Board Policy 210. 

Section 2. This resolution shall become effective immediately upon its passage by 
four (4) affirmative votes of the Board of Directors. 

PASSED AND ADOPTED this 22nd day of June 2016. 

H. E. Christian Peeples, President 

Attest: 

Linda A. Nemeroff, District Secretary 

I, Linda A. Nemeroff, District Secretary for the Alameda-Contra Costa Transit District, do 
hereby certify that the foregoing Resolution was passed and adopted at a regular meeting of 
the Board of Directors held on the 22nd day of June 2016, by the following roll call vote: 

AYES: 
NOES: 
ABSENT: 
ABSTAIN: 

Linda A. Nemeroff, District Secretary 

Resolution No. 16-021 Page 1 of Z 
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Approved as to Form and Content: 

Denise C. Standridge, General Counsel 

Resolution No. 16-021 Pagel of 2 




