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1. Purpose. The purpose of these policies and procedures is to provide for reimbursement of moving 
expenses as a tool in employment of key members of the faculty and the administration for Eastern 
New Mexico University-Roswell (ENMU-Roswell), especially when the market for such key personnel is 
competitive. 

(These policies and procedures shall not be construed to conflict with Sections 6-5-8 and 10-8-8, 
NMSA 1978.) 

2. Policy. The policies established in furtherance of the above purposes are as follows: 

A. ENMU-Roswell may provide partial or total reimbursement to employees for actual moving 
expenses in situations where: 

1. The appointment is for key personnel; and 

2. The competitive market for the position is such that ENMU-Roswell might be at a disadvantage if it 
did not make reimbursement for moving expenses. 

B. Generally, the moving expenses policy shall be applied to senior level administrative and 
professional appointments and for faculty appointments. 

C. Reimbursement shall not be a right of any employee, but shall be a negotiable benefit only. 

D. Approval of reimbursement of moving expenses for all persons covered by these policies and 
procedures must be obtained from the Vice President for Business Affairs, who may approve 
reimbursements falling in either of two categories. 

(The ENMU-Roswell President shall be given notice of any negotiations which could lead to a request 
for approval of moving expense reimbursements.) 

1. The requirements of the first category are that: 

a. The employee is newly appointed or is assigned or transferred by ENMU-Roswell to a new 
designated post of duty; 

b. Such new appointment, assignment or transfer will require the employee to commute at 
least 50 additional miles from the employee's former residence to the new designated post of 
duty than from the employee's former residence to the employee's former designated post of 
duty; 

c. The amount of the reimbursement does not exceed the actual cost of moving or the limits 
authorized in the procedures approved by the President's Council, whichever is less; 



d. The expenses are incurred within six (6) months of the date of the appointment, transfer, or 
reassignment; and 

e. The reasons for the appointment, transfer or reassignment are adequately explained prior to 
reimbursement. 

2. The second category allows reimbursement of all or any part of actual moving expenses: 

a. Upon a written statement showing unusual circumstances and/or that a hardship will result if 
reimbursement is not made; and 

 b. Approval by the ENMU-Roswell President. 

E. Because the need to recruit key personnel is neither constant nor predictable, the costs associated 
with reimbursements for moving expenses are not a designated budget item. Such costs are paid from 
reserves, other unallocated funds, or unanticipated balances in designated budget areas. Such 
expenditures must remain within the confines of the approved ENMU-Roswell budget. 

The foregoing purposes and policies are implemented by the following: 

PROCEDURES 

3. Definitions. The term "moving expenses" as used in these policies and procedures refers to the 
cost of transporting the personal property of the employee and the cost of transporting the person and 
the immediate family of the employee, including: 

A. "Mileage," refers to an allowable amount per mile for transportation of the persons and immediate 
family by private conveyance. 

B. "Per diem," refers to an allowable amount per day for meals and lodging of the employee during 
transportation 

4. Administration. The Vice President for Business Affairs shall have the responsibility for 
administering and enforcing these policies and procedures. 

5. Reimbursement Rates; Negotiability. No ENMU-Roswell employee is automatically entitled to 
reimbursement for moving expenses. Agreements regarding reimbursement of moving expenses may 
be entered into between ENMU-Roswell and an employee, within the limits of these policies and 
procedures; provided, however: 

A. Prior to an offer of employment, a request to reimburse moving expenses is recommended to the 
Vice President for Business Affairs through normal administrative channels. 

B. The maximum accumulative allowable reimbursement for moving expenses per move for an 
employee or appointee which may be approved by the Vice President for Business Affairs alone are as 
follows: 

1. Up to 500 miles $1,200 

2. 501 to 1,000 miles $2,300 

3. 1,001 miles or more $3,500 

C. The ENMU-Roswell President may approve all or any part of actual moving expenses for any 
employee or appointee upon a written statement showing the necessity making such reimbursement 
prudent and necessary. 



D. The amount of moving expenses authorized pursuant to 5B and 5C above is made a part of the 
offer of employment. 

6. Specific Moving Expenses Allowed. Within the limits of, or amounts negotiated pursuant to, 
paragraph 5 above, the following expenses may be reimbursed: 

A. If a carrier licensed by the United State Department of Transportation (DOT) is used: 

1. The cost of packing and/or crating household goods and personal effects; 

2. The cost of any in-transit charges for storage, not exceeding three months, of household goods and 
personal effects; 

3. The cost of insurance for loss or damage to household goods and personal effects while in-transit; 
and 

4. The reasonable cost of transporting household goods and personal effects from the former 
residence to the new residence. 

B. If the employee or appointee does not use a carrier licensed by the DOT: 

1. For the cost of renting a truck or trailer; and 

2. No more than $500.00 total for the cost of packing and of loading and unloading a truck or trailer. 

C. An employee or appointee may be reimbursed for the cost of moving a mobile home from a former 
residence to the new residence if the mobile home is the principal place of residence and is moved by 
a carrier certified by the DOT or the New Mexico State Corporation Commission. 

D. Mileage and per diem for: 

1. One round trip, not exceeding four days, from the former residence to the new place of residence to 
look for a house; and 

2. A one-way trip from the former residence to the new residence to move the employee and 
household members. 

7. Negotiating Guidelines. In determining what are reimbursable costs of moving, ENMU-Roswell 
may make reference to the New Mexico Department of Finance and Administration regulations. 

8. Spouses; No Double Reimbursement. An employee may not be reimbursed for any moving 
expenses for which the spouse of the employee is reimbursed. 

9. Requisitions. Every claim for reimbursement of moving expenses shall be made on a requisition 
form which, in addition to such other information as may be required by the Vice President for Business 
Affairs, shall include detailed receipts and/or paid invoices for the following: 

A. For all money claimed, except: 

1. Mileage for travel by private conveyance; 

2. Per Diem (except for actual food or lodging costs); 

3. Taxi fares or other transportation fares at the destination of a traveler, except that the fare and the 
"from" and "to" destinations for which the fare was paid must be listed either on the requisition form or 
on a separate attached sheet; or 



B. The destination, purpose, date and hour of departure and return. 

C. A certification by the claiming employee that the expenses for which reimbursement is claimed are 
accurate and correct to the best of the employee's information, knowledge and belief. 

D. The approving signature of the Vice President for Business Affairs or, in circumstances requiring it, 
the approving signature of the ENMU-Roswell President. 

10. Refund. Any employee who voluntarily terminates employment with ENMU-Roswell within six 
months after receipt of reimbursement for moving expenses may, at the discretion of the President, be 
required to refund the amount of reimbursement. 
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