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RELOCATION GUIDELINE

Effective date

This guideline was effective on July 15, 2003.  The next cyclical review period for this guideline is March 2004.

Purpose and scope

It is corporate policy that in any relocation, the aim shall be to relocate the employee in the most efficient fashion, that is, at the most reasonable cost to nav canada yet having a minimum detrimental effect on the transferred employee and family.

The practices of the employer should, in general, take into consideration those practices of the private sector.

The approval of the Vice-President, Human Resources is required for payment of relocation expenses not covered by this guideline.

The relocation provisions and any limitations thereto are published as directives, not permissive guidelines. Managerial discretion rests with the Manager, Corporate Travel and Relocation and shall be confined to those provisions where discretion is specifically authorized. 

Employees should read the guideline carefully and, where the advice given by nav canada relocation advisors contradicts the guideline, the employees should request that the advice be given in writing. This is important as expenses resulting from misinterpretation or mistakes shall not necessarily be reimbursable.
Application

These provisions shall apply to an employee who is relocated as a consequence of employment within nav canada, with the following exception:

(a) if the relocation is to furnished or partially furnished accommodation at an isolated post, this guideline, except for weight restrictions specified in the Isolated Posts Guideline, shall apply for that portion of the relocation between the isolated post and the point of departure as defined in that guideline;

(b) initial appointments to NAV CANADA. 

(c) this guideline may apply to relocations involving employees on educational or developmental leave within Canada, employees on assignment or exchange duty within and outside nav canada and employee-requested relocations. 

(d) the provisions of this guideline delineate the various categories of expenses and the respective limits to which reimbursement is authorized.

(e) the relocation provisions shall provide only for the employee’s legitimate expenses, without opening the way for personal gain or for the underwriting of extravagances. Expenses incurred because of misinterpretation or mistakes shall not be reimbursed. 

(f) unless specifically stated otherwise, the standards, rates or allowances and the reimbursement of expenses incurred as authorized in this guideline shall be applied to all eligible persons irrespective of their age, sex, marital or family status, or disability.

(g) the rates of reimbursement are associated with the applicable article of the Travel Guideline, so that any authorized adjustments to the travel rates shall apply equally to relocation.

Lump Sum Allowance

An allowance that would cover any or all of an employee’s expenses associated with a relocation as negotiated between the employee and the relocation manager.  (Trial period only and is subject to renewal of the next Relocation Guideline cyclical review.)

Definitions

Actual and reasonable expenses means:  (a) the actual expenses incurred, supported by proof of payment, e.g. receipts and vouchers; and 

(b) the reasonable amount that the employer judges to be both appropriate and justifiable based on experience of what such costs should be in the circumstances, and within the limits of this guideline, (Frais réels et raisonnables).

Appointee means: a person recruited from outside nav canada. On relocation to the first place of employment, a person is deemed not to be an employee for the purposes of this guideline, (personne nommée).

Crown/corporately-owned living accommodation means: living accommodation owned, leased, rented or otherwise controlled that is as to occupancy by the Government of Canada or nav canada, (logement, propriété de la Couronne ou de nav canada).

Dependant means: any person who lives with the employee or appointee and is either the employee’s spouse, a person for whom the employee can claim a personal exemption under the Income Tax Act, or an employee’s (or a spouse’s) unmarried child, step-child, adopted child or legal ward who cannot be claimed as an income tax deduction but is in full-time attendance at school. A family member who is permanently residing with the employee, but who is precluded from qualifying as a dependant under the Income Tax Act because the family member receives a pension, shall also be considered as a dependant under this guideline. (personne à charge).

Family car, for purposes of shipment, means: a sedan, sports car, station wagon, mini van, pick-up, or 4-wheel drive vehicle of three-quarter ton rating or less, registered in the employee’s name or in the name of the spouse, or a dependant, the primary purpose of which is for family conveyance. This definition excludes racing cars, campers, and any other vehicle which does not meet the above criteria, (voiture de promenade).

Household effects means: the furniture, household equipment and personal effects of an employee or appointee and dependants, but does not include automobiles, livestock and pets, (effets mobiliers).

Interim accommodation means: the days for which living expenses are paid at the new place of duty when an employee is unable to move into the new residence; (logement provisoire).

Isolated post means: a place named in Schedule A of the Isolated Posts Guideline, (poste isolé).

Living expenses means: the expenses incurred for food and overnight accommodation. It may also include incidental expenses such as laundry, valet service, gratuities, local telephone calls and local transportation, as specified in this guideline, (frais de subsistance).

Mobile home and double-wide removable home are considered to be synonymous terms for purposes of this guideline and they mean: a transportable, detached, single-family dwelling which is an employee’s principal residence and which contains by design the normal amenities for continuous year-round occupancy. The unit is connected to utilities and is designed to stand on a specially prepared site, although these preparations do not include a permanent foundation. The unit is designed and built to be towed or moved by road. This definition does not include a lean-to or other attached living space, fencing or similar items. Nor does this definition include travel trailers, camping trailers and the like, or any type of self-propelled vehicle such as a motor home or pick-up coach; (maison mobile and maison mobile double) 

New principal residence means: a single-family dwelling purchased or rented at the new place of duty which will become the employee’s principal residence following the relocation; (nouvelle residence principale).

Place of duty means: the location of the official station or headquarters at or from which the employee’s duties are ordinarily performed, or to which an appointee is required to report for duty, and includes any area which, according to local custom, is within commuting distance of the place of duty, (lieu de travail).

Principal residence means: a single-family dwelling owned or rented by the employee or dependant residing with the employee, which was occupied continuously at the time the relocation at corporate expense was authorized and which is recorded as the employee’s permanent address on the corporate personnel file. Temporary or seasonal accommodation is excluded by this definition, (résidence principale).

Private accommodation means: non-commercial accommodation or room and board type situation.

Relocation means: the authorized move of an employee from one place of duty to another or the authorized move of an employee from the employee’s place of residence to the employee’s first place of duty upon appointment to a position in nav canada, (réinstallation).

Single-family dwelling means: living quarters containing the normal amenities necessary for continuous year-round occupancy. The dwelling must be structurally separated and have an entrance or entrances from outside the building or from a common hall, lobby, vestibule, or stairway inside the building, (habitation unifamiliale).

Temporary accommodation means: the days for which living expenses are paid (in accordance with the Travel Guideline) at the start or end of the voyage to the new place of duty or both, (logement temporaire).

Transfer means: the movement of a person from one position to another within nav canada, (mutation) 

Travelling expenses means: the transportation and living expenses incurred en route to the new place of duty, (frais de voyage).

Responsibilities

It is the responsibility of the employer to reimburse those actual and reasonable relocation expenses, within the limits of this guideline, incurred by an employee, as well as the employee’s spouse and dependants when the relocation is made at the request of the employer.

The Vice-President, Human Resources is responsible for the implementation of this Guideline. The authority to apply any provision or to approve claims may be delegated by the Vice-President, Human Resources to other Vice-Presidents and to responsible managers, except where the personal approval of the Vice-President, Human Resources is specifically required.

Inquiries

All inquiries should be directed to the NAV CANADA Corporate Travel & Employee Relocation Group.

Part 1:
Administration

1.1 Authorisation

1.1.1 If an employee incurs expenses related to a specific relocation before having received written authorization to relocate, the employer shall not be responsible for such expenses, unless and until the relocation is subsequently authorized and the expenses fall within the provisions of this guideline. 

1.1.2 There is no minimum distance qualification which governs the eligibility of an employee to be authorized to relocate under the terms of the Relocation Guideline. However, the general rule is that a relocation should not be considered unless the new principal residence is a minimum of 40 kilometres closer to the new workplace. This rule is consistent with section 62(1) of the Income Tax Act which states, in part, “...so that the distance between his old residence and his new work location is not less than 40 kilometres greater than the distance between his new residence and his new work location...” 

1.1.3 If an employee with a spouse is relocated, and the spouse is also an employee who is transferred to the same location, the Relocation Guideline shall apply as for an employee and spouse and not as two separate employees. Reasonable time off with pay should also be granted to both employees.
1.2 Responsibilities

1.2.1 For any relocation, the terms and conditions of reimbursement shall be discussed with the employee relocating at the time of the authorization to relocate. Every attempt will be made to ensure that the timing of the relocation, and the travelling associated with it, is convenient to both the responsible manager and the employee. The relocation should be planned to minimise disruptions to family life, and to minimise the costs to the employer. 
1.2.2 Once a relocation has been authorized, the employee shall be immediately provided with: 

(a) NAV CANADA’s Relocation Guideline; 

(b) the Isolated Posts Guideline dealing with relocation, if applicable; and 

(c) appropriate counselling from a corporate relocation advisor for interpretation of the applicable guidelines.  Employees’ enquiries regarding this guideline shall be answered promptly and accurately. 

1.3 Advances

1.3.1 When required, an employee shall be advanced funds to assist in meeting personal expenses involved in a relocation [e.g. house hunting trip (hht), travel and interim accommodation]. To ensure that the employee has full use of the proceeds of the sale of the former residence, the employee may also request an advance of an amount equal to the calculated real estate and legal fees. This amount may be issued, provided that a written offer of purchase has been received and subject to the residence being listed through a licensed real estate firm. Such advances may be made in accordance with corporate financial policy regarding accounting advances, and shall only be made immediately prior to the date the funds will be required.

1.3.2 Advances given to cover reimbursable expenses should only be issued when needed. In acquiring a bridging loan, the employee should establish a line of credit, and borrow up to the full amount of the bridging loan available under this guideline on an “as needed” basis. nav canada would then pay the interest only for the periods for which the amounts would actually be required.

1.4 Employer-requested Relocation

1.4.1 Employer-requested relocations are all relocations within Canada, including employee relocations other than on appointment, that result from staffing actions. When an employee requests consideration for a transfer to a different location, a relocation which may eventually result from that request shall be an employer-requested relocation if the employee is appointed to a position at the appropriate group and level that is vacant on arrival at the new place of duty, unless the responsible manager provides written certification, as described in 1.5.4.

1.4.2 In an employer-requested relocation, the employee shall be reimbursed the actual and reasonable expenses, within the limits of the provisions of this guideline, necessarily incurred in making a relocation. Once the relocation has been authorized, the employee is entitled to all the provisions of this guideline which have direct application to the specific move.

1.5 Employee-requested Relocation

1.5.1 An employee-requested relocation is a relocation resulting from a formal request made by an employee for compassionate or other personal reasons and for which the costs involved are to be negotiated with the responsible manager as for an appointee (see Section 5.6). 

1.5.2 In an employee-requested relocation, any assistance shall be at the discretion of the delegated responsible manager and shall be negotiated under the same terms and conditions as for appointees to nav canada (see section 5.6).

1.5.3 The employee shall be advised in writing, by the responsible manager, what provisions of this guideline, if any, will apply; and copies of all correspondence shall be retained on the employee’s relocation file. However, an employee-requested transfer that results in an authorized relocation to a position at the appropriate group and level which is vacant on arrival at the new place of duty shall be deemed to be an employer-requested relocation. The employee thus relocated shall be reimbursed relocation expenses within the limits prescribed in this guideline, unless the responsible manager provides written certification that, had the vacant position not been filled as a result of an employee-requested transfer, it would have been filled through normal staffing procedures without relocation expenses being incurred. When a position is so certified, any relocation assistance is at the discretion of the responsible manager, as outlined at the beginning of this section.

1.6 Expense Claims

1.6.1 An employee claiming relocation expenses must submit a detailed and itemised account using NAV CANADA’s business expense claim form. The claim must conform to the following requirements:

(a) the account must be submitted within 30 days after the date of the employee’s arrival at the new place of duty, or the date the dependant(s) arrive, whichever is later;
(b) the only expenses for which receipts are not required are as follows: meal allowances (unless otherwise specified); incidental allowances;  taxis for which the cost is less than $10 and kilometric allowance;

(c) the claim shall be supported by any other information required by the responsible manager; and 

(d) the claim shall be signed by the employee, certifying that all the amounts claimed have been paid. 

1.7  Cancellation of Relocation

1.7.1 The responsible manager is authorized to reimburse an employee for expenses incurred when a relocation is cancelled by the responsible manager for work-related reasons that are beyond the employee’s control. Such reimbursement shall be limited to those expenses that were incurred after the employee had received written authorization to relocate. Any such expense must also be admissible under a specific provision of this guideline and be subject to the terms and conditions of that provision.

1.7.2 Upon official notification of cancellation, it is the responsibility of the employee to terminate any arrangements in process except for the removal of effects or the move of a mobile home, which will be terminated through the NAV CANADA Corporate Travel & Employee Relocation Group after being advised in writing by the employee. 

1.7.3 Reimbursable expenses will vary according to the stage of the relocation. Reimbursable expenses are those which, in the opinion of the responsible manager, are reasonable in the circumstances, not exceeding the limits prescribed in this guideline. Normally, little expense is involved until the employee disposes of a principal residence. As an example, an employee renting accommodation may have terminated the lease and may be unable to retain the accommodation; or an employee owning a principal residence may have sold it and may be obliged to vacate. In the latter case, although the employee may be able to have the sale set aside by agreement with the purchaser, a real estate fee may be payable. In either case, when the responsible manager is satisfied that the employee must vacate the accommodation, a local move of household effects shall be authorized, along with incidental relocation expenses in the appropriate amount (see section 5.1). Reimbursement of payments made for rent in advance of the move, or for legal fees on purchase of a principal residence, may also be authorized.

Part 2:
Relocation Assistance

house-hunting trip (HHT)

2.1 Criteria

2.1.1 An employee or spouse, or both, shall be authorized to make a house-hunting trip (hht) to search for accommodation at the new place of duty, subject to the following conditions:

(a) total travel time shall not exceed two days, except when distances or connections, or both, are such that the total return journey by the most prudent use of commercial transportation cannot be accomplished in that period; in such cases sufficient additional travel time shall be authorized; 

(b) the duration should not normally exceed a maximum of seven consecutive days (up to eight nights); 

(c) more than one trip may be authorized by the responsible manager provided that all HHT costs and time do not exceed the original entitlement; 

(d) when Crown/corporately-owned accommodation will be occupied, no hht may be taken;

2.1.2 In unusual situations, the responsible manager may approve an additional hht. The same provisions will apply as for the first hht. Examples of such situations are:

(a) when the seller backs out of the agreement; 

(b) when the lawyer determines there is no clear title; or 

(c)  when the employee and spouse are required to return to the headquarters area because of personal illness or accident or in the event of emergency situations at home (e.g. illness) when in the opinion of the responsible manager or the attending physician, they should return home. 
N.B.  Days used for the hht shall be deducted from the travel status days provided under paragraph 2.6.1(b) or interim accommodation days provided under 6.4.3 or both. 

2.1.3
Non-recovery of HHT expenses -  An employee who has taken an HHT, and who subsequently decides not to relocate, shall not be required to reimburse NAV CANADA for the cost of the HHT.

2.2 House Hunting Trip (HHT) 

2.2.1 Employee and spouses will be transported to the new location in one of the following methods:

(a) commercial transportation charged to NAV CANADA’s travel card;

(b) personal motor vehicle at the employer requested rate, not to exceed the commercial costs, and including parking, ferry and toll charges; or

(c) rental vehicle from NAV CANADA’s car rental provider.

2.2.2
House Hunting Trip (HHT)
           The following additional costs are eligible at the new place of duty:

(a) rental car from NAV CANADA’s car rental provider
(b) public transportation costs not to exceed the cost of a rental car, or

(c) employer requested kilometric rate for use of a private vehicle not to exceed the cost of a rental car
(d) employee and spouse will be provided with the meal allowance provided for in the Travel Guideline
(e) employee or spouse, but not both, will be provided with the daily incidental expense allowance
(f) employee and spouse will be provided with lodging in a commercial accommodation or private accommodations.  If the latter is chosen, only the employee or spouse, but not both, may claim the private accommodation allowance
(g) telephone calls home, at reduced evening rates, shall be reimbursed daily for 15 minutes, exclusive of hotel surcharges
(h) child care costs with receipts as per paragraph 7.7.1 (c) and (d) of the Travel Guideline

(i) commercial transportation costs only will be paid for dependants with permanent disabilities who require full time care
(j) employees who elect to bring their children on a HHT may be reimbursed a portion of commercial transportation costs up to the maximum cost as provided for under paragraph 7.7.1 (a) of the Travel guideline

(k) private vehicle travel shall not normally be authorized when the travel distance exceeds 650 kilometres by road. Longer journeys may be authorized under the terms specified in section 2.13 of the Travel Guideline. The rate paid shall be the employee-requested rate (Travel Guideline, Appendix B, lower rate), unless it can be shown that travel by private vehicle at the higher mileage rate is less costly than commercial transportation or car rental. Parking, ferry and toll charges shall also be reimbursed, as appropriate. When transportation is by private car, car rental or other transportation expenses shall not be reimbursed.

2.3
Purchase of a home prior to relocation 
(a) When an employee relocates to a location where accommodation is limited, and is obliged to finalize the purchase of the new home before the relocation date, a one-month accommodation allowance of up to $600.00 may be given to help offset the cost of maintaining two homes. 

(b) The allowance is only payable when the employee is still living at the former place of duty, and paying for owned or rented accommodation at that place. 
Temporary Dual Residence Assistance (TDRA) 

2.4 Criteria

2.4.1  Financial assistance is intended to offset the cost of maintaining the second residence and the employee remains responsible for one set of household expenses. 
2.4.2 The assistance can be obtained in the following situations:

(a) when one of the residences is occupied by dependant(s) and, not later than 14 days following the date the attending physician declares the dependant medically fit to travel; 

(b) in order to avoid disruption of the current school term;  

(c) to facilitate the disposal of the former residence. 

2.4.3 End of Assistance:

(a) If assistance was given because the former residence was unsold, it shall cease the day following the date the sale transaction for that residence is completed (sold and closed in real estate terms) or nine (9) months after the first day of eligibility for such assistance, whichever is the earlier. 

(b) If assistance was given because of the separation of the family for reasons other than the sale of the former home, assistance shall cease the day the employee's dependant(s) depart(s) from the old place of duty, or nine (9) months after the first day of eligibility for such assistance, whichever is the earlier. 
(c) It is expected that the family will rejoin the employee as soon as the reason for the separation of the family ceases to exist. For example: 

(i) if the reason for the separation is to avoid disruption of a dependant’s education, the period should not extend beyond the end of the month in which the relevant school term ends (i.e. if the employee relocates in November, assistance should not extend beyond December 31), except when the dependant is a post-secondary student and transfer of that student to an appropriate educational institution at the employee’s new place of duty is clearly impossible; 

ii)
if assistance is claimed because the spouse or other dependant is ill and unable to relocate with the employee, the period of assistance should end not later than 14 days following the date that the attending physician certifies that the spouse or dependant is medically fit to travel. 

d)
In exceptional circumstances, if, as a result of factors outside the employee’s control, the two residences must be maintained beyond the nine months, the responsible manager may approve a further maximum period of three months of assistance. 

2.4.4 Assistance is not given: 

· when the family or a dependant remains at the former place of duty in order to dispose of income-producing property or because of employment reasons; 

· for a dependant who has been attending school and was not living at home prior to the employee’s relocation, because expenses would not be increased by the relocation; or for the voluntary separation of the family for personal reasons. 

2.4.5 Employees who are selling and purchasing homes should not make an unconditional offer on the new home before the former home is sold. Should there be difficulties in selling the former home, the employee may be faced with payments on both homes. These duplicate costs may not be fully covered by tdra. 

2.4.6 tdra will not be payable when an employee delays the closing date of a home being either bought or sold for reasons that are not related to existing local market conditions, i.e. for personal financial gain, convenience or choice of housing, example new construction. 

2.5 Assistance Options 
2.5.1
The provisions of this section provide an employee with a number of options in the selection of temporary accommodation at the new place of duty. 
 2.5.2
An allowance not exceeding $420 per month is available to cover living expenses incurred while living in non-commercial accommodation or in a room-and-board type situation. 

2.5.3
 An allowance not exceeding $600 per month is available to cover living expenses while living in the permanent family home (either rented or purchased) at the new place of duty. This allowance also applies to employees who are living in Crown/corporately-owned accommodation which is the family’s permanent home. 

2.5.4
Actual costs are reimbursed for meals, accommodation and incidentals when occupying corporately-owned or controlled accommodation, including training centres and military facilities. However, when these living quarters are self-contained, with meal preparation facilities, the only expenses reimbursed shall be the costs of utilities and laundry (not dry cleaning) where these are not provided free of charge. 
2.5.5
Living costs incurred in commercial accommodation are reimbursed as follows:

(a) rent for a furnished bachelor apartment within the medium cost range for that location, as verified and authorized by the receiving responsible manager (for short periods, e.g. three months or less, an apartment hotel may be authorized); 

(b) the actual costs necessarily incurred for parking at the temporary accommodation, cable television, telephone rental at the most economical rate, and electricity, when not incorporated in the rental charge; 

(c) a laundry allowance of $30.00 per month; 

(d) the costs of subletting or lease liability, when the employee was obliged to sign a lease for temporary accommodation. (These costs should be approved by the responsible manager prior to the employee's signing the lease); and 

(e)  realty fees if applicable, in finding rental facilities. 

2.5.6
Employees who are separated from dependants and who are maintaining two households will also be entitled to a daily meal allowance equal to 65 per cent of the current meal allowance for dinner for employees occupying commercial accommodation, Appendix “C” of the Travel Guideline, except as provided for in 2.5.2 and 2.5.3. 

2.5.7
It is the responsibility of the employee to select the option most suitable to the family’s or employee’s circumstances, or both. 

2.5.8 In order to receive payment in connection with 2.5.2, 2.5.3 and 2.5.4, the employee is required to sign a certificate in the following format:  “I certify that I have incurred living expenses in the amount of $_____ during the period from ________ to ________ as a result of circumstances arising from my relocation, and that these expenses are not otherwise payable pursuant to the Relocation Guideline.” 

2.6
Other Expenses

2.6.1 In addition to the above, employees unaccompanied by dependants will be reimbursed: 

(a) the actual costs (including insurance) of shipping a maximum of 200 kg (440 lb.) of personal effects, by the most reasonable and economical means (only if household effects have not been moved); 

(b) upon arrival, travel expenses of up to seven days to find self-contained accommodation.  This period shall be reduced by the number of HHT days taken; 

(c) the cost of the rental of basic furniture, provided that the total cost of unfurnished accommodation and rental does not exceed the cost of furnished accommodation; and 

(d) transportation and living expenses en route from the old to the new place of duty in accordance with the Travel Guideline. 

2.6.2 Employees who are separated from dependants, and who are maintaining two households, shall be entitled to:

(a) telephone calls home, at reduced evening rates, shall be reimbursed daily for 15 minutes, exclusive of hotel surcharges;

(b) if occupying commercial accommodation: a daily meal allowance equal to 65 per cent of the current meal allowance for “dinner”, Appendix C of the Travel Guideline;

(c) when the period of occupancy of the temporary second residence is longer than one month, for transportation expenses, including ground transportation, for one return trip to the former place of duty, to visit dependants living in the principal residence, on a weekend of the employee’s choice during this interim period, work schedules permitting; 

(d) another trip may be authorized at the termination of this period, on an as-needed basis, to finalise selling or moving arrangements. In this latter case, the employee shall be required to use leave provisions for this travel when it cannot be arranged to correspond with days of rest; 

(e)
a return trip to the former place of duty, in the event of emergency situations at home (e.g. illness) when, in the opinion of the responsible manager or the attending physician, the employee should return home. 
2.7 Part-months of Assistance 

2.7.1 If an unaccompanied employee is absent from the headquarters area in travel status, on leave, or for travel home, while at the same time claiming assistance, the reimbursement shall only be made for non-cancellable costs. 
2.7.2 For employees occupying commercial accommodation, only the laundry and meal allowances shall normally be reduced. When the accommodation was paid for on a day-to-day basis, reimbursement for accommodation shall be reduced if the employee is not required to pay for it during such absences. 

2.7.3 For persons in private accommodation, deductions in the monthly allowance shall be made if the period of absence exceeds one week. Reductions shall be proportionate to the period of the absence. 

2.7.4 No deductions shall be made for persons occupying permanent accommodation. 

2.8
Separated Dependants 
2.8.1   When the employee or family, or both, are relocated, but one or more dependants (who had lived in the family home at the time of the relocation) remain at the old location (e.g. to complete an educational term or for other justifiable reasons), the employee shall be reimbursed the equivalent of the private accommodation allowance (see 2.5.2) to help defray the dependant's living costs. Only one allowance shall be paid. This allowance is not payable if other tdra allowances are being paid. 
2.8.2  When such dependants rejoin the family group, travelling expenses to the new place of residence shall be reimbursed in accordance with this guideline; incidental travel expenses shall not be paid. Under no circumstances shall expenses for holiday travel to join the family be considered, e.g. during the mid-term break. 

2.8.3  When one or more dependants precede an employee and the family to the new place of duty (normally to start an educational term), the employee shall be reimbursed their living expenses, to the maximum of the private accommodation allowance (see paragraph 2.5.2).  

2.8.4  When the family precedes the employee to the new place of duty, and the employee stays behind to complete a period of employment, additional living costs may be reimbursed, subject to the same provisions as if the employee had preceded the family. Payment of allowances in this situation, however, shall be subject to prior approval by the relocation manager. 

2.9 Commuting Assistance 

2.9.1  When the new place of duty is within commuting distance of the old residence, the employee may not decide immediately whether to relocate.  An employee who would otherwise be eligible for relocation may be given commuting assistance as specified in 2.8.1, for a maximum period of nine months, while this decision is being made. 
2.9.2 When an employee qualifies for assistance and the old and new places of duty are within commuting distance, the Relocation manager may approve the payment of commuting assistance between the residence at the old place of duty and the new workplace.  This assistance shall be paid under the same conditions and for the same duration as the TDRA; for the use of a private vehicle, the rate shall be the employee-requested rate, as set out in Appendix B of the Travel Guideline; however the monthly maximum payment shall not exceed that paid for private accommodations.  
Part 3: 
Disposal of Residential Accommodation

3.1 General

3.1.1 It is the intention of the employer to enhance an employee’s mobility by assisting in the disposal of the principal residence, whether rented or owned, at the old place of duty and the acquisition of a residence at the new place of duty, as quickly as possible.

3.1.2 Expenses related to disposal and acquisition of accommodation must be incurred prior to or within a two-year period from the date the employee or dependants, or both, departed from the old place of duty (see 6.1.1). This limitation may be waived with the approval of the relocation manager. Extensions to the two-year period should be based on the demonstrated inability of the employee to sell the home because of reasons outside the employee’s control, for example, a limited housing market, or a market which has experienced a significant slow-down. 

3.1.3 Only one type of assistance is payable at each end of the relocation; for example, at the new location, the employee may be reimbursed rent in advance of the move or the expenses incurred to purchase a principal residence, but not both.

3.1.4 In exceptional circumstances, employees who were reimbursed rent in advance of the move, and who subsequently purchased a home, may be reimbursed the difference between what had been paid to secure the rental accommodation and the actual cost of expenses incurred in the purchase of accommodation as outlined in section 3.7. This may only be authorized when:

(a) the employee was a homeowner at the former place of duty (this would include an employee who was a homeowner immediately prior to occupying Crown/corporately-owned accommodation at an isolated post);

(b) the purchase took place within two years of the relocation; and 

(c) the employee experienced difficulty in purchasing a home at the new place of duty because of a lack of available accommodation, or high prices.

3.1.5 The expenses incurred following the date of termination of employment are not reimbursable. 

rental accommodation

3.2 Disposal

3.2.1 When an employee’s principal residence is rented and, under the terms of a lease or other formal agreement, compensation to the landlord is required in order to terminate the lease, the amount paid shall be reimbursed on presentation of the terms of the lease agreement and evidence of payment made. 

3.2.2 If an employee rents a property of a type outlined in paragraphs 3.4.1(e), (f) and (g) at the new place of duty, the portion of rent in advance of the move, or expenses of a legal nature to be reimbursed, shall be determined in the same manner as the reimbursement of the real estate fee on such properties.

3.3 Acquisition

3.3.1 When an employee engages the services of a rental agency to assist in finding rental accommodation, the fee charged by the agency may be reimbursed, to the extent that it is reasonable.

3.3.2 When an employee authorized to relocate finds rental accommodation at the new place of duty but, in order to hold it, is required to pay rent before reporting for duty, the employee may be reimbursed up to one month’s rent provided that the responsible manager is satisfied the arrangement was reasonable and justifiable under the circumstances. An additional month’s advance rent may be approved by the responsible manager in locations where rental accommodation is severely limited.

3.3.3 The period for which the advance rent may be reimbursed shall start on the first day of the rental period covered by the lease, and shall end on the day the employee arrives at the new place of duty, or the day following delivery of the employee’s furniture and effects, whichever is the later, but shall not exceed one (or two) months. If this period is less than one month, reimbursement shall be prorated on a daily basis.

3.3.4 When reimbursement is made for rent in advance of the relocation, interim accommodation shall be limited to the day following delivery of the employee's furniture and effects (see 6.4.5).

3.3.5 For employees who rent accommodation, legal fees incurred in approving the form and legality of a lease shall be reimbursed as incidental expenses.

3.3.6 If an employee terminates a lease on a property of a type outlined in 3.4.1(e), (f) and (g), the portion of the lease liability, rent in advance of the move, or expenses of a legal nature to be reimbursed shall be determined in the same manner as the reimbursement of the real estate fee on such properties.

Property Ownership 
3.4 Conditions of Assistance

3.4.1 When a homeowner employee is authorized to relocate within Canada and sells the principal residence at the old place of duty, reimbursement shall be authorized for a number of the costs related to the sale of the home, provided that:

(a) at the time of notification of relocation, the principal residence was occupied by the employee; 

(b) the principal residence was on a lot of a size appropriate to its location; 

(c) the principal residence was listed with a licensed real estate broker on or before the day the employee or dependants departed from the old place of duty. (The listing must be continuous until the residence is sold except for brief interruptions, such as a change of broker); 

(d) there was an Agreement of Purchase and Sale which became a binding agreement within two years from the date the employee or dependants, or both, departed from the old place of duty ; 

(e) if additional land or acreage is sold as a parcel with a principal residence, the employee shall be reimbursed only for that portion of the costs which would result from the sale of the residence together with a lot (maximum one acre, unless otherwise specified by zoning law) on which the residence is situated; 

(f) if the employee owns a multiple unit residence building within which each unit is self-contained (e.g. a duplex or an apartment block), occupies one unit as principal residence, and sells the building on relocation, only those parts of the costs related to the home unit may be reimbursed. The relationship the home unit bears to the entire building may be calculated on the floor area, or by any other method accepted under the Income Tax Act; 

(g) if the employee owns an income-producing property (such as a small store or confectionery) which is also the employee’s residence, and sells the property on relocation, reimbursement shall be only for that portion of the costs that the principal residence bears to the total; 

(h) when the property is co-owned by a person or persons who are not the employee’s spouse or dependants, only that portion of the expenses which are directly proportional to the employee’s portion of the property shall be reimbursed.

3.5 Reimbursable Expenses

3.5.1 An employee meeting the conditions outlined in 3.4.1 shall be reimbursed:

(a) the fee charged by a real estate broker, including multiple listing services (mls) within the scale normally charged in the area. Premiums paid to real estate agents shall not be reimbursed; 

(b) the cost of a survey and legal or notaries expenses necessarily incurred in the sale to provide clear marketable title to the property, up to the tariff set by provincial bar associations;

(c) expenses incurred to dispose of first mortgages related to the employee’s principal residence, when these are necessary to provide clear title to the property. (If there are no costs associated with the termination of a first mortgage, expenses may be paid for the termination of a second mortgage under the same conditions);

(d) first mortgage repayment penalty, not exceeding six months’ mortgage interest; 

(e) the fees charged by a professional appraiser for one appraisal of the residence at the former place of duty; 

(f) GST, HST and PST levied on the payment of real estate and legal fees; and.

3.5.2 When an employee’s first mortgage is at a higher interest rate than current rates, the lender may levy a special charge to cover the loss of the interest. This is known as a “mortgage interest repayment charge”. It is not reimbursable, as it represents money which would have been payable by the employee whether or not the mortgage was terminated early. The only hardship represented by this demand is that the payment must be made in one lump sum, instead of gradually over the period of the mortgage.

3.5.3 Responsible managers may, however, reimburse the interest cost of a loan obtained by the employee for this purpose which is equivalent to the sum required. The interest on the loan shall not exceed the current market rates, and the term shall not exceed the unexpired period of the former mortgage.

3.6 Private Sale

3.6.1 Should the employee decide to sell the principal residence privately, thereby incurring expenses for an appraisal, for advertising in local newspapers and for the purchase or production of for-sale signs, the cost shall be reimbursed, in lieu of and not exceeding local real estate multiple listing service (mls) charges. Reimbursement is made upon presentation of evidence of payment and proof that the residence has been sold, that the conditions listed in 3.4.1 have been met and that the property has been advertised until sold. (There may be brief interruptions).

General

3.7 Conditions of Assistance

3.7.1 When an employee purchases a residence at the new place of duty, a number of the costs related to the purchase of that principal residence shall be reimbursed, provided that: 

(a) the legal commitment to purchase the residence is made prior to or within two years from the date the employee or dependants, or both, departed from the old place of duty (see 3.1.2); 

(b) the residence purchased is to be occupied and owned by the employee or owned by a dependant residing with the employee; and 

(c) rent in advance of the move was not claimed.

3.7.2 Reimbursement of purchase costs for properties described in paragraphs 3.4.1 (e), (f) and (g) is made on the same basis as reimbursement of selling costs.

3.7.3  It is not necessary for an employee to have been a homeowner at the former place of duty to be eligible for the reimbursement of the costs related to the purchase of a principal residence.  

3.8 Reimbursable Expenses

3.8.1 When the conditions outlined in 3.7.1 are met, the following expenses shall be reimbursed: 

(a) legal and notarial expenses necessarily incurred in the purchase to obtain clear marketable title to the property, up to the tariff set by provincial bar associations; 

(b) other expenses of a legal nature, when they are necessary to provide clear title to the property, e.g. a sheriff's fee, a transfer of deed, the cost of a survey if required to confirm the description of the property to be purchased, provincial and municipal taxes levied on the transfer of property;

(c) expenses incurred to acquire a first mortgage related to the employee's principal residence, when these are necessary to provide clear title to the property. (If there are no costs associated with the first mortgage, costs related to a second mortgage may be reimbursed); and

(d) the fees (up to a maximum of $300) charged by a qualified structural inspector for one structural inspection prior to the purchase of a previously owned dwelling or a new dwelling that is not covered under warranty at the time of possession.

3.8.2 If the employee obtains a short-term personal loan to purchase a principal residence at the new place of duty while the former principal residence remains unsold, that employee shall be reimbursed:

(a) the interest for the bridging loan at the current bank interest rate; and 

(b) the necessary legal and administrative fees associated with the loan, excluding third party fees charged which may be incurred in obtaining such a loan.

3.8.3 When an employee is unable to obtain a short-term personal loan, interest, legal and administrative costs will be reimbursed for a mortgage that is secured for the same purposes, provided that these costs do not exceed those associated with a short-term personal loan as described above.

3.8.4 The amount of this loan or mortgage on which interest is reimbursable shall not exceed the employee’s equity in the unsold principal residence at the old location. (Equity is based upon the difference between the appraised value and the existing mortgages on the principal residence).

3.8.5 Such reimbursement shall cease within 10 working days following the date the sale transaction is completed (sold and closed in real estate terms) or at the end of six months, whichever is the earlier. This period may be extended for an additional six months in unusual circumstances, with the approval of the responsible manager.

3.8.6 Reimbursement shall only be made following submission of proof that the interest has been paid and shall be based on evidence of the amount of the loan or mortgage that was used to purchase a principal residence, i.e. a copy of the purchase and sale agreement.

3.8.7 An employee who is obliged to pay a mortgage default insurance premium and an insurance processing fee may be reimbursed these costs, upon the presentation of proof of payment, under the following conditions:

(a) the employee was a homeowner at the former place of duty (this would include an employee who was a homeowner immediately prior to occupying Crown/corporately-owned accommodation or prior to occupying rental accommodation at an isolated post); 

(b) the need for such insurance is verified, i.e. employee’s equity is less than 25 per cent of the cost of the house or any other percentage level established by major lenders in the area; and 

(c) the premium is levied in one payment.

3.8.8 If the equity in the former residence is not transferred fully to the new residence, any resulting increase in the premium (or the levying of the premium) shall not be reimbursed.

3.8.9 If the employee’s first mortgage at the new place of duty is a higher-interest mortgage than the previous first mortgage, the employee shall be reimbursed the difference in the interest charges between the two mortgages, based on the amount of the mortgage and the unexpired term of the mortgage at the former place of duty, up to a maximum period of five years, and up to a maximum of $5,000. If the new mortgage principal is for a lesser amount than the previous mortgage principal, that lower mortgage principal will be used to calculate the differential.

3.8.10 The above provision is intended to assist employees who purchase homes at a time when mortgage interest rates are high. At a time of relatively low interest rates, when employees voluntarily enter into mortgages at interest rates higher than rates currently offered by mortgage lending institutions (e.g. taking over a vendor's high interest mortgage), the reimbursement shall be limited to costs which would have been incurred had the employee entered into a mortgage at current interest rates. Mortgage interest differential payments are considered taxable income.

3.9 Non-reimbursable Expenses

3.9.1 Expenses related to other financial arrangements resulting from the disposal and acquisition of principal residences, e.g. mortgage finder’s fees, adjustments on closing such as municipal taxes, etc., are not essential to establishing clear title to the property. These are arrangements made by the employee and are not reimbursable.

3.9.2 The Federal and Provincial sales taxes on newly built homes are not reimbursable. 
3.10 Construction

3.10.1 An employee who constructs a principal residence at the new place of duty shall be reimbursed those expenses related to the purchase of the land and the construction of the home which would have been reimbursed had the employee purchased a home.

3.10.2 Employees who construct a new home in lieu of purchasing a re-sale home should be aware that there may be delays in construction and the home may not be ready for occupancy on the closing date, and periods in interim accommodation may not be considered reimbursable by the employer.

mortgage interest differential

3.11 Conditions of Reimbursement

3.11.1 The provision covering reimbursement of first mortgage interest differential costs (see 3.8.9) applies only to principal residences where: 

· there was a registered mortgage on the former residence; and 

· there is a higher-interest registered mortgage on the new residence.

3.11.2 Other conditions which apply include: 

· reimbursement limited as a maximum to the principal amount of the former mortgage at the date payments on this mortgage terminated; 

· reimbursement based on the unexpired period of the former mortgage (to the renewal date as distinct from the amortisation period), to a maximum of five years; 

· the maximum amount which can be reimbursed is $5,000; 

· in order to obtain reimbursement, the employee must apply for reimbursement on an annual basis (or more frequently if the mortgage is subject to renewal during the year), prior to each anniversary date of the commencement of payment of the mortgage interest differential. When a mortgage is renewed, the renewal date shall establish a new anniversary date; 

· this guideline applies only to a registered first mortgage at the former and new residences; 

· this guideline applies only to the first residence purchased at the new place of duty and shall terminate when the residence is sold or when the employee moves out; 

this guideline applies only to owner-occupied residences and to the portion of that residence that is owner-occupied.

3.12 Reimbursement Procedures

3.12.1 In order to obtain reimbursement, an employee shall submit a request to the responsible manager as soon as possible after the financial arrangements for purchasing the house have been concluded. Assistance shall be effective with the first interest payment on the mortgage and shall be paid in accordance with this section.

3.12.2 The following documentation shall be submitted with each request: 

· documents detailing the commencement and renewal dates, and interest rate of the mortgage at the former location; 

· documents detailing the principal and interest payment for each month required in accordance with the former mortgage; 

· documents detailing the commencement and renewal dates, and interest rate of the mortgage at the new location; 

· documents detailing the principal and interest payment for each month required in accordance with the new mortgage terms (subject to 3.14.1); and 

· any other documentation relevant to the employee’s mortgages that the responsible manager deems necessary and requests in writing.

3.12.3 The responsible manager calculates the difference between:

(a) the amount of interest which would have been paid in the year on the old mortgage; and 

(b) the amount of interest which would be paid on a newly acquired mortgage of that size at the employee's new rate of interest.

3.12.4 The resulting amount shall be paid to the employee in regular instalments over the year, on a monthly basis, or in accordance with the requirements of the new mortgage. The responsible manager shall make every effort to make such payments to the employee five working days prior to the date on which the appropriate mortgage payments become due. (An example of the calculations required is attached.)

3.13 Annual Reconciliation

3.13.1 At the end of each 12-month period, or, if reimbursement was for an incomplete year, at the end of the eligibility period, the responsible manager shall verify that reimbursement was made correctly, and make such adjustments as are necessary.

3.13.2 In addition, the responsible manager shall be responsible for ensuring that the registered mortgages continue to be related to the principal residence, and that the other conditions leading to reimbursement remain unchanged. The calculations required is attached.)

3.14 Consecutive Mortgages

3.14.1 During the period of eligibility for reimbursement, the employee may acquire a number of consecutive mortgages, for example, a series of six-month mortgages. Reimbursement shall be calculated separately for each mortgage renewal.

3.15 Floating-rate Mortgages

3.15.1 When an employee has a floating or variable rate mortgage at the new location, the initial new interest rate shall be used to calculate and pay reimbursement for the entire year. Any adjustments necessary shall be made at the time of the annual reconciliation.

3.15.2 Reimbursement shall cease on the day the employee leaves nav canada.

mobile and removable homes

3.16 General

3.16.1 Financial assistance may be provided to an employee who is relocated and who sells or moves a mobile home that is used as the principal residence and that is owned by the employee or a dependant residing with the employee, or to an employee who buys a mobile home that will be used as the principal residence at the new place of duty.

3.16.2 The move of an employee’s mobile home to any location within Canada may be authorized at corporate expense, provided that the home conforms to the size requirements of any province through which it must be towed. Contracts with trailer towing firms shall be arranged through the NAV CANADA Corporate Travel & Employee Relocation Group and will include hooking up, towing, and unhooking the mobile home at the new location. It will be the responsibility of the employee to ensure that the mobile home is properly prepared for travel (see 3.13.3). When there is a legal requirement, the contract will also include the cost of special permits, pilot car(s), ferry and bridge tolls and flagging charges.

3.16.3 Charges for jacking, hoisting, blocking or unblocking, or repairs en route will not be included as a part of the contract.

3.16.4 When an employee’s principal residence is a double-wide removable home, and each part conforms with the definition and complies with the above limitations, the move may be authorized if the Relocation manager is satisfied that to do so will be cost-beneficial. 

3.16.5 If any dimension of the mobile home exceeds that permitted by a province through which it must be towed, the employee must make private arrangements for its move. Reimbursements will be based on the actual expenses incurred during the move, but not exceeding the cost of a hypothetical move under similar circumstances of a mobile home of the maximum size permitted within the applicable provincial regulations. The hypothetical cost will be determined by the NAV CANADA Corporate Travel & Employee Relocation Group.

3.16.6 When a transfer results from an employer-requested relocation and the move of an employee’s mobile home that is used as the employee’s principal residence is not practical or that home cannot be shipped, but the employee does not wish to sell or rent it, the mobile home may be stored at corporate expense if, in the opinion of the responsible manager, such action is reasonable.

3.16.7 The following assistance may be authorized for employees who are to be relocated and who own a mobile home as their principal residence: 

(a) to make a house-hunting trip to search for a site on which to locate the mobile home (see Part 2); 

(b) for liability under a lease for the site on which the mobile home is located (see 3.2.1); 

(c) to pay rent in advance of the move for rental accommodation or for a mobile home site (see 3.3.2); 

(d) for legal fees, real estate or sales agent's fees or both, on the sale of the mobile home or the property on which it is located, or both, (see 3.5.1); and 

(e) for legal fees on the purchase of a lot at the new place of duty on which to locate the mobile home, provided that, in the opinion of the responsible manager, such purchase was reasonable, and provided also that no claim is made for reimbursement of either rent-in-advance under (c) or an entry or set-down fee, or the installation of essential services [see 3.13.2 (a) or (b)].

3.16.8 Legal fees shall not be reimbursed until such time as the mobile home has been placed on the lot (maximum one acre) and is occupied by the employee and used as the employee's principal residence (see 3.2.2, 3.7.1, and 3.8.1).

3.17 Shipment of Effects and Insurance

3.17.1 The provisions relating to the shipment of effects (see Part 4), plus the cost of the premium for in-transit insurance on mobile homes to a maximum coverage of $30,000, shall apply to the move of a mobile home. The insurance shall be purchased by the NAV CANADA Corporate Travel & Employee Relocation Group.

3.17.2 The employee should be made aware that the contractor's liability for damage to the mobile home is limited to the damage resulting from catastrophe, such as a collision or upset. Any additional insurance coverage which the employee may wish to acquire beyond the $30,000 may be claimed as incidental relocation expenses.

3.18 Incidental Expenses

3.18.1 The provisions relating to incidental relocation expenses (see section 4.4) apply to the move of a mobile home. For a claim under Part 5, justifiable incidental relocation expenses would include the following: 

(a) preparation of the installed equipment and furnishings of the mobile home for the move and disconnection of domestic services; and 

(b) preparation of the installed equipment and furnishings of the mobile home for occupancy after the move and connection of domestic services to existing on-site terminals.

3.18.2 In addition to the above, justifiable incidental relocation expenses would include either: 

(a) an entry or set-down fee, where the management of a mobile home park at the new place of duty demands such a fee as a condition of admission to the park (less any social membership portion incorporated therein); or 

(b) the installation of essential services (electricity, water and sewage disposal) on presentation of proof of payment and evidence (e.g. a lease) that the mobile home will be located on an unserviced site rented by the employee owning the mobile home. Such payments shall not be reimbursed until the mobile home is located on the site and the employee has occupied the home as principal residence.

3.18.3 When the entry or set-down fee, added to other justifiable incidental expenses, exceeds the total amount allotted for incidental expenses, the excess amount may be reimbursed with the approval of the responsible manager.

3.18.4 Actual expenses for labour and rented equipment to jack, hoist and unblock the mobile home to remove it from its pad, position it so that the towing vehicle can hook on and to place and block the mobile home on an existing pad at destination, shall be reimbursed on presentation of proof of payment.

Part 4: 
Shipment of Effects

4.1 General

4.1.1 Except for certain restrictions described below, the Relocation manager will arrange for and pay the cost of packing, insuring, shipping, in-transit storage and unpacking of a reasonable quantity of personal and household effects from an employee's principal residence on relocation. Expenses incurred for loading, unloading, cartage or freight charges for effects from other than the principal residence shall not be paid, except as provided for in 4.10.3. 

4.1.2 When signing the bill of lading, the employee must ensure that any loss or damage detected during the unloading and unpacking is noted on the inventory that accompanies the bill of lading. This is the inventory originally prepared by the carrier at the time of loading and approved by the employee or appointee.

4.1.3 The responsible manager will grant an employee reasonable time off with pay for the purpose of overseeing the packing, unpacking, loading and unloading of household effects. Such authority will not be unreasonably withheld.

4.1.4 There may be circumstances where the furniture has been stored at the responsible manager’s request and shipment of effects has been authorized. If the employee is again relocated and shipment of both furniture and effects to the new place of duty is authorized, the restoration of both to the employee shall be by the most economical means as determined by the NAV CANADA Corporate Travel & Employee Relocation Group even though additional loading, cartage or freight charges may be incurred.

4.2 Packing and Removal Services 

4.2.1 Removal services shall be purchased by the NAV CANADA Corporate Travel & Employee Relocation Group for all relocations within Canada. In cases where no professional packing services are available, such as an isolated post, Corporate Travel & Relocation Services will make arrangement for these services in conjunction with the local manager. 

4.2.2 When the quantity and weight of personal effects is minimal, an employee shall be reimbursed the costs of renting a trailer or small truck.  For example when a person is moving the contents of a small apartment, the employee may, with the approval of Corporate Travel & Relocation Services section, select the option of renting a trailer or a small truck and removing the furniture and effects. An employee shall be reimbursed the reasonable costs of such a move, including insurance on the personal effects. 
4.3 Restricted Items

4.3.1 When a removal at corporate expense has been authorized in accordance with the foregoing, an employee may include all household effects provided that the moving firm will accept the effects on a straight-weight basis. 

4.3.2 The following is a representative list of items that shall not be moved at corporate expense: 

· goods which the mover will only accept on a weight, dimensional or cubic basis;

· items which by law or tariff restriction may not be moved with household effects; 

· goods requiring climatically controlled conditions; 

· building materials, patio stones, cement blocks, outdoor barbecues (brick, cement or stone); 

· boats (except those 3.7 metres (12 feet) and under in length if accepted by the carrier on a straight-weight basis), parts of boats (except portable outboard motors if accepted by the carrier on a straight-weight basis when properly serviced for the move); 

· aircraft and parts; 

· trailers; 

· livestock; 

· fuel (solid or liquid); 

· portable buildings (except for some garden sheds which may be accepted by the mover on a straight-weight basis); 

· explosives; 

· farm or construction equipment or machinery;

· other items determined by the mover. 

4.4 Incidental Expenses

4.4.1 In any removal of household effects, the mover should be depended upon for professional advice concerning any special care or preparation which should be provided for articles to be moved. If the mover is not qualified to provide some of the necessary services, the mover may arrange for these services, or recommend a qualified third party. Charges levied for these services shall be considered incidental expenses. The following is a representative, but not exclusive, list of examples: 

· certification of mechanical contrivances or those that require a power source for use and operation, as being in operating condition; 

· disconnection, connection or electrical conversion of appliances and the preparation of appliances for shipment; 

· taking up or re-laying of wall-to-wall carpeting, hall runners, etc.; 

· removing or installing valance boxes, curtain rods, wall hooks, clocks, etc.; and 

· disassembling and assembling garden and patio furniture and similar equipment.

4.4.2 Employees will be reimbursed the cost of professional cleaning of the former residence, after the household effects have been loaded, up to a maximum of $100. Receipts are required.

4.4.3 Employees should be aware that failure to prepare certain items for shipment may result in the carrier’s refusal to load them, or may nullify the insurance coverage.

4.4.4 Expenses incurred for such reasons as the following are not reimbursable: 

· extra pick-up and delivery of household effects, except as provided in 4.10.2; 

· access-to-storage charges; 

· cleaning, fumigating or moth-proofing; 

· repairing, refurbishing or alterations to a residence, furniture or effects; and 

· the assembly and disassembly of swimming pools and TV satellite dishes.

4.5 Shipment of Automobiles

4.5.1 Employees owning two vehicles may elect to drive both vehicles to the new place of duty, or to drive one vehicle and ship the other.  Corporate Travel & Relocation Services will arrange the shipping of family cars in the most cost efficient manner. 

4.5.2 Employees should be advised that shipping a car, even over a short distance, may involve a lengthy time in transit. Employees shipping by rail are strongly encouraged to drive to and from the rail head to avoid “connecting service” which could involve lengthy delays in shipment.  Employees should also be advised that the rail shipping service may not accept antique cars and cars over 15 years of age for shipment; autos must move on and off the transporting conveyance under their own power.
4.5.3 Rental car costs incurred while the employee’s car is being shipped are not reimbursable except in highly unusual circumstances beyond the employee’s control. These circumstances are: 

· family illness, which requires travel to hospitals and doctors; 

· when the employee or dependant is permanently disabled; 

· when there is no public transportation in the location; 

· when the employee’s vehicle is being repaired due to damage while being shipped; and 

· when delivery of the employee's vehicle is delayed beyond contracted delivery date for reasons beyond the employee’s control.

4.5.4 When the relocation distance exceeds 3,000 kilometres, responsible managers may authorise the shipment of both family vehicles, and the travel of the family by commercial carrier.

4.5.5 The second vehicle may also be shipped in unusual circumstances (such as when distance, weather or family circumstances do not permit the driving of the second car).

4.5.6 When the car must be delivered by the employee to a point of shipment, the following expenses are reimbursable: 

· the kilometric rate prescribed in Appendix C of the Travel Guideline (lower rate), to cover the expense of moving a family car to and from the auto transfer agent's depot at each end of the move; 

· if required, one-way transportation by the most economical means for the employee to return from and travel to the auto transfer agent’s depot at each end of the move; 

· the charges levied by the transfer agent to deliver the car to and receive it from the corporate carrier; and 

· the charges for storing the family car at the agent’s depot for a total combined maximum period of ten days.

4.5.7 When an employee ships the family car to the new place of duty other than by the corporately-contracted carrier(s), or ships a motor vehicle registered in the employee's name or in the name of the spouse or a dependant which does not meet the definition of a family car for purposes of shipment, the employee shall be reimbursed on presentation of evidence of payment the actual and reasonable expense incurred, not exceeding the cost of shipping a family car to the new place of duty using the most economical mode and using the corporately-contracted carrier(s).

4.6 Shipment of Motorcycles or Snowmobiles

4.6.1 Motorcycles and snowmobiles purchased for personal use and registered in the employee’s name or in the name of the spouse or a dependant may be shipped as furniture and effects by making arrangements through the NAV CANADA Corporate Travel & Employee Relocation Group, provided that the moving firm will accept the machine(s) on a straight-weight basis when properly serviced for the move.

4.6.2 It is the employee’s responsibility to service these items for transportation. All machines should be reasonably clean and free from oil or antifreeze leaks; the gasoline tanks should be drained.

4.7 Shipment of Boats and Trailers

4.7.1 Employees who own boats which the mover will not accept, that can be trailered, and live-in camper-trailers that may be towed by the family car, may move them in this manner, and will be reimbursed for the distance at an additional one-half (1/2) the kilometric rate prescribed in Appendix C of the Travel Guideline (lower rate).

4.8 Shipment of Pets

4.8.1 Employees may claim the actual transportation expenses incurred in shipping domestic family pets as an incidental relocation expense. Necessary kennel fees while the employee is in temporary and interim accommodation may also be reimbursed as incidental expenses.

4.9 Storage in Transit

4.9.1 Storage that is necessary and incidental to the shipment of effects to the new place of duty may be authorized to a maximum of 60 calendar days. In cases of demonstrated need, however, the responsible manager may authorise an extension of this period up to a further 60 calendar days. Extensions shall not be granted when the delay is directly attributable to events resulting from personal choices made by the employee. The cost of any extension to the period authorized will normally be the responsibility of the employee.

4.10 Long-term Storage

4.10.1 When an employee is relocated, but in the opinion of the responsible manager, the shipment of the household effects or private motor vehicles, or both, to the new place of duty is neither desirable nor in the corporate interest, the employer will pay for: 

(a) packing, crating and cartage of the employee’s household effects to the nearest place where adequate long-term storage facilities are available; 

(b) storage of the household effects until they can or might be repossessed by the employee or an authorized dependant of the employee; 

(c) storage of up to two private motor vehicles or one automobile and a camper/trailer. The total storage cost shall not exceed the cost of storing two private motor vehicles; and 

(d) payment of a one-time storage preservation fee for such services as removing the battery, raising the private motor vehicle (pmv) off the tires, applying lubricants as required, etc., for commercial storage of a private motor vehicle.

(e) should the employee be assigned Corporate/Crown accommodations which will not accommodate all personal possessions, storage of the remainder shall be at the employer’s expense. 
4.10.2  When the employee's effects have been stored in accordance with this section and the employee is again relocated to a location where the effects could be repossessed by the employee or an authorized dependant of the employee, the responsible manager shall authorise the NAV CANADA Corporate Travel & Employee Relocation Group to ship the effects from the place of storage to the employee’s: 

(a) new place of duty; 

(b) former place of residence from which the effects were placed in storage; or 

(c) intended place of residence in Canada, provided that the cost is not greater than in part (b).

This authorization shall include the unpacking and uncrating of effects at the destination.

4.10.3 An employee whose employment terminates while the employee’s effects are in storage: 

· shall be reimbursed storage costs up to seven days after the date of termination of employment; and up to 14 days in exceptional circumstances approved by the responsible manager; and 

· may, if the employee chooses, within a month of the date of termination of employment, have the responsible manager ship these effects to the original point from which they were shipped into storage, or any other location of the employee's choice, provided the cost is not greater than shipping them to the original point.

insurance

4.11 General

4.11.1 The employer ensures replacement cost value (rcv) of $100,000 loss on authorized removals of household effects within Canada. 
4.11.2 Additional insurance is available through the corporate contractor. The premium paid for such additional insurance may be claimed under the incidental expense allowance provisions (see also paragraph 5.2.1(o)).

4.11.3 To ensure that insurance can be provided, all moves shall be arranged through the NAV CANADA Corporate Travel & Employee Relocation Group.

4.11.4 This insurance provides coverage during periods of transit (it), storage in transit (sit), and long-term storage (lts) (see section 4.9).

4.12 Relocation from an Isolated Post

4.12.1 Removals at corporate expense from isolated posts or originating at remote areas, where no professional packing services are available, are arranged by the responsible manager in conjunction with the NAV CANADA Corporate Travel & Employee Relocation Group. A separate insurance policy is made available to employees through the corporate contractor and provides adequate coverage.

4.13 Private Motor Vehicle

4.13.1 When a vehicle is shipped by moving van, the cost of insuring such vehicles is automatically assumed by nav canada and its corporate contractor, as part of the basic $100,000 in-transit coverage. To determine the level of coverage remaining on the household goods, the actual cash value of the vehicle is deducted from the basic $100,000. If the resulting balance produces insufficient coverage for the household effects, then additional coverage may be purchased by the employee from the corporate contractor after consultation with the NAV CANADA Corporate Travel & Employee Relocation Group and claimed as an incidental expense.

4.13.2 When a vehicle is shipped by rail, the liability coverage will be as shown on the bill of lading, but not less than $30,000, and the coverage will apply on the vehicle and factory installed equipment only.

4.13.3 Additional insurance that may be required is to be purchased by the employee and claimed as an incidental expense.

4.13.4 The current cost through Auto Rail is $5 per $1,000 valuation.

4.13.5 For shipments by rail, the carrier accepts certain liabilities subject to various deductibles:

(a) under $30,000 valuation, $100 deductible; 

(b) exotic vehicles (e.g. Jaguar, bmw, Corvette, etc.) under $30,000 valuation, $500 deductible; 

(c) over $30,000 valuation, $1000 deductible.

If there should be a need to pay the deductible, it may be claimed under incidental expenses.

4.13.6 Vehicles 15 years and older will not be accepted for transportation.

4.13.7 When a vehicle is damaged in transit, the employee will be permitted to rent a replacement for a maximum of 30 days.

4.13.8 When an automobile is shipped in a van with effects, the replacement cost value insurance coverage shall then be $70,000. Any excess insurance is to be purchased by the employee and claimed as an incidental expense claim.

4.13.9 It is recommended that the employee’s car insurance be maintained while the car is in transit.

4.14 Insurance Claims

4.14.1 Claims arising from loss or damage are covered by the corporate contractor and the corporate insurance policy. For an employee to successfully conclude a claim, all lost or damaged items must have been noted on the inventory, the bill of lading (subject to exceptions noted on the inventory) must be signed, and the corporate contractor must be notified in writing of the intent to claim within 14 days of delivery. Any claim for loss or damage must be a matter between the employee, the corporate contractor; the employer is not involved in any way.

4.14.2 When difficulties are encountered in settling an employee’s claim for damages to furniture and effects, nav canada will engage the services of an independent insurance appraiser.

Part 5: 
Incidental Relocation Expenses and Special Situations

5.1 General

5.1.1 The employer will reimburse an employee for a wide range of incidental expenses related to a relocation. The expenses must be directly attributable to the move, must be clearly reasonable and justifiable, and must not upgrade the financial position of the employee.

5.1.2 The incidental expenses must be supported by receipts, the reimbursement of which is subject to judgement by the responsible manager that the expenses are within the intent of the provision and are reasonable in the circumstances.

5.2 Admissible Expenses

5.2.1 The following are examples of admissible expenses and shall not be considered as all-inclusive: 

(a) connection and disconnection of electrical appliances and preparation for shipment (e.g. blocking drum in automatic washer, securing turntable on stereo); 

(b) connection and disconnection of public utility services, e.g. telephone, electricity, water, cable; 

(c) payment of local licences, such as automobile and driver's licences, and safety certificate for automobile when one is mandatory by provincial legislation before licence plates can be obtained (excluding cost of necessary repairs); 

(d) disassembling and assembling of garden and patio furniture; 

(e) removal or installation of valance boxes, curtain rods, wall hooks, clocks, wall mirrors; 

(f) taking up or re-laying hall runners, etc., labour of altering and re-hanging existing drapes and curtains. Cost of altering locks on new residence (labour only); 

(g) purchase of school books at new location, if such books are required for the normal course of study and are not provided free of charge by the school authority (only applicable if relocation takes place during school year); 

(h) non-cancellable portion of fees such as insurance and local clubs and associations, prorated. 
(i) post office changes of address; 

(j) tuning of pianos; 

(k) photocopy and transmittal costs for transcripts of academic records for employee, spouse, or dependants; 

(l) transportation of pets, excluding the purchase of containers; interim lodging for pets due to some hotel-motel regulations, including associated costs such as health certificates, but excluding health vaccinations; 

(m) extra parking charges for vehicle at interim accommodation site; 

(n) long distance telephone calls related to purchase or sale of a home; 

(o) additional insurance on household and personal effects shipped through the NAV CANADA Corporate Travel & Employee Relocation Group; 

(p) replacement of propane tank; 

(q) purchase and installation of safety valve kit for propane- powered vehicles relocated into Ontario; and 

(r) reimbursement for extra insurance (Vacancy Permit Endorsement) as incurred by the employee as a result of being placed on tdra.

5.3 Inadmissible Expenses

5.3.1 This list should not be considered as all-inclusive: 

(a) purchase of new goods, i.e. furnishings, rugs, drapes and household equipment, or improvements and repairs to effects which are already owned; 

(b) alterations or repairs to residence except as provided for in 5.7.1; 

(c) expenditures for which specific provisions (including any limitations) are made elsewhere in this guideline; 

(d) expenses related to financial arrangements resulting from the acquisition or disposal of permanent accommodation (e.g. mortgage finder’s fees, surveyor’s fees on the sale of the principal residence, adjustments on closing, such as municipal taxes, etc.); 

(e) higher costs for insurance and car licences.

5.4 Allowances

5.4.1 The employee may claim for expenses up to six per cent of the employee’s annual salary in effect on the day of departure.

5.4.2 Within that six percent maximum, the employee will be permitted to claim non-accountable incidental relocation expenses of $200 if the employee is shipping an amount of 900 kg (2000 lbs) or more, and of $100 if the employee is shipping household effects weighing less than 900 kg (2000 lbs).

5.4.3 The non-accountable allowance is intended to cover an employee's expenses and losses which cannot be supported by receipts. These include, but are not limited to:

· losses in food which cannot be shipped (e.g. frozen food); 

· losses in household goods which cannot be shipped (e.g. paint and building materials); 

· losses of house plants; and 

· other minor out-of-pocket expenses.

5.4.4 Instead of claiming actual expenses up to six per cent of the employee’s annual salary, the employee may select the option of claiming the non-accountable incidental expense allowance of $650.00 if the employee is shipping 900 kg (2000 lbs) or more, or $200 if the employee is shipping household effects weighing less than 900 kg (2000 lbs). When this option is selected, no other incidental expenses shall be reimbursed.

5.5 Spousal Employment Assistance

5.5.1 Under the spousal employment assistance provisions, the employee may claim for the actual costs of a professionally prepared curriculum vitae for the currently employed spouse to assist the spouse in finding suitable employment. Reimbursed costs shall not exceed $350 and are to be claimed as a separate reimbursement from incidental allowances.

special situations

5.6 Initial Appointment

5.6.1 Relocation expenses are not normally reimbursed to a person on initial appointment to nav canada. However, in exceptional circumstances when it is considered that payment of such expenses is essential for effective staffing action, the relocation assistance to be provided, if any, shall be negotiated with the person during the selection phase. The terms agreed upon shall be included in the offer and shall be recorded and adhered to when the person becomes an employee and is relocated to the first place of employment (see paragraph 1.2.1).

5.7 Relocation of Employees with Permanent Disabilities

5.7.1 In certain circumstances, additional assistance may be provided to employees with permanent disabilities.

short-term relocations

5.8 General

5.8.1 There are situations when the employee is obliged to leave the employee’s metropolitan community or headquarters area for a number of months, or a few years, to live in another community where the employee has been selected for: 

· training; 

· educational leave in accordance with nav canada policy; 

· work assignment. 

5.8.2 The responsible manager should consider all aspects of the employee’s situation, specifically the duration of the stay in the other community, the family situation, and whether the employee is a homeowner or rents accommodation, to determine whether it would be more practical, economical, and less disruptive to the family unit to assist the employee in maintaining a temporary second residence or to authorise a relocation. For example, a single employee or an employee whose dependants are not of school age, and who rents accommodation, may be easily relocated for a period of one year; an employee with school-age dependants who owns accommodation may not be a suitable person to relocate for that same period of time. In all cases the options shall be discussed with the individual employee, and consideration given to the employee’s wishes, to the extent that any additional costs incurred are not excessive.

5.8.3 When the temporary relocation of an employee or a family is indicated, the regular relocation provisions should apply with the following conditions: 

(a) the sale or purchase of a home, and the reimbursement of the associated costs, shall not be authorized unless the period at the temporary relocation exceeds three years. For lesser periods, employees who rent their homes for the period of their absence shall be reimbursed the actual and necessary fees charged by property management firms, such as trust companies, for managing rental properties:

(b) employees renting accommodation are eligible for payment of costs related to the disposal and acquisition of rental accommodation as specified in section 3.2. Actual and reasonable costs related to subleases shall also be reimbursed; 

(c) when it is more practical to store part or all of the furniture and household effects instead of shipping them to the new place of duty, the employer will pay necessary and reasonable moving and storage charges; or 

(d) when, in the opinion of the responsible manager, it is clearly not practical to ship an employee’s vehicles to the temporary place of duty, the employee shall be reimbursed storage costs incurred for each motor vehicle in an amount up to $60 per month for commercial storage, or $30 per month for private dead storage, upon evidence of payment, for a maximum of two vehicles.

5.9 Living Expenses

5.9.1 Living expense assistance may be authorized when a relocation is not indicated because: 

(a) the period of duty or training is too short; 

(b) a temporary relocation of the family is not practical (e.g. education of dependants); 

(c) or for both reasons.

5.9.2 The following living expense assistance may be authorized:

(a) an allowance not exceeding $420 per month to cover living expenses incurred while using private accommodation (with family or friends) or in a room-and-board type situation; 

(b) an allowance not exceeding $600 per month to cover living expenses incurred while in accommodation owned by the employee or a dependant residing with the employee; 

(c) actual cost for meals, accommodation and incidentals when occupying corporately - owned or -controlled accommodation, including training centres and military facilities. However, when these living quarters are self-contained, with meal preparation facilities, the only expenses reimbursed shall be the costs of utilities and laundry (not dry cleaning), where these are not provided free of charge; 

(d) living costs incurred in commercial accommodation, including rent for a furnished bachelor apartment within the medium cost range for that location, as verified and authorized by the responsible manager; 

(e) the actual costs necessarily incurred for parking at the temporary accommodation, basic cable television, telephone rental at the most economical rate, and electricity, when not incorporated into the rental charge; 

(f) a laundry allowance of $30 per month; 

(g) the costs of subletting or lease liability; and 

(h) fees charged by an agency specialising in locating rental accommodation, to the extent that these fees are reasonable.

5.9.3 Employees who are separated from dependants and who are maintaining two households will also be entitled to a daily meal allowance equal to 65 per cent of the current meal allowance for dinner, Appendix C, of the Travel Guideline.

5.10 Other Payments

5.10.1 In addition to the above, employees shall be reimbursed:

(a) the actual costs (including insurance) of shipping a maximum of 200 kg (440 lb) of personal effects, by the most reasonable and economical means; 

(b) on arrival at the new place of duty, living expenses (in accordance with the Travel Guideline) for a maximum of seven days (this period permits the employee to locate self-contained accommodation); 

(c) if occupying commercial accommodation, the cost of the rental of basic furniture, provided that the cost does not exceed of  unfurnished accommodation and rental does not exceed the cost of furnished accommodation;

(d) transportation and living expenses en route from the old to the new place of duty in accordance with the Travel Guideline.

5.10.2 Employees who have dependants residing in the principal residence and who are maintaining two households shall be entitled to: 

(a) the cost of two weekly 10-minute, station-to-station long distance calls at discount rates to dependants residing at home; 

(b) if occupying commercial accommodation, a daily meal allowance equal to 65 per cent of the current meal allowance for "dinner," Appendix C of the Travel Guideline; 

(c) a return trip to the permanent residence, in the event of emergency situations at home (e.g. illness) when, in the opinion of the responsible manager or the attending physician, the employee should return home; 

(d) a return trip to the permanent residence every third weekend, as specified in 5.3.1 of the Travel Guideline. When the employee is at home, the meal allowance shall not be paid.

5.10.3 If an unaccompanied employee is absent from the temporary headquarters area in travel status, on leave, or for travel home, while at the same time claiming assistance, the reimbursement shall only be made for non-cancellable costs.

5.10.4 If an employee's dependants join the employee at the duty location, and the employee is no longer maintaining two households, the meal allowances shall be terminated.

5.11
Special Provisions for Air Traffic Control Trainees

5.11.1 Notwithstanding section 5.8.3 (a) employees represented by the Canadian Air Traffic Control Association who are sent to another location for training for a period of more than four (4) months will be entitled to the provisions of the Relocation Guideline including the sale and purchase of a principal residence with the following conditions:

(i) costs related to the purchase of a principal residence, at the training location, shall be reimbursed if the trainee meets unit qualifications at this location. This would not apply to trainees who meet unit requirements and at the completion of training they are reassigned to another location. Expenses must be incurred prior to or within a two-year period from the date the trainee meets unit qualification standard; and

(ii) costs related to the sale of a principal residence, at the training location, shall not be reimbursed, if at the completion of training, the trainee is reassigned to another location;

(iii) a trainee who meets unit qualifications at the training location, and who has not purchased a principal residence, may be reimbursed the cost of a local move if a principal residence is purchased following the trainee meeting unit qualifications. This provision does not apply if, at the completion of training the trainee is re-assigned to another location;

(iv) for the purposes of this document, “local move” includes the following costs:

· disposal of rental accommodation

· acquisition of a principal residence

· movement of household effects

· incidental relocation expenses

(v) when a trainee, who is a home owner, is obliged to store portions of his or her furniture and household effects, at the training location, the employer will pay the necessary moving and storage costs;

(vi) when a trainee completes training, and is appointed to a position at the former location, and has not yet sold the former accommodation, the provisions relating to the cancellation of relocation shall apply.

Part 6: 
Travel to the New Location

6.1 General

6.1.1 On relocation, the employee or family, or both, enter into travel status on the calendar day the moving firm completes loading the household or personal effects to be shipped; or, if no effects are shipped, on the calendar day the employee departs for the new place of duty.

6.1.2 The responsible manager will grant an employee reasonable time off with pay for the purpose of travel to the new location. Such authority will not be unreasonably withheld.

6.1.3 For purposes of reimbursement for meals and accommodation, necessary part days in travel shall be considered full travel status days.

6.1.4 Employees who have dependants residing in the principal residence who are nine years of age or less may be reimbursed child- care expenses for four days while effects are packed or unpacked and loaded or unloaded. The provisions covering child-care during hht apply (see section 2.2).

6.1.5 An employee shall also be reimbursed the cost of reasonable insurance on personal effects which accompany the family, the employee, or both, when travelling to the new place of duty by commercial means, or while in temporary or interim accommodation.

accommodation

This section covers special conditions that are not already covered by the NCJC Travel Guideline.  For all other entitlements while on travel status, refer to the NCJC Travel Guideline.

6.2 General

6.2.1 The employee shall be reimbursed the actual cost of accommodation within the guidelines of this section.

6.2.2 Luxury accommodation shall not be used. Efficiency units should be utilised when available, particularly if the period of interim accommodation is prolonged.

6.2.3 The following occupancy principles shall apply to overnight accommodation related to the need for the family unit to occupy commercial accommodation as a direct result of a relocation, whether en route, in temporary accommodation, or in interim accommodation: 

· multiple occupancy of the room occupied by the employee or spouse, or both, and dependent children 12 years of age and under, to a maximum of three occupants; 

· multiple occupancy of additional rooms, based on one additional room per Groupof three dependants over 12 years of age involved in the move, (i.e. these groups start with the fourth, seventh, and tenth persons, etc.), provided that the requirement for additional accommodation is reasonable and justifiable.

6.2.4 A second room may also be utilised when the family unit requiring commercial accommodation consists of: 

· the employee, the spouse and more than one dependent child under 12 years of age; 

· the employee, the spouse and one dependant over 12 years of age; 

· the employee and one dependant who is not the spouse and who is over 18 years of age and of the opposite sex; 

· two dependants unaccompanied by the employee, both being over 18 years of age and of the opposite sex.

6.2.5 If private accommodation is used, one private accommodation allowance (see article 3.4, Travel Guideline) shall be reimbursed for the employee and the first dependant; $1 per person shall be reimbursed for each additional dependant.

6.3 Temporary Accommodation

6.3.1 In addition to days en route, the employee or the family, or both, shall also receive living expenses for a total of four calendar days of temporary accommodation. These living expenses are intended to cover those expenses incurred for necessary accommodation and meals at the start or end of the voyage, or both, while effects are packed or unpacked, and loaded or unloaded. An additional day of temporary accommodation shall be authorized, as necessary, when the employee is required to remain at the former location for the formal inspection of Crown/corporately-owned accommodation.

6.3.2 The same standards shall apply as for meals, accommodation and incidentals en route.

6.3.3 When the unloading and unpacking of effects does not immediately follow the arrival of the employee or the family, or both, at the new place of duty, interim accommodation (see section 6.4) may be authorized.

6.4 Interim Accommodation

6.4.1 Section 6.3 provides for four full calendar days of temporary accommodation. During these four days, the responsible manager will reimburse necessary costs for accommodation, meals and incidental expenses.

6.4.2 If the employee requires living expense assistance beyond these four days, interim accommodation may be given. This assistance is given to an employee who is unable to move into the new home for reasons beyond the employee’s control, such as: 

· furniture and effects have not arrived; or 

· accommodation is not available.

6.4.3 Approval to occupy interim accommodation is not automatic nor is it an entitlement. If the responsible manager is satisfied that assistance is required, the responsible manager shall authorise reimbursement for interim accommodation to a maximum of:

(a) for an employee who has shipped household effects, 19 days reduced by the number of days for which living expenses were paid for an hht; and 

(b) for an employee who precedes dependants and receives Temporary Dual Residence Assistance, 12 days upon the arrival of the dependants at the new place of duty; if an HHT was taken during tdra, the above-noted period shall be reduced by the number of days for which living expenses were paid for the hht.

6.4.4 An employee is expected to seek out and occupy self-contained interim accommodation as soon as possible on arrival at the new place of duty and vacate the higher priced hotel or motel type accommodation. Responsible managers should provide assistance in this regard.

6.4.5 Normally, the reimbursable period of interim accommodation shall cease on the day following the day the employee’s furniture and effects arrive at the principal residence at the new place of duty.

6.4.6 When the responsible manager is satisfied that the employee was unable to occupy permanent accommodation for a period exceeding that specified in 6.4.3, the employee shall be reimbursed for the actual cost of accommodation only; during a further period: 

(a) when, through no fault of the employee or dependants, the household effects were not available for delivery to the new residence because of shipment delays, a period ending two days after delivery;

(b) when, at the new place of duty, the employee is to occupy Crown/corporately-owned living accommodation, a period ending two days after such accommodation becomes available; or 

(c) in any other case, for a period considered to be reasonable and justifiable by the responsible manager. When approving these extensions, consideration should be given to the availability of accommodation, both purchased and leased, at that particular location.

meals and incidentals

6.5 General

6.5.1 Reimbursement for meals while the employee is in interim accommodation shall be made in accordance with the provisions outlined in this section

6.5.2 Incidental travel expenses are not payable while the employee is in interim accommodation because the employee’s expenses are not increased significantly by the temporary living situation, particularly if the accommodation is a family-type or self-contained unit equipped with kitchen and laundry facilities. It should also be recognised that, while the employee is occupying such accommodation, the meal allowance is more than adequate for the purchase of raw foodstuffs.

6.5.3 For each full calendar day the employee is en route, meals and incidentals shall be reimbursed in accordance with the Travel Guideline, and shall be paid to the employee and each dependant 12 years and over.

6.5.4 Dependants under 12 years of age shall receive one-half of that allowance, except when such expenses are incurred at an isolated post; then actual and reasonable expenses may be paid.

6.5.5 The employee alone is entitled to the incidental expense allowance (Appendix C of the Travel Guideline). The allowance paid shall depend on the type of accommodation occupied.

transportation

6.6 General

6.6.1 Normally, it is the responsible manager who decides on the mode of travel. However, where corporate requirements permit, the method of travel may be left to the choice of the employee and the responsible manager will authorise the appropriate travel time

6.7 Travel by Commercial Carrier

6.7.1 Travel by commercial carrier, if authorized, shall be subject to the transportation and travel standards as outlined in the Travel Guideline.

6.7.2 If the employee precedes the dependant(s), one of the dependants, usually the spouse, will be regarded as the employee for the purpose of establishing travel standards and allowances.

6.7.3 The employee may be provided with the appropriate tickets for transportation, or shall be reimbursed the expenses incurred for such transportation. The employee shall also be reimbursed:

(a) reasonable local transportation costs between the residence and the terminal of the commercial carrier at both the old and new places of duty; and 

(b) for each day of travel (based on the carrier's schedule), living expenses under section 6.5.

6.7.4 Permanently disabled employees may have special costs related to transportation and accommodation during relocation. Reasonable and necessary costs actually incurred shall be reimbursed.

6.8 Travel by Private Vehicle

6.8.1 When the relocation distance is less than 1100 km, the employee may be encouraged to travel to the new place of duty by personal motor vehicle. The responsible manager should base such encouragement upon factors such as the cost of shipping the family car and moving the employee and dependant(s), or both, by commercial means. The following factors should also be taken into account: 

· the family circumstances at the time of the move; 

· the employee's reporting date at the new place of duty; 

· the existence of an acceptable road network between the old and new places of duty; and 

· the weather conditions that normally prevail at the time the move is to take place.

6.8.2 Employees owning two family cars may opt to have both driven or drive one and ship the other (see section 4.5) and be reimbursed under the appropriate provisions of this guideline. Under certain circumstances, both family vehicles may be shipped while the family uses commercial transportation (see 4.5.4).

6.8.3 If travel by private vehicle(s) is authorized, the employee shall be paid at the rate specified in Appendix B of the Travel Guideline (the lower rate), for the distance of the journey. The distance guide published as Appendix A of the Travel Guideline shall be used as a guide for reimbursement. Minor detours during travel, to find accommodation or food, shall be considered as necessary relocation travel.

6.8.4 It is expected that trips of 650 km or less will be completed in one calendar day. For trips of more than 650 km, it is expected that an average of 500 km per calendar day will be travelled.

6.8.5 Appropriate additional travel time will be authorized for a journey by private car when the trip necessarily includes a ferry passage of more than four hours' duration or when the ferry schedules involve waiting times. Employees will, however, be expected to reserve ferry space in advance, if possible, in order to avoid these delays.

6.8.6 An employee shall be reimbursed for the following necessary en route expenses:

(a) accommodation, meals and incidentals as specified in section 6.5; 

(b) road, bridge and tunnel tolls incurred for private vehicle(s) (including boats or trailers, or both), while using main roads on the most direct Canadian route; 

(c) the cost of passage for self, dependants and the private vehicle(s) (including boats or trailers, or both), plus any reasonable and justifiable additional living expenses while aboard a ferry that is an integral part of the most direct Canadian route (a ferry service does not include a coastal steamer); 

(d) costs resulting from an authorized stop-over for the transaction of official corporate business en route or when delays are encountered beyond the employee's control, e.g. illness or unavoidable failure to make transportation connections.

6.8.7 Employees are expected to complete the journey without unnecessary delays. Transportation and living expenses will not be paid for side-trips, or delays resulting from an employee's personal decision or negligence.

6.8.8 The responsible manager shall ensure that the expenses incurred are actual and reasonable.
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