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	ADMINISTRATIVE PRACTICE LETTER IV-H
Moving & Relocation Expenses
Questions & Answers

A plain-language guide to the revised APL, effective January 1, 2026.



	Policy detail
	Summary

	Policy
	Administrative Practice Letter IV-H — Moving and Relocation Expenses

	Effective date
	January 1, 2026

	Applies to
	All University of Maine System universities, Governance and University Services, and any department or unit that authorizes, reimburses, or pays moving or relocation expenses

	Covers
	Reimbursements, allowances, lump-sum payments, and any approved payment made to or on behalf of an employee or prospective employee

	Processed by
	University Services Payroll Office, through the regular payroll cycle

	Approved by
	Vice Chancellor for Finance and Treasurer, University of Maine System

	Related policy
	APL IV-I Use of University Funds



	ABOUT THIS GUIDE
This Q&A summarizes Administrative Practice Letter IV-H and is intended to help hiring departments, business officers, and employees apply it consistently.




1.  The basics
Q1.  Is the System required to pay moving expenses for a new hire?
No. The System may authorize these payments when they are necessary and appropriate to support hiring or another approved business need. Moving support is a discretionary recruiting tool, not an entitlement, and each payment must be properly authorized and documented.
2.  Tax treatment
Q2.  Are moving and relocation payments taxable?
Yes. Under current federal tax law, employer-paid moving and relocation expenses are generally taxable to the employee. 
Q3.  Which kinds of payments are taxable?
All of them:
1. Amounts reimbursed directly to the employee
1. Allowances or lump-sum amounts paid to the employee
1. Amounts paid to a third-party vendor on behalf of the employee
Routing a payment through a vendor rather than the employee does not change the tax result.
Q4.  Weren’t these payments excluded from income at one time?
They were. The Tax Cuts and Jobs Act of 2017 suspended the exclusion from income for qualified moving expense reimbursements for most employees beginning January 1, 2018. Subsequent federal legislation made that treatment permanent for most employees.
Q5.  What withholding and reporting applies?
Moving and relocation payments are treated as taxable wages and are subject to applicable federal, state, Social Security, and Medicare tax withholding and reporting.
Q6.  Are there any exceptions to taxability?
Yes, these limited ones, under federal law: certain active-duty members of the U.S. Armed Forces moving pursuant to military orders, and certain intelligence community employees.
Q7.  What if we believe a payment qualifies as non-taxable?
Any request to treat a moving or relocation payment as non-taxable must be reviewed and approved by the University Services Payroll Office before payment is made. Do not assume an exception applies, and do not represent a payment as tax-free to a candidate or employee before Payroll has confirmed it.

	TALKING TO CANDIDATES
Because the payment is taxable wages, the amount a new hire receives will be less than the figure named in the offer. Departments should say so plainly at the offer stage so the candidate can plan. The University will not gross-up for taxes. If a department has questions, confirm the treatment with the University Services Payroll Office before making any commitment.


3.  What expenses can be covered
Q8.  What counts as a moving or relocation expense?
For purposes of this APL, appropriate and reasonable expenses may include:
1. Transportation of household goods and personal effects
1. Packing, crating, shipping, storage, and delivery charges
1. Travel, lodging, mileage, or transportation costs related to relocation
1. Temporary housing or house-hunting expenses
1. Relocation allowances or lump-sum payments
Q9.  Is that list exhaustive?
No. The controlling test is that the expense is appropriate and reasonable, approved in accordance with applicable University requirements, and consistent with APL IV-I Use of University Funds.
Q10.  Is there a System-wide dollar limit?
The APL does not set one. The amount is established by the hiring department and documented in the employee’s contractual Moving and Relocation Expense agreement. It must be reasonable and approved in accordance with applicable University requirements.
4.  Approvals, forms, and processing
Q11.  How is a request submitted?
All requests for moving and relocation expense reimbursements go to the University Services Payroll Office, using the Moving/Relocation Reimbursement and Allowance Request form included with the APL — and only after all required approvals have been obtained.
Q12.  What documentation has to accompany the request form?
Each request form must include the employee’s contractual Moving and Relocation Expense agreement, along with any other documentation the department requires. Requests for reimbursement of actual expenses must also include the supporting documentation (e.g., receipts, vendor invoices) for those expenses.
Q13.  Can we submit the form while approvals are still pending?
No. The APL is sequential: obtain every required approval first, then submit. Submitting early creates rework and delays payment to the employee.
Q14.  How and when is the payment made?
Approved reimbursements are processed through the regular payroll cycle in a timely manner. That routing is deliberate — it is what produces proper tax reporting and correct assignment of the expense to the appropriate ChartFields.
Q15.  Why payroll rather than an expense reimbursement or accounts payable?
Because these are taxable wages, not business expense reimbursements. Only the payroll process applies the correct withholding, reports the payment properly, and puts the expense in the right ChartFields. Processing a moving payment outside Payroll creates a tax reporting problem that has to be corrected later.
Q16.  How long does it take?
The APL commits to processing through the regular payroll cycle in a timely manner rather than a fixed turnaround. Practically, the timing depends on when a complete, fully approved request reaches Payroll relative to the payroll calendar. 
5.  Reimbursement or allowance
Q17.  What is the difference between the two?
A reimbursement pays back actual moving and relocation expenses the employee incurred and documented. An allowance is an amount authorized to assist with moving and relocation costs. Hiring departments may authorize either.
Q18.  How does a department choose?
Either approach is permitted, provided the payment is reasonable and approved in accordance with applicable University requirements. Reimbursement ties the cost to documented actuals; an allowance gives the employee flexibility and gives the department a fixed, predictable number.
Q19.  Is one treated more favorable for tax purposes?
No. Both are taxable wages subject to applicable withholding and reporting. The choice is an administrative and budgeting decision, not a tax-planning one.
Q20.  Do both use the same form?
Yes. Requests for reimbursement of actual expenses and requests for allowances are both submitted to Payroll on the approved Moving/Relocation Reimbursement and Allowance Request form, with any required supporting documentation.

	
	Reimbursement
	Allowance

	What it is
	Repayment of actual, documented expenses
	A set amount to assist with moving costs

	Documentation
	Agreement plus supporting expense documentation
	Agreement plus any documentation the department requires

	Form
	Moving/Relocation Reimbursement and Allowance Request form
	Same form

	Tax treatment
	Taxable wages
	Taxable wages

	Processed through
	Regular payroll cycle
	Regular payroll cycle



6.  Third-party vendors
Q21.  Can we pay a moving company directly through Procurement?
No. Third-party vendor payments related to employee moving and relocation expenses must be paid directly by the employee and may not be processed through Procurement. 
Q22.  So how does the vendor get paid?
The employee pays the vendor directly and is then reimbursed — or receives an allowance — through the process described in this APL. Departments should make that sequence clear to the employee up front so they can plan for the out-of-pocket outlay and its timing.
Q23.  What if a department has already engaged a vendor or issued a purchase order?
Stop and contact the University Services Payroll Office before the invoice is paid. Vendor arrangements routed through Procurement are not permitted under the revised APL, and unwinding one after payment is considerably harder than correcting it beforehand.
7.  Getting it right the first time
The most common problems are procedural rather than substantive. Getting it right the first time reduces unnecessary administrative burden.

	Step
	What has to happen

	1
	Confirm moving support is necessary and appropriate to the hire and determine whether the department will offer reimbursement of actuals or an allowance.

	2
	Document the commitment in the employee’s contractual Moving and Relocation Expense agreement. Ensure the amount is reasonable.

	3
	Tell the employee plainly that the payment is taxable wages and that they will pay any third-party vendor directly.

	4
	Obtain every required approval before submitting anything.

	5
	Complete the Moving/Relocation Reimbursement and Allowance Request form and attach the agreement plus any required supporting documentation.

	6
	Submit the package to the University Services Payroll Office.

	7
	Payroll processes the payment through the regular payroll cycle, applying withholding and assigning the expense to the appropriate ChartFields.


8.  Where to go next
Questions about taxability, non-taxable exception requests, forms, or payroll timing should go to the University Services Payroll Office. Questions about whether a particular expense is an appropriate use of University funds should be raised with your business officer, with reference to APL IV-I.

	GOVERNING AUTHORITY
Administrative Practice Letter IV-H has been approved by the Vice Chancellor for Finance and Treasurer of the University of Maine System and is effective January 1, 2026. This Q&A is an explanatory companion; the APL itself is the authoritative statement of policy.
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