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1. INTRODUCTION
1.1 In order for the Company to meet its operational requirements, it may be necessary for the Company to Relocate or Transfer some of its current employees from one geographic area or office to another, on a temporary or permanent basis.

1.2 The Company will endeavour to assist employees who are Relocated or Transferred at the request of the Company.

2. AIM OF THIS POLICY

The purpose of this Policy is to: 
· To provide the guidelines and procedures to be followed during the Relocation of employees as a result of Company initiated Transfers.

· To explain the Company’s position on Employee requested Transfers.

· To explain the Company’s position on the Relocation of New Employees.

· To explain the Company’s position on International Relocation.

· To clarify conditions pertaining to the Relocation Allowance of employees.

· To define the employees eligible for a Relocation Allowance.

3. SCOPE OF THIS POLICY

3.1 This Policy applies to employees who the Company requires to relocate their place of residence due to Company operational requirements.
3.2 This policy applies to job applicants applying for vacancies in the Company.

4. NATURE OF RELOCATION OR TRANSFERS

The Company distinguishes between different reasons resulting in Employee relocation.
4.1 Relocation of Employees due to Permanent Transfers

4.1.1 The Company may decide to permanently relocate an employee from one Office to another due to operational requirements. In this case the Company is prepared to cover Travel and Accommodation Expenses due to the Transfer

4.1.2 Any change in the primary location of employment will be negotiated with the employee and only on mutual consent will such relocation take place.

4.1.3 If the employee uses his/her own private motor vehicle to relocate, reimbursement will be paid at the same rate per kilometer as granted for normal business use (see Appendix O-3-2: Vehicle Operating Costs). If more than one vehicle is used the tariff will be the same for the other vehicles.

4.1.4 Subject to prior approval by the Managing Director, the Company will pay for reasonable overnight hotel expenses (bed and breakfast) for the employee and his/her family en route to the new location.

4.1.5 If the employee travels by air, the costs of airfares for the employee and his/her immediate family to the new location will be paid.

4.1.6 The Company will cover the cost for the Removal and Transfer of furniture and household items to the new location on the following conditions: 

· The relocating employee must provide the Company with three (3) quotations for furniture removals. 

· The furniture removal company that will be used will be selected by the Company.

· The Company will pay for the insurance of furniture and other items as organised by the employee, but will not be liable for any loss or damage suffered as a result of the move.

· The Company will pay the storage costs for a maximum period of one (1) month should items need to be stored after the Transfer or in case of any unforeseen eventuality.

4.2 Relocation of Employees due to Temporary Transfers

4.2.1 The Company may require an employee to relocate temporarily or to conduct work at another venue due to operational requirements.
4.2.2 The Company will carry the travelling expenses to and from the new area, as per diem in accordance with Policy Nr. O-3: Travel, Accommodation and Related Expenses for the employee only.
4.2.3 The Company will agree on covering reasonable travelling costs over weekends or some weekends to visit his/her family.
4.2.4 The temporary accommodation should conform to standards as laid down in the Travel, Accommodation and Related Expenses Policy (see Policy Nr. O-3).
4.2.5 The Company may in consultation with the employee request that alternative accommodation (i.e. a flat) be obtained to curb exorbitant expenses.
4.3 Relocation of Employees due to Employee-Requested Transfers

4.3.1 If the Transfer is requested by the employee as a result of his/her social and personal circumstances, the Company will not provide a Relocation Allowance, nor will it reimburse any expenses associated with the move.
4.3.2 The employee will need to carry the full costs involved with the Transfer, either for a temporary or permanent transfer.
4.4 Relocation of New Employees

4.4.1 An applicant who has accepted a position with the Company from a different geographic area as his/her current place of residence (more than 100 km away from place of employment) and who is required to relocate his/her current place of residence in order to take up this position may, at the discretion of the Managing Director, be granted part or all of the Relocation Allowance. 

4.4.2 The amount of the Relocation Allowance, if any, must be negotiated at the time the position is offered to the applicant. 

4.4.3 Such Relocation Allowance will be handled in the same way as the Relocation of Employees due to Permanent Transfers (Point 4.1). 
4.4.4 Requests for Allowances or reimbursements after the transfer has taken place will not be considered.

4.5 International Transfers
Relocation expenses of any employee joining the Company from outside South Africa will be solely at the discretion of the Managing Director.

5. RELOCATION ALLOWANCE
5.1 The relocating employee needs prior approval from the Company for all expenses that he/she intends to make relating to the Relocation. 

5.2 Any Relocation expenses made that are not approved by the Company will not be reimbursed to the employee. 

5.3 Any reimbursement above the agreed limit must be approved in writing and in advance by the Managing Director.

5.4 By accepting a Relocation Allowance, the employee will agree to remain with the Company for a certain minimum period that commensurate with the amount of Relocation Expenses that was paid on his/her behalf.

5.5 The amount of the Allowance will be amortized over the following periods depending on the value of the allowance:

	Allowance value
	Amortized Period 

	R 0 – R20 000
	12 months

	>  R 20 000
	24 months


5.6 Should the employee leave the Company (unless at specific request from the Company, involuntary retrenchment and death) prior to the expiry of the period stated in Point 5.5 the balance of the Allowance will need to be refunded to the Company. 
5.7 The employee must sign an Acknowledgement of Debt Form (see Appendix O-11-1) to the effect that he/she will remain in the service of the Company for the required period to cover the Relocation Costs.

6. TAX IMPLICATIONS
6.1 In terms of the Tax Act, the Relocation Allowance payments to the employee will be exempt from tax.

6.2 Notwithstanding the provisions of the Tax Act, the Company will not engage on any structuring of remuneration packages to enable employees to benefit from these provisions, including rental accommodation, or pay for any benefits beyond those described in this policy.

7. AMENDMENTS
The Company reserves the right to amend this policy at its discretion. In such a case employees will be informed accordingly.
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