


as part of the negotiation process.  Any offer of employment that includes relocation benefits requires 
a written letter of employment, appointment or contract that is approved in advance by the Human 
Resources department and the terms, including the maximum amount of such relocation benefit must 
be incorporated into that written letter.  The hiring department and the Human Resource department 
should consult with the Yeshiva University Director of Tax to discuss the tax implications of the 
relocation benefit. 
 
Eligibility 

 
To be eligible for a relocation benefit, the prospective employeeôs move and/or relocation must meet 
the following three conditions:  
 

1. Eligible Positions - Full-time administrative positions at the Director level or above, as 
approved by the area Vice President and full-time faculty positions approved by the 



1,001 to 2,000 Miles $4,500 

500 to 1,000 Miles $3,500 

75 to 499 Miles $3,000 

Allowable expenses may include, but are not limited to the following: packing and shipping of 
household goods; travel (mileage, tolls, airfare, car rental, taxi); reasonable and necessary  temporary 
living expenses while travelling, not in excess of Yeshivaôs daily employee  business travel  rates; 
insurance and required storage during the move and up to 30 days after the move.  Mileage 
reimbursement for use of a personal automobile instead of actual gas and tolls is limited to the IRS 
moving expense reimbursement rate at the time of the move. The department may approve the 
following relocation related expenses as long as the reimbursement does not exceed the above limits: 

1. One pre-move house hunting, including travel, meals and lodging once an offer has been
accepted;

2. Meals and lodging while occupying temporary quarters;
3. In-transit storage charges beyond 30 days;
4. Expenses related to the buying/selling/renting of an existing or new home

Reimbursements are limited to actual costs incurred up to the amounts agreed to by the department 
and the employee within the limits outlined in this policy. To be eligible for reimbursement, 
expenditures must be reasonable, necessary, and the terms of the reimbursement must have been 
included in the employeeôs appointment letter or contract.  

Any expenses incurred by or for a prospective employee prior to offer and acceptance of employment 
are considered interview or recruiting expenses and not reimbursable moving and relocation 
expenses. Interview or recruiting expenses may be reimbursed to prospective employees in 
accordance with Universityôs general travel and business policies in effect at the time such expenses 
are incurred. 

University Approved Vendors 

Yeshiva University has a relationship with The Talbot Group, a full service relocation counseling 
firm to assist with relocation services.  The university highly recommends using this service which 
includes estimating moving costs, selling an existing home, finding a new home and moving 
household goods. Please click here for additional information about The Talbot Group and the 
services it provides.  A dedicated relocation counselor will manage the entire relocation process. 
For additional information please contact The Talbot Group at yeshiva@thetalbotgroup.com or 
866-404-0234.

In addition the university recommends Whalenôs Moving http://movewhalens.com/ or Time 
Moving http://www.timemoving.com/ as alternate relocation companies. 

Payment Methods and Employee Tax Consequences 

Payments of relocation benefits will be processed as a subsequent reimbursement of actual relocation 
related expenses incurred by the new hire upon the submission of receipts or other supporting 
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documentation.   Reimbursement requests for relocation related expenses, supported by itemized 
receipts/invoices, must be submitted within 30 days after the new hireôs move. The original 
receipts/invoices must be provided and meet the expense substantiation requirements as documented 
in the Yeshiva University Travel and Business Expense policies.  In general, the receipts/invoices 
should demonstrate the date the item or service was purchased/provided, the total amount of the 
purchase, and the proof of payment. Relocation Advances may be granted in limited extenuating 
circumstances and must be approved by the CFO/Vice President for Finance and Director of Tax.  
 
In accordance with current tax laws, all relocation benefits are taxable and will be reported as 
compensation income to the newly hired employee subject to applicable Federal and State income 
and employment taxes and withholding.  Accordingly, the employee’s reimbursement amount will 

be reduced by any applicable and required tax withholdings and will be paid through payroll.   
 
Approval and Submission Procedures 

 

1. The new employee must complete Section 1 of of the New Hire Relocation Benefit Approval 
Request Form, attach all required receipts and documentation and sign the form. 
 
2. The hiring department must complete Section 2 of the Request and obtain the approval and 
signatures of the hiring departmentôs VP. Director, Dean or the Provost (for Faculty new hires). The 
hi
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