General Instructions for Chevron Relocation Expense Form 

GO-1390A
· Fill out appropriate sections highlighted in yellow.

· Refer to the Global Relocation website http://hr2.chevron.com/relocation/ for specific questions on program features or consult with your Relocation consultant.

· Receipts are required for all expenditures over $25. If under $25 please provide a detailed explanation.
· Fax form and receipts to your relocation consultant at 888-894-7930 or an e-mail chevronexpense@brookfieldgrs.com.
SECTION A: Allowances

Allowances – Direct Home Sale Incentive

1. Enter sales amount of home in old location if sold within twelve months of payroll transfer date and Guaranteed Buyout Offer was not accepted.

2. Required documentation – Sales contract to document that the contract was received within twelve months of your payroll transfer date and final Settlement Statement (HUD-1) or equity statement to document the sales price for the incentive calculation.

Allowances – Basic Housing Differential

1. Enter New Location Index Number provided by your relocation consultant
2. Enter Old Location Index Number provided by your relocation consultant
3. Select the Cost of Living provided by your relocation consultant at the top of the form(below personnel number)
4. Required documentation – Copy of your mortgage payment coupon for your home in the old location along with a receipt for current payment of mortgage (canceled check, etc.) or HUD-1 if home sale and sale has closed and final Settlement Statement (HUD-1) for the home in the new location.

SECTION B: Renter’s Assistance

High Cost Renter’s Assistance

1. Enter New Location Index Number

2. Enter Old Location Index Number

3. Select the Cost of Living provided by your relocation consultant at the top of the form(below personnel number)
4. Required documentation - Copy of rental agreement required on startup
Professional Rental Finding Assistance

1. Enter the amount of rental finding assistance received, up to a maximum of $750.

2. Required documentation – Paid in full receipt and proof of payment.

Lease Break Assistance

1. Enter up to two month’s rent or lease break amount – whichever is less.
2. Required documentation – Lease or rental agreement which clearly reflects the penalty clause or proof of penalty letter from landlord.

3. Required documentation – Paid in full receipt and proof of payment.

SECTION C: Duplicate Housing in Old Location

1. Enter number of days requesting duplicate payments, monthly mortgage interest amount, annual property tax amount, annual property insurance amount and annual salary on payroll transfer date.

2. Required documentation – Monthly mortgage statement reflecting monthly interest amount (does not include principal), annual or semi-annual insurance billing statement, annual property tax statement and HUD-1 or equity statement from sale of former residence and HUD-1 or lease agreement for new residence.

3. The per diem based on 1% of your annual salary (maximum of $1,000) is expected to cover expenses such as utilities, lawn maintenance, homeowner’s dues and private mortgage insurance.

SECTION D: Closing Costs

Closing Costs – Home Sale

1. Complete section only if home sale closing costs are not billed to and paid directly by Chevron on your behalf.

2. Enter Broker’s commission amount and other seller’s closing costs.

3. Required documentation – Final Settlement Statement (HUD-1) pages 1 and 2 with a circle around all reimbursable seller’s closing costs

Closing Costs – Home Purchase

1. Complete section only if home purchase closing costs were not billed directly to Chevron.

2. Enter loan origination fee based on a sliding scale tied to the FNMA 30 Year/60 day yield on a 30-year fixed mortgage as published in the Wall Street Journal on the day the interest rate is locked. 
3. Required documentation – Final Settlement Statement (HUD-1) pages 1 and 2 with a circle around all reimbursable closing costs.  
4. Required documentation - Appraisals and/or inspections, if applicable, along with full receipt and proof of payment.

SECTION E: Home Sale Loss Assistance

1. Enter original purchase price of property in old location and the current sales price of property in old location.

2. Required documentation – Final Settlement Statement (HUD-1) for original purchase price of home and Final Settlement Statement (HUD-1) for sale of home or Home Sale Plan Offer.
Note on Capital Improvements:

Employee’s who had previously moved under the Chevron (or a legacy company) relocation program, you are eligible for a one time grandfather of coverage on capital improvements if you had purchased a home through the company relocation program.  Employee’s who purchase a home after 8/1/09, under the updated Chevron Relocation Program will no longer be eligible for capital improvement coverage.  Please see U.S. Exempt Relocation Program Guide for specific policy guidelines.  Contact your relocation consultant for guidance. 
SECTION F: Bridging Loan Interest

1. Enter date funds advanced from credit union, date credit union loan was paid off, total interest paid on loan and any wire transfer fee, if applicable.

2. Required documentation –Final Settlement Statement (HUD-1) or equity statement for sale of former residence and pay-off statement from credit union clearly showing date funds were advanced, date loan was paid off, total number of days loan was outstanding and total interest paid on loan.

SECTION G: Travel to New Location

1. Enter date, party who traveled (transferee, spouse/registered domestic partner, or dependent), lodging expenses for the last day in the old location, travel days, and arrival day in new location, miles driven or cost of airfare if not driving, travel expenses to and from the airport, and the meal per diem - $30 for transferee, $15 for spouse/registered domestic partner and $15 for dependents.

2. Mileage reimbursed at the current Company rate based on driving an average of 400 miles per day, by the most direct route.

3. Airfare must be economy class, one way, most direct route, from old location to new location.

4. Lodging costs will not be reimbursed if you stay with friends or relatives en route.

5. Required documentation – All receipts for lodging, airline tickets, and related credit card monthly statement, if available.

SECTION H: Movement of Household Goods

1. Movement of Goods from Temporary Living Quarters – maximum of $500 will be reimbursed for actual costs to move your goods from temporary living quarters to permanent quarters.

2. Mobile Home Transportation – If you are moving your primary residence mobile home to a new location you have two options:  a) Request the Company arrange separate shipment of your household goods  (see the Moving and Storage section (MAKING THE MOVE) on the Global Relocation website http://hr2.chevron.com/relocation/ for provisions, or b) move your household goods within the mobile home if this is in accordance with local/state laws--See the Moving and Storage section (MAKING THE MOVE) on the Global Relocation website http://hr2.chevron.com/relocation/ for guidelines.

3. Pet Shipping: You will be reimbursed for the shipment of up to two domestic pets, up to a maximum of $350.

SECTION I: Family Assistance and Other Expenses

Family Assistance

1. Maximum of $2,500 total assistance

2. Required documentation – Paid in full receipt and proof of payment or credit card monthly statement  showing fees charged
Other Expenses

1. Required documentation – Paid in full receipt and proof of payment.
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