
BROOKHAVEN NATIONAL LABORATORY


APPOINTMENT ALLOWANCES

NAME                                                                                  
TELEPHONE                                                   

ADDRESS                                                                        
SOC. SEC. #                                                    

DEPARTMENT                                     
  ACCOUNT #                       
 EFFECTIVE                                 

THE FOLLOWING ITEMS MARKED BY AN (X) APPLY TO THE APPOINTMENT BEING OFFERED TO YOU.  PLEASE SIGN, DATE, AND RETURN THE PERSONNEL RECORDS COPY OF THIS FORM ALONG WITH THE ACCEPTANCE COPY OF YOUR APPOINTMENT LETTER.

BETWEEN UPTON, L.I., NEW YORK AND                                                                                                                                         

TRAVEL

BY COMMON CARRIER........................................................

or:

BY AUTOMOBILE..................................................................

BY ANY MEANS OF YOUR CHOICE,

TO A LIMIT OF $....................................................................

LODGING...............................................................................

PER DIEM..............................................................................

MOVING

HOUSEHOLD GOODS..........................................................

PERSONAL BELONGINGS..................................................



SELF

FAMILY

ONE-


WAY

ROUND


TRIP
NONE
































YES

NO

DOLLAR LIMIT










REMARKS: TO INSURE THESE ALLOWANCES, THE CONDITIONS ON THE REVERSE SIDE MUST BE ADHERED TO:           

ENCLOSURES       


SCIENTIFIC STAFF MANUAL






REQUEST FOR HOUSING


INTRODUCTION TO BNL







NOTICE OF ARRIVAL


INSURANCE & RETIREMENT PROGRAM




VISA FORM (IAP-66)


APPROVED:                                                                                                                   
DATE                                                     
                                    HUMAN RESOURCES DIVISION REPRESENTATIVE

ACKNOWLEDGED BY                                                             
DATE                           
ESTIMATED ARRIVAL                          
Conditions

IF WITHIN ONE YEAR FROM THE DATE YOU BEGIN WORK AT THE LABORATORY YOU RESIGN OR LEAVE FOR REASONS WITHIN YOUR CONTROL, YOU MUST REIMBURSE BROOKHAVEN NATIONAL LABORATORY FOR THE APPOINTMENT ALLOWANCES AUTHORIZED BY THIS FORM.  FAMILY MEMBERS OF VISITING SCIENTISTS MUST TRAVEL AT THE SAME TIME AS THE SCIENTIST TO BE ELIGIBLE FOR THESE ALLOWANCES.

THE ALLOWANCES AUTHORIZED ON THIS FORM ARE IN EFFECT FOR ONE YEAR AFTER YOUR APPOINTMENT IS BEGUN.

TRAVEL
By Common Carrier: Actual cost of travel by coach class jet at the lowest fare available, or rail transportation.  Reimbursement includes taxes, airport limousines, buses or train connections.  Reimbursement for rented automobiles, e.g. for use between Metropolitan New York and the Laboratory, will be made only upon specific prior approval.  Receipts must be presented.  Air fare surcharges and airline excess baggage charges will not be reimbursed.  If automobile travel is elected although not authorized in these allowances, air travel by the most direct route will be the reimbursable expense.  U.S. flag carriers must be used.
By Any Means of your Choice: Receipts must be presented.

By Automobile: Reimbursement will be made at the rate stipulated in U.S. Government schedules as of the effective date implemented by the Laboratory Director’s Office, for the most direct route.  At the option of the Laboratory, Rand McNally road map distances may be substituted for actual mileage.  Road tolls will be reimbursed only if receipts are presented.  When driving, it is expected that you will cover at least 300 miles per day of 1000 miles every four days.

Expenses During Travel Time: A daily allowance for lodging, meals and incidental expenses will be paid depending upon location, as stipulated in U.S. Government schedules.  If travel begins and ends within the normal working day, no daily allowance is paid.

MOVING

Household Goods: The Laboratory will assume the cost of moving normal household goods, including packing, shipping, basic insurance, unpacking and redelivery from storage in transit to a permanent residence.  It will also assume the cost of up to three months' storage in transit, but will consider extension of this limit in unusual circumstances.  Re-shipment from an accommodation on the Laboratory site will not be reimbursed.  For domestic moves, the Laboratory will appoint a moving company and coordinate the move.  The Laboratory reserves the right to disallow estimated items which are not considered to be within reasonable household relocation limits.  Transportation of one automobile is also allowed. These costs will be reimbursed at the rate stipulated in U.S. Government schedules for the most direct route.  The Laboratory will not be responsible for the costs incurred from carriers it has not authorized.  If a dollar limit is indicated on this form, it covers all the costs mentioned in this paragraph.

The Administrative Support Division (Supply and Materiel Group) is responsible for coordinating the moving of household goods with the moving company.  (Telephone: 516-344-2309)

Personal Belongings: These are not to be confused with household goods and are items of direct personal need to the individual.  For travel by common carrier, reimbursement may be made for the cost of shipping a trunk by surface transportation.  For travel by car, reimbursement for the cost of shipment of personal belongings by additional means will only be made by specific prior approval.  If household goods are being moved, personal belongings are of course included.

NOTE
    
Certain items of reimbursement for moving expenses may be reportable as taxable income.  It is recommended that each individual consult with their personal tax advisor.
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