
Faculty Removal 
Policies and Procedures

Office of Academic Personnel

DECEMBER 4, 2019



Agenda

 Faculty Removal
 Definitions 
 New Senate Faculty Commitments – start-up
 Policies & Procedures
 Removal: what goes wrong?

 Faculty Removal Process Pilot Program



Definitions
 Senate Faculty

 Faculty appointees who are members of the Academic Senate. 
Appointees  are in Asst, Assoc, Full Professor titles, or full-time 
LPSOE/LSOE/Sr LSOE (Lecturer Security of Employment) positions
Unit 18 Temporary and Continuing Lecturers are non-senate 

faculty, for example.
 New Senate Faculty Commitments

 Part of the appointment case
 Also known as “Start up” – negotiated during recruitment process; 

sets forth terms pertaining to removal, equipment, space, etc. 



Definitions (cont’d)

 Reimbursements
 Central funding transfers made to departmental accounts or 

direct payments made to individuals in order to offset 
reimbursable expenses

 Removal
 Funding provided to cover expenses for single move of a 

newly recruited appointee to the Santa Barbara area
Not to be confused with faculty Relocation Allowance (a.k.a. 

Recruitment or Housing Allowance)



New Senate Faculty Commitments 
“start-up” RB I-17, RB I-18 

 Once finalist is identified:
 Dept chair consults with dean 

Discusses proposed rank/step, salary, start-up

 Start-up request memo is prepared by department 
& sent to dean; for most recruits the memo 
contains removal

…and other categories, e.g. other financial, lab space, 
etc.

sample memo at RB I-18



New Senate Faculty Commitments
 Things to note about approved start-up:

 Copy of the approved start-up, the Dean’s New Faculty 
Commitment Sheet, is sent to the College and to Travel 
Accounting

 Removal expenses must be in accordance with UC policy

 Additional financial commitments are not to be made by 
department to the candidate without written AVC approval, even 
if Dean provides funding



New Senate Faculty Commitments
 Things to note about approved start-up (cont’d):

 Categories are not interchangeable; movement between 
categories subject to approval from AVC of Academic Personnel

Requests for removal funding recategorization not generally 
approved



Policies & Procedures

APM 560 Red Binder I-20

BFB-G-28 BFB-G-13
(Procedures)

Resources



 APM 560, pg 1:

Policies & Procedures



 APM 560, pg 1:

Policies & Procedures



 How to use BFB-G-13? Per APM 560:

 Revision pending Red Binder I-20: 

Policies & Procedures



Business and Finance Bulletin G-13 



Red Binder I-20 Removal

 Removal covers reimbursement for:
 Packing, freight, insurance of normal household goods 

(furniture, clothing, musical instruments, household appliances, 
etc)

 Air coach transportation for appointee and household 
members, or equivalent amount for other travel

 Meals and lodging en route

 Does not cover boats, trailers, RVs, more than 2 vehicles, 
plants, building materials, transport of animals other than 
household pets… see RB I-20



Red Binder I-20 Removal

 Exceptions should be requested in advance for unusual 
circumstances
 Two-stage move
 Move from multiple locations
 Storage of household goods beyond 30 days



Business and Finance Bulletin G-28



Removals—what goes wrong?

 Faculty don’t realize that removal reimbursement may count as 
taxable income  

Dohrmann Loan available to faculty–Red Binder VI-23

 Requests for exception that do not contain enough information or 
are not requested in advance

 Exception requests that are typically unsuccessful include:

Temporary housing (hotel, AirBnB, etc)

> 30 days storage allowed under only the most exceptional 
circumstances



Removals—what goes wrong?

 Removal funds not available for house-hunting

 Removal funding represents the maximum to be reimbursed 
for actual expenses

 Expenses must be in accordance with UC policy



Questions? AP Contacts

 Helly Kwee – Sr. Analyst, Math, Life, & Physical  Sciences; Engineering; ORUs; Bren 
x5428 helly.kwee@ucsb.edu

 Lia Cabello – Sr. Analyst, Social Sciences; Academic Programs; Creative Studies; Educ; HFA
x5979 lia.cabello@ucsb.edu

 June Betancourt – Assoc. Director, Academic Recruitment, AP Training, general AP policy
x5728 june.betancourt@ucsb.edu

 Cindy Doherty – Director
x8332 cindy.doherty@ucsb.edu



Faculty Removal Process 
Pilot Program

DECEMBER 4, 2019



Faculty Removal Pilot Program

 Collaboration between
 Academic Personnel
 Business & Financial Services
 Office of the Executive Vice Chancellor
 Letters & Science college and department staff who participated in a 

Lean Six Sigma workshop

 Aims:
 Streamline process
 Provide guidance to faculty at the beginning of the removal process
 Prevent delays in processing reimbursement



Faculty Removal Pilot Program

Materials included in announcement to department:
 Memo to Deans from EVC Marshall

 Faculty Removal Information Packet from Department Chair

 Faculty Removal Worksheet (including acknowledgment of tax
implications)

 Moving Expense Tax Withholding Example

Forms are available on the EVC’s website:
https://evc.ucsb.edu/communications/forms



Faculty Removal Pilot Program

Memo to Deans from EVC Marshall

“This Pilot Program will introduce a new memo to be sent by the 
Department Chair to the new faculty member with a faculty removal 
information packet and a new form. Guidelines that detail allowable 
expenses, receipt management, and withholding tax implications, and the 
new form will be broken into categories that match the information 
packet.”

“This updated process will help address the complexities of faculty 
removal, and save time and effort for both our staff and new faculty.”



Faculty Removal Pilot Program
Faculty Removal Information Packet – General 
Information

Removal allowance dollar amount
Statement on taxation of imputed income
Links to policies
Who is eligible for removal
Reimbursement based on actual costs, not per diem
Need for detailed, original receipts
Circumstances that require exceptional approval

see “Faculty Removal Information Packet from Department Chair” template



Faculty Removal Pilot Program
Faculty Removal Information Packet – Specific Information

Household Move
 Using a professional moving company
 Personal Library
Vehicle Transportation

Self-move
Moving Expenses: Transportation

Air Transportation
 Transportation via personal car

Moving Expenses: Meals
Moving Expenses: Lodging

see “Faculty Removal Information Packet from Department Chair” template



Faculty Removal Pilot Program

Faculty Removal Worksheet – Acknowledgment
IRS Time & Distance Requirements
Members of household included in the move
Acknowledgment of:

 Total removal allocation
Need for prior approvals
 Receipt processing deadline
 Reimbursement based on actual costs
 Reimbursements (including payments made by University 

on behalf of the faculty) are considered taxable income

see “Faculty Removal Worksheet” spreadsheet (1st tab)



Faculty Removal Pilot Program

Faculty Removal Worksheet – Acknowledgment
IRS Time & Distance Requirements



Faculty Removal Pilot Program

Faculty Removal Worksheet – Acknowledgment
Members of household included in the move

*

* Name on Line 1 will auto-populate from “Employee Name” entered in 
Row 2



Faculty Removal Pilot Program
Faculty Removal Worksheet – Acknowledgment

Acknowledgment

*

* If the removal allocation is something other than the standard 
$10,000, the department should revise this figure before sending 

the worksheet to the faculty member



Faculty Removal Pilot Program

Faculty Removal Worksheet – Removal Form

 Contains dropdowns for Department Name
 Calculates totals per specific category
 Calculates personal car mileage (currently at $0.20/mile)
 Totals reimbursement(s) paid to vendors
 Totals reimbursement to be paid to faculty member

see “Faculty Removal Worksheet” spreadsheet (2nd tab)



Faculty Removal Pilot Program
Faculty Removal Worksheet – Removal Form

Form is broken into sections that duplicate the headings in the Faculty 
Removal Information Packet – Specific Information

Household Move
Using a professional moving company
Personal Library
Vehicle Transportation

 Self-move
Moving Expenses: Transportation

Air Transportation
 Transportation via personal car

Moving Expenses: Meals
Moving Expenses: Lodging



Faculty Removal Pilot Program
Faculty Removal Worksheet – Removal Form

Household Move



Faculty Removal Pilot Program
Faculty Removal Worksheet – Removal Form

Self-move



Faculty Removal Pilot Program
Faculty Removal Worksheet – Removal Form

Transportation Expenses



Faculty Removal Pilot Program
Faculty Removal Worksheet – Removal Form

Meals



Faculty Removal Pilot Program
Faculty Removal Worksheet – Removal Form

Lodging



Faculty Removal Pilot Program
Faculty Removal Worksheet – Removal Form

Miscellaneous



Faculty Removal Pilot Program
Faculty Removal Worksheet – Removal Form

Summary of Expenses



Faculty Removal Pilot Program
Faculty Removal Worksheet – Removal Form

Approval Process



Questions?

Forms are available on the Executive Vice 
Chancellor’s website:
https://evc.ucsb.edu/communications/
forms

Issues with the form?
contact Mary Lum in Letters & Science
mlum@ltsc.ucsb.edu


