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AUTHORITY: 
 

A. Internal Revenue Code, Section 217, "Moving Expenses," and related regulations pursuant to 
the Tax Reform Act of 1986. 

B. NMSA 1978, Sections 9-3-5, 10-8-1 through 10-8-8, and 33-1-6, as amended. 
C. 2 NMAC 42.3, Public Finance, Travel and Per Diem, Relating to Reimbursement of Moving 

Expenses. 
D. Policy CD-010100. 

 
REFERENCES: 

 
A. Department of Finance and Administration Manual of Model Accounting Practices. 
B. Internal Revenue Service, Publication 15, Circular E, "Employer's Tax Guide". 
C. Internal Revenue Service, Publication 521, "Moving Expenses". 

 
PURPOSE: 

 
A. To provide guidelines to be used to reimburse job-related moving expenses incurred by 

Corrections Department employees; and 
B. To provide guidelines for employee refund of moving expenses allowed by the Corrections 

Department. 
 

APPLICABILITY: 
 

To those employees approved to receive moving expense reimbursements. 
 

FORMS: 
 

None 
 

ATTACHMENTS: 
 

A. 2 NMAC 42.3: Public Finance, Travel and Per Diem, Relating to the Reimbursement of 
Moving Expenses Attachment (CD-025000.A) (4 pages) 

 
DEFINITIONS: 

 
None 
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POLICY: 
 

A. The Corrections Department shall reimburse eligible moving expenses as set forth in 
Corrections Department procedure CD-025001 as a result of transfer from one location to 
another within the corrections system, when the distance between the former residence and the 
new place of employment is at least 50 miles greater than the distance between the former 
residence and the previous place of employment. 

 
B. The Corrections Department shall require the employee to refund moving expenses paid if the 

employee voluntarily terminates employment with the Department within six months after 
receipt of reimbursement, except for the death or disability of the employee. 

 
C. The Corrections Department shall administer its policy and procedure on moving expenses 

consistent with 2 NMAC 42.3 (Attachment A). 
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AUTHORITY: 
 

Policy CD-025000 
 

PROCEDURES: 
 

A. The Corrections Department may reimburse moving expenses for those employees who meet 
the following established criteria: 

 
1. At the option of the Corrections Department, moving expenses may be reimbursed if the 

Corrections Department elects to and negotiates the transfer of one of its current 
employees, and the employee accepts such transfer, from one position location to another 
within the State's corrections system. Such transfer must have been determined to be of 
benefit to the State of New Mexico and payment of the moving expenses must have the 
written approval of the Division Director for the activity, program or facility involved; and 

 

2. The employee signs a written agreement which requires the employee to refund all moving 
expenses allowed by the Corrections Department in the event the employee voluntarily 
leaves employment with the Corrections Department within six months of receipt of the 
reimbursement; and 

 

3. The distance between the new place of employment and the former residence must be at 
least 50 miles greater than the distance between the former residence and the previous 
place of employment. 

 
B. Reimbursable moving expenses shall be limited to moving the employee's household goods and 

personal effects from the employee's former residence to the employee's new residence. Any 
exception to this must have the written approval of the Corrections Department Secretary, but 
must meet Internal Revenue Service requirements for deductibility of moving expenses and the 
limitations of 2 NMAC 42.3 

 
C. Payment of moving expenses must be made through the Administrative Services Division and 

Department of Finance and Administration procurement process and upon prior written 
approval from the Secretary of the Department of Finance and Administration. 

 
D. Moving expense reimbursements, whether paid directly to the employee or indirectly through 

a third party, such as a moving company, shall be included on the employee's Form W-2 as 
other 
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compensation in accordance with Internal Revenue Service reporting requirements. Such 
reimbursements are not subject to social security or income tax withholding, so long as all 
requirements of this procedure (CD-025001) are met. Receipts for moving expenditures must 
be retained and submitted as part of the supporting documentation for reimbursement. 

 
E. The employee is responsible for claiming any allowable federal income tax deduction on his/her 

personal tax return for moving expenses paid or reimbursed by the Corrections Department. For 
this purpose, the Corrections Department shall ensure that a completed Internal Revenue Service 
Form 4782, "Employee Moving Expense Information", itemizing all moving expenses paid to 
or on behalf of the employee, is furnished to the employee by either the Corrections Department 
or the Department of Finance and Administration. 

 
F. The Corrections Department may not reimburse a state officer or employee for the moving 

expenses of: 
 

1. newly-hired individuals 
 

2. Individuals voluntarily choosing to transfer to the Corrections Department from other 
State agencies. 

 
G. Notwithstanding F, immediately above, with the prior approval of the Secretary of the 

Department of Finance and Administration, the Corrections Department Secretary may 
authorize paying moving expenses of newly hired individuals upon written documentation 
showing unusual circumstances and that a hardship will result if reimbursement is not made. 



 

Attachment CD-025000.A 
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