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Transfer and Promotion Relocation Acknowledgement
Purpose and Distribution
As per the Uniform Collective Agreement section 21.01: Whenever possible, an employee shall receive at least sixty (60) days prior written notice of the date the transfer within the Ministry is to take effect. This document is only required in circumstances where an employee is entitled to a paid move and the two work locations are at least 40 kms apart AND the employee is not being provided at least sixty (60) days’ notice of the paid move. This document outlines the terms and conditions to be met to ensure the employee understands the consequences of waiving the sixty (60) days’ notice. For administrative purposes, seventy-five (75) days has been chosen as a guideline to ensure the relocating employee receives the full sixty (60) days prior written notice of the date of transfer previously mentioned.
Note to Hiring Manager – It is the obligation of the hiring manager in the new work location to:
•         Assist the relocating employee in completing the PCS118; and 
•         Ensure the completed PCS118 and completed Transfer and Promotion Form are submitted to Career Development Bureau for processing. 
Definitions
For the purposes of this record of acknowledgement, an employee’s principal residence is deemed to be the address identified in all three of the following items:
•         income tax return, 
•         WIN and, 
•         driver’s license.
Relocating Employee Information – to be completed by hiring manager
Relocating employee 
Work location transferring from (include full address) 
Work location transferring to (include full address) 
Is the paid move date less than seventy-five (75) days from the anticipated Transfer and Promotion Summary date?
New work location hiring manager signature
Transfer and Promotion Terms and Conditions
If the paid move date/effective date of transfer is less than seventy-five days from the Transfer and Promotion Summary date, the employee MUST contact the Relocation Unit, Business Management Bureau, and be aware of the following terms, conditions and notifications to be made:
1. If you, the employee, own a home and intend to sell that home through the Home Sale Program, be aware that the selling process takes
    approximately four (4) months from beginning to end.
2. It takes approximately three to five (3-5) weeks before a guaranteed price for a home can even be established; which means you, the
    employee, will not know the value offered on your current principal residence (home) until that time.
3. It is recommended that you, the employee, wait until a guaranteed price is established with the Home Sale Program before attending a
    viewing trip to secure a new permanent, principal residence at the new location.
4. The Relocation Expenses Directive (8.6) allows for thirty (30) days of transitional accommodations when the employee has reported to the new work location, and: has not secured a new permanent, principal residence at the new location, and is still responsible for the principal residence at the previous location.
5. If you, the employee have a house to sell at your old location and report for duty at the new work location with less than seventy-five (75) days’ notice, you/the employee will likely incur additional costs that are not recoverable.
Relocating Employee Acknowledgement
I, the relocating employee, have read and understand the outlined Terms and Conditions above, have made myself familiar with the  
Relocation Expenses Directive, and have contacted  
from the Relocation Unit, Business Management Bureau, on 
.
Relocating employee signature
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