Tier 2: New Hire 

MicroStrategy is proud to bring talented recruits from all over the world into our global company, and to provide opportunities for advancement and skill sharing within the company through intra-company transfers.  Our Relocation Policy is designed to facilitate a successful transition to a comparable standard of living for employees who are relocating at the company’s request.  The information below outlines the relocation expense reimbursements that an employee would be eligible to receive. 

Relocation Bonus Payment
A one time taxable payment* equivalent to one week’s salary will be payable to the employee on the pay date following his/her date of hire. This is intended to cover incidental expenses such as automobile registration, driver’s license, utility installation or deposit charges, appliance hook-ups, telephone calls, babysitting fees, pet care expenses, house cleaning, shipment of items excluded in the policy or other related expenses not otherwise covered. 

The employee does not have to provide the company with any documentation (receipts) related to this payment; however, the employee may want to maintain the receipts for expenses of this type for his/her own personal tax records. Employees are encouraged to review IRS Publication 521 for the official overview of relocation expense taxation. MicroStrategy does not provide tax consultation to employees.  Should an employee have a question regarding his/her specific tax liability, he/she is encouraged to consult a tax advisor.  

*This payment is paid as a relocation bonus through payroll and as such, is taxed at the appropriate rate.  (The gross amount will equal one week’s salary but will be taxed.)

Reimbursable Relocation Expenses  

Payment Method

All receipts for reimbursable relocation expenses are to be submitted to our relocation vendor, Corporate Relocation Services( a subsidiary of Paxton/Atlas Van Lines. To alleviate employee concern regarding tax liability, MicroStrategy “grosses up” the relocation expense reimbursement.  By using the gross-up calculation method all taxes that the employee is liable for, are paid for by MicroStrategy. The employee is not put at any financial disadvantage as a result of any taxable portion of the reimbursement.

1. Shipment of Household Goods

An employee is entitled to one move only per relocation from one single address at point of origin to one single address at the point of destination. The charges for any additional move(s) will be the employee’s responsibility unless he/she receives written approval from the Vice President of Corporate Development.   MicroStrategy has contracted Corporate Relocation Services® to provide material and labor to facilitate full packing of household goods and personal effects.  The assigned van line agent will conduct a visual survey to determine the types and amount of material required for safe transportation.

Domestic relocations: The assigned van line agent will provide full packing service. Those articles packed will be insured with a full valuation protection plan (insurance) up to a level of $75,000.  Additional protection is available at the employee’s expense.  No additional paperwork is required for this coverage.  A “no place like home” program is available whereby the delivery driver will unpack all mattresses, box springs, and five additional cartons at no charge to MicroStrategy.  The Transportation Coordinator will also provide for a courtesy debris-pickup at the conclusion of unpacking by the employee.

International Relocations: MicroStrategy’s assigned van line agent will arrange for full service relocation that includes packing, loading, delivery and unpacking.  Part of the service requirement will include the completion of insurance valuation forms prior to departure by the transferee (these forms will be supplied in advance of the physical move by the designated carrier.)   MicroStrategy includes the cost of this protection as part of the transportation services rendered by the carrier. 

Items that MicroStrategy does not include in the transportation of personal effects include:

· Boats, Canoes, Kayaks

· RV’s

· Antique cars

· Plants

· Firewood

· Livestock

· Flammable items

· Perishable goods

· Construction material

· Hot tubs

Note: Shipment of household goods should be arranged through Corporate Relocation Services(.  The shipment of household goods will be invoiced directly to MicroStrategy upon approval from the Human Resources Department. 

2. Vehicle Shipment

MicroStrategy will reimburse the costs of shipment for 1 vehicle via car carrier (please see Final Travel to Destination if driving).  Boats, Motorcycles, RV’s and other recreational vehicles do not apply.  Should more than 1 vehicle need to be shipped, applicable charges will be the employee’s responsibility unless he/she receives written approval from the Vice President of Corporate Development.  

When shipping a vehicle to another country, MicroStrategy will not reimburse for customs, duties or taxes; due to these costs and regulatory issues it may be more beneficial to purchase another car in the new country.  Note: Vehicle shipment should be arranged through Corporate Relocation Services(.  The shipment will be invoiced directly to MicroStrategy upon approval from the Human Resources Department. 

3. Storage
If necessary, MicroStrategy will cover expenses for storage up to a maximum of 30 consecutive days. Should storage time exceed this limit, applicable charges for storage will be the employee’s responsibility unless he/she receives written approval from the Vice President of Corporate Development.  MicroStrategy will cover the costs of moving items from storage if completed within 12 months of your relocation date.  Note: Storage of household goods should be arranged through Corporate Relocation Services(.  Storage costs will be invoiced directly to MicroStrategy upon approval from the Human Resources Department. 

4. House Hunting Trip(s)
An employee will be eligible for reimbursement of reasonable expenses incurred by him/her and his/her family (or domestic partner*) in connection with up to 2 house hunting trips, for a total of up to 5 days.   *Please see MicroStrategy’s Domestic Partnership Policy.

Reimbursable expenses include:
- Reasonable lodging
- $36 per diem meal allowance per adult/ $18 per child 
- Transportation:

a) Round trip coach airfare

b) Rental car (midsize), mileage at $.31 per mile (plus tolls and parking)

c) If personal car - mileage at $.31 per mile (plus tolls and parking)

Note: If the employee will be traveling via air, transportation, lodging, and rental car arrangements should be arranged through Corporate Relocation Services(.  (Corporate Relocation Services( will utilize Omega, MicroStrategy’s corporate travel agency for these arrangements.) Airfare, lodging, and rental car expenses will be invoiced directly to MicroStrategy upon approval from the Human Resources Department. All other expenses (food per diem, mileage, tolls, parking) should be submitted to Corporate Relocation Services(; original receipts are required for every reimbursement. 

If the employee will be traveling via ground, transportation and lodging expenses as well as all other expenses (food per diem, mileage, tolls, parking) should be submitted to Corporate Relocation Services(; original receipts are required for every reimbursement. 

5. Final Travel to Destination

MicroStrategy will reimburse the costs of transportation for the employee and his/her family (or domestic partner) to the new location.

Reimbursable expenses include:

-Reasonable lodging

-$36 per diem meal allowance per adult/ $18 per child 

-Transportation:

a) Coach airfare

b) Rental car (midsize), mileage at $.31 per mile (plus tolls and parking)

c) If personal car - mileage at $.31 per mile (plus tolls and parking)

Note: If the employee will be traveling via air, transportation and lodging (if applicable) arrangements should be arranged through Corporate Relocation Services(.  (Corporate Relocation Services( will utilize Omega, MicroStrategy’s corporate travel agency for these arrangements.) Airfare and lodging expenses will be invoiced directly to MicroStrategy upon approval from the Human Resources Department. All other expenses (e.g. food per diem) should be submitted to Corporate Relocation Services(; original receipts are required for every reimbursement. 

If the employee will be traveling via ground, transportation and lodging expenses as well as all other expenses (food per diem, mileage, tolls, parking) should be submitted to Corporate Relocation Services(; original receipts are required for every reimbursement.

6. Temporary Living

If necessary, MicroStrategy will cover expenses for temporary living up to a maximum of 30 consecutive days for the employee and his/her family (or domestic partner).  Should temporary living be needed beyond this limit, applicable charges will be the employee’s responsibility unless he/she receives written approval from the Vice President of Corporate Development.  Note: Temporary housing arrangements should be made through Corporate Relocation Services®. Temporary living expenses will be invoiced directly to MicroStrategy upon approval from the Human Resources Department.  However, food expenses are only covered during times of travel to and from the point of origin; food expenses are not a covered item during periods when employees are utilizing company paid temporary housing. 

7. Temporary Vehicle Rental 

MicroStrategy will cover expenses for a rental car (while an employee’s vehicle is in transit) for up to a maximum of 14 consecutive days.  Should a car be needed beyond this limit, applicable charges will be the employee’s responsibility unless he/she receives written approval from the Vice President of Corporate Development.  Note: Rental car arrangements should be made through Corporate Relocation Services®. (Corporate Relocation Services( will utilize Omega, MicroStrategy’s corporate travel agency for these arrangements.)  Rental car expenses will be invoiced directly to MicroStrategy upon approval from the Human Resources Department.  Transportation costs (gas) will be the responsibility of the employee.
8. Rental Assistance

MicroStrategy will reimburse the expense incurred in terminating a lease agreement at the employee’s former residence.  This reimbursement is not to exceed the equivalent of 2 month’s rent unless the employee receives written approval from the Vice President of Corporate Development. The employee must provide appropriate documentation that includes:

-A copy of the lease agreement

-A copy of the cancelled check for payment of the termination charge 

Note: This expense should be submitted to Corporate Relocation Services(.

Relocation Disclaimer

All employees must sign the Reimbursement Agreement prior to the move and return the agreement to the Human Resources Department.  Only items specifically outlined in this policy are reimbursable; substitution of expenses is not permissible unless the employee has received written approval from the Vice President of Corporate Development.  MicroStrategy will not reimburse expenses for relocations that are not initiated by MicroStrategy. Also, in order for the employee to be eligible for reimbursement and for certain deductions (exclusions from income) the employee must meet the following criteria:

· The distance from the employee’s old home to new work place must be 50 miles further than the distance from the old home to the old work place.

· The employee must work (or expect to work) in the new location for at least 39 weeks.  Exception:  If MicroStrategy moves the employee again or terminates the employee, he/she still qualifies for the deduction.


· The employee must utilize the benefits of this policy within 12 months of active employment from the date of hire or transfer.

Note: Temporary, part-time, hourly and entry-level administrative employees are not eligible for relocation reimbursement unless the relocation is at the company’s request.

Reimbursement Agreement

I understand that MicroStrategy has agreed to pay certain relocation expenses to me or to others on my behalf as part of its offer to me of employment.  Should I end my employment with MicroStrategy voluntarily less than twelve (12) months from my date of hire, I agree to reimburse MicroStrategy for the full amount of the expenses paid by MicroStrategy in connection with my relocation.  

If I leave MicroStrategy’s employment as stated above, I understand that all expenses will be due immediately upon my last day of employment. I authorize MicroStrategy to deduct, from monies otherwise due me, any amounts I am obligated hereunder to repay.  I understand that if such monies are not sufficient to repay the full amount I owe, I will still remain obligated to pay the remaining balance to MicroStrategy.

I understand that this agreement is given in consideration of my employment by MicroStrategy but does not create a contract of employment nor does it guarantee employment for any definite period of time.

 Signature
I <<FIRST NAME>> <<LAST NAME>>, hereby accept the terms of MicroStrategy’s Tier 2 New Hire Relocation Policy.

_______________​​​​​​​​​​​​​​​​​​​​​_____________




_________________________

Signature








Date
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