	

	Procedure No.:
 06-04-04
	Chapter: Travel Abroad
	Pg. 1 of 16 pages

	Last Revision:
May 2004
	Subject:  Relocation
	Department Head: 
Micky Kamin _Project ManagersP

	Version No.:
4.0
	Procedure: 

Repatriation Procedure
	Procedure Auditor: 
Moshe Lahmani



This procedure may change at any time according to the Company’s discretion. The contents of the procedure are general guidelines and the Company reserves its right to deviate from the procedure, as determined necessary.

	
	
	

	
	
	

	“ Original Signed”
	
	10/05/2004

	Signature of Department Head
	
	Date

	
	
	

	
	
	

	“ Original Signed”
	
	12/05/2004

	Signature of Procedures Auditor
	
	Date

	
	
	

	
	
	


Summary of Revisions

	Version
	Revision Date
	Description
	Revised Clauses

	4.0
	05/04
	· Expenses for shipping cargo
	7.1

	
	
	· Assistance in organizing at the end of the relocation period
	7.2

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


1.
Purpose

This procedure defines the Group's policy and the process involved in the re-integration of an employee returning from temporary residence and work in a foreign company.

2.
Applicability

2.1

This procedure applies to all employees of the Amdocs Group.

3.
Definitions

3.1
Relocation

Employee transfer to another country for temporary residence and work for a foreign company.

3.2
Return of Employee

Return of an employee to the Group in the country of origin, after temporary residence in a foreign country for work purposes

3.3
Country of Origin

The country in which the employee was employed and from which he/she relocated.




The country of origin is not necessarily the first country where the employed was employed.

3.4
Country of Temporary
The country in which the employee resided during 


Residence

his/her relocation. 

3.5
Foreign Company

A company within the Amdocs Group to which the employee belongs during the relocation period and in which he/she is employed.

3.6
The Site

Employing site located in a foreign country to which the employee relocated. This site is subordinate to the foreign company.

3.7
Site Manager

Manager employed by the foreign company to manage the site.

3.8
Customer Manager

The senior manager at the development center responsible for activities vis-à-vis the customer.

3.9   Employee Dependents

All those accompanying the employee during the relocation whom he/she supports.
3.10
HR Manager

Human Resources Divisional Manager.

3.11
HQ units
Service units in the group consist of: Travel, Finance, Human Resources and the Legal Department

4.
Reference Documents 

4.1
Travel Abroad-Terms of Travel- Business Travels, Procedure 06-01-01.
4.2
Travel Abroad  -Employee Relocation to a Foreign_ Company, Procedure 06-04-01.
5.
Policy

5.1
All employees returning to work in the country of origin, from Relocation at a foreign company, will go through a re-integration process in the Group to which he/she is returning, meaning, in the country of origin.

5.2
Divisional HR and Mobilization is Responsible for re-assigning returning employees in the country of origin. In the event of unsuccessful process
IMU – Internal Mobility Unit – will try to place the returning employees in accordance with the Group’s requirements (based upon the business plan).

5.3
The accepting division in the country of origin is responsible for handling the employee’s reintegration process following placement

5.4
Customer Manager at the receiving division will observe and supervise the re-integration process in the division.

6.
Preparations for Return of an Employee to the Country of Origin

6.1
Examining an employee’s placement

6.1.1
The Manager at the site from which the employee is returning is in charge of informing the Divisional HR and HR representative at HQ about the expected return date of the employee, about two months in advance. Following this notice, the HR representative at HQ will inform IMU and Human Resources Department in the country of origin, if necessary, about the return date, in order to prepare for the employee’s reintegration (All relevant details should be available to IMU, such as return date, technical details).

6.1.2
The HR of the receiving division will be in constant contact with the Site Manager responsible for the employee, as to the exact date of return of the employee, and will then inform the Parent Division’s Mobilization and Recruiting Manager and HQ, of this date.

6.1.3
Human Resources Department in the country of origin will request the employee’s personal file from HQ Human Resources Department. The file will be transferred no more then a week after having been requested.

6.1.4
Human Resources Department in the country of origin will give the employee’s file to the Mobilization and Recruiting Manager or Parent Division HR so it can be studied.

6.1.5
Mobilization and Recruiting Manager at the various divisions and Divisional HR’s can obtain in advance, updated reports from Human Resources Department in the country of origin,  regarding employees about to return from a long stay at a foreign company.

6.1.6
Each divisional Mobilization and Recruiting Manager will update the recruiting programs and the staffing report in his/her division, directing attention to employees returning from a long stay at a foreign company.

6.1.7 It shall be emphasized and clarified that the divisional HR and Mobilization and Recruiting Manager shall handle the employee’s return and placement.
6.1.8 The accepting Division is responsible for the employee’s reintegration.

6.1.9
One month prior to the employee’s return, the Mobilization and Recruiting Manager or HR will determine the employee’s salary in the country of origin and will relate this information to the Project Manager (to whom the employee was assigned) and to Human Resources Department in the country of origin. Determination of the salary will be based upon the employee’s personal details, after consulting with the following entities:

· Placement Manager in the recruiting department in the country of origin, who is familiar with salaries in the Group.

· The Site Manager at the foreign company, regarding the employee’s abilities and expectations.

6.2
Examining assignment of an employee in a different division.

6.2.1
In cases where satisfactory assignment at the Parent Division cannot be found for the employee, Parent Division’s HR will examine the possibility of finding a suitable assignment for the employee with the help of IMU. 

6.2.2
However, and to eliminate doubt, until actual re-integration at the newly assigned division, the Customer Manager will still be responsible for the employee. The parent division will provide a reporting code, and it’s Human resources representative will attend to the employee needs.

6.2.3
The salary of an employee who has been re-integrated in a new division will be determined as specified in paragraph 6.1.9 above. Since the Recruiting Manager/HR at the Parent Division are already familiar with the employee’s details, they will be consulted by the Recruiting Manager/HR at the receiving division in order to determine the salary.

6.2.4
One month prior to the employee’s return, details about the new salary will be transferred to the Project Manager at the receiving division (to which the employee has been assigned) and to Human Resources Department in the country of origin.

6.3
Preparations at the foreign company.

6.3.1
The relevant Customer Manager will update the Site Manager at the site as to where the employee will be assigned upon his/her return to the country of origin.

6.3.2
The Site Manager will update the employee as to his/her assignment in the country of origin, while still at the site. This will alleviate the employee’s anxiety and uncertainty before his/her return to the country of origin.

6.3.3
In addition, the Site Manager will finalize with the employee the details of his/her return to the country of origin (in coordination with the relevant departments at the foreign company such as: Finance Dept., HQ Human Resources Dept.). The Site Manager will refer to the following aspects:

· Last day of work at the foreign company

· The site manager will ensure the employee signs the document confirming work relations with the foreign company will come / have come to an end on the agreed upon date.

· The period of work at the foreign company should include the employee's travel days to prevent a situation in which the employee was not employed by one of the Group's companies.

· Date of arrival at work in the country of origin

· Balance of vacation days  .

· Balance of monies due the employee.

· Balance of monies that the employee owes the company, if applicable (loan , ext..) 

· Flight tickets for the employee and his/her dependents, at the least expensive cost and via the shortest  route possible.

6.3.4
In order to relate consistent information to the relevant entities, the Site Manager will summarize in writing all details pertaining to the employee, as specified in Appendix 1, and will transfer copies to the Customer Manager in the country of origin, the Divisional Mobilization and Recruiting Manager, Divisional HR and Human Resources Department in the country of origin.

6.3.5
The Manager at the site will instruct the employee on the re-integration process and the entities he/she will have to meet in the country of origin on his/her first day, such as: Human Resources Dept. for re-integration, Project Manager to present the assignment and terms of salary, etc…

6.3.6
An employee returning to the country of origin is entitled to 2 days for personal arrangements (a total of 18 hours under “relocation code” in the report – for the relocation code, please contact the divisional WH referee) irrespective of annual vacation due. These hours can be used at the site or in the country of origin, or split up between the two. The employee should coordinate the hours he/she will be absent with the Site Manager, regardless of where the hours will be utilized.


For example – an employee relocating from St. Louis to Israel, who reports 10 hours for arrangements at the site, can report an additional 8 hours for personal arrangements in Israel.
The reporting code can be clarified with the divisional contact person for timesheet reporting.

The Senior Manager in the country of origin (if not yet determined, then the Manager at the site) should be informed of cases where arrangements exceed 18 hours as specified above. This additional absence will be on account of the employee’s annual vacation.


18 hours will be granted for personal arrangements in cases of return from distant sites that belong to the same company, only if the relocation means the employee and his/her dependents have to change their place of residence (the aforementioned is not valid for relocation between sites in Israel).

7.
Foreign Company Assistance in view of the Employee’s Return to the Country of origin

General:

· All the operational items detailed in this paragraph, such as sending the shipment, will be covered by the foreign company, in coordination with the relevant HQ.

· When, at the end of the relocation period, the employee decides to directly undertake an additional relocation period in a new destination country, this procedure should apply, with the employee’s country of origin remaining the original country from which s/he departed for the first relocation. 
Note: in such a case, cargo will be sent directly to the new destination country and not to the country of origin. 
Important: in cases the employee’s family returns to the country of origin and the employee undertakes a second relocation period, the Company will cover the cargo costs to one destination only.

· If an employee finished a period of relocation, returned to the country of origin, and then embarked on a second period of relocation, not immediately following the end of the first period, the employee shall be entitled to double the shipping allocated for the first relocation period. 

7.1
Shipping expenses

7.1.1 The company in the relocation country will be responsible for handling the shipment of the cargo to the country of origin and the costs specified in this procedure.
7.1.2 Entitlements

The group will cover the expenses of surface shipping to the country of origin, according to the following table:

	Number of family members
	Surface Shipping covered by the group in full (cubic meters)
	Surface Shipping partially (50%) covered by the group (cubic meters)
	Maximum allowed cargo volume (cubic meters)

	Single
	10
	5
	15

	Couple
	15
	8
	23

	Couple +1
	18
	10
	28

	Couple +2
	21
	14
	35

	Couple +3
	25
	24
	49


For example: A single employee may ship 10 cubic meters at the group’s expense. If the employee wishes to ship additional cargo, he may ship up to 5 additional cubic meters of cargo (a total of 15 cubic meters), and will be obliged to participate in half the cost of the additional cargo only. If the employee wishes to ship more than the maximum allowed volume of cargo (15 cubic meters), the employee will bare all the additional expenses. 

The employee may send the shipment by air, on condition that it bears an equivalent value to the cost of shipping by sea.

Air cargo:

· The Group pays for 90kg per person of air cargo.

· The maximum allowed weight per person is 130kg.
The employee pays 50% for any air cargo above 90kg up to the maximum permitted weight of 130kg.

· Any weight above 130kg will be paid in full by the employee

· Packing, door-to-door transportation of the cargo from the employee's home at the Destination site to the employee’s home in the country of origin. The cargo will be stored and shipped in coordination with the Maintenance Department / the person in charge of shipping the cargo at the site.

7.1.3
Cargo Insurance


The foreign company will participate in cargo insurance expenses. The percentage of participation is 3% (according to accepted practice at the site and the agreement with the shipping company) of the declared value of the shipment, up to a maximum of $3,000 per person.

The employee will pay the deductible of any claim regarding insurance of the shipment. The amount will be determined according to the agreement with the shipping company.

Note: Exceptional cases require a the authorization of a supervisor of VP level or above.

7.1.4
Port tax


The foreign company will bear the port tax expenses.

7.1.5
Shipping company


The Group will engage with several select shipping companies through which all the cargo will be shipped.


The price quote for shipping the cargo will include the following details:

· Packing, shipping and storing the cargo, from the employee’s home in the relocation country to the employee’s home at the site of origin / additional relocation destination.

· Port taxes.

Note: Responsibility for shipping matters:

Israel – Maintenance Department

Australia and East Asia – Travel Department

Europe – Operations Department at the HQ in Dublin

Brazil – Finance Department

North America – Relocation Department

7.1.6
Cargo storage in the country of origin

7.1.6.1
The employee is responsible for coordinating with the Maintenance Department / Maintenance Department representative at the relocation site regarding  the date for shipping the cargo to the country of origin and the date of its receipt.

7.1.6.2
The Maintenance Department / Maintenance Department representative at the site is responsible for selecting the preferred shipping options in accordance with:

· Size of the cargo

· Storage costs (country of origin / country of relocation)

· Dates of shipping and receiving the cargo

7.1.6.3
The Group will finance the storage costs for work purposes only. Any storage costs deriving from the employee’s personal needs (such as storing cargo during an employee’s excursion) will be borne by the employee. Any exception to the above may be implemented solely with the approval of a VP.

7.2
Repatriation allowance
At the end of relocation, employees who repatriate to their origin country, or employees who continue to another relocation, will be given a repatriation allowance to be used at the destination country and/ or at origin country or at the employees’ discretion for their own arrangements, e.g. accommodation, car, etc. 

For specific amount for the relevant site, contact the HR department at the local HQ or the Relocation site on the Intranet.

In order to avoid any doubts: eligibility to this allowance is only to employees who repatriate to their origin country, or continue to another relocation from the company. 

Employees who resign from Amdocs Group before the end of the relocation period are not entitled for this allowance. 

This benefit is a family benefit – if married employees’ repatriate –only the main Expat will receive the allowance.
7.3
Flight tickets

The Travel Dept., at the foreign company will purchase one-way tickets, to the origin country/additional relocation destination, for the employee and dependents for the shortest route and at the lowest possible cost. Children’s’ tickets which include seat and cargo, will be purchased for infants (0-2).

Note: In Europe, at some of the sites, the Operations Department at the Dublin HQ is responsible for the matter.

7.4
Per Diem expenses

7.4.1 An employee returning to the country of origin from a foreign company is entitled to per diem expenses for the day of travel, and expenses at a stopover approved in accordance with procedures (taxi, hotel, port tax, etc..).


Note – in New Zealand and Australia per diem expenses will be paid for 2 days travel.

7.4.2
The employee will submit travel reports to the foreign company that will cover the above costs, and will attach all relevant documents (flight tickets, etc…)

8.
Arrival of the Employee at the Group in the Country of Origin

8.1
General

8.1.1
The first working date with the origin company is one day after employment at destination country ends. From that date the employee is employed by the Group in the country of origin and is subject to all the rights and duties of a hired employee in the country of origin , That’s in order to avoid a situation that the employee will not be employed by any company in the group.

8.1.2
HR in the receiving division will accompany the employee during his/her re-integration process.

8.1.3
On the employee’s first day at work, he/she has to report to Human Resources Dept., for re-integration to the Group.

8.1.4
The receiving Project Manager will meet with the employee to inform him/her of the assignment and terms of salary set forth.

8.1.5
If the employee returning from a long stay is of project manager level or higher, he/she will meet with Divisional HR Manager and Customer Manager or a VP – depending on the circumstances.

8.1.6
If the employee is being assigned to a new division, it’s recommended that on his/her first day in the country of origin, the employee meet with the Parent Division Customer Manager or with Parent Division’s HR Manager who will in turn refer the employee to the receiving Project Manager (in order to maintain a positive atmosphere as the employee transfers to the new division).


Note – This paragraph is recommended when the parent project and the receiving project are in the same geographical location)

8.1.7
Project manager will receive the employee and prepare a mentoring file which will incorporate a professional mentoring program designed specifically for the employee.

8.1.8
The receiving Project Manager will appoint a  mentor who will accompany the employee through all the re-integration stages.

8.2
Loan in the country of origin

When the employee arrives at the Group’s offices in the country of origin, he/she will be entitled to a loan of $ 1,000 net for initial arrangements, which will be deducted from the employee’s salary in 3 monthly installments, linked to the index. When a married couple are both Group employees, a loan will be granted to only one of the two.

8.3
Vehicle in the country of origin

8.3.1
On their return to their country of origin, employees who are entitled to a company car will be given the use of a company car in accordance with the accepted criteria in the country of origin.

8.3.2
Employees who are not entitled to a company car according to the accepted criteria in the country of origin will be given a rental or company car on their return to the country of origin for a period of two weeks. The rental period can be extended by a further two weeks only by approval of an Account Manager of the level of L0 or above.

8.3.3
Human Resources Dept in the country of origin will requisition a vehicle with the Vehicle Dept in the country of origin before the employee’s arrival.

9.
Appendixes

9.1
Appendix 1 – “Return of an Employee from a Long Stay Abroad” form.

9.2
Appendix 2 – Payment of Maternity Benefit (Israel only)

Appendix 1: “Return of an Employee from a Long Stay Abroad” form

To:
Customer Manager (in the country of origin), Recruiting Manager (in the division), Divisional HR Manager, Human Resources Dept., in the country of origin

From:
(name of Site Manager)

Re:

Return of an Employee from a Long Stay Abroad

Employee Name:

____________________________________

Employee Number:
____________________________________

Level:




____________________________________

Last position held at the site:
______________________________

Exact date of return to country of origin: _____________________

Employment commencement date in country of origin: __________

Special decisions:

Assignment at the site: 
___________________________________

Assignment in the country of origin: ___________________________

Comments:



___________________________________









___________________________________









___________________________________

Sincerely,

Appendix 2: Payment of Maternity Benefit (Israel only)

1.
An employee returning to Israel after a long stay at a foreign company , and pregnant on the day of return, is not entitled to National Insurance maternity benefit in accordance with National Insurance laws in Israel.

2.
Without prejudice to the rights of the employee, the Group in Israel will pay the employee a one time sum equal to the maternity benefit which National Insurance would have paid to the employee , had she been entitled to such benefit.

3.
Human Resources Dept., in Israel will update the payroll department regarding payment to the employee.

4.
The payroll department in Israel will calculate the sum and will compensate the employee in her salary. The amount will be deducted from the salary budget.
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