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2. Introduction

New Mexico TcI





https://nmt.edu/academicaffairs/avpaa/academic_honesty.php
https://www.ada.gov/2010_regs.htm
https://www.dol.gov/ofccp/regs/compliance/section503.htm
https://www.dol.gov/agencies/oasam/centers-offices/civil-rights-center/statutes/section-504-rehabilitation-act-of-1973
https://www.eeoc.gov/employment-protections-under-rehabilitation-act-1973-50-years-protecting-americans-disabilities#:~:text=The%20Office%20of%20Federal%20Contract,to%20contractors%20on%20their%20obligations.
https://www.eeoc.gov/employment-protections-under-rehabilitation-act-1973-50-years-protecting-americans-disabilities#:~:text=The%20Office%20of%20Federal%20Contract,to%20contractors%20on%20their%20obligations.
https://www.epa.gov/external-civil-rights/title-ix-education-amendments-act-1972#:~:text=Title%20IX%20provides%3A,activity%20receiving%20Federal%20financial%20assistance.
https://www.dol.gov/agencies/oasam/regulatory/statutes/title-vi-civil-rights-act-of-1964
https://www.eeoc.gov/statutes/title-vii-civil-rights-act-1964
https://www.dol.gov/agencies/oasam/regulatory/statutes/age-discrimination-act
https://www.eeoc.gov/history/older-workers-benefit-protection-act-1990
https://www.eeoc.gov/history/older-workers-benefit-protection-act-1990
https://www.dol.gov/agencies/ofccp/vevraa#:~:text=The%20Vietnam%20Era%20Veterans'%20Readjustment,promote%2C%20and%20retain%20these%20individuals.
https://www.dol.gov/agencies/ofccp/vevraa#:~:text=The%20Vietnam%20Era%20Veterans'%20Readjustment,promote%2C%20and%20retain%20these%20individuals.
https://www.nmt.edu/studentlife/aac.php
https://www.nmt.edu/studentlife/aac.php
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using their roles at NMT for personal gain and ensure that all decisions are made in the best

interest of New Mexico Tech. (See OP-04: Nepotism/Conflict of Interest policy).

6.2. Disclosure and Reporting

Employees are required to promptly disclose any real or potential conflicts of interest to

their unit supervisor. Supervisors, in turn, will recommend a course of action to the

President to ensure the conflict does not improperly influence University operations. If

necessary, the situation will be reviewed by the President for final approval or denial.

6.3. Solicitation, Gifts, and Political Activity

Employees are prohibited from soliciting for any cause or organization during work hours.

Additionally, distributing literature, selling goods, or offering services on New Mexico Tech

property is not allowed. Non-employees are also not permitted to engage in solicitation,

distribute materials, or offer goods or services for sale on campus.

While on duty, employees must refrain from engaging in any partisan political activities.

Furthermore, employees are not allowed to request or accept gifts from any vendor.

6.4. Honesty and Integrity

New Mexico Tech expects its employees to conduct themselves in an honorable fashion. The

University considers honesty and integrity as important attributes. Therefore, any

misrepresentations of facts or falsification of records, including applications/résumés,

personnel records, medical records, leaves-of-absence documentation, or the like, will not

be tolerated. The same honesty and integrity standard applies to any NMT investigation.

Any violations will result in disciplinary action up to and including termination.

Ūũ
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7.2. Internal Hiring and Job Posting

New Mexico Tech believes in giving current employees the opportunity to advance within

the University. Regular employees (not in the Probationary Period) are considered for open

positions within their department or across campus. If no internal candidates meet the

qualifications, the position is opened for external recruitment. All internal applicants will be

notified if their qualifications did not meet the position requirements.

7.3. Additional Guidelines

To ensure flexibility and compliance with state and federal regulations, New Mexico Tech

may revise its recruitment and hiring procedures as necessary. Mandatory training,

including Title IX and Online Security Training, is provided to all employees to meet

Federal and University requirements.

7.4. I-9 Employment Eligibility Verification

The Immigration Reform and Control Act of 1986 requires all employers to verify that

individuals being considered for employment are eligible to work in the United States. The

law requires that new employees complete a Form I‐9 (Employment Eligibility Verification)

within three business days of commencing employment. There are no exceptions to the

verification requirement.

In most instances, new employees will complete the Form I‐9 on their first day of

employment, or on the effective date of their employment. Most employees will complete

their I‐9 in the Human Resources Department. Employees at off‐campus sites will

complete the I‐9 at the office where
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8.1. Outline of Procedures for Obtaining Visas

● J Visa – No fee is charged for processing paperwork for a visitor to acquire his/her/their

J-status. Human Resources will process the requisite form (DS-2019) and ensure that

the visitor receives it. Express mail fees will be charged to the applicable department.

● H-1B Visa – The I-129 petition packet is submitted to USCIS for approval to grant H-1B

status to the visitor, thereby allowing their legal employment in the U.S.

o If a visitor’s dependents already live in the U.S., Form I-539 must be completed and

attached to request a status change for dependents.

o Form I-539 requires a processing fee, which is the only fee a visitor must pay.

● Permanent Residency (PR) – New Mexico Tech does not generate any of the petitions,

documents, or

http://www.foreignlaborcert.doleta.gov/
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Postdoctoral employees are initially hired for a period of up to one year. Employment may

be extended for an additional year, subject to the availability of funding. Any unit desiring

to extend a postdoctoral beyond the first year must have the approval of the President prior

to the end of the first year. Postdoctoral employees are retained through the same

employment procedures as temporary professional employees and thereby eligible for

medical benefits.

10.3.5. Student Postdoctoral and Research Assistants/Associates

Graduating students may continue after graduation as Postdoctoral or Research

Assistants to complete research projects that were initiated prior to graduation. Such

Postdoctoral and Research Assistants/Associates will be considered as full‐time

temporary employees and eligible for medical benefits. These positions may continue for

up to 12 months (up to 24 months with approval of the President).

10.3.6. Students

Individuals enrolled as regular students who are not employed under student

employment may apply for regular and temporary part‐time positions. Students

working in regular and temporary part‐time positions must participate in the

Educational Retirement Board Program and may be eligible to participate in other New

Mexico Tech benefits depending on employment status. Typically, these position titles

are listed as Student Interns.

10.3.7. Summer Employment

High school and college students may be hired for the summer months, generally from

late May through early August, with the exact start and end dates dependent on the high

school's academic calendar. Students must be 16 years of age or older and must meet the

position qualifications for which they are hired. They will be paid the regular starting

rate of pay for that position. Summer student employees are not eligible for benefits

other than those required by statute.

Summer student employees are not eligible for compensatory time off, holiday pay,

annual leave, sick leave, and other benefits under the New Mexico Tech Employee

Benefits Plan and cannot participate in any other benefit program.

10.4. Full Time Equivalency (FTE)

Employees working less than full-time will be assigned a corresponding percentage of the

FTE according to the number of hours they are expected to work. The FTE is used to

calculate benefits and leave accruals c

accorf

to

eligiᤀ

t

o

ेe

month℄萀 montbɜmonth∄者

 怅ࠅ

monthₐրЀmonth℄
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11.Hiring Former Employees

Former employees are assessed for rehire eligibility at the time of their departure and may

be considered for re-employment if their qualifications align with the requirements of the

open position. However, those who left involuntarily due to unsatisfactory performance or

disciplinary action, or whose record is marked as "not eligible for rehire," may only be

considered for re-employment with the approval of the Human Resources Director and the

President.

12. Voluntary Resignation

New MexicoԀрԐѠҀ

Mex%



https://www.dol.gov/general/topic/health-plans/cobra
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New Mexico Tech is dedicated to fostering a healthy work-life balance for all its employees.

In support of this commitment, NMT has established a flexible work policy. This policy

aims to offer flexibility to employees whenever possible, while maintaining the integrity

integr�✀
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Compensation and Benefits

15. Wages and Salaries
4

New Mexico Tech’s wage and salary administration program gives consideration to types of

work performed through job descriptions and pq쀃㐀

r i
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Employees will return to their regular rate of pay at the end of the temporary assignment,

and temporary assignment compensation will not become the employee's permanent salary.

15.3.2. Support Staff Employees Temporarily Assigned to a Higher

Classification

Support staff employees assigned to perform a higher classified position for 30 or more

consecutive work days (240 hours) will be paid the minimum rate for the higher

classification or receive an eight percent (8%) increase, whichever is greater, for the period

of time assigned to the higher classified position. Temporary upgrades require the approval

of a Vice President. Assigned to a higher classified position means that the temporarily

assigned employee is
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Regular, regular limited‐term, and full‐time temporary employees may participate in the

New Mexico Tech Employee Benefit Plan that provides health, dental, and vision care

reimbursement. Life insurance is offered to regular employees. These programs are

designed to protect employees and their families from the financial burden of serious

long‐term illness,

Life

https://www.nmt.edu/hr/Summary%20of%20New%20Mexico%20Tech%20Benefits%20August%202024.pdf
https://www.nmt.edu/hr/Summary%20of%20New%20Mexico%20Tech%20Benefits%20August%202024.pdf
https://www.nmt.edu/hr/Summary%20of%20New%20Mexico%20Tech%20Benefits%20August%202024.pdf
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17.3. Gym Privileges

Regular, limited-term, and full-time temporary employees; employees’ spouses; retirees

and retirees’ spouses; and dependent children under age 21 have access to the gym, its

facilities, and programs. Please note that membership fees may apply, and additional fees

may be required for some specialized exercise classes.

Regular, regular, limited-term, and full‐time temporary employees, employees’ spouses,

retirees and retirees’ spouses, and dependent children under age 21 have access to the gym,

its facilities, and programs. Membership fees and other exercise class fees may apply.

All gym users are expected to be familiar with and follow the rules and regulations

governing use of the gym. The gym and NMT are not responsible for personal items that are

stolen from the gym.

17.4. Swim Center

Regular and regular limited-term employees, full‐time temporary employees, and retirees

are eligible to purchase a pass for the Swim Center. Spouses and dependent children under

the age of 21 of eligible employees, and retirees are eligible for a family membership. Pass

purchase is on a yearly basis and is through payroll deduction only. After the first year,

payroll deductions continue indefinitely until the Swim Center is notified in writing to

discontinue the pass.

Retirees pay for their pass when signing up. More information at the Swim Center webpage.

17.5. Golf Course

Regular New Mexico Tech employees receive a discounted membership when purchased

through payroll deductions. The employee’s membership automatically will be renewed the

following year, and the payroll deductions will continue unless the Golf Course shop is

notified in writing to discontinue the membership. NMT retirees, spouses, and dependent

children are eligible to purchase an annual membership at a reduced rate. For information,

contact the New Mexico Tech Pro Shop.

ūŭ

https://www.nmt.edu/physrec/pool.php
https://www.nmt.edu/golf/
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Workweek, Leav
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19.1.2. Accrual of Annual Leave - Professional Staff

Regular and regular limited-term professional employees earn annual leave at the rate of

6.46 hours per pay period on a bi‐weekly basis. Part‐time p�
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Sick leave is used for absences due to the employee’s mental or physical illness, injury, or

health condition; medical diagnosis, care or treatment of a mental or physical illness, injury,

or health condition; or preventive medical care.

● Care of the family members of the employee for mental or physical illness, injury, or

health condition; or preventive medical care.

●Meetings at the employee’s child’s school or place of care related to the child’s health or

disability

● A necessary absence due to domestic abuse, sexual assault, or stalking suffered by the

employee or a family member of the employee, provided that the leave is for the

employee to:

o Obtain medical or psychological treatment or other counseling

o Relocate

o Prepare for or participate in legal proceedings

o Obtain services or assist a family member of the employee with any of the activities

outlined above.

●With prior supervisory approval, sick leave may be used to cover absences from work for

the employee’s personal dental and medical appointments and to care for a spouse or

dependent school‐aged children living in the home. Employees who expect to be off

work due to a serious illness, injury, or pregnancy must apply for leave under Family

Medical Leave (Section 19.7).

● Employees shall notify their supervisor of an unscheduled absence at least 30 minutes

prior to the time they regularly report to work. If the employee is unable to speak to

his/her/their supervisor in person, a message (via text/email/VM) must be sent to the

supervisor. This message must be followed up with an employee‐to-supervisor call not

later than 30 minutes from the time they regularly report to work. Failure to do so may

result in an unexcused absence. The supervisor should be informed of the nature of the

illness or injury and the expected length of time away from work.

● Unless other arrangements are made with the supervisor, employees are expected to

report daily via phone/email/text for the duration of their absence. New Mexico Tech

reserves the right to terminate employees who fail to notify their supervisor for three

successive days. These decisions will be made on a case‐by‐case basis.

● Employees on sick leave for over 40 consecutive hours are required to submit a

physician’s statement before returning to work. When sick leave is exhausted, continued

time off will be considered as leave without pay. Annual leave may be used during a

medical leave of absence after sick leave is exhausted.

●Membership in the Employee Benefit Plan is maintained while an employee is on sick

leave so long as the employee’s share of the contribution is paid. If the employee is

placed on sick leave without pay, except under the provisions of the Family Medical

Leave Act, the full contribution must be made by the employee to maintain coverage.

● Employees absent from work due to a job‐related illness or injury, and who have

accumulated sick leave, will be paid sick leave. To receive this payment, Workers’

ūŰ







https://www.nmt.edu/hr/
https://www.dol.gov/general/topic/benefits-leave/fmla


https://www.nmt.edu/hr/docs/policies/nmt_leave_form.pdf
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Supervisors will determine what time of day to let the employee off. Requests for time to

vote should be made with the appropriate supervisor prior to the day for which leave is

requested.

20.7. Military Service

Employees will be granted leave with pay to attend required Military Reserve or National

Guard training not to exceed 30 days annually. Employees are expected to provide their

supervisor and the Human Resources Department with a copy of their orders.

20.8. Bereavement and Emergency Leave

Employees will be granted three days of bereavement leave with pay. The employee must

complete a Request and Authorization for Leave form; attach a copy of acceptable

documentation (obituary, death certificate), and submit it to their supervisor and the

Human Resources Department within three days of returning to work to receive pay.

Failure to submit proper documentation to the supervisor and the Human Resources

Department within the designated time period will result in denial of bereavement pay.

Employees may be granted up to three days of emergency leave with pay each calendar year

due to life‐threatening illness or injury in their immediate family.

Immediate family is defined by NMT as any member of the employee’s family who resides

in their home and any of the following relations to the employee: spouse; grandparents;

in-laws; children; grandchildren; parents; siblings; and step-children.

21. Leave Without Pay
7

Regular full‐time staff may request a leave of absence without pay for up to 30 days, which

is granted at the discretion of New Mexico Tech and requires the approval of the

appropriate department/division director. Leave without pay may not be taken in place of

annual or sick leave.

Regular full‐time employees who have completed 10 years of employment may request an

extended leave of absence without pay for up to one year, which is granted at the discretion

of NMT and requires the approval of the President.
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Employees failing to return from leave at the scheduled time shall be considered
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Workplace Conduct, Safety, and Facilities

22. Workplace Violence

New Mexico Tech is committed to fostering a professional, inclusive, and welcoming

workplace. All employees are expected to practice common courtesy and maintain safe,

appropriate behavior at all times during work time—whether on the job, on NMT property,

or while representing the University off-site. Any involvement in physical violence, threats,

or provocative remarks that incite violence or contribute to an unsafe or uncomfortable

work environment is strictly prohibited. Employees who engage in such behavior will face

severe and immediate disciplinary action, up to and including termination.

22.1. Guide for Employees

Employees may sometimes exhibit signs of losing control, which could escalate into

aggression or violence. If you become a target of workplace aggression or violence, or if you

observe such behavior, please follow these procedures:

Ūǟ Notify your supervisor immediately. All acts of violence or aggression, whether physical

or verbal, must be reported. Your supervisor will contact �l p la
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Carrying a firearm on New Mexico Tech premises is unlawful
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any waste the animal produces. Exceptions to this policy can only be made by the President

of NMT.

Employees who violate this guideline may face disciplinary action. Non-employees who

violate this guideline may be banned from bringing animals onto University grounds or

after persistent violation personally banned from the campus.

27.1. Service Animals

This policy does not apply to service animals for individuals who require their assistance.

Students planning to bring a service animal into classrooms, off]



-ÆØ,ÆÙÊÄÐ 3ÆÄÉ

https://www.nmt.edu/hr/docs/hr/The_Employee_Assistance_Program.pdf
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https://www.nmt.edu/policies/docs/reslife/COMMUNITY_STANDARDS.pdf
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New Mexico Tech will provide information and educational services to students, faculty,

and staff upon request.

ŭŬ
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Performance and Evaluation

30. Performance Evaluation Program
10

The primary purpose for performance evaluation at New Mexico Tech is to assist employees

in achieving their highest potential for productivity. To achieve a high level of work

performance, employees first must understand what they are supposed to be accomplishing

in their job, i.e., identifying their performance goals.

Second, expected performance
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scheduled. This action generally is taken after a noticeable change in employee

performance; a significant increase or decrease in effort and achievement; or a change in

responsibility. Evaluations also should be conducted whenever prescribed goals are

accomplished, or when conditions change that prevent an employee from achieving

agreed-upon goals. Additional evaluation forms are available for this purpose from the

Human Resources Department.

Every formal evaluation must be performed by the employee’s immediate supervisor at an

employee-supervisor conference to ensure that the employee understands the evaluation.

The conference also provides the employee and the supervisor with an opportunity to

discuss the employee’s job, how it fits into the organization, and what steps can be taken to

improve performance. The supervisor (on the evaluation form under “Additional







https://www.theiacp.org/resources/law-enforcement-code-of-ethics#:~:text=I%20will%20uphold%20the%20Constitution,I%20am%20sworn%20to%20enforce.
https://www.ed.gov/laws-and-policy/civil-rights-laws/sex-discrimination/sex-discrimination-overview-of-the-law#:~:text=Title%20IX%20states%20
https://www.ed.gov/laws-and-policy/civil-rights-laws/sex-discrimination/sex-discrimination-overview-of-the-law#:~:text=Title%20IX%20states%20
https://www.justice.gov/crt/title-ix
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According to Title IX regulations and the Violence Against Women's Act (VAWA), all new

employees at Institutions of Higher Education (IHE) are required to receive New Employee

Sexual Misconduct & Sex Discrimination Awareness Training. Annual Trainings will be

facilitated as noted within the Title IX regulations.

34. Sexual Misconduct Reporting Options and Procedures

34.1. Tell Someone and Get Help

If you or someone you know is a victim of sexual misconduct, including sex-based

harassment (e.g., sexual assault, intimate partner violence, stalking), or other forms of sex

discrimination, please consider telling someone what happened and obtaining available

resources and support: 

● New Mexico Tech Campus Police, (575) 835-5555, Student Activities Center (SAC)

● NMT’s Human Resources Director for employees and work-related incidents, (575)

835-5955, Brown Hall 118D

● NMT’s Title IX Coordinator, (575) 835-5953 or (575) 322-0001, Fidel 238

● NMT’s Affirmative Action/Equal Employment Opportunity Commission (AA/EEOC),

(575) 835-5005, Cramer Hall, Room 115

● Dean of Students, 575-835-5548, Fidel 241

● Dean of Graduate Studies, (575) 835-5513, Fidel 280

● Residential Life staff member, (575) 835-5900; Resident Assistant, or a trusted

professor, administrator, academic advisor, teaching assistant, supervisor, or any NMT

employee

● A provider or counselor at the Student Health Center, Student Access Services, or

Counseling Center, Fidel Suite 151, (575) 835-5094 or (575) 835-6619.

● Complete and submit Tech's online Sexual Misconduct & Title IX Reporting Form

● Contact the NM Sexual Assault Program, (505) 883-8020

34.2. Employee Options and Procedures

In order for New Mexico Tech to officially respond m
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New Mexico Tech has one Sexual Misconduct Policy and a few different procedures to

resolve situations depending upon the alleged behavior and status of parties involved. Some

incidents may not fall under Title IX jurisdiction; however, the University has other

processes in place to resolve incidents of alleged prohibited conduct. The Title IX

Coordinator, Human Resources Director, and AA/EEOC Director can explain those
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● Upon completion of the investigation, a report is forwarded to the 7
th

Judicial District

Attorney for possible prosecution for criminal charges. 

34.2.3. Option 3: Pursue both internal and criminal charges 

The process outlined in Options 1 and 2 occur simultaneously. NMT may be asked to

temporarily delay its investigation until preliminary work can be completed by law

enforcement. Internal University judicial and criminal adjudication processes occur

independently. 

34.2.4. Option 4: Report incident/assault, but choose not to pursue charges

at present time 

Reporting options and support will still be explained by the�
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outla

in�

occu̱

�

Univer

��������������

OoutlnĀ

Upon

optiက

2

stil　

�

UponUpon

outl�

thƙ

simu

the

aAttorneyoutl�a

be

opti∞

be

infin͕for

�ي

simu

canthe

�Upon

be

be

a

inc

a

a

2

occù
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termination. If an employee is absent for three consecutive days without any contact, it will

be considered job abandonment and result in termination.

35.1. Disciplinary Action

Employees whose tardiness and/or absences are deemed inexcusable will be subject to

disciplinary action up to and including termination. Disciplinary action for unexcused

absences or tardiness based on any rolling 12‐month period will be administered as follows:

● Two or more unexcused absences during any rolling 12‐month period: verbal warning

● Four or more unexcused absences during any rolling 12‐month period: written warning.

● Six or more unexcused absences during any rolling 12‐month period: termination.

36. Employee Complaint Resolution

This policy applies to regular employees, except those in their “Probationary Period,” to

help resolve disagreements or problems related to New Mexico Tech’s policies, procedures,

or actions as they pertain to employment.

Retaliation of any kind by an NMT employee against another employee who is seeking to

resolve a complaint, cooperating in an investigation, or participating in related proceedings

is strictly prohibited. Such retaliatory actions are subject to disciplinary measures, up to and

including termination. Employees with a pending termination notice from New Mexico

Tech are not eligible to use this procedure.

Complaints concerning hiring, work assignments, performance evaluations, disciplinary

actions, pay, and demotion are designated as “management rights” and are not subject to

this procedure unless the actions were based on discrimination related to race, color,

religion, age, national origin, physical or mental disability, veteran status, medical

conditions, pregnancy, spousal A䜀
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The employee must initiate the complaint process by discussing the problem or

disagreement with the individual’s immediate supervisor within 10 working days of the

event upon which the complaint is based; or, when becoming aware of the basis for the

complaint.

● If the grievance/complaint is
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inconsistent with New Mexico Tech’s policies or procedures, or inconsistent with any

federal or state laws, regulations, rules, or policies, as they apply to an employment

relationship. Please see, AA-02-Policy on Resolution of Complaints Directed at

Instructional Staff.
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● No person shall operate a state vehicle for private use. Any domicile-to-duty must be

approved and on file in the employee’s division office. NMT shall offer defensive

driving classes and refresher courses.

● No person shall operate a state vehicle while under the influence of alcohol,

controlled substances, or drugs. Unless otherwise authorized by the President, no

person shall transport intoxicating beverages of any type, whether in opened or

unopened containers, while operating or occupying a state vehicle.

● No person shall smoke or use smokeless tobacco products in any state vehicle.

● No person shall possess a weapon while operating a state vehicle unless they are a

certified law enforcement officer on duty.

● No personal pets are allowed in state vehicles.

● All drivers and occupants of state vehicles must wear seatbelts.

● A police accident report for an accident in a state vehicle must be filed expeditiously,

particularly if property damage, bodily injury, or an authorized driver may have been

at fault. The authorized driver shall provide a copy of the police accident report to the

Human Resources Department and to their supervisor. When possible, the

authorized driver shall submit to a drug screening immediately following any

vehicular accident.

40. Outside Consulting and Employment, and Additional Employment

New Mexico Tech encourages employees to contribute their expertise to address complex

problems by engaging with state, federal, and private organizations. While these activities

should be conducted through grants or contracts managed by the University, there may be

rare occasions where private consulting arrangements or outside employment are

appropriate. However, these activities must adhere to specific standards, align with the

institution’s mission, and not conflict with the employee’s primary responsibilities. See, also

OP-04-Nepotism/Conflict of Interest Policy.

Given the varied roles of NMT employees, this policy recognizes that specific cases will be

reviewed individually, considering factors such as access to proprietary information and

prior salary adjustments.

Exceptions to this policy must be approved by the President and will only be granted under

extraordinary circumstances.

To ensure fairness and consistency, all external engagements for full-time employees are

subject to a 25% cap on total working time, as outlined below.

40.1. Restrictions and Approval Process

All employees must obtain prior approval for consulting, outside employment or additional

work (see section 40.3). Consulting, outside employment or additional employment must

not interfere with the employee’s primary duties or create conflicts of interest. See OP-04:

Nepotism/Conflict of Interest policy).

40.1.1. Use of University Resources

Ůů
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https://www.nmt.edu/policies/docs/admin-finance/moving_policy_online%20revised.pdf
https://www.nmt.edu/policies/docs/admin-finance/moving_policy_online%20revised.pdf


https://www.nmt.edu/academicaffairs/docs/policies/GuidelinesCancellationInclementWeather.pdf
https://www.nmt.edu/academicaffairs/docs/policies/GuidelinesCancellationInclementWeather.pdf
https://www.getrave.com/login/nmt
https://www.getrave.com/login/nmt
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New Mexico Tech has adopted policies regarding data, patents, copyrights and intellectual

property that include both technological and scientific work, and scholarly/artistic works.

This policy can be found at IP Patents and Copyrights.

49. Faculty Policies, Procedures, and Guidelines

The current, up-to-date listing of the policies, procedures, and guidelines related to faculty

can be found on the Academic Policies and Procedures webpage.

ůū

https://www.nmt.edu/oic/policy.php


https://www.nmt.edu/finance/accounts-payable.php
https://www.nmt.edu/finance/payroll.php
https://www.nmt.edu/finance/travel.php
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No taxes will be withheld at the time of the payment, but all applicable income taxes will be

withheld from the employee’s payroll once employment starts. Hiring departments must

advise the new employee that income taxes related to the moving and relocation allowance

will be withheld from the first paycheck by default. The new employee can contact the

Payroll Office to spread the withholding amount over several pay periods if needed and

allowed by the IRS rules.

E. Reimbursement

If the new employee elects to receive the reimbursement payment after the employment

start date, the moving and relocation allowance will be processed by the Payroll Office as a

regular paycheck and will not exceed the allowance approved in the offer letter. A copy of

the offer letter stating the amount of the moving and relocation allowance and evidence that

the offer has been accepted must be submitted to the Payroll Office as supporting

documentation. If a reduced reimbursement is requested, the hiring department must state

the amount on the Moving Advance Payment/Reimbursement Form and provide

supporting documentation for the reduction.

F. Allowable Expenditures

Allowable expenditures are reasonable expenses of the new employee and members of one’s

household for:

●Moving household goods and personal effects (including storage expenses) and

household pets from the former home

● Traveling to the new home

● Temporary living expenses at the new location

● One house-hunting trip

● They include, but are not limited to:

o The cost of a professional moving service if approved by the appropriate division

head (President or Vice President) of the hiring department, as applicable;

o The cost of shipping a personal vehicle;

o The costs incurred in a self-service move, such as equipment rental, truck fuel, labor

to load and unload, packing supplies, and shipping expenses;

o The cost of driving a personally owned or rented vehicle, based on the most direct

route from the former home to the new home; mileage is reimbursed at the actual

cost of gas and oil, or the New Mexico mileage rate in effect at the time of travel;

o Parking fees and tolls while in transit;

o Air transportation costs from the new employee’s former home to the new home;

o Temporary transportation expenses, such as those for a rental car, if the new

employee is relocated without transportation; use of this benefit for more than seven

days requires prior written approval from the hiring department;

o Storage and insurance for moving household goods and personal effects for up to 60

days;
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