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4 Closing Management
a review of the process

RSDN:

This is a wonderful opportunity
for me to introduce our team
and explain: “What it is that
we do and why it is that we do it It is certainly not the most
exciting process to articulate, but it is crucial to understand our
role, and | hope that you pnd this article informative and useful
in the future.

My law partner Karin NeJame and | both manage the AIReS real
estate title and closing operation.As a member of the Employee
Relocation Council, | am also a member of its Public Policy Board
and have been active in relocation transactions for more than
20 years. My signature block lists my direct dial number, my cell
phone and my home phone, as we truly believe that professional,
thoughtful advice, coupled with constant availability, is the secret
to our success.

Whenever a corporate client makes the decision to relocate an
employee home owner and authorizes AlReS to start the move
process, our law prm receives the title order to commence work
on the ple.Every relocation-related real estate transaction isotwo
deals in one 6 as we canit sell what we donit own.The prst task,
then, is to search the title of the property that the transferee
currently owns that will eventually be sold to AIReS. Kim May,
Title Operations Manager, has been with the law prm nearly six
years, and receives all title orders. Prior to joining the prm, Kim
was a licensed insurance agent in Connecticut, concentrating on
residential property and personal lines for 10 years.

RSDN is AIReS’ single point of contact for the legal aspects of
the relocation real estate process,and we maintain a nationwide
network of local partners to conduct the title search and other
work on our behalf. Kim will place the title order with our local
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partner and will monitor to make sure we receive the title order
back in a timely fashion; review the title report with our local
partner; and forward a title commitment to AIReS. Kim will
review the title with the Program Manager (PM) and relocating
employee (transferee) if there are any issues that need to be
addressed. Kim is also responsible to work in concert with the
PM, transferee and our local partner, to address and cure any
title defects that may exist.

The next step in the process is to send the “Deed Package” to
all owners of the property and to make sure that all of those
documents are properly signed, executed, and returned to our
local partner. Our partner will hold the package until the time of
the third party closing — the transaction through which AIReS
sells the property to the buyer in the marketplace. The Deed
Package consists of any and all necessary documents (Deed,
Power of Attorneys, title afpdavits, etc.) that allow the transfer of
the property from the transferee to AIReS,and from AIReS to the
eventual buyer. If documents are not properly signed, witnessed
and acknowledged, they must be sent back to the transferee for
re-execution. If a ple is a 0Two-Deed6 (where AIReS will take
actual title to the property on behalf of the corporate client)
process, then those additional deeds are also prepared and sent
to AIReS for signing.

Although steps may not always occur in the order | outline here
(and many of the steps happen simultaneously), the next part
to review is the Equity Process. Laurie Waterman is the Equity
Analyst at RSDN, and has been with the prm for more than
two years, with over nine years of experience in the relocation
business. The calculation of equity consists of determining
ohow much money¢ a transferee will have when the home is
sold to AIReS. Using the title search and Property Information



Sheets (forms that the transferee completes advising us of the
loan numbers for mortgages on the property, homeowner
association information, etc.) as guides, Laurie contacts all lenders,
taxing authorities, homeowners associations, etc. to obtain the
information necessary to calculate how much equity is available
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of our other relocation clients. Pam recently assumed this new
role working exclusively on the AIReS account, replacing Liz
Katzenberg,whom AlReS hired at the beginning of 2008, to work
in the North East Regional Ofpce handling inventory properties
and the real estate closing process.

to the transferee. ~

AIReS can request an estimate
of equity, an Equity Advance/s
(a transferee may need money,
for instance, to use as a down
payment on the purchase of a
new home in the new location),
and then ultimately a Final
Equity i the actual amount the
transferee will receive upon the
sale to AIReS. Oftentimes, Equity
Adjustments (although we try to
keep these to a minimum) are
requested as well. Before equity
is sent to AIReS, an Equity Audit
is conducted internally at RSDN
by a different individual than the
one who prepared the equity as
part of our process, to conprm
the calculations.

After an equity is processed,
a Proceeds Notipcation Form N

Members of the
RSDN Team

Pictured from left to right: Patty Smith, Laurie
Waterman, Karin Nelame, Kim May, Larry Riefberg,
Gretchen Lombardi and Pam Fedigan

"\ As part of the closing process, Pam
works on inspection/closing-day
walkthrough issues; reviews and
approves the HUD | Settlement
Statement figures; assures that all
funds are properly accounted for and
wired to AIReS; and is responsible
for the completion of the “Property
Sold,”“Final Billing Reconciliation,” and
“Closing Package Checklist” reports.

As the AIReS sales team has signed on
new accounts and our business has
grown, so, too, has our commitment
to add staff members and other
resources to the account. Our newest
team member, Gretchen Lombardi,
began her second stint at the law prm
on January 28, 2008. Gretchen is the
now the fourth dedicated member
of the AIReS team, and joins us to
assist throughout the entire process.
J Gretchen previously worked at Duty

L

is completed, to advise AIReS if proceeds will be positive or if
proceeds will (or might) be negative.At equity, closing costs that
are paid by the employer are NOT deducted from the transferees’
proceeds, but incurred at the time of the third party sale. After
a pnal equity is processed, the transferee is sent a 1099-S form,
as the IRS must have a record of the actual sale price of the
property.

The pnal step in the process is the Third Party Closing, managed
by Pam Fedigan.As Relocation Closing Coordinator, Pam receives
the Sale Notipcation form from AIReS, and works with our local
partner, the listing agent, the buyersi representative (attorney,
Realtor, title company, escrow agent) to manage that transaction.
As a member of the prm for the past seven years, Pam has
handled third party relocation transactions nationwide for many

Free International and General Electric.

The RSDN team would not be complete without an honorable
mention of the Director of First Impression, Patty Smith — the
gatekeeper of the law prm. Patty has been with us for 12 years,
and answers the phones; tracks us down; opens and closes the
pbles; and greets us, and all who visit and call, with her cheerful
disposition.

We are committed to our partnership and the wonderful
relationship with AIReS, and are dedicated to continue to provide
the highest level of professionalism and service to your company.
Your thoughts and comments are welcome at Iriefberg@rsdn.
com or at 203-748-9259, ~— >
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i Ciba Specialty Chemicals Looks Outside
for Best Practices Guidance:

AIReS Plays Pivotal Role in Helping Ciba Speciality Chemicals Shape Relocation Policy to

Remain Competitive in Talent Marketplace

By Susan Vittorio, Ciba Specialty Chemicals,
and Joleen Lauffer, CRP, AIReS

When Ciba Specialty Chemicals Corporation recently awarded
AIReS a contract for domestic and international relocation
services, its goal was to not only streamline relocation service
delivery, but also accomplish the following as part of a program
relocation:

A Benchmark relocation policy provisions (11 policies)
against national and like-industry best practices;

A Revise relocation policies to be more in line with company
goals and objectives;

e Change U.S.domestic practices too accommodate all the
requirements of NAFTA,

A Consolidate services that were performed by multiple
vendors to one;

A Maintain some vendor relationships that existed in various
regions throughout the world;

A Re-evaluate methods and responsibilities of Ciba
employees throughout the region relating to relocation;

A shift designated relocation service responsibilities from
Ciba HR to AlIReS; and

A Re-develop the entire end-to-end process flow for
domestic and international relocation.

To achieve these goals, AIReS adopted the process in Fig. 1;
depnitions are as follows:

A Policy Review and Benchmark Analysis: AIReS; consulting
division completed a thorough review of Cibals relocation
policies. Each element is individually benchmarked against
industry best practices,as well as against other companies
of like industries to the client. The analysis also categorizes
the client’s current practice as one of the following:

— Generous

fi  Conservative

— Best practice currently in place
— New trend

Based on the categories above, AIReS makes specific
recommendations for changes.

A Policy Sessions and Revisions:AlReS reviewed the analysis
with the client on-site and completed those it approved.
Additional updates were received within two weeks of
the meeting, leading to more revisions. Several drafts were
sent for review and approval, including layout and graphic
design approval, before reaching a pnal version.

e Implementation Guide Completion: The AIReS
Implementation Guide is a tool that has been developed
and repned over many years, and it is used as a starting
point, with the remainder of the information gathered
through on-site meetings with clients.

Policy Review and Policy Session
Benchmark Analysis and Revisions

Process Mapping

: AIReS Team Training
Sessions

Guide Completion of Current Process

Regional Kick-Off On-Going Evaluation

Figure 1: Redesigned Workyow for Cibas Relocation Process

Implementation On-Site Evaluation

Meeting/Calls and Repning
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Review

Retooling in Todayés Home
Sale Environment: Part |l

In our last issue of Momentum, we discussed tools we can
employ to better achieve our recruiting and budgetary objectives,
including a Guaranteed Buyout Option and Loss on Sale
provisions, to help ease the strain caused by challenging real
estate markets.

Employers continue to modify their relocation programs in
additional areas.

Consideration for Property Management, a provision not typically
associated with domestic U.S. permanent transfers, can be
explored as a potential vehicle to reduce the immediate outlay
of Loss on Sale dollars by the employer;and as a way of allowing
some Vexibility to the employee to hold off for a better real
estate market, without incurring the liability for a Home Sale
Assistance program in poor markets. Rather than consider the
event a permanent relocation, to deem it a otemporary long-
term assignment” may be more appropriate; and may assist baby
boomers who possess the key experience required, allowing
them the option of Home Sale Assistance upon retirement to a
location of their choice.

Additionally, candidates for positions increasingly are being given
consideration. More and more employers are ordering appraisals,
or Broker Market Analyses, during the interview stage, so that
the employee is armed with the information regarding the value
of their home to determine if it is feasible to consider a transfer
opportunity. At the same time, BMAs allow employers to see
the cost implications of the transfer. It may also be warranted
to educate recruiters, regarding how to deal with the “noise”
associated with today’s real estate markets.

To assist employees in purchasing homes in their new areas,
Mortgage Interest Differential Assistance (MIDAK) may be a
wise economic solution in place of a Cost of Living Assistance
(COLA) program. MIDAs have proven to be an effective tool in
addressing High Cost of Housing Areas (HCHA) situations, as
they put more purchase power in the hands of the employee;
obligate the employee to continued employment;and spread out
the cash outlay over a three- or even pve-year period. Shared
Equity and Signing Bonuses share the stage with Employer

By Michael G. Drewv, Il, CRP

Purchase and Lease Back programs as vehicles to assist a key
employee in being able to accept a transfer to an exceptionally
high cost of housing area, such as the San Francisco Bay area or
the greater New York metro area.

No matter on what side of the transfer, the question continues
to be:To add elements or not to add elements?\Was it Confucius
who said once an element is
added, it is not easily taken
away? And we all know that
relocation benepts seem to
communicate faster than even
water cooler conversations.

AIReS Consulting Services
continues the “Policy in
Review” column and will

explore the science and art
of relocation policy design
in future issues.

When dealing with inventory
properties, employers must
be prepared, from a policy standpoint, to deal with upfront
inspection issues, condition issues, repairs/improvements,
mandatory guidelines in listing agent selection, initial asking price
limits, employee bonuses for identifying buyers, sales incentives,
mortgage pre-approval of inventoried homes, and recognizing
when to take a loss as a tradeoff for additional carrying time
costs. Many prudent employers now require a cost estimate, as
well as signoff by the Hiring Manager, before approving a transfer
position.

These are some of the considerations companies can consider
when dealing with volatile real estate markets.

This is the pfth article on dPolicy in Review, a series that explores the
science and art of relocation policy design.

If you have any questions about this article or would like additional
information, please contact: Michael Drew, CRP, AIReS, Director of
Consulting Services, 800-641-5977.

As AIReSi Director of Consulting
Services, Michael assists clients in
reviewing and updating their relocation
polices and assists them in keeping
their policies competitive, compliant
and cost effective. In short,ogetting a
bigger bang for their buckd ~—— =
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