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Setup Assignment

Meet with business
manager to advise
program cost and

requirements. Create
assignment worksheet
and send to business

manager

Set allowance
amount and rules.

Obtain cost of living,
housing and added

expenses. Review for
trends and accuracy and

adjust as needed

Review final
assignment documents

with employee and set up
insurance/visa process/
payroll information and

living coordination

Send payroll
information to

employee home
base

Update local and
international HR

systems with
employee information

and produce
compensation and

housing worksheets

Distribute living/
payroll information
to employee and

business manager

Review program with
employee and review

verification, bank account
information and provide

visa documents. Set
employee into expat

network

Manager posts need
for overseas job

assignment

Review candidate
pool and select

candidate based on
needs

Coordinate site visit
with employee and
set up home base

mentor

Assess assignment
needs and obtain

relocation
information

Employee accesses
job posting and

submits application
for assignment

Meet with
international liaison

to set up site
information

Review program
with relocation

counselor (HR) and
complete visa

application

Review final
assignment

documents and sign
off. Attend cultural

orientation and
settling-in orientation

Work with business
manager and HR

liaisons to coordinate
physical move

Upon arrival, finalize
living/working

documentation and
setup prior to starting

assignment

The OpsDog Support Group Hierarchy
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Assisting recently hired employees with relocation. Includes assistance in 
transporting possessions, locating an appropriate residence, updating or 
procuring any state/federal documentation, and ensuring the employee is 
settled into the new environment.
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Move Management: Workflow

Workflow Description
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Human Resources: Move Management Workflow [BPMN 2.0]
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(available in PDF, Visio, PPT)

New users get $20 off their first 
purchase (registration is FREE!) 


