Employee Relocation Costs Reimbursement Form
	
CEO Amount Authorized $_____________
Name		Employee ID	
New Address 	
Departure City & State 	
Employment Start Date 		Move Date		No. of People Moved	
                    
Nontaxable (Qualified) Expenses - Directly related to the move. 
Travel and lodging from old home to new home:
	
	Amount
Requested by
Employee
	Amount
Reimbursed to
Employee
	Amount
Paid Directly to
Provider/Vendor

	Airfare (list number of tickets below)
	$
	$
	$

	_
	
	
	

	Qualified Mileage Reimbursement
	$
	$
	$

	
	
	
	

	Lodging en route
	$
	$
	$

	Transportation and up to 30 days storage of
household goods and personal effects
	$
	$
	$


Taxable (Non-Qualified) Expenses - Indirectly related to the move
Meals and travel from old home to new home:
	
	Amount 
Requested by
Employee
	Amount
Reimbursed to
Employee
	Amount
Paid Directly to
Provider/Vendor

	Meals during move from old to new home
	$
	$
	$

	Mileage reimbursement*
	$
	$
	$

	House Hunting (meals, lodging and misc.)
	$
	$
	$

	 Transportation (including airfare)
	$
	$
	$

	Temporary living (including meals)
	$
	$
	$

	Real estate/early lease termination expenses
	$
	$
	$

	Other (specify)
	$
	$
	$



* Mileage to move from old to new home is usually reimbursed at the standard IRS rate. A portion of this is taxable. See IRS regulations for details

Acknowledgment:
I authorize [charter school name] to deduct from my next salary payment any costs in excess of allotments, as set forth in the charter school’s policy, if I do not reimburse [charter school name] for expenses that must be paid by the employee. I understand payment is due within 30 days from the date of notification from the hiring agency.

If I terminate or cause termination of my employment with the charter school within one year of the date of my employment, I agree to reimburse the charter school for all moving costs that have been paid and hereby authorize the charter school to withhold any amount due to me as a part or full payment of such costs.

[bookmark: _GoBack]Employee Signature                                                                         Date	


CEO’s Approval 

