Moving Expense Reimbursement Request

In order to minimize the inconvenience and hardship for new, senior Regular Faculty and Principal Administrative Officers and their families, the University may pay their moving and related expenses provided funds are available in the departmental office or college operating budgets.  The policy applies of course, only to individuals who are being employed for the first time and are required to relocate from their residences in other geographical areas to Columbus or to a city where a regional campus is located.  The total payment based on the relocation cost (inclusive of travel and transportation, meals and shipping costs) which an individual may receive under the provisions of this policy shall not exceed $5000.  Receipts are required for all reimbursable items with the exception of meals and local travel, which must be itemized.  Mileage is reimbursed at the current I.R.S. rate or gasoline receipts may be submitted.

Reimbursement Request

Name______________________________________________Social Security No.___________________________

Title_________________________Appointment Effective Date___________Posting No._____________________

                                                                                                                                                                                                                                               (to be completed by the department)

Spouse (if applicable)_________________________Dependent child(ren), age(s) (if applicable)________________
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Shipping Household

  Moving company

  Rental Truck

  United Parcel Service

  U.S. Mail

Travel Points

from___________________________ to ______________________________, Ohio

Expenses

  Mileage($.10/mile) or

______miles @ $.10/mi.

  Gasoline

    Personal Auto(s)

    Rental Truck

  Tolls

  Air Fare (Coach only)

  Rental Car (compact only)

  Taxi/ Limousine

  Parking

Lodging

  Maximum-$75 plus tax

     per night

Personal telephone calls are not reimbursable.

Meals

  Breakfast (max. $8.00)

  Lunch (max. $8.00)

  Dinner (max. $19.00)

Alcoholic beverages and tips are not reimbursable.

Maximum

  Adult**--$35 per day

  Child--$17.50 per day
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Shipping Household

  Moving company

  Rental Truck

  United Parcel Service

  U.S. Mail

Travel Points

from___________________________ to ______________________________, Ohio

Expenses

  Mileage($.10/mile) or

______miles @ $.10/mi.

  Gasoline

    Personal Auto(s)

    Rental Truck

  Tolls

  Air Fare (Coach only)

  Rental Car (compact only)

  Taxi/ Limousine

  Parking

Lodging

  Maximum-$75 plus tax

     per night

Personal telephone calls are not reimbursable.

Meals

  Breakfast (max. $8.00)

  Lunch (max. $8.00)

  Dinner (max. $19.00)

Alcoholic beverages and tips are not reimbursable.

Maximum

  Adult**--$35 per day

  Child--$17.50 per day

The Ohio State University will reimburse relocation expenses incurred during a maximum of five days (need not be consecutive).  If reimbursement for househunting expenses is requested, these expenses must be included in the total count of days.

Additional Expenses

(list each item and amount)

        Charges for labor are to be receipted and cannot be reimbursed to members of the immediate family.

                                                                                                                                         TOTAL

** For the purpose of this policy, "adult" reimbursement will be made for dependent child(ren) age twelve to nineteen living in the same household.  "Child" reimbursement will be made for persons under 12.
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