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 SEQ CHAPTER \h \r 1MOVING EXPENSE REIMBURSEMENT
PROPER DOCUMENTATION
1.  Professional Moving Company


Documented by actual invoice detailing the following information:



A.   Name, address & telephone number of Company providing service



B.   Date of move



C.   Points of travel (from current address to anticipated address)



D.   Name & address of individual being moved



E.   Actual cost of move



F.  Method of payment (cash or canceled check - front & back or credit card receipt)



G.  Invoice should indicate a “zero” balance or paid in full

2.  Employed Persons Assisting with Move

Documented by actual receipts or canceled checks (front & back) or notarized statement signed by both the person employed to assist with the move and the individual moving detailing the following information:

A. Individual’s name & address assisting with move

B. Date of move



C.   Amount paid

D.    SEQ CHAPTER \h \r 1Method of payment (cash, canceled check - front & back, or notarized statement) should indicate a “zero” balance or paid in full

3.  Rented Vehicles or Equipment

Documented by actual invoice detailing the following information: 


A.   Name, address & telephone number of company providing service



B.   Date of move



C.   Type of Equipment/Vehicles being rented



D.   Name and signature of individual being moved



E.   Cost of move – actual charges not estimated charges


F.   Method of payment (cash or canceled check - front & back or credit card    receipt) should indicate a “zero” balance or paid in full

4.   Mileage in the amount authorized for state employees under Section 25-3-41,  Mississippi Code of 1972 (Ann.), if the teacher uses his/her personal vehicle or vehicles for the move, (limited to the shortest distance - one trip - one way only)

Written statement that a personal vehicle was used in the move detailing the following 



A.   Individual’s name



B.   Date of move

C. Points of travel (from current address to anticipated address as indicated on “Request of Prior Approval”)

5.  Hotel expense incurred during the move not to exceed $75.00, limited to one night.


Documented by actual invoice indicating a “zero” balance or paid in full.



A.   Name, address & telephone number of Hotel/Motel



B.   Date of Arrival / Date of Departure



C.   Name of individual staying at the motel



D.   Room rate/ Total amount of charges



E.   Method of payment (cash or canceled check - front & back or credit card    receipt)
6.  Meal expense incurred during the move not to exceed $30.00 per day, limited to two days.      

Documented by actual meal receipts from restaurant/deli detailing the following:




A.   Name & address of restaurant/deli




B.   Date




C.   Total amount of meal(s)









D.   Method of payment (cash or canceled check - front & back or credit card receipt)
~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~

Documents that ARE NOT proper documentation

1.   Gas receipts 


2.   Duplicate checks (must be copies of properly canceled checks – front & back)


3.   Grocery store receipts

4. Estimates of charges (i.e., Professional Mover, Rented Vehicles or Equipment)

5. Invoices/receipts without a “zero” balance

NOTE:

$ 
The moving expenses will only be reimbursed if the contract for employment necessitates the relocation. 

$ 
The teacher must relocate within the boundaries of the State of Mississippi. 

$ 
Upon approval, the Department of Education will provide funds to the school district to reimburse the teacher an amount not to exceed $1,000.00 for documented actual expenses incurred for relocation.

$  
No teacher may be reimbursed for moving expenses on more than one (1) occasion.  Two or more teachers who have the same initial address and are moving to the same anticipated address are considered one household, and therefore only one teacher may claim moving expense reimbursement, not to exceed the $1,000 maximum allowable reimbursement.


