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MEMORANDUM
To:
                            
From:
Jim Douglas, Director
Date:
                            
Subject:  Moving Expenses
In accordance with Commission Policy, Section C-6, approval is herewith granted to expend Agency funds for purposes of moving  employee name here  to his/her new duty station at new duty station location.
Authorization covers expenses incurred for:

· Actual expenses of a commercial mover (including packing and transit insurance) or;

· Actual costs for self-moving including rental of personal property (vans, trailers, moving carts, etc.) and necessary incidentals incurred with the move, and;

· Transportation costs and reasonable lodging (excluding meals).  Transportation costs may be actual cost, or the current approved mileage reimbursement rate, for up to 2 cars.  
Reimbursement for all expenses shall not exceed $3,000. (enter amount - this can be less than $3,000 at Division discretion.  The Division Administrator needs to pre-justify to with Director amounts exceeding $3,000) 
If the employee has been reimbursed for moving expenses and resigns within 1 year of the move, the Director may require the employee to reimburse the agency for a portion of the moving expenses based on the length of time the employee worked for the agency after the move.  
__________________________    _______  
____________________​_______   _______

James N. Douglas, Director
          Date

 employee


            Date
C: Judy Alderman, Budget & Fiscal

    Angela Janda-Craig, Human Resources
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