Moving Expense Form
For Faculty and Staff Positions

Employee Name: _________________________________________________________

Employee New Address: ___________________________________________________

Luther College reimburses employees for the following moving expenses:  cost of moving van, cost of rental equipment (such as trailers or trucks), gas for rental truck, other expenses such as rental of loading equipment or labor involved in loading or unloading household goods.  Luther College DOES NOT PAY: expenses for meals; pre-move house hunting trips; cost of selling (or settling and unexpired lease on) the old residence and buying (or acquiring a lease on) the new residence; or expenses incurred during a stay in temporary quarters for up to 30 days.   Fringe benefits are subject to Federal and State tax withholding as well as Social Security and Medicare taxes and will be included on an employee’s W-2 form.
Any reimbursements or payments of moving expenses will be included on your Form W-2, Wage   
Authorized by: __________________________________ 
Account #: _____________________________________

· Moving household goods and personal effects (including in-transit or foreign-move storage expenses), and

· Traveling (including lodging but not meals) to your new home.
· Caution:  You cannot include any expenses for meals. 

Reasonable expenses.   You can use only those expenses that are reasonable for the circumstances of your move. For example, the cost of traveling from your former home to your new one should be by the shortest, most direct route available by conventional transportation. If during your trip to your new home, you stop over, or make side trips for sightseeing, the additional expenses for your stopover or side trips are not allowable as moving expenses. 

Travel by car.   If you use your car to take yourself, members of your household, or your personal effects to your new home, you can figure your expenses by using either: 

· Your actual expenses, such as the amount you pay for gas and oil for your car, if you keep an accurate record of each expense, or 

· The standard mileage rate per federal guidelines.
· Whether you use actual expenses or the standard mileage rate to figure your expenses, you can include the parking fees and tolls you pay to move. You cannot include any part of general repairs, general maintenance, insurance, or depreciation for your car. 

Member of your household.   You can include moving expenses you pay for yourself and members of your household. A member of your household is anyone who has both your former and new home as their home. 
Household goods and personal effects.   You can include the cost of packing, crating, and transporting household goods and personal effects and those of the members of your household from your former home to your new home. For purposes of moving expenses, the term “personal effects” includes, but is not limited to, movable personal property that the taxpayer owns and frequently uses. 

 
· If you use your own car to move your things, see Travel by car, earlier. 

· You can include any costs of connecting or disconnecting utilities required because you are moving your household goods, appliances, or personal effects. 

· You can include the cost of shipping your car and your household pets to your new home. 

· You can include the cost of moving your household goods and personal effects from a place other than your former home. The amount is limited to the amount it would have cost to move them from your former home. 

· Caution:  You cannot include the cost of moving furniture you buy on the way to your new home. 

Storage expenses.   You can include the cost of storing and insuring household goods and personal effects within any period of 30 consecutive days after the day your things are moved from your former home and before they are delivered to your new home. 

Travel expenses.   You can include the cost of transportation and lodging for yourself and members of your household while traveling from your former home to your new home. This includes expenses for the day you arrive. You can include any lodging expenses you had in the area of your former home within one day after you could no longer live in your former home because your furniture had been moved.  The members of your household do not have to travel together or at the same time. However, you can only include expenses for one trip per person. If you use your own car, see Travel by car, earlier. 



Date(s) of Move: ___________________________________________________





Moved from: ___________________________ To: _______________________





Cost of moving van:				_______________________





Cost of rental equipment (truck or trailer):	_______________________





Gas per IRS Guidelines (see reverse side):	_______________________





Labor for loading and unloading:		_______________________





Rental of moving equipment or cartons:	_______________________





Cost of mailing books, when applicable:	_______________________


	


	   Hotel/motel charges:			     _______________________





	   Other reasonable expenses:		     _______________________





					Total:		     _______________________
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