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Document No.

Miles RateRate

Actual Move Expenses

Miles

Signature

Total

Pre Move Expenses *
Includes house hunting trip(s)

Ext.: 

Signature

Name Printed

Approved by:

Name Printed

Taxable Income:

Controller's Office Use Only

Total Expenses
LESS:___________

Amount to Reimburse

       NOTE: Return this Report scanned with ALL Signatures AND ALL Receipts to disbmt@rice.edu  
                     Email Subject: should indicate - Employee's Last name / Relocation

Fund Orgn Acct Prog Actv Locn Amount

Date Approved:

Payroll Use:

Form Completed by:

DateDate

Signature

DateName Printed

Amount: 
Lodging
Meals                                                                            
Amounts paid for Van Lines/Truck Rental 
Other: ____________________________                
__________________________________  
* If applicable, multiple pre-move
trips may be combined or submitted
on separate forms.

Airplane, Train or Bus
Auto Rental
Rented Auto Expenses
Taxi/Transport
Mileage for use of Personal Car
(Contact Disbursements for current mileage rate @ x3432)

Rice University Relocation Expense Report
(Rice reports moving expenses in accordance with IRS regulations)

Employee Name:
Street or P. O. Box:
City, State & Zip Code:

    Relocating from: ________________ 
Dates
Transportation

Employee #:

**I certify that the expenses shown are correct and I understand ALL relocation expenses are taxed.** 
Reimbursee: Approved by: Approved by:
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