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Submission Guidelines
· GENERAL
· Forms must be completely filled out and have all required signatures.

· Note the code, parcel, & suffix numbers on every page.  

· Submit all paperwork within 2 working days of the date it is completed.  

· For residential parcels, all documents must name all non-dependent adults.
· Relocation consultants may electronically submit the required documentation.
· PRE-APPROVALS
· Please submit pre-approvals with ample time for approval before the scheduled meeting.

· All Business Reestablishment work must be pre-approved – see Business Reestablishment Guidelines. 

· Moving determinations over $4,000 must have Central Office approval prior to the claim submittal.   

· All Last Resort Housing 90 Day submittals must be pre-approved by Central Office before they are issued to the displacee.  Approval will NOT be granted without appropriate documentation of the comparable search or the above listed requirements. 
· Mortgage Interest Differential Payment (MIDP) determinations are to be pre-approved.
· MOVING SUBMISSIONS:
· A copy of the district 48 Hour email notification must be in the relocation file before the file is closed.

· Do not submit moving vouchers until the actual move date is less than 30-45 days.  

· Do not submit PIL vouchers until the actual move date is less than 30-45 days.  
· BID FEES AND OTHER RELOCATION SERVICE PAYMENTS
· Intended for payments up to $499.00 only, to be made directly to vendor

· Bid fee invoices must be submitted by bidding company within 14 days of submitting the bid itself.

· Movers that are paid a bid fee and are later awarded the move must deduct the full amount of the bid fee from the final moving bill. 

· REIMBURSEMENTS:
· Invoices for reimbursement must include name and phone number of the company(ies) that completed the work, along with services rendered. 
· Hourly Rate - $15.00 per hour unless a higher rate is supported and approved with current income documentation (tax form, paystub).

· Mileage Rate - can be obtained from the IRS website and must correspond to the current rate at the time the miles were travelled. 
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