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BUSINESS SEARCHING EXPENSE REIMBURSEMENT

	NAME:
	     

	CODE:
	
	PARCEL:
	
	REVIEWER:
	

	
	
	
	
	

	Attached
	Previously Submitted
	Submit when available
	Form #
	Required Items

	

	 FORMCHECKBOX 

	NA
	NA
	Voucher
	Original signed claim voucher + 1 copy 

	
	
	
	
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	NA
	W-9
	Original + 1 copy (if not previously submitted) 

	
	
	
	
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	NA
	#31
	Searching Expense Report 

	
	
	
	
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	NA
	Receipts
	Paid in full receipts for any lodging and meals if overnight travel was necessary (overnight reimbursement must be pre-approved)

	
	
	
	
	

	 FORMCHECKBOX 

	NA
	NA
	# 8
	“PARC” Agent’s Report detailing the claim 

	
	
	
	*
	Delivery Instructions must be noted

	
	
	
	*
	R8 does not need to be lengthy, but it must be specific and complete  

	
	
	
	*
	R8 must be signed by both the agent and displacee


REQUIREMENTS: 

· Forms must be completely filled out.

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

· Submit within 2 working days of obtaining signed documents.

· 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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Reviewer Comments: ________________________________________________________________________________
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