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Moving Expense Reimbursement Form

Please complete a separate form for each individual for which reimbursement of moving expenses is requested. Forward completed form with indicated attachments to the UTEP Payroll Office through e-mail: payroll@utep.edu.  For questions, please call the UTEP Payroll Office at (915) 747-5109.

1. Employee Information:

Employee Name:

Employee ID:

Employee Signature: 

Tax Disclaimer: Moving reimbursements are considered taxable income. The employee is responsible for all applicable taxes, including the federal 22% supplemental withholding tax.

2. Department Information:

Department Name:

Department Contact Name: 				        Email:

Department Account Number(s) to charge: 			Amount: $ 
 (Sub Account should be 20 or 51)
				       	         			 Amount: $ 

					         			Amount: $ 

Account Authorized Signatory (Administrator):

Print Name: 

Signature:   

Date: ____________________

3. Please attach the following items:
1. Copy of employee’s official offer letter	
· Must have appropriate Vice President approval
· Must include total moving reimbursement amount
2. Original receipts must be kept in your department
· Scan and attach legible digital copies of all itemized receipts to your submission email. 

All moving expenses incurred on or after January 1, 2018, whether reimbursed to an individual or paid to a vendor on behalf of an individual, are taxable income to the individual. 
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