
GLOBAL MOBILITY RELOCATION EXPENSE WORKSHEET
RELOCATION TRAVEL & SETTLING-IN EXPENSE REPORT

EM PLOYEE N AM E EM PLOYEE ID

JOB TITLE DEPARTM EN T

ORIGIN
CITY/COUN TRY

DESTIN ATION
CITY/COUN TRY

DEPARTURE DATE ARRIVAL DATE

RELOCATION  TYPE
COST CEN TER /
PROJECT CODE

1. PRE-DEPARTURE & TRAVEL EXPENSES

EXPEN SE CATEGORY / DESCRIPTION DATE PAYM EN T M ETHOD RECEIPT AM T
(ORIGIN AL) AM OUN T (USD)

Visa, Passport & Consul Fees

Pre-Departure Travel / House Hunting

Airfare / Final Transit T ickets

En-Route Lodging

En-Route Meals & Incidentals

Ground Transportation (Taxis, Tolls, Mileage)

Subtotal - Pre-Departure & Travel

2. MOVING & STORAGE EXPENSES

EXPEN SE CATEGORY / DESCRIPTION DATE VEN DOR / PROVIDER IN VOICE N O. AM OUN T (USD)

Household Goods Shipment / Moving Company

Transit Insurance

Temporary Storage (up to 30 days)

Pet Shipment Costs

Subtotal - Moving & Storage

3. DESTINATION & SETTLING-IN EXPENSES

EXPEN SE CATEGORY / DESCRIPTION DATE PAYM EN T M ETHOD RECEIPT AM T
(ORIGIN AL) AM OUN T (USD)

Temporary Housing (Destination)

Rental Car / Local Transport (Temporary)

Home Search / Lease Agent Fees

Utility Hook-up & Connection Fees



Subtotal - Destination & Settling-In

EXPEN SE CATEGORY / DESCRIPTION DATE PAYM EN T M ETHOD RECEIPT AM T
(ORIGIN AL) AM OUN T (USD)

EXPENSE SUMMARY

CATEGORY SUBTOTAL ADVAN CES RECEIVED N ET REIM BURSEM EN T
/ (OWED)

1. Pre-Departure & Travel Expenses

2. Moving & Storage Expenses

3. Destination & Settling-In Expenses

Total Relocation Expenses

Instructions for Submission:
1. Attach  a ll o rig in a l receip ts,  in vo ices,  an d  p roo f o f  paymen t fo r a ll lin e items listed .
2.  Con vert fo reign  cu rren cy expen ses u sin g  th e exch an ge rate active on  th e date o f tran saction .
3.  Su bmit th e comp leted  an d  sign ed  fo rm to  you r G lobal Mob ility Coo rd in ato r o r HR Departmen t w ith in  30 days o f  you r relocation  arriva l date.

Employee Signature: Date:

Authorized
Approval: Date:
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