
Relocation:  Relocation Expenses Procedure

Read below for the standard procedure to request reimbursement of newly-hired, certified teachers
relocating to Griffin-Spalding from locations outside of the State of Georgia.  The provisions of this
procedure will apply only to assignments that are planned to exceed 12 months.

GSCS will reimburse reasonable amounts of expenses incurred as a result of the relocation of staff
from their current place of residence (outside of Georgia) to the Spalding County area, up to a $1,500
maximum.

GSCS will audit expenses and employees must document receipted expenses claimed for
reimbursement.  Verification of the out-of-state address and the new Georgia address must be attached
to the reimbursement request.

All relocation expenses must be incurred after Board approval for employment and within 60 days
after the official first day of work.  Expenses incurred after this period will not be reimbursed.  For
reimbursement expenses, the employee must obtain receipts for incurred expenses and submit them,
along with a GSCS reimbursement request form.

Types of Expenses Considered for Reimbursement – Up to $1,500

A.  Per diem and Lodging
GSCS will reimburse costs for per-diem, living expenses to include temporary lodging for eligible
employees and dependents for a period not to exceed 60 days.  Lodging and per-diem expenses may be
at the site of departure, site of arrival, or split between the two sites.  Per-diem expenses for meals and
incidentals will be provided at current per-diem rate for the employee, spouse, and dependent(s).

B.  Site Visit
An employee and spouse may be reimbursed for travel costs, per diem, and lodging costs to look for
appropriate housing.

C.  Transportation – Employee/Dependents
Costs for relocation travel of the employee and dependents may be reimbursed.  Examples include:
gas, coach fare, U-Haul rental, etc.

D.  Household Goods
GSCS may reimburse costs for packing, movement, and insuring of household goods and personal
effects from out-of-state point of departure to point-of-arrival in Georgia.

Tax Considerations

GSCS strongly recommends the employee meet with a tax advisor to review the federal and state tax
implications of all costs reimbursed by GSCS and its impact on the employee’s W2 taxable income.


