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Key Policy 
Changes



Completing the Moving 
Agreement During Onboarding

• Going forward, we recommend the 
moving agreement be fully executed 
during the onboarding and employment 
process to include the Controller’s 
signature. 

• This will help expedite the process 
ensuring the employee is reimbursed 
promptly. 



In-State Moves

• As part of the updated policy, we 
will no longer reimburse moving 
expenses for in-state moves. 
Moving allowances will only be 
provided for interstate relocations. 

• This is a key change that is now 
reflected in Section C, Paragraph 1 
of the updated policy.

https://sc.edu/policies/ppm/fina251.pdf


Refresher of Policy 
and Procedures



Moving and Relocation Process

• Step 1: **During onboarding process** Moving agreement and 
offer letter should be sent to moving@mailbox.sc.edu. These 
documents will be forwarded the University Controller, for 
approval & signature.

• Step 2: Submit Employee Relocation & Moving Request Form 
and all required documentation (preferably as one document) to 
moving@mailbox.sc.edu.



Moving and 
Relocation Form



Moving and 
Relocation Form



Moving and Relocation Form



Required Documentation for Reimbursement

• Employee Relocation and Moving Request Form – fully signed and completed 
to include the employee’s payroll account code (51200, 51300, etc.)

• Fully signed moving agreement (to include University Controller’s signature)

• Fully signed offer letter

• Backup for items listed on the form in the same order – invoices, bill of lading, 
payment verification, mileage map and/or itemized gas receipts, etc.



Notes, Restrictions & Required Documents
Cost Category Notes and Restrictions Required Documentation

Transportation of Household Goods:

Commercial Carrier
Bill of Lading

Original itemized receipts required and clearly 
showing amount paid

Self Move – Vehicle Rental
Rental Agreement

Original paid itemized receipts

Self Move – Gas and Fuel Original paid itemized receipts

Self Move – Personal Vehicle Mileage
No side trips, must be most direct route Document miles from former residence to new 

residence
IRS Moving Rate to be used

Self Move – Labor Labor provided for employee or employee’s 
immediate family is not reimbursable

Receipt from labor used to include signature 
and amount paid



Notes, Restrictions & Required Documents
Cost Category Notes and Restrictions Required Documentation

Travel and Lodging: (from former primary residence to new primary residence)

Airfare
Coach only

Original passenger coupon or detailed paid invoice
Immediate family members living in residence only

Lodging One night at departure location and one night at arrival 
location Original itemized paid lodging receipt 

Personal Vehicle Mileage
No side trips, must be most direct route Document miles from former residence to new 

residenceIRS Moving Rate to be used

Rental Car
Rental Agreement

Original paid itemized receipts

Fuel Not allowed if claiming mileage at IRS rate Original paid itemized receipts

Other Expenses

Temporary Storage Short term storage Original paid itemized receipts



Common 
Misconceptions



Non–Reimbursable Expenses
Section E details costs not specifically authorized that are not eligible for 
reimbursement.

• Meals
• Vehicle maintenance
• Disconnecting or connecting 

appliances and utilities
• Removing or installing antennas
• Car tag, title, or registration taxes of 

any kind
• Transporting recreational vehicles 

(e.g., boats, campers, trailers, ATVs, 
etc.)

• Pre-move house hunting expenses

• Carpet, draperies, etc.
• Babysitting
• Cleaning
• Expenses of buying or selling a 

home
• Laundry or dry cleaning while in 

temporary quarters
• Household items purchased during 

the move
• Living expenses after arriving at the 

final destination

https://sc.edu/policies/ppm/fina251.pdf


Upcoming Training



Upcoming Training 
Dates

To register, click the link for the 
date/time that works best for you. On 
the registration page, provide your 
first/last name and email. Once 
registration is complete you will 
receive a confirmation email, and the 
session will be added to your 
calendar.
Registration Tip: If you have trouble 
registering, you may need to clear 
cache or use a different browser. 

https://sc.edu/about/offices_and_divisions/controller/toolbox/peoplesoft_finance_training_schedule/index.php


Resources & 
Contacts



Where to Find the 
Resources

For Moving & Relocation 
resources, visit the 

Moving and Relocation 
section on our General 

Accounting page.

https://sc.edu/about/offices_and_divisions/controller/general_accounting/moving_and_relocation/index.php
https://sc.edu/about/offices_and_divisions/controller/general_accounting/moving_and_relocation/index.php


Where to Find the 
Resources

For general training 
resources, visit our 

Business Manager page.

https://sc.edu/about/offices_and_divisions/controller/toolbox/business_manager/index.php


Controller’s Office Contact List
General Accounting (JEs, JVs, Apex, GL issues/Questions) Email Address

General Email Address genacctg@mailbox.sc.edu

Cash Advance Settlement cashadvc@mailbox.sc.edu

Payroll Retro Journal Entries retroje@mailbox.sc.edu

Chartfield Maintenance cfmaint@mailbox.sc.edu

Moving & Relocation Mailbox moving@mailbox.sc.edu

PeopleSoft Finance Security Requests pssecure@mailbox.sc.edu

Accounts Payable Email Address

General Email Address ap@mailbox.sc.edu

AP Uploads apupload@mailbox.sc.edu

Supplier Maintenance apsupplr@mailbox.sc.edu

Travel Office Email Address

General Email Address teoffice@mailbox.sc.edu

Student/Non-employee Travel Authorizations and Travel Reimbursement Vouchers tesubmit@mailbox.sc.edu

mailto:genacctg@mailbox.sc.edu
mailto:cashadvc@mailbox.sc.edu
mailto:retroje@mailbox.sc.edu
mailto:cfmaint@mailbox.sc.edu
mailto:moving@mailbox.sc.edu
mailto:pssecure@mailbox.sc.edu
mailto:ap@mailbox.sc.edu
mailto:apupload@mailbox.sc.edu
mailto:apsupplr@mailbox.sc.edu
mailto:teoffice@mailbox.sc.edu
mailto:tesubmit@mailbox.sc.edu


Controller’s Office Contact List
Capital Assets Email Address

Physical Inventory physinv@mailbox.sc.edu

Cash Management and Treasury Email Address

General Treasury Email Address treasury@mailbox.sc.edu

Program Expense Card cards@mailbox.sc.edu

Team Card teamcard@mailbox.sc.edu

Travel Card trvcard@mailbox.sc.edu

Compliance and Tax Email Address

General Compliance Email Address concpl@mailbox.sc.edu

General Tax Email Address tax@mailbox.sc.edu

Research/Development Sales/Use Tax Exemptions rdequip@mailbox.sc.edu

Time and Effort Reporting timeandeffort@sc.edu

mailto:physinv@mailbox.sc.edu
mailto:treasury@mailbox.sc.edu
mailto:cards@mailbox.sc.edu
mailto:teamcard@mailbox.sc.edu
mailto:trvcard@mailbox.sc.edu
mailto:concpl@mailbox.sc.edu
mailto:tax@mailbox.sc.edu
mailto:rdequip@mailbox.sc.edu
mailto:timeandeffort@sc.edu


Controller’s Office Contact List
Grants and Funds Management Email Address

Sponsored Award Specific Questions Contact your Post Award Accountant (PAA)

Payroll Email Address

General Email Account payroll@mailbox.sc.edu

mailto:payroll@mailbox.sc.edu


 

THANK YOU!
Address:
1600 Hampton Street
Columbia, SC 29208

Contact Number:
Phone: 803-777-2602
Fax: 803-777-9586

Email Address:
controller@sc.edu

Office of the Controller

Alone, we can do so little; together, 
we can do so much.
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