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	Parcel #
	
	Project: 
	

	Displacee:
	
	Relocation Specialist:
	


MOVE OR MOVE RELATED EXPENSE CLAIM GUIDE
	1.
	
	*Memo Discussing Claim 

	2.
	
	*W-9

	3.
	
	Vouchers

	4.
	
	*Copy of Memo Approving Move Cost

	5.
	
	*Move or Move Related Expense Claim Form (Form 628r – Residential / Form 616r – Non-Residential)

	6.
	
	Move Bid Analysis Spreadsheet (If there are to be multiple claims)

	7.
	
	Non-Residential Site Search Log (If being claimed)

	8.
	
	Direct Payment Agreement – Mover or Contractor (Form 633r)  (If necessary)

	9.
	
	*Certification of Legal Residency in the United States (Form 608r)  (If a business, certify “Legal Operation” on bottom of same form)

	10.
	
	 *Commercial Bid/Proposal & Invoice (If payment is based on Commercial Move Bids)

	11.
	
	*Copy of Notice of Eligibility

	12.
	
	 *Current, Complete & Up-to-Date Contact Log  

	13.
	
	Other


* Required Documents

LaDOTD Only Below Line

	Reviewer’s Remarks: 

	


Reviewed and Ready for Relocation Officer:___________________________________________
	Relocation Officer’s Remarks or Approval: 
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