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Employment Relocation Agreement Revised 

A revised version of the Employment Relocation Agreement form is now available 
at https://controller.vt.edu/content/dam/controller_vt_edu/Forms/Travel/
relocation_agreement.pdf.  Departments should begin using this version for 
any new relocation agreements.   

The Employment Relocation Agreement has been modified to clarify the 
employee’s total reimbursable expense limitation.  This is the amount the University 
agrees to reimburse or pay on behalf of the employee and is specified by the 
department in item #2 of the agreement.  There has been some confusion whether 
the amount listed by the department includes common carrier and household 
storage.  On the revised form, departments will be required to indicate whether the 
reimbursable expense limitation includes or excludes common carrier and 
household storage expenses as shown below.  Additional comments regarding the 
limitation are optional.  

Employee Moving and Relocation Expense Summary Updated 

The 2014 Employee Moving and Relocation Expense Summary form has been 
modified to help with confusion on reporting total relocation payments.  The column 
now titled “Total All Prior Payments” should reflect prior reimbursements plus 
transportation expenses paid directly to the carrier, and the number shown for “This 
is Payment #” will reflect all relocation payments made on behalf of the employee.    
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The revised 2014 Employee Moving and Relocation Expense Summary form is now 
available at 
https://controller.vt.edu/content/dam/controller_vt_edu/Forms/
Travel/2015Moving_form.pdf.   

New International Travel Insurance Account Code 

A new account code has been established for the purchase of international travel 
insurance known as MEDEX.  The new account code is 124ZL.  International travel 
insurance is purchased through the university’s Office of Risk Management to 
provide university personnel overseas assistance, repatriation and evacuation 
coverage not provided through the Anthem BC/BS Medical Insurance.  Account 
codes used in the past were 12440, 12441, and 11150.  If you’re planning a trip 
overseas please contact the Office of Insurance and Risk Management at 231-7439 
to see if MEDEX is recommended for your particular destination. 

Procedure for Completing W9 Form 

In order to provide prompt payments to individuals, it is important that the 
Controller’s Office has properly completed W9 or substitute W9 forms (preferred 
form) prior to processing payments to individuals.  Department responsibility for 
these 
payments/forms includes the following: • Obtain a W9 or substitute W9 form whenever a “new supplier” PR is

processed for an individual in HokieMart
• Always use black or blue ink so that these documents will scan properly
• Fill out the form accurately and completely
• Fax the form to 540-231-7221 (do not email documents because they

contain personally identifying information).

The Controller’s Office will return improperly completed forms to the originating 
department.  W9 forms are located on the Controller’s Office website and are shown 
on following pages.  

An electronic W9 form, which has been formatted for completion, can be found on the 
web http://www.irs.gov/pub/irs-pdf/fw9.pdf  

An electronic Substitute W9 form can be found on the Controller’s website as well 
under https://controller.vt.edu/content/dam/controller_vt_edu/Forms/AccountsPayable/
Updated_substitute_W-9_AP.pdf  
Questions can be addressed to Brandon Webb, bwebb13@vt.edu, 231-9308.
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Guidance for completion of the Substitute W9: 
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Guidance for completion of W9: 
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