School of Arts, Media and Engineering

Employee Moving Expense Policy and Procedures
ASU Policy:

FIN 402-03:  Moving Expenses http://www.asu.edu/aad/manuals/fin/fin420-03.html 

Procedures:

Department:

Send new employee following purchasing guide http://cfo.asu.edu/purchasing-sunmart-moving to follow when choosing a moving company

Employee:

Obtain two quotes from list of contracted moving companies, forward copies of the quotes to the department, and inform the department of the company selected.  Be sure to contact the local booking agent located on the approved vendor list to obtain the maximum negotiated discount.

Department:

Issue requisition that will generate PO to the moving company.  Departments also have the option of using department purchase cards for moving expenses paid to contracted moving companies.  If using a purchase card, contact selected company with the purchase card number.  If using an RX, supply Purchasing with the following info:

1. Name and phone number of new employee

2. Name of moving company and quote number

3. Date of move and any important additional information

4. Copies of both quotes

5. Locations employee is moving from and moving to 

6. Include vendor number on RX

7. Copy of employee’s offer letter if moving costs exceed $5,000

Mover:

Generate invoice

Department: 
Generate receiver

Claims:

Any loss/damage claims must be handled between the new employee and the moving company.  Purchasing will only intervene if the claim is not being handled to either party’s satisfaction.  New employees do not have the right to demand that ASU withhold payment over disputed claims since ASU funds are paying the expenses and the moving company has a legal right to receive payment within 30 days.  Payment is made first, then claims are settled between the employee and the moving company.
Employee Moving Expense Reimbursement (for eligible expenses not paid directly to moving company):

The following forms and instruction sheets must be completed and can be found at: http://cfo.asu.edu/fs-forms.
1. Moving Expense Worksheet

2. Moving Expense Worksheet Instructions

3. Moving Expense Optional Information Sheet

Please check your appointment letter for additional details.
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