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Title: Relocation of Goods and Services for New Hires
Effective Date: 02/25/2025
Applies to: University Wide
Statement: WesternU’s Purchasing Department shall conduct business with high ethical standards while conducting business affairs on behalf of the University.
Purpose: To ensure that the “Relocation of goods and services” undertaken by the Purchasing Department are done with the University's best interests in mind and to preserve the integrity of the University.
Related Information:
The process of moving physical items (goods) and transferring the availability of services from one location to another (services) that includes the transportation of tangible items like furniture, household goods, packing services and vehicle on board.  
A New Hire Relocation form from Procurement services is being sent out to the new hire upon request of the Supervisor or Manager of the department/college.
The form includes the Budget allowance and approval of the Manager which may be included in the offer letter and sent to HR for information of the approved budget allocation to relocate.
All accredited moving vendors are requested to reach out to the new hire for a survey to provide a quote based on the survey interview.  The list of these potential vendors is sent to the new hire to keep them informed that they will be contacted by our Vendors.
At least 3 quotes are sent to Procurement and New Hire for review of pricing and confirmation of all goods and services.  The distance between the old and new location impacts the cost and logistics of moving goods.
It will be the responsibility of our accredited moving vendors to serve its fullest services, safety of transportation relocation, arrangement, and comply with the terms and conditions stated in WesternU’s Purchase Order (PO).  The PO being issued will be within the allocated budget amount stated in the employment agreement.
The end-user has the option to opt out and take charge of their own relocation and moving arrangements without Procurement.  However, Accounts Payable (AP) cannot advance payment to the moving vendor.  The end-user must also submit the appropriate documentation to AP through Concur for reimbursement up to the maximum amount of relocation assistance as outlined in the employment agreement.   
All reimbursements provided to the new hire for relocation assistance, including payments made directly to a 3rd party for relocation will be considered a taxable fringe benefit.  The appropriate taxes will be with held by the payroll department.
Items allowed for reimbursement are: early terminations of current leases, reimbursement for temporary housing, hotels and travel expenses.

Responsible Department: Procurement Services – Rosanne Tabuena 							 Accounts Payable - Susanne Hastings
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