HOUSEHOLD MOVES  

University policy requires at least two written proposals (quotes) from approved vendors for all moves.  Proposals must be from the vendors listed below. The University Price Agreements established with the following vendors offer CU departments substantial discounts on moving services. 

The department or employee should call two of the Denver area moving entities listed below 8 weeks (12 weeks during summer months) prior to the move date in order to obtain quotes. The Denver companies will contact their branch offices and give them the employee contact information so appointments can be scheduled. Quotes from moving companies other than those listed below will not be considered.  Please note: separate quotes are required for lab/office moves.
• All American Moving & Storage National company = Mayflower 
If Local move, use Vendor ID # 134990, Address # 1 
If Interstate (outside of Colorado) move, use Vendor ID # 1491, Address # 8 
Contact – Kevin Reddy Phone: 303/373-5101, x31, 800/753-5101 Fax: 303/373-0108 

Email: kreddy@aamsmoves.net  
• Graebel Denver Movers National company = Graebel Van Lines 
If Local or Interstate move, use Vendor ID # 18919, Address # 5 
Contact – Kim Pape Phone: 303/214-6774, 800/373-1970 Fax: 303/214-6969 

Email: KPape@graebel.com  
· Great Plains Moving and Storage = North American Van Lines

If Local move, use Vendor ID # 231960, Address # 1

If Interstate (outside of Colorado) move, use Vendor ID # 6722, Address # 4

Contact – Bre Leary Phone:  303/333-8212 x331, 800/888-7311  FAX:  303/329-6990

Email:  leary@greatplainsmoving.com
·  TLC Moving and Storage = Arpin Van Lines

If Local move, use Vendor ID # 113713, Address # 1

If Interstate (outside of Colorado) move, use Vendor ID # 231959, Address # 1

Contact – Andrea Wood, Phone:  303/776-8529, 877/852-8523  FAX:  303/684-9220

Email:  awood@tlcmoving.com 

Payment directly to the Vendor - The moving companies will provide quotes to the department and to the purchasing agent in the Procurement Service Center. The move is awarded to the company with the lowest bid.  If the quote is $4,500 or less the department chooses the lower quote and proceeds with payment using a procurement card or a department purchase order.  If the amount is above $4,500 the department should process a Purchase Order Requisition.  If the quote is near $4,000 it is recommended that a PO be processed through PSC to avoid an after the fact purchase should any unforeseen charges occur at destination.  

Reimbursement Process - If the employee prefers, they may be reimbursed for household moving expenses along with other approved moving expenses. The employee should obtain quotes from two of the approved vendors listed above and choose the lowest quote.  The employee submits original receipts to the department.  The department completes the one time payment form and moving expense reimbursement worksheets and submits the information along with a copy of the offer letter or moving expense reimbursement agreement to Wei Wan in the Finance office. Wei reviews the moving expense reimbursement worksheets for taxable liability and forwards the paperwork to Loan La in Human Resources for processing of the one time pay request. 

For the University of Colorado policy on Moving Expense Reimbursement, see the Payroll & Benefits Procedures Guide (page 50 – 52.)  Moving Expense-IRS form 3903  may be used for recording moving expenses for tax return purposes. UCDHSC departments should also refer to their campus fiscal policy on Moving and Relocation Expense Reimbursement For assistance in estimating the costs of packing, moving, and insurance, see the University of Colorado Guideline for Estimating Moving Expenses 

 Procurement Service Center Purchasing Agent

Will James, 303-315-2807, Will.James@cu.edu Fax: 303-315-2799

PSC Help Desk – Assistance creating DPOs, PO requisitions
303-315-2846, PSCHelpDesk@cu.edu Fax: 303-315-2795
Finance Office – Moving Reimbursements

Wei Wan, Accountant, 303-315-2266 Wei.Wan@Uchsc.edu 9/06

7/06
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