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I. Contact the suppliers listed below to obtain estimates:
· Berger (Allied agent)
· Mark McIntyre

· Berger Transfer (& Storage)
· E-mail: markm@bergerallied.com 
· Phone: (800) 678-3980, Cell: (214) 802-5207

· The Graebel Companies
· Jonathan Cutlip 
· E-mail: jonathancutlip@graebel.com
· Phone: (713) 331-6347, Toll-free: (800) 937-7797

· Mayflower Transit
· Bridget Young

· Allegiant Move Management

· Phone: (800) 845-6327, E-mail: EICoop@allegiantmm.com
· North American Van Lines
· E-mail: eandi@a-1freeman.com
· Phone: (800) 994-1773 

· United Van Lines  

· Bridget Young

· Allegiant Move Management

· Phone: (800) 845-6327, E-mail: EICoop@allegiantmm.com 
II. Obtain quotes with the applicable E&I state discounts from suppliers and submit to the hiring department at UNTHSC. The hiring department employing candidate will enter a requisition using UNTHSC Purchasing guidelines: Moving expenses for new HSC employees must be paid from local funds. The new employee hiring letter or employment contract must authorize and define the expense.
III. Payment will be made directly to the moving vendor against the PO that is created from the department’s requisition. 
Advantages of using contract vendors:

· Do not have to bid no matter what the dollar amount.

· Vendor will accept purchase order.

If contract vendor is not used:

· Must follow Purchasing Guidelines, over $5,000 requires 3 written bids, justification for not using low bid.

· Often vendors will not accept purchase order and requires a personal credit card before releasing household goods.

Miscellaneous:

Any additional relocation expenses will be the responsibility of the candidate and may be subject to tax (a tax accountant should be consulted).  These additional expenses may only be reimbursed if prior agreement is reached with the hiring department.  
All further questions should be directed to the Business Service Center Purchasing at (940)-369-5500/ (855)-868-4357 or bsc.untsystem.edu
