
Employee Moving Reimbursement Process  

 

 
 Create A Vandal 

Number.  Either with 

a W9 or I9 

Department Creates 

Moving Record in 

the Moving Program 

Purchasing 

Services sends 

Welcome Letter 

including Moving 

Information to 

the Employee 

New Employee Arranges 

Move 

New Employee Moves and 

Pays all Expenses 

New Employee Provides Receipts and 

Moving Reimbursement Form to the 

Department. 

Department 

Creates Moving 

Claim on the 

Moving Program 

Accounts Payable 

Reviews & Approves 

Expenses. 

Payroll Services 

Prepares the Tax 

Withholdings 

Reimbursement, net 

of withholdings, 

included in the 

Employee’s  

Paycheck. 

Department 

Provides Offer 

Letter to the 

Employee 


