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PENN STATE MOVING INFORMATION FORM
To assist Purchasing Services with your employee move, please complete the following form.  
When completed, please email to Doug Hendershot at to relocation@psu.edu.

EMPLOYEE NAME _________________________________________

HOME PHONE NUMBER____________________________________

OFFICE/CELL PHONE NUMBER_______________________________

EMAIL __________________________________________________

SPOUSE OR DOMESTIC PARTNER _______________________________________________________________

ADDRESS MOVING FROM______________________________________________________________________
				STREET 			CITY		STATE		ZIP

ADDRESS MOVING TO     ________________________________________________________________________
STREET			CITY		STATE		ZIP

ESTIMATED MOVING DATE___________________________________

ALLOTTED EXPENSES BY DEPT.________________________________

COMMENTS____________________________________________________________________________________

DEPARTMENT CONTACT NAME___________________________________________________ 

DEPARTMENT CONTACT PHONE__________________________DEPARTMENT Email__________________________



Form should only be filled out and send to Central Procurement if department will be paying by Purchase 
Order. If new employee is receiving a lump sum or reimbursement, Central Procurement will not be involved. In this instance, new employee can/should contact the contracted moving lines directly and state they are a Penn State employee but will be paying directly. The University’s current contracted moving lines can be found at: Employee Relocation | Penn State Purchasing (psu.edu)




Penn State is committed to affirmative action, equal opportunity and the diversity of its workforce.
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