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	University of Southern California

Odyssey Relocation Management

RELOCATION AUTHORIZATION FORM



Submit completed form to Odyssey Relocation Management:  Fax: (714) 800-1918 or Email: authorizations@odysseyrelo.com 

Employee Information:
	Name:       
	Spouse/partner name:      

	Preferred contact (check one):
	 FORMCHECKBOX 
 New employee 
	 FORMCHECKBOX 
 Spouse/partner

	New title:      
	Current home phone:      

	Current work phone:      
	Cell phone:      

	Employee No. or USC ID (if available):      
	Email address:      

	Moving from:      
	Moving to:      

	Relocation start date:      
	Appointment start date:      

	To initiate service, Odyssey should (check one):

	 FORMCHECKBOX 
 Contact new employee directly upon receiving this form
	 FORMCHECKBOX 
 Contact department upon receiving this form


P.O. Information (P.O. No. must be provided to Odyssey within five (5) business days of submitting form):
	A.
Odyssey administrative service fee paid by department (check one and enter fee in right column)

	 FORMCHECKBOX 
 Homeowner: $750
	 FORMCHECKBOX 
 Renter = $500
	 FORMCHECKBOX 
 Other = ________ (Options: www.usc.edu/dc/relocation)
	$     

	B. Amount offered in employee’s relocation package (maximum amount):
	$     

	C. Total amount = administrative fee (line A) + relocation package (line B):
	$     

	Department:      
	Purchase Order No.:      

	Department contact phone:      
	Department contact email:      


Check all Services Anticipated (Optional; can be completed with help from Odyssey. Contact Debby Freeman by phone at 714-800-1915, ext. 4353, or email at debby@odysseyrelo.com): 
	 FORMCHECKBOX 
 Home Finding Trips
	Number of trips/days:      /     

	 FORMCHECKBOX 
 Home Sale Closing Costs
	Cap:  $     

	 FORMCHECKBOX 
 Home Purchase Closing Costs
	Cap:  $     

	 FORMCHECKBOX 
 Temporary Living
	Number of days:       

	 FORMCHECKBOX 
 Return Trips
	Number of trips:      

	 FORMCHECKBOX 
 Household Goods
	Weight limit: lbs. or Cap:  $     

	 FORMCHECKBOX 
 Household Goods Storage
	Number of days:      

	 FORMCHECKBOX 
 Vehicle Transport
	Number of Vehicles:      

	 FORMCHECKBOX 
 Lease Cancellation
	Number of months:      

	 FORMCHECKBOX 
 Field Escorted Destination/Rental Assistance*
	 FORMCHECKBOX 
 International Settling-In Services*

	 FORMCHECKBOX 
   Laboratory
	Cap:  $     

	 FORMCHECKBOX 
   Library
	Cap:  $     

	 FORMCHECKBOX 
   Special Professional Equipment
	Cap:  $     


*See www.usc.edu/dc/relocation for pricing
Special Instructions, Needs or Comments:
	     


USC Approvals (Dean or SBO required):
	First /Last Name:      

	Signature:
	Today’s Date:      


University of Southern California, Business Services, Purchasing Services, UGB 210, Los Angeles, CA 90089-8015

Tel: (213) 740-9794 Fax: (213) 740-9797 www.usc.edu/purchasing
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