U-HAUL RESERVATION INSTRUCTIONS 

· To reserve U-Haul trucks or trailers call the U-Haul Business Services reservation line at 1-800-528-6042.  

· U-Haul appreciates a 48-hour notice or more if possible unless it is an emergency.  

· The call must be made by and the move authorized by the staff person(s) authorized to make the reservation.  

· Be sure to get the reservation number should you need to call back the U-Haul representative.  

· U-Haul will contact the client within 24 hours of receiving the reservation and 24 hours before the move date for confirmation.  

· Ask for the Traffic Department’s telephone number in case your client doesn’t have a telephone or is otherwise inaccessible so the client can call to confirm if the equipment is there on the day of the move or to check if there are problems.  

· If you should run into any problems with the reservation or equipment you can contact the Business Services District Manager, Brian McCune, directly by calling 1-877-272-9993; fax: 303-287-7158.  

· The Department’s Employment First account number is: # 99036467.  

· The following information is necessary to make a U-Haul reservation:

1. Name of agency (Nebraska Department of Health and Human Services, Employment First program)

2. Client’s name and a telephone number were they can be reached

3. Client’s Social Security Number (this is also the Purchase Order number for U-Haul’s invoice.  Give the client’s Social Security Number to the reservation clerk and indicate that it is the Purchase Order number even if the reservation clerk forgets to ask for it.) 

4. Departure site

5. Destination site

6. Date moving

7. Truck or trailer Size

8. Type of car being towed (year, make, and model)

9. Tow dolly or auto transport (if towing a car)

10. Dealer or center’s name/address

· These items can be authorized for the client:

1. Safemove and Safetow insurance has been preauthorized

2. Towing equipment (tow dolly or auto transport)

3. Pads per dozen

4. Utility or appliance dolly 

5. Packing aids (only if necessary)

6. Fuel to refill a U-Haul truck at the end of the move has been preauthorized.

7. Fuel expenses during the move for both the U-Haul truck and client’s vehicle are allowable. 

· After you have authorized a U-Haul move you must provide the following information to Dennis Ellis in Central Office via email (contractors Send Secure):

1. Client’s name and Social Security Number 

2. Case manager’s name and office location

3. Date of authorization/Date moving
4. Departure site

5. Client destination

6. Reason for the move

NOTE: U-Haul invoices Central Office directly and this information is needed in order to approve and process the payment.  Do not create a N-FOCUS Service Authorization for this service.

