
RELOCATION VENDORS

	ARCHITECT/SPACE PLANNER
	Company:
Telephone:
Contact:

	CONTRACTOR:
	Company:
Telephone:
Contact:

	CABLING:
	Company:
Telephone:
Contact:

	FURNITURE:
	Company:
Telephone:
Contact:

	LIBRARY SHELVING:
	Company:
Telephone:
Contact:

	MOVERS:
	Company:
Telephone:
Contact:

	TELEPHONES:

Telephone system
	Company:
Telephone:
Contact:

	Voice mail
	Company:
Telephone:
Contact:

	Call accounting
	Company:
Telephone:
Contact:

	Local telephone and fax numbers
	Company:
Telephone:
Contact:

	DID numbers
	Company:
Telephone:
Contact:

	Long Distance service
	Company:
Telephone:
Contact:

	HANDYMAN:
	Company:
Telephone:
Contact:


MOVE CHECK LIST

Have you..............

(
Read your move information?
(
Labeled your red-striped box with one of your colored labels?
(
Placed a completed "Box I.D." in each of your boxes?
(
Labeled all boxes and PC equipment?  In designated label areas?

(
Double-checked all labels for correct destination room numbers?

(
Taken all personal belongings with you?

Move Instructions

Files

1.
Send all inactive files to the Records Center to be closed and sent to offsite storage.

2.
Make sure all documents are filed.  Loose paperwork may be lost.

3.
Return all active files to the Records Center so that they can be reshelved and moved with the Central files.

Packing and Labels

1.
Boxes will be made available.  Each employee will need approximately 10 regular and one red striped box.

2.
Label the red striped box with one of your colored labels but do not pack anything in this box.  The IS team will use this box to pack your keyboard, mouse, computer cables, etc.

3.
A box ID form (sample attached) should be placed inside each of your boxes.

4.
Please use the colored labels provided in your kit.  Extra labels can be obtained from the Office Manager.  Do not use anyone else's labels!

5.
Take your personal belongings home before the move and bring them back to the new space on Monday.  The Firm will not be responsible for any damage or loss of personal items.

6.
As you throw away trash the week of the move, please label with TRASH/BASURA signs so that the cleaning people are aware that the items are to be thrown away.

Computers and Equipment

1.
Use your colored labels to label your computer monitor, CPU and keyboard.

2.
IS will disconnect all computers and bundle cables.  The red-striped box will be used for keyboards, cables, surge protectors, modems, mouse and mouse pads only.  The only thing you need to do is put a completed box ID form in the red box and be sure it has one of your colored labels on it.

3.
IS will reconnect your computer over the weekend.  If your equipment is not working on Monday, please notify IS at Extension ____.

Telephones

1.
Be sure to put a colored label on your telephone.

2.
IS will disconnect your phone, move it to your new location, reconnect it and reprogram it for you.

3.
Since you will have a new telephone extension, you will also have a new voice mailbox.  When you arrive at the new location on Monday, you will need to initialize your new mailbox and record your greetings.  Old voice mailboxes will be maintained until ________________.

4.
Our old main telephone, main fax lines will call forward to our new numbers.

5.
Old DID numbers will have a recording that will give callers your new DID number.

Furniture and Accessories

1.
File cabinets

-  4 drawer laterals - top 2 drawers must be emptied

-  2 drawer laterals - do not need to be emptied

2.
Desks - all drawers must be emptied and packed.

3.
Label your wastebasket.

4.
Remember - LABEL EVERYTHING!! - anything not labeled will not be moved and may be lost.

Building Access Cards

1.
Place all security keys, keys to our existing suite and parking cards in an envelope with your name on it and forward it to the Business Office on Monday.

2.
Keys and security/parking cards will be issued to all employees on _______________.

Unpacking

ALL EMPLOYEES ARE ENCOURAGED TO ARRIVE at the new space on Sunday afternoon (________) after 2:00 p.m. to unpack.  We will be ready for business as usual by 9:00 a.m., Monday, ____________.

POST MOVE CHECKLIST

To better coordinate the corrections to problems remaining after our office move, we ask that they be noted in writing via this form.  Your needs can be more efficiently served in this way, rather than by calling various individuals in the administrative areas.

Name _____________________ Phone Ext. _______  Floor No._________  Date____________

Phones/Computers


_____ Works properly


_____ Does not work properly


_____ Describe problems: 










Electrical Outlets in working order?


If NO, please describe problem: 









Furniture


Placed properly?

Yes _______

No _______


If NO, describe problem: 











If you are missing any items, please check lost and found area in Room 1258 (next to Copy Center).

Miscellaneous Problems: 
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