
MASTER PLAN/RELOCATION SCHEDULE

Revised: _______________

	THREE MONTHS BEFORE

	ITEM NO.
	DEADLINE DATE
	CATEGORY
	ACTION
	RESPONSIBLE PERSON
	DATE COMPLETED

	1. 
	
	Records
	Review files – pull inactive files and send to off-site storage.
	
	

	2. 
	
	Admin
	Prepare list of vendors for notification, cancellation or selection of new vendors
	
	

	3. 
	
	Admin
	Review adequacy of current insurance coverage for move-related risks, i.e., transit and fine art insurance; arrange for coverage through mover or firm's broker.
	
	

	4. 
	
	Admin
	Name plates – get quotes.
	
	

	5. 
	
	Equipment
	Obtain new telephone, DID and fax #s.
	
	

	6. 
	
	Furniture
	Obtain bid proposals from moving company for furniture.
	
	

	7. 
	
	Admin
	Update mailing lists for announcements.
	
	

	8. 
	
	Admin
	Organize the Move Team and have kickoff meeting.
	
	

	9. 
	
	Admin
	Sign off on construction drawings.
	
	

	10. 
	
	Office Services
	Obtain new additional 4-digit zip.
	
	

	11. 
	
	Admin
	Obtain Move Policy from existing landlord.
	
	

	12. 
	
	Admin
	Obtain Move-In Handbook from new landlord.
	
	

	13. 
	
	Furniture
	Arrange for repairs to or recovering of existing furniture to be reused.
	
	

	14. 
	
	Admin
	Make arrangements with plant service to move plants.
	
	


	TWO MONTHS BEFORE

	ITEM NO.
	DEADLINE DATE
	CATEGORY
	ACTION
	RESPONSIBLE PERSON
	DATE COMPLETED

	15. 
	
	Admin
	Obtain business license in new space located in another city.
	
	

	16. 
	
	Admin
	Prepare litigation notices of change of address.
	
	

	17. 
	
	Equipment
	Arrange with vendors (Xerox, Friden, Equitrac) dates to prepare equipment for moving and to re-install.
	
	

	18. 
	
	Library
	Prepare shelf plan for new location library.
	
	

	19. 
	
	Equipment
	Notify vendors of equipment still under warranty/maintenance agreement of new address so that warranty is not voided.  Check notice requirements.
	
	

	20. 
	
	Equipment
	Obtain letters as appropriate from each equipment vendor (including Lexis and Westlaw) authorizing move of equipment, estimated costs for re-installation and stating their liability policy if equipment is damaged.
	
	

	21. 
	
	Admin
	Arrange new telephone directory listing with Pacific Bell.
	
	

	22. 
	
	Admin
	Contact building managers at old and new locations to discuss move dates and reserve freight elevators.
	
	

	23. 
	
	Equipment
	Get new data lines for modems, etc.
	
	

	24. 
	
	Furniture
	Inventory existing office furniture.
	
	

	25. 
	
	Admin
	Have move announcements printed.
	
	

	26. 
	
	Admin
	Notify insurance companies of change of address:

-Workers' Comp Carrier

-Casualty Insurer

-Health Insurer
	
	

	27. 
	
	Equipment
	Contact coffee, water and vending services re moving of equipment.
	
	

	28. 
	
	Offices Services
	Order new stationery, business cards, move notification postcards, checks and invoice paper.
	
	

	29. 
	
	Admin
	Make sure all signage has been ordered.
	
	

	30. 
	
	Equipment
	Contact Westlaw re dedicated cite – checking terminal for law liability.
	
	

	31. 
	
	Offices Services
	Order rubber stamps with new address.
	
	

	32. 
	
	Offices Services
	Order new postage meter.
	
	

	33. 
	
	Furniture
	Prepare individual floor plans of offices.
	
	

	34. 
	
	Admin
	Order directly strips at new space.
	
	

	35. 
	
	Admin
	Arrange for re-hanging of artwork.
	
	


	ONE MONTH BEFORE

	ITEM NO.
	DEADLINE DATE
	CATEGORY
	ACTION
	RESPONSIBLE PERSON
	DATE COMPLETED

	36. 
	
	Admin
	Change all checking accounts to new address.
	
	

	37. 
	
	Admin
	Check mail delivery.  Coordinate delivery to new address.
	
	

	38. 
	
	Office Services
	Research location of Post Office, Federal Express and office drops.
	
	

	39. 
	
	Equipment
	Notify lessors of eased equipment of new address.
	
	

	40. 
	
	Admin
	Coordinate pre-move of items requiring special handling.
	
	

	41. 
	
	Admin
	Contact State and local Bar Associations re new address; also notaries.
	
	

	42. 
	
	Admin
	Send formal notification of change of address to:  Adversaries and courts in litigation matters; Office of Court Administration (re attorneys' change); Secretary of State and CT Corporation (re services of process).  Keep copies filed alphabetically.
	
	

	43. 
	
	Admin
	Send formal notification of change of address to:  Library publishers, Professional Directories, Law Institute, and lending libraries; keep copy of each notice file alphabetically.
	
	

	44. 
	
	Admin
	Have employees complete forms for security keys and parking cards.
	
	

	45. 
	
	Admin
	Design and prepare new telephone list for distribution prior to move.
	
	

	46. 
	
	Admin
	Schedule tours of new space for move captains and employees.
	
	

	47. 
	
	Office Services
	Arrange to change pouch service, attorney service, Federal Express, mail service.
	
	

	48. 
	
	Admin
	Send Certificate of Insurance per terms of lease to new landlord.
	
	

	49. 
	
	Admin
	Send Certificate of Insurance from mover re liability and property insurance to existing landlord and new landlord.
	
	

	50. 
	
	Admin
	Coordinate installation of signage at new space.
	
	

	51. 
	
	Admin
	Prepare "WELCOME TO Our New Office" Packets.
	
	

	52. 
	
	Admin
	Arrange for handyman to be on site on our first day of business.
	
	


	THREE WEEKS BEFORE

	ITEM NO.
	DEADLINE DATE
	CATEGORY
	ACTION
	RESPONSIBLE PERSON
	DATE COMPLETED

	53. 
	
	Admin
	Issue ID badges to employees and vendors for use during move-in week.
	
	

	54. 
	
	Admin
	Schedule employee orientations at new space.
	
	

	55. 
	
	Admin
	Schedule pre-move meetings with mover and employees.
	
	

	56. 
	
	Admin
	Have air conditioning in operating at both ends during the move.
	
	


	TWO WEEKS BEFORE

	ITEM NO.
	DEADLINE DATE
	CATEGORY
	ACTION
	RESPONSIBLE PERSON
	DATE COMPLETED

	57. 
	
	Admin
	Prepare and distribute move memo for meeting one week before.
	
	

	58. 
	
	Admin
	Prepare "We Have Moved" signs for old location entrance doors.
	
	

	59. 
	
	Admin
	Arrange for pre-move (Sunday) cleaning of new space to be ready for occupancy on Monday.
	
	

	60. 
	
	Furniture/
Equipment
	Start labeling furniture and equipment.
	
	


	ONE WEEK BEFORE

	ITEM NO.
	DEADLINE DATE
	CATEGORY
	ACTION
	RESPONSIBLE PERSON
	DATE COMPLETED

	61. 
	
	Admin
	Move Meeting - All Employees
	
	

	62. 
	
	Admin
	Distribute Move Memo
	
	

	63. 
	
	Admin
	Prepare and distribute packing instructions to employees.
	
	

	64. 
	
	Admin
	Arrange to mark places for trash boxes throughout office.
	
	

	65. 
	
	Admin
	Prepare list of personnel authorized to access to new location prior to and during move (security, direct vendors, move captains, etc.).
	
	

	66. 
	
	Admin
	Set up storage area at new location for any material that is not otherwise assigned.
	
	

	67. 
	
	Admin
	Be sure packing chores are delegated.
	
	

	68. 
	
	Admin
	Order food for Friday night and Saturday lunch and Sunday afternoon.
	
	

	69. 
	
	Office Services
	Arrange for extra trash containers.
	
	

	70. 
	
	Admin
	Arrange for petty cash for miscellaneous needs during move.
	
	


	TWO DAYS BEFORE

	ITEM NO.
	DEADLINE DATE
	CATEGORY
	ACTION
	RESPONSIBLE PERSON
	DATE COMPLETED

	71. 
	
	Office Services
	A.M. - Put all supplies on carts
	
	

	72. 
	
	Office Services
	P.M. - Vendor to dismantle supply shelving
	
	

	73. 
	
	Library/
Records
	All labeling of library books and central files completed
	
	


	THE DAY BEFORE

	ITEM NO.
	DEADLINE DATE
	CATEGORY
	ACTION
	RESPONSIBLE PERSON
	DATE COMPLETED

	74. 
	
	Movers
	A.M. - Put all library books and central files on carts
	
	

	75. 
	
	Movers
	A.M. - Pack & label Kitchen, copy rooms
	
	

	76. 
	
	
	P.M. - Everyone packs their own office/workstation - all packing completed
	
	

	77. 
	
	IS
	2:00 P.M. - Computers go down - run complete backup
	
	

	78. 
	
	IS
	5:00 P.M. - Telephones go down
	
	

	79. 
	
	IS
	7:00 P.M. - Telephone committee packs computers and moves telephones to new space
	
	

	80. 
	
	IS
	7:00 P.M. - Server room and non-office computers all moved to new space
	
	

	81. 
	
	IS
	Re-install telephones
	
	

	82. 
	
	Office
Services
	Pick up old letterhead from employees.
	
	

	83. 
	
	Office
Services
	Deliver supply of new letterhead to each new secretarial desk.
	
	

	84. 
	
	Admin
	Be sure all members of Relocation Team have keys for new space.
	
	

	85. 
	
	Admin
	Check all offices - everyone is boxed up and labeled.
	
	

	86. 
	
	IS
	Unplug computers and phones and wrap cords.
	
	

	87. 
	
	Admin
	Set up lost-and-found department at new space.
	
	

	88. 
	
	Admin
	Label all locations at new space with color-coded labels
	
	

	89. 
	
	Admin
	Hang furniture plans on offices at new space
	
	


	THE DAY

	ITEM NO.
	DEADLINE DATE
	CATEGORY
	ACTION
	RESPONSIBLE PERSON
	DATE COMPLETED

	90. 
	
	Movers
	A.M. - Reshelve library and central files
	
	

	91. 
	
	IS
	A.M. - Reinstall servers
	
	

	92. 
	
	Movers
	A.M. - P.M. - Move furniture and rest of files and equipment
	
	

	93. 
	
	Admin
	Early in the day inspect both sites to be sure all preparations are completed.
	
	

	94. 
	
	Admin
	Check everything that was moved on Friday to make sure it's in the right place.
	
	

	95. 
	
	Admin
	Pull labels off of everything (furniture, file cabinets, computers, etc.).
	
	

	96. 
	
	Admin
	Plug in dictaphones, etc. . ., as appropriate (do not touch computers and phones).
	
	

	97. 
	
	Admin
	Vacuum.
	
	

	98. 
	
	Admin
	Plug in phones and computers.
	
	

	99. 
	
	Admin
	Place welcome packets at every desk.
	
	

	100. 
	
	Admin
	Close door of each office as it is completed.
	
	


	THE DAY AFTER THE MOVE

	ITEM NO.
	DEADLINE DATE
	CATEGORY
	ACTION
	RESPONSIBLE PERSON
	DATE COMPLETED

	101. 
	
	IS
	Reinstall workstations
	
	

	102. 
	
	
	2:00 P.M. - All employees to unpack
	
	

	103. 
	
	Records
	Put all files away.
	
	

	104. 
	
	Office
Services
	Collect empty boxes.
	
	

	105. 
	
	Admin
	Clean up all areas.
	
	

	106. 
	
	Admin
	Vacuum.
	
	


	THE FIRST BUSINESS DAY AFTER THE MOVE

	ITEM NO.
	DEADLINE DATE
	CATEGORY
	ACTION
	RESPONSIBLE PERSON
	DATE COMPLETED

	107. 
	
	Office
Services
	9:00 A.M. - Vendor to reinstall supply shelving
	
	

	108. 
	
	
	1:00 P.M. - Mover on site
	
	

	109. 
	
	Office
Services
	P.M. - Reshelf supplies
	
	

	110. 
	
	Admin
	Log all issues re telephones, computers, furniture, building issues.
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