Sample Relocating Employee Instructions
General

· Corporate and (moving company) strongly suggests that employees remove personal items and take them home before the relocation. Items should be brought to your new location after completion of relocation.
· Employees will be responsible for packing their own areas before the move.

· Only personnel directly involved with move should be presented during the relocation.

Pre-location

Packing boxes will be delivered to “Location” and left at your individual work spaces or in common areas close to your work space. You are receiving this move booklet to further assist you in your packing and preparation. If you need additional labels or boxes, prior to the depletion of your packing supplies, project contacts are on page 1.

Packing materials will consist of:

Boxes (1.5 cubit feet) – capacity is approximately 50lbs, cardboard.

Crates (2.5 cubit feet), plastic

Move labels

Zip ties for moving Crates

Boxes: Boxes are to be used for items being taken to your individual homes or off-site work areas. Boxes are tapeless, please to not overload, tops, should lie flat and shouldn’t require tape.

Crates: Plastic crates are to be used for items being taken to storage or to your new assigned work space.

Move Labels: Move labels indicate floor location, new room number and your name; these are to be placed on one of the shorter ends of all boxes and crates. There is a color coding system in place.

Please only use the color assigned to you. This is extremely important to assure accuracy of delivery and placement of your items.
Packing Instructions

Employee are responsible for packing all items in their work areas, content in bookcases, desks, credenzas,  bins and file cabinets.

Bookcases, supply cabinets, storage cabinets, etc.: Remove all contents and pack in the appropriate moving boxes / crate.

Chairs: Please label your chair to come with you. Tape the label to the arm to be sure it’s adhered securely.

Chair Mats: Please label your chair mat to come with you.


Coat Hooks: Please pack and label your coat hook to come with you.

Computers: The corporate IT has already determined the assignment of each computer. IT, will disconnect, prepare and reconnect all computers / printers and phones / headsets. 

Please do not pack any phones or computer equipment

Take your laptop home with you

Crates: Place all articles in the crates provided by “Moving Company”. Pack crates completely and full, but NOT over pack. Pack the crate so the lid closes flush with the top of the box and the top is not mounded. Moving crates are leased for this move. It is critical that all crates be emptied when done; crates will be picked up immediately following the move.

Desk Accessories: Pack and label bins, tray’s, etc. to come with you. This includes units that hang on the furniture.

Desktop printers, fax and scanners: The Corporate IT department will be preparing and packing your IT equipment. The “Mover” team will be moving the items to the new location and then the Corporate IT will re-connect the equipment for your use.
File cabinets & file drawers: Completely empty and pack all file cabinets containing your work files. Label your boxes / crates as indicated; Tape keys to the inside of the top drawer. These items need to be pre-determined with final location mapped on the floor plans. Please do not label these items to move.

Furniture: Pack all contents of any furniture that you currently occupy. Please take keys to the inside of the top drawer. Ergonomic seating and accessories also need to be tagged for the move. File cabinets and bookcases need to be pre-determined with final location mapped on the floor plans and should not be labeled to move.
Keys: Please tape furniture keys to the inside of the top drawer or under the flip top cabinet.

Laptops: Take your laptop home with you.

Nameplates: Do not pack your nameplates. New nameplates will be provided at your new locaton.

Personal Items: Corporate and “The Mover” will not be responsible for personal possessions; for example family pictures, posters, plants. Take these items home before the relocation and return them to the new site after your relocation is complete.

Phones: Your phone and phone # will come with you. Please label your phone but do not pack your phone. IT technicians will need to test it’s function upon

