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Move Instructions 

Move Procedures

1. Contact Telephone Services to ensure phone service.

2. Contact Information Technology to schedule computer/printer moves and re-installation.

3. Send Key Authorization Request Forms to the Work Control Center, Facilities to request new keys and to set up distribution times.

4. If copier or other office equipment is leased, contact service company for individual move requirements and scheduling.

5. Determine to what location furniture and equipment will be moved.  Provide an accurate furniture count, recording all ID numbers and physical description on appropriate ASSET TRACKING FORM.  Get necessary signatures and forward to CAT, Admin. 224.

6. Facilities may be able to provide moving boxes in some instances.  However, normally, boxes must be supplied by the requesting department.  “Banker Boxes” or standard file storage boxes can be purchased through the University Storeroom.  Any cost must be covered by the requesting department. 

7. If bulletin boards, chalkboards, or moveable but “anchored” shelving are to be moved, submit a work request through the work request web site to dismount for moving day and re-install after move is complete.

8. Pack, purging unnecessary materials.

9. Apply moving labels to boxes, furniture and equipment in accordance with attached information

10. If there are items that are being moved that must be placed in a particular location within the destination room, please provide a sketch or drawing for the moving crew to use in delivering these items.  The sketches can be sent to the Work Control Center in Facilities.  Please be sure to include the room number and a contact person’s name and phone number for any drawings or sketches forwarded to the Work Control Center.  

Move Information

Facilities Move Coordinators

The Facilities Office will designate a move coordinator within Facilities for all scheduled moves.  If you are unsure whom to contact for your move, call the Work Control Center at x31594.

Department Move Coordinators

The requesting department should also identify a move coordinator.  This is the primary point of contact for Facilities.  This allows Facilities to distribute information quickly, and insures that there is a point of contact that is able to answer questions or make decisions.  The department move coordinator’s responsibilities are:

· Know the area work flow and area layout – both at origin and destination

· Be able to answer any questions from the movers regarding placement of boxes and equipment at the destination

· Know the color-coded labeling system

· Coordinate the distribution of moving boxes to be packed and the recycling of boxes for re-use or disposal by contacting the designated move coordinator in Facilities

· Know the proper packing and labeling procedures and have authority to ensure that personnel in their areas do all packing and labeling properly and in a timely manner

· Act as liaison to the employees and the movers

· Make decisions about issues that arise during the move, some of which could impact a whole program area

· Make arrangements for key issue appointments, coordinate the new issue of keys and return of old keys.  Contact the Work Control Center for more information on keying issues

Employees

Each employee is responsible for purging and packing his or her office; This must be complete prior to the start of the actual move.  Please use the move as an opportunity to purge and consolidate files.  

Tagging/Labeling

Color-coding is one of the key steps in executing an efficient move.  A room-numbering and color-coding scheme has been devised by the move contractors to “address” the move. 

Your department move coordinator will be given the appropriate color-coded labels (supplied by Facilities) for your use during the move.  These will be distributed by the department move coordinators before the move to enable you to code all items going to your new site.

Under no circumstances should anyone deviate from this procedure or use tags other than the ones provided.  Otherwise, we cannot guarantee placement of your items.

Moving Labels

Labels specifically designed for office moving will be furnished to you.  Use these labels only for your move.  They have a light adhesive backing so they won’t damage the finish on furniture; if you find that the label edges curl up on boxes and some surfaces, simply put one piece of tape over the label.  When you apply the labels to your furniture and equipment, bend a corner of the label back to allow for easy removal after you move.

Be sure all labels are removed after your move to prevent any possible damage and to avoid confusion with future moves. 

Writing on the Labels

New room numbers should be placed on the appropriate tags.  These are to be used on each label as your “address”.  (See example below).   Please write legible and with a thick marker.  Address each label you use.  Use the same address on every item – box, furniture, or machine – going to your new area.

Labels

Items to KU scrap

The KU label color for items to be scrapped or disposed of will be BLACK.

Items to KU Surplus

These are for items that are no longer needed and have been processed through Controlled Assets.  These items will not be retrievable without an asset tracking form.  The KU surplus label color will be RED.

Items to Be Moved To Your New Office

GRAY labels are designated for use with items that need to be moved to your new location.  Write your new room number clearly on the label. 

Special Equipment

Items such as copiers, movable filing units, and postage machines may have to have professional servicing.  Your Department Move Coordinator should notify the appropriate vendors if you have special equipment so proper arrangements can be made with the vendor well in advance.

Personal Items

Plants, vases, family photos, radios, posters, etc., should be taken home prior to the move.  

Label Placement

Please place labels on your items so they are in full view.  Cartons should be tagged on either end.  

Special types of furniture, such as L-shaped desks, panels, and conference tables, may have to be disassembled before they are moved.  If so, be certain that all sections have been labeled.  The Department Move Coordinator will provide extra labels as required.  Please review attachment “Where to Label Office Furniture”.  

Packing Instructions

Cartons

Boxes specifically designed for office moving will be furnished by Facilities when supplies are available. Be sure that all cartons are properly assembled and filled to capacity, where possible.  Half-empty cartons tend to crush during transport.  If you cannot fill a box, consolidate your belongings with someone in your immediate area.  This will help conserve carton space.

Number the boxes as you pack them and keep an inventory so you know what each box contains in case you need to find something.  If you have something that does not fit logically into a box, do not pack it.  If you have boxes (other than the moving boxes ) that are already packed, they can go as they are , provided they have a lid and are larger than a shoebox.  Contact your move coordinator if you have special needs, questions, or unusual items to be packed.

After you unpack these boxes at your new office, disassemble them so they are flat and stack them where instructed.  Your departmental move coordinator will notify Facilities when the boxes can be picked up from your area.

Desk, Credenzas, Storage Cabinets and Bookcases

All contents of this furniture should be purged and packed.  Small items, such as paper clips, rubber bands, and pens, can be put in a large envelope and packed in a box.  Please go through all your material and dispose of anything you do not need. 

Do not tape drawers or shelves.  If you have a key, lock the drawers.  If you do not have a key, make sure drawers can’t be locked accidentally during the move.  Leave glass tops and/or pads on top of the desks for the movers.

Filing Cabinets and Shelving

Vertical filing cabinets can be moved with their contents intact (if they aren’t being replaced).  Simply put the pressure plate in each drawer tightly against the contents.

Lateral filing cabinets should be emptied.  If you have the key, lock the filing cabinet.  If you don’t have a key, wrap the lock with tape to make sure the cabinet can’t be locked accidentally.  Do not tape the drawers shut. 

Use this time to purge any file materials that can be thrown away; if you have secure files that require an escort or special arrangements (basically limited to Personnel, Comptroller, and Registrar/Admissions), notify your move coordinator.  

Office Machines

Typewriters and office machines should be disconnected for the mover.  Pack dust covers and detachable cords; cords that cannot be detached should be rolled and secured tightly with a rubber band.  All equipment should be properly prepared for moving (parked, backed up and disconnected).  If you need help, contact the move coordinators.  

Any trays, paper caches, or other items that can be easily removed from an office machine should be packed in a box.

Data Equipment

Information Technology will move all data equipment.  

Pictures, Maps, Grease Boards, and Bulletin Boards

Work requests should be made before the move to have items that are secured to the wall taken down and placed against the wall;  items hanging on the wall should be removed from the wall and boxed where appropriate.

Any materials attached to these items (e.g. , pins on a bulletin board) should be packed.  Any small pictures should be packed. 

Where to Label Your Office Furniture
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