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�Introduction





The following "Move Guide" has been prepared to provide instructions and information that should make the preparation, packing and moving of the University's employees and staff to a new location to proceed smoothly and efficiently.  The following information should reduce unnecessary delays and should facilitate the restoration of normal office function.





Organization





Department Move Coordinator - Each department or division will have a Move Coordinator.  This individual will act as a resource to the department/division regarding the various aspects of move preparation, packing and moving.   Employees/staff are asked to direct their questions to the Move Coordinator.



Employees - Employees will be responsible for the packing of their personal items.  Employees can obtain boxes from their Move Coordinator.  Employees are encouraged to review their work areas and discard items that are no longer of use.  This includes, but is not limited to, cleaning of files and tagging obsolete equipment for surplus sales.



Please note:  All packing should be completed prior to the actual move date.	







Containers





1.   "Speed Pack" containers are heavy duty, corrugated boxes, measuring  39" x 28" x 24", and are used for moving small desk top computer pieces, office machines and etc. - unless other arrangements are made.  Speed Packs will be made available prior to the scheduled move by the Moving Contractor.



2.   Standard containers are corrugated boxes measuring 18" x 14" x 12" and are used for packing books and materials, including:  the contents from lateral files, bookcases, desks, credenzas, shelving, storage cabinets and etc.  The Move Coordinator will arrange for your supply of boxes and tape through the University Grounds Department,Extension:  7-4368.





�



Estimating Container Requirements



The following worksheet should assist departments/divisions estimate their container requirements.



1.	Identify those pieces that are applicable to the department/division move.	

For example, refer to item no. 1, bookcase - 6 shelf (36" avg.)



2.	Note the maximum number of boxes estimated per item. 

	For example, the bookcase above, if full, should require 12 containers to pack the contents of 	the bookcase.

	

3.	Identify the number of pieces per category.  



4.	Determine the maximum number of containers required if all of the items are full by multiplying the number of items per category by the number of boxes per item.  Given the example: 6 bookcases x 12 containers for each, you will require 72 boxes, for packing to make the move.



5.	However, all of the items will probably not be full.  For example, all of the bookcases in the example may not be full.  If the department/division wishes to avoid having extra boxes, an adjusted estimate can be arrived at by simply estimating the percentage of total capacity which will actually be required.  This figure can be applied to the maximum number of containers to arrive at the adjusted or net amount.





This calculation is up to the department and the department's Move Coordinator.  If the maximum number of containers is relied upon, there may be extra boxes available for packing other items.  If extra boxes are not required then the adjusted or net amount can be quickly determined.



NOTE:	   We urge accuracy in making your calculations and requests for containers  

	     





�WORK SHEET FOR ESTIMATING CONTAINERS



AAB Furniture

(Moved and/or Purchased)		Qty.	    Estimated	Total		Percent		Total	

						    Number	Estimates	of		Estimated

						    Boxes	Boxes		Furn.		Boxes

						    (Per Furn.	(Full		Full		(Net)

	    					    Pc.)		Capacity)



Item   	Category/Item			_____X      _______	 = ____________ X ________ = ________



         	Example

	Bookcase-6 Shelves 	   	1   	     	12                   	12                        75%                 9

	(36" Average)



Bookcases, Desks & Credenzas:



1	Bookcase-6 Shelves

	(36" Average)			_____		12		_____		_____%	_____	



2	Bookcase-4 Shelves 

	(36" Average)			_____		8		_____		_____%	_____



3	Bookshelf-1 (36" Avg.)		_____ 		2		_____		_____%	_____



4	Desk-Double

	    Single Pedestal		_____		2		_____		_____%	_____



5	Credenza-With or Without

	    Knee Hole			_____		6		_____		_____%	_____		



Files and Cabinets (36" Avg.):



6	Vertical File-4 Drawer		_____		6		_____		_____%	_____



7	Vertical File-2 Drawer		_____		3		_____		_____%	_____



8	Lateral File-5 Drawer		_____		10		_____		_____%	_____



9	Lateral File-3 Drawer		_____		6		_____		_____%	_____



10	Lateral File-2 Drawer		_____		4		_____		_____%	_____



11	Storage Cabinet-

	(80"x36" Average)		_____		8		_____		_____%	_____



	__________________		______		_____		_____		_____%	_____



	__________________		______		_____		_____		_____%	_____



TOTAL ESTIMATED BOXES					_____		_____%	_____

	  	

�PACKING

General:



1.	The University is responsible for packing and unpacking articles to be moved to a new location.  The Movers will, however pack and unpack desk top computers, typewriters and other small, machines unless otherwise specified.  These items will be blanket-wrapped by the Movers and moved in special containers called, "Speed Packs" provided by the Moving Company.  Consult your Department Move coordinator.



2.	Some high value furniture items and equipment such as copiers and computers may require special packing and move preparation by others.  These would be handled by our Moving Contractor, University technical staff and/or agents of the equipment manufacturer depending upon individual circumstances.  Consult your Department Move Coordinator for coordinating these needs.



3.	Remove all contents from furniture and place in packing cartons.



4.	Caps on liquids must be secure to prevent leakage.  Bottles and other breakables should be wrapped in paper towels or dust cloths to prevent breakage.



5.	Place small articles such as pencils, pens, scissors, paper clips, rubber bands, and other supplies in sealed envelope before packing in boxes.



6.	Place coat hangers in packing cartons.  Wrapping is not required unless there is risk of damage to other contents.



7.	Disassemble letter trays and place letter trays in packing cartons unassembled.



8.	Pack each carton tightly to prevent damage and disarrangement as a result of shifting.  If practical, combine with partial contents of adjacent furniture to conserve space and protect property while in transit.



9.	Should keys not be available to lock desks or files, drawers should be taped closed and cylinder locks on files taped open to prevent unintentional locking.  Keys are to remain in the possession of those responsible for the locked items.



COMPUTERS, PERIPHERALS AND NETWORKED DEVICES



1.	Unless otherwise prearranged, on the day of a schedule move, the Mover will "blanket wrap" each computer device and pack into "Speed Pack" containers furnished by the Mover.  This operation will be under the direct supervision of University personnel.



2. 	It is the responsibility of the Department being moved to:



A)	Have computer equipment de-installed, by qualified University or other technical personnel in time for Movers to pack computer equipment and



B)	Have it reinstalled in the new location in phase with move schedules.



3.	All cables and connectors are to be disconnected and packed with any miscellaneous computer related items in standard shipping cartons by University or other technical personnel.  You will be instructed accordingly by your Department Move Coordinator.



4.	All security plate and similar devices for computer equipment are to be detached at current locations and reattached in the new location by authorized personnel, in phase with Movers committed schedules for moving computer equipment.  Contact the Department of Contracts and Related Services (CARS) for assistance, 577-3335.

�COPY MACHINES



1.	To minimize downtime and disruption to staff, plans for preparing copiers for the move should be established well in advance of your scheduled move.  Your Department Move Coordinator will be responsible for arranging these needs.



DESKS & CREDENZAS



1.	These items will be moved on end.  Furniture must be empty prior to scheduled move dates.



2.	High value wood furniture may require special move handling.  Each Department is responsible for identifying such items for the Movers in advance of your scheduled move.  Please inform your Department Move Coordinator.



BOOKCASES & BOOK SHELVES



1.	Remove all contents and place in packing containers.



2.	If sliding glass doors, position both to one side and secure together with tape.



3.	If lock assembly, remove place in sealed envelope and place in shipping carton.



FILE CABINETS



1.	Vertical file cabinets will be moved with contents intact.  The follower-block at the rear of each drawer should be tightened to secure contents.



2.	Lateral file cabinets must be moved empty to prevent damaged to file equipment.  contents must be removed and packing in shipping cartons.



3.	Files will be moved in an upright position and can be locked if unbolting is completed prior to moving.  Fireproof file cabinets (safe files) will however be moved on dollies on their backs and should be locked.



STORAGE CABINETS



Contents should be removed and packed into shipping containers.  Loose materials and supplies should be banded or secured in envelopes or other suitable enclosures before packing in cartons.



TABLES



The size of some conference tables may be too large to negotiate through door ways, in elevators, etc.  Generally, tables that exceed eight feet in length and four feet wide will need to be disassembled or otherwise be special handled by the Mover.



CHAIRS



Chairs normally do not require any special handling requirements in advance of the move.
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LABELING



1.	Each Department moving to the new location will be provided with an initial supply of WSU stickers for labeling all articles currently assigned to you and for cartons to be packed and moved.  Should you require additional quantities contact your Move Coordinator.



2.	Labels will be color coded to distinguish three major functions of the move.





RED LABEL 



This label is to be applied to all furniture and equipment pieces that are to remain in your area for disposal or sale, as determined by the WSU Property Office.



WHITE LABEL



This "Move To" label is to be applied to all articles and cartons that are to be moved to the new location by the WSU Moving Contractor.



BLUE LABEL



The "Reassign To" label is affixed to all furniture and equipment that are being reassigned to other individuals or areas at the University by arrangement between your department and other area(s) involved.





3.	Articles and boxes will not be moved without "Move To" labels.  Staff is not authorized to change labels once articles are tagged and the move is in progress.  Movers are not authorized to alter the move instructions unless specifically authorized by designated WSU Move Coordinators.



4.	Care should be taken when applying labels to ensure clear visibility to movers, avoid damaged to items being moved (e.g. wood furniture) and avoid problem of labels falling off during the move.  Labels provided are pressure sensitive to help meet these requirements.







									LABEL SAMPLES
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INSTRUCTIONS FOR CODING LABELS







1.	All labels are to be coded before applying them to articles.



2.	Use black ink pens for coding your labels.



3.	On each label, code the building, floor and room where the article is currently located or assigned.  This is for tracking needs throughout the move.



4.	On "Move To" and Reassign To" stickers, clearly identify the building, floor and room where articles are to be relocated.



5.	Additionally print the article or piece number that you assign in the blank space provided.  This would be for a principal article such as a desk.  The same number is used for labeling each item associated with it such as a typewriter, container for desk drawer contents, etc.



6.	When furniture or equipment must be dismantled and reassembled, assign an alpha character to each separate component being moved in addition to the piece number and code the stickers accordingly.



7.	Do not move trash.  Dispose it before the move.  Do not prepare labels for your "personal" items inasmuch as it is the responsibility of faculty and staff to move their own personal property.
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Position labels on articles being moved uniformly according to the following label positioning guidelines.



DESKS & CREDENZAS



Wood - Desk-Inside Well.  Credenza - Top right of back panel.

All other - As shown.





CHAIRS	On back or back rest or on base or front leg.  Avoid fabric if possible.





FILES								BOOKCASE



On right of face of top drawer.					On right front on top, facing bookcase





SOFAS								TABLES



On face or base or right front leg.				On right front leg if size provides

									or on right front of surface top.



MACHINES, Large and Equipment				STORAGE CABINETS



									On right of front face, near top.





MACHINES, Small - Personal Computers,		On side or rear.  NOT on covers.  NOTE: Apply

Typewriters, etc.					Two (2) identical labels on each machine to be

								packed and moved in large "Speed" containers.
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Checklist



Prior to the move date, the following items should be checked off:



	__	Desks are empty.



	__	Supply Cabinets are empty and secured.



	__	Vertical File Drawers are secured.



	__	Lateral File Cabinets are empty and secured.



	__	Wall Items are packed.



	__	Breakable items are properly packed and labeled.



	__	Typewriters, telephones, and other business machines are packed, 

		secured and labeled.



	__       	Computers are disconnected and ready for moving.



     	__	For equipment containing liquids, liquids are drained.



	__	All items, including boxes are properly tagged.



	__	Condition of furniture and equipment carefully checked.
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AFTER THE MOVE





1.	It is the employee's responsibility to unpack the various boxes, including:  books, materials and etc.  Boxes should be broken down and placed in a central area for removal.  Check with your Move Coordinator for this location.



2.	Although most contracted Movers exercise extreme care and caution when executing moves, on occasion, some items may be damaged during the actual move.  These items should be noted and brought to the attention of the Move Coordinator.  The Move Coordinator will work with the Purchasing Department and the Contracted Mover regarding the filing of claims or repairs.
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