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MOVING MANUAL

_____________________________________________

Dear ________________  Staff: 
This MOVING MANUAL will provide you with complete instructions in order to make your move a successful process.  Please read the manual thoroughly and refer any questions you may have to xxxxxxxx .





Thank you!

         The Move Coordinators
YOUR MOVE DATE:


___________
Packing Instructions
Page 2 - 3

Labeling Instructions

· How to label boxes and equipment
Page 4

Labeling Format

· Correct Label Placement
Page 4

Departmental Items You Need To Pack & Label
Page 5

Room Sign…………………………………………………………….Page 6


PACKING INSTRUCTIONS

	ITEM
	· HOW TO’S

	Boxes/Totes
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	· Pack items from your office in the packing boxes/totes provided. The totes/boxes are located in the storage room.

· Do not over pack your boxes.  The boxes will be stacked to expedite the move.  Stack boxes no more than 3 high when full and the totes no more than 4 high. Totes to be stacked, 4 on one tote dolly.
· Place your label on either END, not on top of the box.
· For your own piece of mind, next to your move number, label your boxes with, 1 of 3, 2 of 3 etc. to ensure you know that all of your items were delivered
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PACK CONTENTS IN CRATE. CONTINUE PACKING CRATES.

PLACE AN OPEN, EMPTY CRATE DO NOT OVER PACK, ENSURE ALL LIDS CLOSE. o
ON THE PROVIDED CRATE DOLLY. AFFIX YOUR LABLE TO THE HIGH PER CRATE DOLLIE.
END OF EACH CRATE.

REPEAT UNTIL COMPLETELY PACKED.

Chipman

Relocation & Logistics

STAGE CRATE STACKS OFF TO THE SIDE, REVERSE THE PACKING PROCESS, AS YOU EMPTY THE
CHIPMAN PERSONEL WILL MOVE CRATES, REMOVE LABLES AND NEST THEM TOGETHER ON
THEM AS SCHEDULED. THE CRATE DOLLY.

EMPTY CRATES CAN BE STACKED UP TO 20 HIGH.





	Bookcases

Storage Cabinets


	· Please pack contents in storage cabinets unless you have sensitive material or items you need quick access to – these we recommend you pack yourself and move yourself.
· Lock doors to keep them from coming open during the move.

· Tape keys securely on top of units with moving tape or take them with you.

	Desks

Credenzas
	· Pack ALL contents.  No exceptions.

· Place small items such as pens, paper clips, etc. in a sealed envelope and place in a box.

· Lock doors to keep them from coming open during the move.

· Tape keys securely on top of units with moving tape or take them with you.

	File Cabinets
	….Vertical file cabinet
· DO NOT PACK CONTENTS-LEAVE FULL

· Cabinets with “push-button” locks and no keys should have tape wound around the lock.  This prevents accidental locking.

.....Lateral file cabinet
· PACK ONLY TOP TWO DRAWERS if 4-drawer, pack top three if 5-drawer
· Cabinets with “push-button” locks and no keys should have tape wound around the lock.  This prevents accidental locking.

	Artwork
	· Remove all artwork from the walls and label on the back.

	Personal Computers
(PC’s)
	· Shut down your PC at the end of the day ___, disconnect your computer if comfortable doing so- if not comfortable please advise _______ in advance.
· PACK any computer accessory in the PC bags being delivered before the move.
· The plastic bag provided is to be placed next to your PC.  Your computer cables must be placed in this bag to be moved with your PC.

	Personal / Sensitive Items
	· Pack these items and take them home with you - this includes personal plants, artwork, framed items, etc.

· You may prefer to move these items.  Movers will not accept damage/loss liability.

	Telephone
	· Be sure to label your telephone if it is moving, do not pack it however as IT staff will need to reconnect it prior to you arriving on Monday morning.

	Whiteboards 

Chalkboards

Bulletin Boards
	· Remove loose items, pens, erasers, notes etc. from boards and pack in a box.

· Place your label on the front of the board if it is moving.


Labeling Instructions

Procedures:  The labels included in this packet are your new address.  DO NOT USE ANY OTHER LABELS.  This ensures your office items will be delivered to the correct new location.  The placement of office furniture, equipment and boxes is done by this label color and office number, NOT BY YOUR NAME.  Carefully review the instructions and diagram.

____________  will provide you with a move number that corresponds with your new office arrangement. This number will become your address.

	ITEM
	INSTRUCTIONS

	Furniture
	Everyone is responsible for labeling his/her own furniture.

	Boxes
	See the diagram on the next page for correct placement of these labels.

	Personal Computers
(PC’s)
	Put one label on the keyboard.

Put one label on the computer (CPU).

Put one label on the monitor.

	Trash Cans
	Label on any side.  If it is not labeled, it will not move with you.

	Telephones
	Place label on top of the phone.

	Miscellaneous
	Don’t forget to label your chair(s), floor mat, and items too large to fit in a box.

The labels are backed with removable adhesive.  This allows for easy removal.  Consequently, they may not adhere to some surfaces.  If necessary, secure with Scotch tape. 

	Unlabeled Items (other than those mentioned)
	WILL NOT BE MOVED!!!!!!!!!!!!!!!!!!!


Items YOU Need to Pack and Label
	Office / Work Station
	· Everyone is responsible for packing his/her own office or work station. 

	File Cabinets
	· Our entire team is responsible for packing the contents of file- and supply cabinets.

	Conference Rooms
	· Contents of conference rooms are a team effort. Personal items must be removed or brought back to your work area.


· Frequently Over looked items:




Waste Basket




Desk Pads


White Boards




Chair Mats


Artwork




Fax Machines
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ROOM SIGN   #: ___
Bottom side of square/room as the entrance
Chipman Relocations | Tel: 800/334-9905 | 1620 National Drive #100 Sacramento CA 95834


Cal PUC T-114272 |  www.chipmanrelo.com  | Agents for United Van Lines & Mayflower Transit









