PACKING INSTRUCTIONS
1. Each individual is responsible for packing their own belongings.  This includes the contents of their desks, file drawers, overhead storage units, lateral file cabinets, storage cabinets, bookcases.  This is to be completed prior to your move date.
2. Staff should move their own personal items such as plants, posters, pictures etc.
3. On the moving labels provided, please clearly print your name in felt tip marker.  This will help make sure you get your items and helps make the move as efficient as possible.
4. The packing of shared areas (ie. copy area, storage rooms, work rooms) is to be completed prior to the move date.
5. The contents of all bookcases, lateral file cabinets (shallow, wide files) and storage cabinets must be packed into grey totes or on the wooden rolling carts.  
6. Computer monitors, towers, keyboards, and mice need to be labeled. Technology Services will disconnect and move these items for you.
7. Label your phone, but do not unplug or pack it.  Technology Services will disconnect and move the phones for you.

8. Label all totes on the end so the labels can be read while the cartons are stacked. 
9. Place a label on the end of each packed moving cart.
10. Freestanding items such as tables and desks should be labeled on the leg or underside so the labels can be read while the piece is turned on its top.  

11. File/storage cabinets to be placed in groups of 3 or more should be numbered __ of __.  

12. Remove any keys from file cabinets or desks as they may get broken or lost if they are left in the piece.  Tape them to the outside of the unit with packaging tape so they are not lost during the move.
13. It is not required that the person be present when their workstation/office contents are moved, just that everything is packed and properly labeled.
14. Put empty totes and carts in a central location (to be determined) for return to the moving company. Please open the lids to the empty totes and nest them inside each other so they take up less room.
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