MOVING      TIPS

HOW TO MAKE MOVING DAY EASY

Environmental Management Service has prepared this Moving Day Help Sheet to assist you and your department in making your move successful. Please remember to request move assistance, as far in advance as possible. It is an essential key to a trouble- free move.

EMS

· EMS moves office furniture, boxed files and furnishings.   Boxes and tape will be delivered to your area upon request.  We will require a 3-week notification period for most moves.

· You will be responsible for packing your own belongings.  EMS does not pack nor does the Medical Center contract for packers. 

· You must have an office design plan, which includes furniture and equipment placement.  Please plan carefully and note where electrical, phone and other service lines are located, to ensure a successful move while limiting the use of resources.  

· Desks and bookcases must be empty, valuables and breakables must be secured.

· File cabinets should be empty.  (EMS will determine if they can move a file cabinet with partial or full contents.)

· If you would like to have the carpet cleaned or floors stripped and finished before you move into your new space, please notify us. Floor care must also be scheduled.  

· If you have questions or concerns regarding your move, please feel free to contact our Environmental Care Specialist at extension 2310.

ENGINEERING 

· Engineering Service disassembles and reassembles furniture, installs additional electrical receptacles, disconnects, moves and connects major equipment, removes and remounts bulletin boards, pictures, re-keys doors & paints rooms.  You must submit an Engineering electronic work order (WO) four - six weeks prior to the move. Contact extension 2009 for Engineering assistance.

IRMS

· Disconnects and moves computers and printers. You must submit an IRMS electronic work order, two – four weeks prior to the move

· Moves and installs additional telephone and fax machine lines. You must e-mail Fred Chan and Tony Asis, two – four weeks prior to the move. Contact the Help Desk at extension 4949 for IRMS assistance.

AMMS

(
Removes, stores and delivers excess and new furniture and equipment. Moves lab and office equipment and furnishings such as refrigerators, copiers & various clinical and non-clinical machines. Check with Bio Engineering prior to moving medical equipment. You must email g.ppm two – four weeks prior to the move. Contact the Customer Service Desk at extension 2997 for AMMS assistance.
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