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GENERAL INFORMATION

he information and instruc-

tions contained in these Guide-

lines have been prepared to
make packing and moving less stress-
ful and easier for you and to reduce un-
necessary delays for Moveway. Following
these instructions will help to provide

a smooth and efficient transfer to your

new location.

- It is the responsibility of the Lo-
cal/Group Coordinator to insure
that each member of the group

has a copy of these Guidelines

and that each member follows

these instructions.

- Each person will be responsible for his/
her own packing before the actual move.

(If desired, Moveway can pack for you)

- All packing should be completed prior

to the actual move.

IMPORTANT —-Only personnel directly
involved with the move should be pres-

ent during the course of the move.

PACKING INSTRUCTIONS

CARTONS — All articles should be in cartons provid-
I e ed by Moveway. Be sure all cartons are properly as-
sembled. Leave a two inch ( 2”) space at the top of each car-
ton. Do not close the top of the cartons with tape (unless
specified under separate cover) fan fold the top flaps or as
some call it, “criss-cross” the top flaps. The mover has spe-
cial cartons and boxes available for electronic equipment,
bulk supplies, lamps and other breakables. If you require
special boxes or packing service, or if you need special se-
curity on particular equipment or records, ask your Man-
ager and Move Coordinator to advise us of your needs.

PERSONAL ITEMS —The mover cannot be responsible for
2 e personal possessions, such as money, lighters, foun-
tain pens, etc. For your own protection, we suggest that
you move these items privately. If you need special con-
tainers, ask your Move Coordinator.

ALL OFFICE FURNITURE — Desks, all file cabinets,
3 e file drawers, and work surface drawers, should be
emptied and secured in cartons. (Refer to B-1 & B-7.) Again,
all contents must be packed seperately.

LOOSE ITEMS — IMPORTANT — Steel paper clips,
4 e pencils,and all other loose materials should be put
in envelopes,sealed, then packed in cartons. Any glass tops
or pads should be left on top of the desks for Moveway.

KEYS — Tape desk keys to the interior of the center
5 e drawer. Leave all drawers unlocked. Tape file cabi-
net keys to the top of the file cabinets with masking tape
and “criss-cross” the tape across the keys (X).

SECURITY and CONFIDENTIAL FILES — Security
6 e files are confidential files, finance records, blank
checks, personnel records etc. These files are generally
kept in fire proof safe file cabinets or kept under lock and
key. These cabinets will be moved with their contents in-
tact with the file cabinet. Keys should be carried seperate-
ly or turned over to your Security Manager.

FILE CABINETS AND FILE DRAWERS - Lateral
7 o file cabinets must have contents removed. These
file cabinets cannot be moved with their contents intact
because there is often structural damage to this type of

180 CONCORD STREET, BROOKLYN, NY 11201 / TEL: 718-852-8505 / FAX: 718-852-8591 / E-MAIL: INFO@MOVEWAY.COM



cabinet. (Except with an in house move where either Pia-
no-Moving-Jacks, Rolla-Lifts or Rais-N-Rols are used; even
then there still could be damage to the side panels or un-

der carriage).

Vertical file cabinets can be moved with contents intact.
If you have special or sensitive records in these cabinets,
notify your Move Coordinator. These files will be handled
under separate cover (refer to B-6).

FLAT FILE CABINETS — (Blue print Files or Art
8 e Work) These files are to be emptied. There are too
many problems moving this type of file cabinet with the
contents intact. Yes we know, there are some who will say
they can move these cabinet with contents intact! Nine
times out of ten either the file drawers will be dumped or
there will be damage to the cabinet as well as to some of
the contents.

OFFICE MACHINES - Typewriters, large calcula-
9 e tors and computers with their peripheral equip-
ment (printers, modem, etc.) and any special type of ma-
chines will not be packed in cartons; they will be moved
on special carts or in special containers by Moveway.
Small hand held and desk top calculators can be packed
in cartons. All machines must be disconnected and their
cords packed in cartons. (Refer to B-13) ‘How to Package.

UNDER NO CIRCUMSTANCES ARE ANY OFFICE
I O e MACHINES TO BE PLACED IN CARTONS. Unless
supervised by, or instructed by your move coordinator.

BOOKCASES, DISPLAYS, etc. — Remove all con-
I I e tentsand packin cartons.

PICTURES, MAPS, and BULLETIN BOARDS — Re-
I 2 e move these items from the wall. Tag each piece
according to the “Label Placement instruction sheet”;
place them on end, back-to-back in cartons. If the item
does not fit in a carton, lean it against the wall and the
mover will take it from there. Consolidate small pictures

in cartons cushioned with packing material.

SPECIAL EQUIPMENT — Professional servicing
I 3 e will be provided for such equipment as the copy
machine, Facsimile machine, Mail Room machines, etc.

and will be handled by the Move Coordinator with special
advice.

PLANTS — Plants owned by the office will be
I 4. moved by Moveway or by the Plant Company.
Personal plants cannot be moved by Moveway. It is advised
that each person remove these plants from the building
prior to the move.

TELEPHONES — Telephones will be handled by
I 5 e the Telephone Company/Telecommunication
personnel. LEAVE ALL TELEPHONE EQUIPMENT, DON'T
PACK IN CARTONS UNLESS INSTRUCTED BY YOUR
MOVE COORDINATOR

MISCELLANEOUS
I 6 e a.Desk Trays — Empty papers and pack trays in
correctly marked cartons.

b. Odds and Ends — Pack desk clocks, calendars, rubber
stamps, bookends, etc. in cartons. If special packing is

required, notify the Move Coordinator.-

MARKING / TAGGING

MOVING LABELS — Assorted colors are available
I e for coding requirements. Obtain your individual
color and number assignment from your Move Coordina-
tors. Carefully print your number in large numbers with a
magic marker on the correct color label BEFORE placing
labels on items.

DO NOT MOVE — If items ARE NOT to be moved or
2 e if equipment and furniture ARE TO BE discarded;
be sure to label them with “DO NOT MOVE” labels. This
will eliminate unnecessary expense in moving “TRASH”
— (GET RID OF YOUR TRASH BEFORE YOU START TO
MOVE).

LABEL PLACEMENT — Place labels in the proper
3 e place on ALL cartons and on all equipment that
will move with you. Please follow the illustrations on the
“LABEL PLACEMENT INSTRUCTION PAGE.” Moveway re-
quires this uniformity of label placement to quickly and
efficiently place your furniture, equipment & cartons in
the new location.-
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AFTER-THE-MOVE

Your first concern will be to get unpacked and back to a
normal operating routine as quickly as possible.

As soon as you have completed unpacking, break the car-
tons down and place them in a central area designated by
Moveway. Your Move Coordinator will inform you of this
location.

UNDER NO CIRCUMSTANCES SHOULD THESE CARTONS
BE PLACED FLAT ON THE FLOOR WITH EACH CARTON
STACKED, ONE ON TOP OF THE OTHER!

This can cause a very serious injury if a person unknow-
ingly steps on the top carton. These cartons will slide
against each other; giving you the same reaction as if you

stepped on ice.
THIS TYPE OF FALL CAN CAUSE A VERY SERIOUS INJURY.

Cartons should be stacked on end and leaned against a
solid vertical surface. If you must stack cartons, one on
top the other; find an alcove or a location away from the
main traffic and OUT OF HARMS WAY.

SHORTAGE/DAMAGE CLAIM — Although the Relocation
Project Manager will do everything possible to fully
equip your office area and although Moveway will exer-
cise extreme care in moving your office, some shortage of
equipment may occur or damage may occur to furniture
or equipment. If this occurs in your office area, use the
forms provided for reporting such problems to the Move
Coordinator immediately after the move. THE SOONER
THE BETTER.

HAVE AN EFFICIENT AND SAFE MOVE!

Moveway
Transfer&

Storage Inc.
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