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Communication Plan


Your company has appointed a designated move team to manage communications for this relocation.  The move team members and Best Move USA will meet in advance to review the move requirements and outline a success matrix that addresses the needs of all parties involved.
What Is Expected Of you As An Employee

1. You must have all items in your personal work area packed and labeled prior to the movers’ arrival.  Your Move Team Leader will provide you with the proper labels for your department.  Also, be sure to check with your Move Coordinator before you label any furniture.

What Will Be Expected Of A Move Coordinator
Existing Facilities

· Encourage your department to purge existing files, and storage areas.

· Ensure that labeling is completed per plan for packing of files, equipment, and other common resources. 

· You will be the designated contact to assist in coordination on move day.  

· Coordinate packing of common areas.

Personnel:
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Ensure all personnel receive moving instructions, labels, boxes, and other packing materials and that they attend a department move meeting. Jack Struensee will assist Q&A meeting with your department.

· Ensure all personnel are properly packed by the appropriate
     deadline before the move.

· Review all areas the day of the move to ensure everything is properly packed and labeled.

· Provide general information regarding the new site as necessary.

· Ensure all personal belongings go home with employees.

· Check all areas under your responsibility for proper packing and labeling.

·  Remain at current site until area contents are completely removed by moving company and proceed to new site to supervise placement.
Move day(s):
· Be available in your area to answer questions and give directions. 

· Assist movers in locating office, workstation, equipment, and file locations.

· Verify placement of file and storage contents to facilitate reloading.

First Day at Destination:

List problems and issues and forward to appropriate parties.
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What To Expect During The Move

· Approximately 3 days prior to the move date, you move team leader, will meet with the Move Coordinators to address the specific needs of your department, as well as answer any questions you have regarding the move.  He / She will be available to meet with your department to provide a move readiness presentation, (optional), and answer any questions.

· *Auto bottom boxes and moving labels will be distributed at this time. (Approximately 2 weeks prior to scheduled move date)

· On the day of the move, the move supervisor will introduce him/herself, and will obtain a signature on the paperwork.  If needed, he/she can be walked through the move.

· The remainder of the crew will position the trucks and begin to unload moving equipment.  They will also begin to protect the corridors & lobbies with building protection as needed.


EMPLOYEE/RELOCATION INSTRUCTIONS

In order to make your relocation as smooth as possible and keep downtime to a minimum, we have prepared the following:

· All items that are to be moved to your new site must be labeled to identify the new location by room number. Labels are being used.  Do not write on boxes.
· If you are relocating furniture, such as file cabinets, to your office or work rooms please draw a floor plan showing the location of furniture. Submit this floor plan to your Move Coordinator.  
· All packing and labeling must be completed prior to the movers arrival.  
The following should be helpful in preparing for your relocation.

If we’ve omitted something or if you have any questions, Please call your Department Contact or your moving company contact Brock Soutendijk ( Phone )
	ITEMS
	INSTRUCTIONS

	PACKING CARTONS 


	Auto-Bottom cartons (no tape needed) to be provided by Best Move USA.  Location label to be placed on small end of box.  (If you have boxes of supplies already packed, please secure lid or top and place label on the end.) PLEASE DO NOT WRITE ON BOXES. If you need to identify content of the box please write on another label and place on top right hand corner, Best Move USA will remove boxes once they have been unpacked at destination site. These boxes can be used to pack items that will remain packed for longer periods of time after the move.

	Computers
	Place location label on the monitor and tower turn off and unplug place keyboard, cords, mouse, and any other peripherals

 Into the plastic bag provided.  Please put a label on the bag.

	STORAGE CABINETS
	Contents must be packed in cartons.  Lock doors if possible and label.

	FLAT FILES


	Remove file drawers.  Drawers will be moved separately on a special cart that will keep contents in tact and in order. Tag each drawer to identify cabinet and drawer it will be returned to.  With permission, some contents of drawer could be rolled and transported in speed packs. This may be required if the door ways at origin or destination are not wide enough to accommodate the width of the drawers if they are moved flat. 

	LATERAL FILING 

CABINETS


	Place location label on the front of the cabinet, If the lateral files have more than 2 drawers pack all but the bottom 2 into the boxes provided. 

	BOOKCASE


	Pack contents in to carton.  It is recommended to collect shelf-pegs and put into plastics bags and tape onto the back of Bookcase.

	Newspapers
	Best Move USA agrees to supply wood “cookies that are wider and longer than the documents.  They will be sandwiched between the protective covers and secured to protect the edges.  A separate trained crew will be identified to carefully load and unload the papers and documents to assure as much protection as possible.

	Fragile or sensitive Volumes 
	Smaller volumes would be moved on library carts – larger volumes will be place on gondolas.   Very large volumes would be placed into speed packs with protect all edges and binding.

	VERTICLE FILING CABINETS


	Leave contents in drawers.  Move pressure plates forward to secure contents.  Locks or lock bars should be secured, keep keys with you.  Place location label on the front of the cabinet.

	FILE TRAYS


	Place single trays in cartons.  Secure post to tray with tape.  If trays are too large for cartons, they may be kept loose.  Place location labels on top.

	CARDFILES, DESK 

ORGANIZERS, OTHER 

DESK ACCESSORIES.
	Pack in boxes.

	WASTE BASKETS


	Place location label on the side.

	CARPET PROTECTORS, 

DESK PADS
	These will remain loose.  Place location label on top.

	FORM RACKS


	Contents must be packed in cartons.  Place location label on the upper front corner or top.

	PERSONAL BELONGINGS
	These are your responsibility.  Personal desk items may be packed in
 cartons at your own risk.

	CHAIRS


	If casters are loose, remove and pack in cartons.  Place location label on the rear of the backrest or leg.

	PICTURES
	 Large pictures may be left loose.  Place location label on the front.
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GENERAL
In the event keys are not available on file cabinets with cylinder locks, these should be wrapped in tape to prevent them from being pushed in (this will save you money on a locksmith).

All boxes should be full, but not overflowing. Tops should be closed and flat.

When you arrive at destination and unpack, please flatten the boxes and stack adjacent to your move area.  A Best Move USA employee will collect boxes for re-use.


IMPORTANT

Most existing furniture will not be moved.  The destination site was carefully planed and there may not be room for additional furniture.  The movers will have to bring it back to the origin at an increased cost to the move.
 In most cases the following rules will apply:  

· Existing desks and most furniture will not be moved; new modular and freestanding furniture will be provided.

· Most older file cabinets will not be moved. Each department will label those that are moving.  For the most part, new files system will be provided.
General Labeling Plan:

· Your Move Coordinator will distribute the destination labels to everyone within your department.

· Please be sure you write the correct relocation number on your moving label.

· Any item with a label will be moved to the designated location at the new site.

· Any item without a label will not be moved.
· If only the content of a file system or file cabinet is to be moved please write contents only on the label as well as the department and location code.
· If several freestanding file cabinets contain a single group of files please indicate the order in which the files are to be moved by ending the location code with a dash and then the number that file is to be unloaded.

General Packing Rules:

· If it fits in a box it should be placed in a box.
· If it doesn’t fit in a box place a label on it.
· Always place labels on the small end of the box.
· If it needs to be moved it needs a label.
· The office movers’ motto is no label; no go.
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Helpful Advice For Move Coordinators:


As a move coordinator, you will have many added responsibilities throughout the course of the relocation.  The following may help lighten your load.

· Many hands make the work light.  Be sure not to take on too many tasks.  Utilize some of your coworkers to assist in packing common areas and last minute items such as this.  You will need to be available to manage the movement of your area.

· Remember to wear comfortable shoes on the move day.  You could be on your feet most of the day.

· If you have had previous back problems, please do not attempt to move any items.   The mover’s will be able to assist you.  If you are in good health, and you do lift something; remember to lift with your legs and not with your back!

· During the course of the move, if you have special instructions or concerns, please notify the crew foreman, not the crewmembers!  Each crewmember will be assigned a specific task by the foreman, and pulling that crewmember from his assigned task may affect the flow of the move.  If you have any problems with a foreman or crewmember, please notify the move supervisor immediately.  
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CHECK LIST
· (__)
Desk empty?

· (__)
Supply cabinets cleared?

· (__)
Wall items taken down?

· (__)
Breakable items properly packed?

· (__)
All parts of computer need to be labeled!           

· (__)
Liquids drained from equipment?

· (__)
Everything tagged & marked?

· (__)     Condition of furniture & equipment carefully checked?

QUALITY SURVEY

1. Was your Move Crew courteous and professional?

YES /__/
NO /__/

2. Was your Move Crew on time?




YES /__/
NO /__/

3. Was the Move Crew properly equipped?



YES /__/
NO /__/

4. Are all items moved and accounted for?



YES /__/
NO /__/

5. Was site protection used in lobbies and finished areas?
YES /__/
NO /__/

6. Did the Move Supervisor address your concerns (if any)?
YES /__/
NO /__/

7. Were you completely satisfied with the move?


YES /__/
NO /__/

8. Should your company use Best Move USA again?
         YES /__/
NO /__/

 Please explain: 
Please complete this form and return to designated relocation management personnel
Best Move USA – Arizona – (623) 329-3736  bestmove@cox.net      www.BESTMOVEUSA.com


