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Advance planning for your move 

As you plan your move, there are several steps to consider and schedule. This guide and check list highlights many of the administrative activities that are involved in a move.  As the scope and complexity of projects vary from project to project so to will the moving plans and you will need to adapt the guide to meet your specific needs.  For purposes of this guide only large moves involving ten (10) or more offices will apply.  Smaller moves should be submitted under the Material Handling Form. 

If you have any questions about this guide or the move process in general, please contact Facilities Services and Campus Development (FSCD) at local 6500. 

Select a move coordinator 
It is very helpful to select someone in your office/department to function as a move coordinator for your relocation. This person will coordinate your needs, expectations, and project schedule with all of the groups facilitating the move. This person is responsible for sharing pertinent move coordination information with your department staff. You may also want to assign someone to coordinate the voice/data orders for your group, depending on the complexity and size of the move. 

The move team 
You may have already worked with staff from Facilities Services and Campus Development to develop the project scope, budget and design for your relocation. However, you will be working with many other units across campus as you plan and implement your move. Depending on the complexity of the move this group may include representatives: 
Facilities Services and Campus Development (referred to as FSCD)

Information Technology  and Network Services (referred to as IT), 
Communications Services,

Shipping and Receiving, 
Purchasing, 
Printing and Duplicating,
Health & Safety Services,

A contract moving company, 
And possibly other outside vendors and suppliers. 

Members of the move team 

Facilities Services and Campus Development 
For smaller moves a material handling request form is required to be submitted.  This form details all the required information for a small move.
For larger moves a FSCD representative will be assigned to work with the move coordinator(s) to implement the move process.  A check list has been developed and the FSCD representative with review this check list with the move coordinators.  This representative should be your main point of contact for any questions or concerns regarding your move.
Information Technology and Network Services (IT) 
IT supports all networked computer equipment, For small moves the move coordinator needs to contact IT to determine the moving requirements.  On larger moves FSCD will review the IT moving needs as pert of the attached moving check list.  Typically IT is already informed of the larger moves and will be waiting for the detailed information.
Some locations/buildings may require addition network equipment to ensure all capacity can be accommodated.  This will be reviewed by the IT representative.

An important component to any computer related move is the network programming.  Working with IT the network programming will be require to ensure that print groups are assigned and reassigned prior to the move.  For larger moves this forms part of the check list.

Please make IT aware of any critical services that need to be maintained during the move. 

Communication Services - move of voice services 
Each department normally have someone assigned as the “phone coordinator”.  This person has been specifically trained on the order of phone sets and service and it is recommended that this person also coordinate or at least be involved in the voice changes for your move.

You will work with Communication Services to develop an order for your telephone service. In most cases, phone numbers will remain the same but other details like phone sets and directory update information need to be confirmed.  You will need to determine if the project budget allows for new telephone equipment, or if you will be moving your existing sets. 

A spreadsheet has been developed and attached to help plan and manage the voice programming requirements for the move.  This is a dynamic document and quite often susceptible to frequent changes and updates.  It is important that all people involved in the voice programming be kept up to date with any changes.  This spread sheet details all the required information needed for voice programming coordination of a physical move and will eventually be used for  field programming and the Online Directory updates.
Communication Services would like at least two weeks notice prior to your physical relocation. If you are moving a large group or into a new building, it is better to contact Communication Services representative as soon as feasible, to allow for adequate planning and installation time. 

Phone locations should also be checked on the construction drawings to ensure that the services you need correspond to the furniture arrangement in the room. Any changes to the location, number, or type of jacks must be discussed with the FS&CD representative. It will then be determined if these changes can be accommodated within the project scope and schedule. 

Please make Communication Services aware of any critical services that need to be maintained during the move.  Digital phone sets require special attention due to their network programming.  Any digital phone set left unplugged over night will need to be plugged back in to regain its programming the following night. 

Shipping and Receiving
For large moves the Shipping and Receiving department provide support services to the overall move.  For example the delivery and pick up of packing boxes.  Continuation of the mail and courier services. 
Purchasing
Any new or surplus furniture equipment will be sourced though the Purchasing Department.  Your FSCD representative will review the scope of this component as pert of the moving check list.
Printing and Duplicating
The management of photocopiers and the new copy/scan/print machines are the responsibility of the Printing and Duplicating department.  As part of the moving check list the contact and coordination of these items will be discussed.

Environmental Health and Safety 
Special arrangements may need to be made with the Department of Environmental Health and Safety (EH&S) if your move involves the transport or disposal of any hazardous materials such as laboratory reagents, gasoline, paints, etc. Please call them at  Local 6283.
Contracted Moving Company
Typically a moving company is contracted to provide the moving services of large moves.  The FSCD representative will coordinate your move schedule through the moving company.  Any special directions or requests of the moving company must be directed through the FSCD representative.
Other vendors
Depending on the type of equipment in your area the requirement of other vendors to move specialized or oversized equipment may be required.  This will be discussed with you FSCD representative through the move check list.

Move Day Details
Boxes 
· FSCD provides boxes free of charge (if the boxes are returned in good condition). If the boxes are not returned, there is a $4.00 charge for each box. Packing tape and dispensers are also available. Submit a Material Handling form (sample attached) to FS&CD and they will deliver the boxes to your current location prior to the move.

· Put the room number of the new location (on a label) on the box as well as the person’s name.  If possible provide a floor plan on each box highlighting the proffered location of the box or item. Put this information on the sides of the box. 

· Boxes should not exceed 50 pounds. If you cannot move the box, please do not expect the movers to move it. 

· Please put packed boxes on the floor; do not block the entrance to the office with boxes. Many times furniture is moved first. 
· Specify an area in the building where boxes can be stacked for removal. Please remove or cut the tape on the boxes and flatten them for pick-up.
· In order to ensure that you are credited for the cost of the boxes, the move coordinator should call FSCD and specify where the boxes are to be picked up and how many are being returned.

Miscellaneous items 
· Typically waste bins and recycling bins do not need to be moved as they are supplied in the new location.  Confirm this with the move coordinator.  IF they do need to be moved then do not pack them in a box. Simply empty and label with the room number of the future location. 

· The movers are able to move copy machines, but please check with the copy vendor if you have a maintenance agreement. 

Furniture 
· All furniture (desks, credenzas, shelves, bins, file cabinets etc.) should be unloaded prior to the move. 

· Please label all furniture with the room number where it will be located. Furniture that is not labeled will not be moved. 

· Movers will need a diagram or floor plan of your new office to show the proper placement of furniture in the office. This diagram may be taped to the door of the office or each piece of furniture. 

IT equipment 
· IT or an assigned contractor will disconnect your computers and peripherals, pack them appropriately for the movers to relocate to the new location. IT will provide packing material for this purpose. If your station has personal items attached (sticky notes, photos, etc.), it is helpful if you remove these ahead of time and pack them with your other personal items. 

· After your furniture has been reassembled at the new location, IT or an assigned contractor will return to reconnect your computer equipment and verify its connection to the network.  This is typically done late in the day; they will communicate with the move coordinator throughout the day to check progress. 

Onsite Coordination 
· It is very helpful to have move coordinators at the current location and the new location on the day of the move to direct the movers and answer questions. 

Special moving arrangements 
· You may have office or lab equipment that needs to be moved by an outside vendor. 
· You may need to work with an outside moving company or Facilities Services to move equipment that requires special handling. It is important to identify these pieces of equipment early in the project. If the equipment has any special services connections (such as gas, water, compressed air), these will need to be disconnected prior to the move, as well as re-connected at the new location. This may require coordination with Facilities Services staff or an outside contractor. 

· Please inform the FS&CD representative if you are using any other vendors for moving. Coordinating all these activities is very important. 

· The move schedule may be affected by building completion, access to the loading dock, access to the elevator, and the ability to disconnect and reconnect the equipment as needed. 

· If you are moving white boards, shelves, or other equipment/furniture that is fixed to the building, please coordinate with your FSCD representative to remove the equipment and reinstall it in the new location. 

Surplus Furniture and equipment 
· If you have surplus furniture or equipment to dispose of, please contact Purchasing to discuss options and to schedule pickup. You may want to have Purchasing walk through and look at the equipment prior to scheduling a pick-up date. Advance notice is required so that Purchasing can schedule the work accordingly. 
· If the surplus furniture is attached to the wall, or needs to be disassembled or if equipment is connected to building services (electrical, water, etc.) please contact FSCD or coordinate with your FSCD prior to scheduling removal.  Also, if you are disposing of any equipment that was used in connection with hazardous materials, EH&S must be contacted. 

Key /Card Access
· The request for keys and card access with be coordinated through your FSCD representative.  This is covered under the move checklist.
Mail and courier services 
· Please coordinate your postal needs with Shipping and Receiving to ensure all new location information is relayed. 

· The mail is traditionally delivered to one central location in the building. 

· Please coordinate with the FSCD representative or the building supervisor to ensure that a central location for mail delivery has been established or that you have an assigned space in the central location. 

Furniture and/or equipment delivery and installation 
· For the purposes of this guide, we will assume that you have worked with staff in Facilities Planning and Management to develop a floor plan for your new or remodeled location. 

· Furniture and equipment orders need to be placed well in advance to meet the projected move-in date. Appropriate delivery and installation intervals will need to be established. The availability of the dock and the service elevator needs to be considered when scheduling deliveries. If you are moving into a new building and the moves are phased in over a period of time there may be construction activity in the building or outside in the dock area at the time of the move. Construction activity may complicate the move schedule. 

· Deliveries need to be scheduled with these factors in mind. Your FSCD representative will work with you to coordinate the receiving, delivery and installation of any new furniture or equipment. 

· Equipment often requires hook-ups to building services, either Facilities Services or the building contractor will be involved and coordinated through your FSCD representative. Please allow time in the schedule for this work to be completed prior to the move. 

Problems, modifications, additional needs 
· After you move there may be modifications that need to be made in your new location. Please compile a list of all the requests and provide this to your FSCD representative. We recommend that you allow a couple of weeks for a settling-in period before requesting any major modifications. This is especially true during a large, complex move. 

· However, please make the FSCD representative immediately aware of any safety issues. 

General Reference Information
CAFETERIA
Food services are available at the following locations:


Building 165 - Subway


Building 185 - Cafeteria


Building 193 - Student Union Building


Building 300 - Cafeteria

FACILITIES SERVICES AND CAMPUS DEVELOPMENT

The Facilities Services and Campus Development Department is responsible for the operation and maintenance of the buildings and grounds, safety, parking, first aid and cleaning.  Our staff consists of:


Facilities General Office

Local 6500


Courier/Mail 


Local 2388


Shipping and Receiving

Local 2365


Parking/Traffic Office

Local 6512

We look forward to working with you in this beautiful facility.  Your patience and cooperation during start-up is much appreciated.  To obtain the best services from the Facilities Services and Campus Development Department, we appreciate requests for service submitted on the work order system – emergencies excluded.  

FACILITIES SUPPORT

The primary responsibility of Facilities Services and Campus Development is to ensure ongoing operations of the buildings such as opening and closing the campus, maintenance and repairs, fire/safety systems and first aid.  In addition, they move furniture, set up classrooms, install shelving, bulletin boards and a host of other requests from all employees.  In order for them to provide all these functions efficiently and effectively, please submit all requests for service on the work order system.  

In case of emergency, such as a major leak, fire alarm, etc., contact Facilities Services and Campus Development at Local 6500.

KEYS/ACCESS CARDS
To obtain new keys/access cards and to return old keys, please contact your area secretary.

PHONES/COMPUTER

For assistance with your phone or repairs, please contact Telus Managed Services at

1-888-410-7775.  For assistance with your computer, please contact the Information Technology Help Desk at local 6300.

POSTERS/FLYERS

To reduce damage to walls and unsightliness, be sure to place all notices on bulletin boards.  Items found on walls will be removed.  Due to safety concerns, do not cover the windows on the office doors.

RECYCLING

Small recycling bins are placed in each office, classroom and general areas.  The larger recycling stand with bags will be located in a designated location with in your building.

SAFETY/SECURITY

Lock all doors when leaving your office area (even if you are leaving for a few minutes).  Ensure that your vehicle is locked and that valuables are hidden from view.

If you notice suspicious individuals, do not hesitate to ask for identification or contact Facilities Services and Campus Development immediately at local 6500.  Keep in mind that there are new students eagerly looking at the new building and contractors working at completing construction.

In the instance that a theft occurs, do not disturb the area and immediately contact Facilities Services and Campus Development at local 6500.

SHIPPING AND RECEIVING
Deliveries of goods to the campus are to be referred to the Shipping and Receiving dock located in Building 120, Room 116, local 2365.  Shipping and Receiving hours are 8:00 a.m. to 3:30 p.m.  Please do not accept any deliveries.
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