55 Farmington Avenue Relocation Checklist


I have packed _______ number of crates

My new workspace number is ____________.


Completed

􀂅 Personal items taken home.

􀂅 Archive file boxes have been sent to the Records warehouse.

􀂅 Desk drawers emptied.  Checked for any papers hidden behind or under drawers

􀂅 All confidential information has been packed and/or shredded accordingly.

􀂅 Bookcases emptied.

􀂅 Filing cabinets emptied.

􀂅 Storage cabinets emptied.

􀂅 Walls emptied.

􀂅 Every item to be moved has been labeled as it applies to your move instructions. 
For example:
1. Cartons
2. Keyboard, Mouse, Peripherals
3. Docking Station
4. CPU
5. Anything to be moved that will not fit inside a carton needs a label.

􀂅 Labels are clearly marked and easy to read with the NEW workstation number.

􀂅 Taking laptop home for the weekend.  (Applies to East River Drive Only)

[bookmark: _GoBack]􀂅 “Check Out” with Move Coordinator/Supervisor


