MEMORANDUM

TO:  101 East River Drive Tenants   (BEST / CORE / CJIS)
FROM:  DAS Facilities Management

DATE:

RE:  GENERAL MOVE INSTRUCTIONS

On behalf of the Department of Administrative Services Facilities Management we are providing tenant agencies this reference guide to assist you in the preparations for the move to 55 Farmington Avenue.  DAS and Property Management are currently in the process of completing the Tenant Manual for 55 Farmington Avenue which will be provided to all agencies upon their occupancy of 55 Farmington Avenue.  Within this manual will be information about this building including the policies & procedures for this location (management office contact information, security, conference room reservations, parking, work order system, evacuation plans, cafeteria and break room space, etc.).  There will be a troubleshoot area (staffed with DAS Facilities and Property Management) on the Monday following the weekend move located in the front lobby of the building for any questions or help you may need.  There will also be a floor plan located in the lobby area of each floor to help with locating your work station and areas on your floor.
Below is the reference guide to assist you in the preparations for the move to 55 Farmington Avenue.  

The move will consist of four phases as outlined here:

Phase A – May 16, 2014 start at noon for those moving to floors 2, 6, 7, & 8 (BEST & CORE)
Phase B – May 30, 2014 start at noon for those moving to floors 9, 11 & 12 (CJIS)
Phase C – June 27, 2014 start at noon for those moving to floors 2, 3, & 5

Phase D – July 11, 2014 start at noon for those moving to floors 4 & 10

Please check with your move coordinator, Diane Dalo, for your specific move date.  Thank you for your cooperation and patience through this process.
General Move Procedure:

Communication - 
Your department has named an internal move coordinator, Diane Dalo, who will act as the liaison for all information between the move team and individual employees. 
Safety - 
Notify your move coordinator of any need for lifting, packing or moving assistance by May 2nd. To ensure personal safety, move labor will be assigned as needed. 
Vacation or Travel - 
Notify your move coordinator of any vacation or travel time conflicting with your move date.  Arrangements will be coordinated to ensure you are packed prior to or in your absence.
Personal Property -
Take ALL personal items home.  There will be restrictions on what is allowed into the new building.  For example:  no personal carpets, couches, plants (real or artificial), stuffed animals, etc. will be allowed into the new building. Workstations and common areas should be clear of knickknacks, picture frames, etc. so there is an easy way to clean.
Move Boxes - 
The move boxes will be delivered to the premises three weeks prior to the move date.  Three (3) boxes and labels will then be delivered to an individual for work related items.  Personal items from home are to be brought home.   The move boxes must be able to close flat (not overflowing) to allow the boxes to be stacked.  You will need to empty and break down your three move boxes by the end of the day on the first Wednesday following each move.  There will be a place designated in the freight area to place them.  These boxes are being reused for all the phases so please do not destroy them.
What to pack - 
Work items: files, papers, binders, pens, diskettes, CD-ROMs, desk items, coat hooks.  These boxes are not for packing items brought in from home.  As an added precaution, write your name and location on a loose piece of paper and place it in each of your cartons prior to closing them.
Phones & PC's - 
Shut down and disconnect all equipment.  Each employee will be given a bag for “loose items” (keyboard, mouse, any/all cables for the pc, surge protector, laptop docking station, laptop locking cable, mouse or wrist pads, hard phone and any/all wires for the telephone).  Label each piece of equipment (CPU, monitor, bag) with your NEW workstation number.  If you have an assigned laptop, you must take the laptop home for the weekend and bring it with you on your first day at 55 Farmington Avenue.  Do not put laptops in any of the moving boxes. 

**No soft phones will be going to 55 Farmington Avenue – please leave them in your workstation and Diane Dalo will collect them.

Keys - 
Tag all existing keys in your present workspace and tape them to areas as listed:
1) Desk keys to Desk
2) File Cabinet Keys to File Cabinet
3) Door keys to Doors

Move Labels -   

Labels will be provided to you for all of your equipment. They are color coded and cannot be shared.  To assure the proper delivery of your equipment/boxes to 55 Farmington, you MUST write your NEW workstation number clearly and legibly.  Labels should then be placed on either the short side of each box and on the biggest item inside for your “loose items” bag (the movers will find it and see it though the bag)   If you have special items being moved beside boxes and computer/phone equipment you will be given additional special labels.

Move Timeline - 
Be fully packed and prepared for the movers to begin by Friday at noon.  See your director/manager for your work location once movers arrive.  Employees will not be allowed into 55 Farmington until Monday morning.  Leave all aisles free of cartons, debris and equipment.  Movers need clear, easy access to all of the areas being moved.  Leave all boxes as close to the packed area as possible to minimize on congestion.
Cleaning - 
Do not leave anything that you no longer want in the area.  Dispose of all paperwork before moving.  Discard any unwanted items in trash disposal cartons that will be made available for your use.  Make sure any and all confidential information has been packed or shredded accordingly.  You are responsible to leave all workstations, desks and file drawers empty of papers, debris and equipment. Remember to check for any papers hidden behind or under drawers.  Leave your area broom clean.

Trash bins / Recycle bins-

Your individual trash bins and recycle bins will be collected by the movers.  They do not need any labels.  These bins will be emptied on the Thursday night before each move.  Please do not use them on the move day.  If you have trash or paper that needs to be thrown out please use the common area trash barrels in the kitchen or copier rooms.
Potted plants:   
Plants are not allowed at the new building. They are to be brought home or disposed.

Move In Day:

· There will be a troubleshoot area located in the Mark Twain Room on the first floor including DAS, Arcadis, Tecton, Property Management and Facilities.  

· There will be a designated lost and found at the new site for anything that was not tagged clearly or where there was any confusion as to its rightful location.

· Employees should not remove the placards from their area until new signage is in place.  

· IMPORTANT:  The building will continue to be under construction and you should not visit other floors that have yet to be occupied.  These floors will remain closed to staff.  Signage will be hung notifying you of these areas.  

Every effort will be made to accommodate your needs, and your patience is appreciated.
Thank you,

DAS Facilities Management 
