Creighton University

University Moving Services (UMS)

Pre-Move Tasks and Moving Instructions

In order to expedite the moving process, University Moving Services (UMS) requests that your department accomplishes the following PRIOR to the arrival of the moving crew.

I. Reduce what you have to pack and move

a) Purge files - - -  Note:  department copies of DPR’s, TER’s  and invoices can be thrown out after six (6) months to a year from date of issue.  The Controller’s Office has the original that is kept for seven (7) years.

b) Consolidate records

c) Use up inventory

d) Survey existing furniture and storage

i) Identify what needs to go to new space

ii) Identify what can be returned to the University for re-allocation

iii) Identify what can be disposed of

II. Preparing Furniture and Equipment
a) All file cabinets MUST be empty to be moved.  Be sure to lock them and remove the keys.

b) All desk, storage cabinets, bookcases, credenzas, etc. must be empty to be moved.  Be sure to lock them and remove the keys.

c) Disconnect and prepare all office equipment - computer equipment, printers, copiers, faxes etc. as per the instructions in your owner's manual.

i) Wrap up cords and/or wires using ties, string, or rubber bands.

ii) If you are unsure on how to prepare your equipment, contact the supplier from where the product was purchased and verify what needs to be done. 

iii) In some cases, such as large copiers still under warranty, the supplier IS REQUIRED to handle the relocation to avoid warranty issues.  It is your department's responsibility to contact the supplier and arrange the move.  In some cases there may be a charge for this service from the supplier.

iv) If damage occurs because of failure to properly prepare the product for moving it IS NOT the responsibility of the mover, either internal or external.

d) If items are to be anchored or detached from the structure of the building, this must be identified so Facilities Management personnel can approve and assists with the plan.  This may necessitate your department submitting a work order to the Facilities Management department via their website http://www.creighton.edu/Facility/ or by contacting Facilities Management at 280- 2780.

III. Boxes, Packing and Tagging

a) Boxes

i) Boxes and packing tape can be obtained from Midwest Box by calling 453-8800 and speaking with Angie.  They will deliver the boxes right to your location.  Payment should be by VISA.

ii) Two most useful box sizes are  a 14x14x10 ( specify misprint for least expensive) and a 24x12x12 (file boxes)

iii) Tape is clear  2”x 55  product #TA1181 (buy by roll)

iv)  Note: should you acquire boxes yourself for packing, be sure they are sturdy and not too large.  Remember people have to lift and move each item, the weight limit per box is NOT TO EXCEED 50 lbs.
b) Tagging

i) All boxes must be tagged with a white label indicating the person's name and the NEW room numbers or space that they are assigned to in the NEW location. (see sample below)

ii) All furniture, equipment or any item being moved must be tagged with a white identification label.






                        OR







c) Labels

i) Labels should be produced on Avery laser labels, product number  6460.  They are removable and will not damage the surface they are applied to.

d) Packing

i) When packing the boxes be sure to use adequate packing materials.

ii) The weight limit per box is NOT TO EXCEED 50 lbs. Failure to adhere to the fifty (50) pound weight limit could result in your being asked to re-pack any box that does not comply.

iii) If the box needs special handling it should be set apart from the rest of the boxes clearly marked and identified to the movers.

iv) If the items are personal property it is recommended you move the items yourself, especially artwork, framed pictures, figurines, plants, etc.

e) For ease of identification a “Dot” system has been developed to mark items that are to be disposed of, returned or left in place.  Be sure to tag all items with either a white identification label or a “Dot” to reduce confusion on moving day.

i) Note:  Be sure to place the white identification label in a clearly visible location on the box (typically the top IS NOT a good location).  The “Dots” should also be placed where they can be easily seen.

ii) The “Dots” are available from the University contract office supplier.  The product is by Avery and is a ¾” round removable color coding product, 1000 labels to a package.  T5467 red glow      T5470 yellow glow      T5468 green glow

iii) The colors are to used as follows:    RED = Dispose of       
YELLOW = Left in place
                                                         GREEN = Return to University for re-allocation


IV. Department Responsibilities
   The following items are strictly the responsibility of the relocating department:

· Updating CU directory 

· Updating department asset inventory with Accounts Payable 

· Requesting temporary recycling bins from Custodial Services 

· Notifying contracted services of move and requesting associated costs 

· Bottled water 

· Coffee Service 

· Copier 

· Vending (contact Skutt Student Center) 

· Cable television
· Direct delivery subscriptions (such as the Omaha World Herald) 

· Contacting and submitting work orders to DoIT Telecommunications to reprogram Meridian phones, transfer phone numbers, etc 

· Contacting DoIT Network to remap (if necessary) printers or servers 

· Contacting Mail Services to update mail stop information 

· Contacting Purchasing to update Banner “Ship To” information 
V.  Accounting of Fixed Assets
All fixed assets with a unit purchase cost of $5,000 or more are tagged with a University identification number.  

· After your department determines if an item is to be disposed of, left in place or returned to the University for re-allocation it is the responsibility of your designated departmental individual to complete the necessary forms.

· If an item has been identified as being disposed of, you should contact the Purchasing Department to discuss disposal alternatives.  Once the alternative is determined, an Asset Disposal Form must be completed.

1. Note:  DO NOT REMOVE the bar code University asset tag.

· If an item has been identified as being returned to the University for re-allocation, complete the Asset Moving Form and indicate returned to University storage from building name and room number.

· If an item is being left in place and is tagged be sure to complete the Asset Moving Form if a different department with a different fund and organization number will use the asset.

· Note:  To help reduce the overall confusion, contact Inventory/Fixed Assets x1726 to obtain a Fixed Asset Inventory Listing for your area.  Mark the changes in RED for the items you are keeping and re-locating to your new location.  Be sure to change the building and room numbers.  Attach the completed Asset Disposal and Asset Moving Forms as necessary for disposed, left or returned for re-allocation assets.
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