UNTHSC 
MOVE PROCEDURES 
Purpose of Policy:
To ensure all moves are done in a timely and efficient manner, this procedure will outline the steps and procedures for an on or off campus move.

Once you have your move date, email moves@unthsc.edu and contact the Maintenance Foreman at 817-735-5181 and follow these steps:
1. Place a work order for your move with the date needed for the move.  This should be done at least one month before the move to ensure the date is not already booked.  Place your work order for the move at http://intranet.hsc.unt.edu:90/home.html.
2. If more than one office is moving, the maintenance foreman will coordinate a meeting with all parties involved.  Each department will need to designate a point of contact person for the move.  

3. The move checklist should be used as a guideline for upcoming move.   Emailing moves@unthsc.edu will communicate the upcoming move to the departments represented on the Move Contact List.
Contact information can be found on the move checklist located at:
http://www.hsc.unt.edu/departments/facilities/forms.cfm
4. If you are moving a lab – all freezers, refrigerators, and lab equipment must be emptied before they are moved.  Facilities is not responsible for moving any experiments or research materials.  Note: There may be some delicate equipment that Facilities cannot or will not move.  It will be the responsibility of the department to have specialized movers on site for the move.  The department will be responsible for paying for the movers.
5. Facilities follows the UNTHSC Safety Office guidelines and will not place items in hallways or chases or in a walkway that blocks the exit or exit route.

6. Facilities has a limited supply of crates for the move.  Place a work order at  http://intranet.hsc.unt.edu:90/home.html for the number of crates and dollies for your move.  If you have 3 or more crates, please indicate a dolly for every three-four crates.
7. If your move requires more than 25 crates, facilities can rent crates for your department when provided with an account number to be charged.  This will be determined during your move meeting with the Facilities Management Foreman.
8. If you have items that are to be moved to another location or to Property Control, please make sure an Equipment Transfer Notification (ETN) is faxed to 817-735-0300 before the move.  Below are the guidelines for an ETN:
An ETN ensures that the property inventory of the university remains current.  When using an ETN for a move, please make sure all equipment and furniture is listed on the ETN and a copy is given to the movers.  This will make sure that all items are moved to the correct location.

An ETN is required when:

1. A piece of property is moved permanently from one location to another.

2. Property is no longer needed and is turned into Property Control department.  Property will not take any items without an ETN.
 Procedures for packing items for moves:

· Place drawing of room diagram showing placement of all furniture and equipment on door of each office or lab.  Furniture, computers and telephones will be placed as shown on the drawing and there will be an additional charge of $35 per hour, if maintenance or ITS is called back to change the configuration of the office or lab.
· All personnel items and items from your desk need to be packed in boxes and is the responsibility of the owner to label, move, and unpack after move.  Facilities is not responsible for moving personal property.
· Pack crates and stack on dollies for move.  Make sure crate can be closed when stacked.

· All file cabinets must be emptied and packed up before the move. 
· All refrigerators, freezers and lab equipment must be emptied before the move.  If the refrigerators and freezers need to be thawed out please call Maintenance Foreman to arrange.
· All computers and printers need to be disconnected completely.   

· Label each box and crate with the location of where the crates and boxes are to be moved.  If the crate or box is not labeled, Facilities will move the item but cannot insure it will be the correct location.

· Facilities will move all crates and boxes but do not unload any boxes or crates as part of the move.  The department is responsible for packing and unpacking the crates.

· Your department will have 1 week to unpack all facilities crates and then put in a work order for the crates to be picked up and returned.  If crates are not emptied within a week, your department will be charged a daily fee of $10 per crate until they are returned. 
Large department moves off campus:  If your department is moving off campus or has an off campus clinic move, the Facilities department will require the department to provide a rental truck for the move.  The department will be responsible for this expense.  This will ensure that the move is done quickly and more efficiently.
