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MOVE INSTRUCTIONS
SRJC Petaluma Campus

Employee Name ___________________________________________________________________________________
Label Color _____________________________________        Moving Number _________________________________
Placement of boxes and office furniture in your new location is done by number – not by your name. Your moving number and label color are listed above and labels are provided in this packet. Items without labels won’t be moved. Bekins supplies labels and cartons.  Boxes/cartons and other packing supplies will delivered by SRJC Warehouse staff. Please call Jo Morohashi in Administration (778-2476) to arrange for delivery of boxes. Allow 24 hours for delivery. Box delivery will be available beginning Monday December 3rd. All packing must completed by Friday December 21.
Marking Items For Move 

Computers - Unplug all cords.  Pack and seal cords, keyboard and mouse in the plastic bag provided to you with this packet.  Tag the plastic bag with a label.  Place another label on top or on the front of computer unit.

Flat screen monitor - Slip the plastic cover provided to you over the unit, tag with label on the front of the bag.
Packing containers - Place label on EITHER END. DO NOT PLACE LABELS ON TOP OF THE BOX. Containers are stacked when moved; therefore please DO NOT OVER PACK BOXES.  Flat tops on cartons expedite the move.

Storage cabinets, flat files, vertical and lateral file cabinets - place tag on front right hand top corner. Empty all units into containers. For flat files, empty contents into flat boxes provided.

Printers, Fax Machines, Typewriters and other equipment - Place label on top or front. We will be using equipment carts to move these items.
Phones - Unplug your phones and pack up cords with your computer cords. Tag the phone so it can be put on equipment carts.  Please do not pack phones in boxes as those need to be available for Computing Services to install and test.
Permanent Move With NEW FURNITURE

Tag your carpet protectors, wastepaper baskets and other small items.  Empty all file cabinets, storage cabinets and shelving units and pack into boxes provided to you. Tag boxes with the labels provided to you.

Temporary/Transition Move With EXISTING/RELOCATED FURNITURE

Tag your chairs (on the base), carpet protectors, wastepaper baskets and other small items.  Skyline Design Studio staff will tag office furniture, guest chairs, storage cabinets and shelving that will be relocated.  Empty all file cabinets, storage cabinets and shelving units and pack into boxes provided to you. Tag boxes with the labels provided to you.

Personal, Breakable, Miscellaneous Items

Tag your wall hung items such as art or bulletin boards, and remove from the walls. You may want to take home personal and/or breakable items and bring them back when you are unpacking your office.

FOR FACULTY – Classroom Materials
	Existing Classroom Number
	New Classroom Number
	Tag Color

	225
	698
	Yellow

	139
	695
	Yellow

	137
	694
	Yellow

	127
	693
	Yellow

	128
	691
	Yellow

	131
	697
	Yellow

	130
	696
	Yellow

	238
	692
	Yellow

	154
	690
	Yellow

	227
	656
	Green

	239
	657
	Green

	129
	658
	Green

	101
	630
	Pink

	Village 187
	645
	Blue

	New
	643
	Blue

	215
	640
	Blue

	217
	644
	Blue

	223
	641
	Blue

	216
	639
	Blue

	209
	321
	Red

	136
	317
	Red

	201
	PC/T1
	Orange

	202
	PC/T2
	Orange

	206
	PC/T3
	Orange

	207
	PC/T4
	Orange

	132
	PC/T5
	Orange

	226
	Village 187
	Brown


All materials you have stored in classrooms also need to be packed by you and marked to be moved. Packing boxes, labels and instructions will be provided in each classroom.  If you want materials delivered to the classroom, USE THE LABELS PROVIDED IN THE CLASSROOMS and follow the instructions with the supplies in the classroom.  If you want these classroom materials delivered to your office, USE THE LABELS ASSIGNED TO YOU AND DELIVERED WITH THIS PACKET.  
QUESTIONS/CONCERNS??  CALL JO MOROHASHI IN THE ADMINISTRATION OFFICE @ 778-2476.
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