Please read and carefully follow these move instructions to ensure you have a smooth and successful move.

e Contact your current and new location building management to:

0 Schedule exclusive use of elevators and dock access.

o Confirm Office Boy’s Certificate of Insurance is current and on file.
e HOWTO PREPARE FOR MOVE DAY:

0 Using afloor plan of your new location - number or letter each office, cubicle, storeroom & open
area where furniture/contents are to be placed. Then use this code to label ALL ITEMS (desks,
crates, chairs etc.) so they make it to the correct destination.

e EVERYITEM MUST HAVE A LABEL TO BE MOVED.

0 Make extra copies of the coded floor plan & post them at the new location. Movers will use this to
easily identify the proper destination of all furnishings and contents.

0 Encourage your team to take all personal items home such as non-replaceable items, laptops,
souvenirs & diplomas. Cardboard boxes can be provided for employees to use to transport these
items to and from the house.

0 Labels, crates, boxes & packing materials will be provided (Please refer to your move proposal for
more detail on packing supplies included for your project.) These supplies will be delivered prior to
your move to ensure ample time to pack and label prior to our team’s arrival (see instructions on
reverse side on how to use crates & more information on label placement). Please plan time to pack
in advance of the move to allow extra time if additional packing supplies need to be delivered.

0 Carefully make note of and photograph any pre-existing damages on all furniture prior to move.

o Walk through current and destination space to identify and photograph any pre-existing damages
to the facility prior to the move.

o Customers are responsible for disconnecting and reconnecting any water lines to refrigerators/ice
machines etc. Please have these items disconnected prior to our team'’s arrival.

o Ifleasing your copier, please arrange for the leasing company to move it.
= [fthe copier is not leased, Office Boy requires a signed Copier Moving Waiver.

e ADDITIONAL PACKING TIPS

0 Securely place labels on ALL items to be moved with the corresponding code (unlabeled
items will not be moved).

o0 Use correct packing materials when packing high-value or fragile items
= Besure tomark the crate as FRAGILE.

o Allitemsin desks/credenza etc. must be removed and/or packed in provided crates/boxes.

o0 MODULAR FURNITURE: All overheads and drawers need to be emptied and pinned items
on panels need to be removed.

o Allbookcases/shelves need to be packed.

o0 Unload and pack top drawers in lateral file cabinets, bottom TWO drawers can stay loaded.

o Remove all labels from crates after unpacking (required before returning).

e DURING MOVE -
0 Before leaving your old space, walk through to ensure all labeled items were moved.
0 Atthe new location work with Office Boy crew to make any minor adjustments that will make
employees happier with their new surroundings.
o Ifrequested, Office Boy can dispose of any unwanted office contents or furnishings following the
move for an additional disposal fee.
| agree that this Move Prep and Packing Agreement is part of the agreement between the parties involved, any
part not upheld may be subject to additional charges. In addition, | will ensure that every employee moving will be
provided a copy of it and will adhere to its instructions.

Name: Title:

Signature: Date:




OFFICEBOY

FOR QUESTIONS OR ADDITIONAL SUPPLIES PLEASE CALL: 214-357-9111

1 o PACK CONTENTS IN CRATE.

3.%

CONTINUE PACKING CRATES.

PLACE AN OPEN, EMPTY CRATE DO NOT OVER PACK, ENSURE ALL LIDS CLOSE. STACK THE CRATES 4
ON THE PROVIDED CRATE DOLLY. AFFIX YOUR LABLE TO THE HIGH PER CRATE DOLLIE.

END OF EACH CRATE.
REPEAT UNTIL COMPLETELY PACKED.

STAGE CRATE STACKS OFF TO THE SIDE, REVERSE THE PACKING PROCESS, AS YOU EMPTY THE

OFFICE BOY PERSONEL WILL MOVE CRATES, REMOVE LABLES AND NEST THEM TOGETHER ON
THEM AS SCHEDULED. THE CRATE DOLLY.

EMPTY CRATES CAN BE STACKED UP TO 20 HIGH.

LABEL PLACEMENT




