
Ple

 C

 H

 A

 D

I agr
part 
prov

Nam

Signa

ease read an

Contact your
o Sc
o C

HOW TO PR
o U

a
cr

o M
e

o E
so
it

o La
m
yo
re
in

o C
o W

to
o C

m
o If
 

ADDITIONA
o S

it
o U
 

o A
o M

o
o A
o U
o R

DURING MO
o Befor
o At th

emplo
o If req

move
ee that this M
 not upheld m

vided a copy 

me: ___________

ature: _______

nd carefully f

r current and
chedule excl

Confirm Offic
REPARE FOR
Using a floor p

rea where fu
rates, chairs 

 EV
Make extra co

asily identify
ncourage yo
ouvenirs & d
tems to and f
abels, crates

more detail on
our move to 
everse side on
n advance of 

Carefully mak
Walk through
o the facility 

Customers ar
machines etc.
f leasing your

If the copi
AL PACKING

ecurely plac
tems will no

Use correct p
Be sure to

All items in d
MODULAR F

n panels ne
All bookcase
Unload and p
Remove all la
OVE –  
re leaving yo
e new locatio
oyees happie

quested, Offi
e for an addit
Move Prep a
may be subje
 of it and will

______________

______________

follow these

d new locatio
lusive use of
ce Boy’s Cert
R MOVE DAY
plan of your 

urniture/con
 etc.) so they

VERY ITEM M
opies of the c
y the proper 
our team to t
diplomas. Car
from the hou
s, boxes & pa
 packing supp
 ensure amp

n how to use 
 the move to
ke note of an
h current and
 prior to the 

re responsibl
. Please have
r copier, plea
ier is not leas

G TIPS 
ce labels on

ot be moved
packing mat
o mark the c

desks/crede
FURNITURE
ed to be rem

es/shelves n
pack top dra
abels from c

our old space
on work with
er with their
ce Boy can d

tional disposa
and Packing A
ect to additio
 adhere to it

______________

______________

e move instru

on building m
 elevators an
tificate of Ins
Y:  
 new location
tents are to 

y make it to t
MUST HAVE
coded floor p
 destination 
ake all person
rdboard box

use. 
cking mater

plies included
le time to pa
 crates & mo

o allow extra 
nd photograp
d destination
 move. 
le for discon
e these items
ase arrange f
sed, Office B

 ALL items t
).  
terials when
crate as FRA

enza etc. mu
E: All overhe
moved. 

need to be pa
awers in late
crates after 

e, walk throu
h Office Boy
r new surrou
dispose of an
al fee. 
Agreement i

onal charges.
s instruction

______________

______________

uctions to en

management
nd dock acce
surance is cu

n – number o
 be placed. T
the correct d
E A LABEL TO
plan & post t
 of all furnish
nal items hom
es can be pro

ials will be p
d for your proj
ack and label
ore informati
 time if addit

ph any pre-ex
n space to ide

necting and 
s disconnect
for the leasin

Boy requires 

to be moved

n packing hi
AGILE. 

ust be remov
eads and dr

acked. 
eral file cab
 unpacking 

gh to ensure
y crew to mak

ndings.  
ny unwanted 

s part of the
. In addition,

ns. 

_______ Title: _

_______ Date: 

nsure you ha

t to:  
ess. 
urrent and o

or letter each
hen use this 

destination.  
O BE MOVE
them at the n
hings and con
me such as n
ovided for e

rovided (Plea
ject.)  These s
 prior to our
ion on label p
tional packin
xisting dama
entify and ph

 reconnectin
ed prior to o

ng company 
 a signed Cop

d with the c

igh-value or

ved and/or p
rawers need

binets, botto
 (required be

e all labeled i
ke any minor

 office conte

e agreement 
, I will ensure

______________

 ______________

ave a smooth

n file. 

h office, cubi
 code to labe

ED. 
new location
ntents.  
on-replacea
mployees to

ase refer to yo
supplies will

r team’s arriv
placement). 

ng supplies n
ages on all fu
hotograph an

ng any water 
our team’s ar
 to move it.  
pier Moving 

correspondi

r fragile item

packed in p
d to be empt

om TWO dra
efore return

items were m
r adjustment

ents or furnis

 between the
e that every e

______________

______________

h and succes

icle, storeroo
el ALL ITEMS

n. Movers wil

ble items, lap
o use to trans

our move pro
 be delivered

val (see instru
 Please plan t
eed to be de

urniture prio
ny pre-existi

 lines to refr
rrival. 

 Waiver.  

ng code  (un

ms 

rovided cra
tied and pin

awers can s
ning). 

moved.  
ts that will m

shings follow

e parties invo
 employee m

______________

______________

ssful move. 

om & open 
S (desks, 

ll use this to 

ptops, 
sport these 

oposal for 
d prior to 

uctions on 
time to pack

elivered.  
r to move. 
ing damages

igerators/ice

nlabeled 

tes/boxes.  
ned items 

tay loaded. 

make 

wing the 

olved, any 
oving will be

______________ 

______________

 

 

 

e 

 

 

e 

 

_ 



 

 

F O R  Q U E S T I O N S  O R  A D D I T I O N A L  S U P P L I E S  P L E A S E  C A L L :  2 1 4 - 3 5 7 - 9 1 1 1  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

PLACE AN OPEN, EMPTY CRATE 

ON THE PROVIDED CRATE DOLLY. 

CONTINUE PACKING CRATES. 

STACK THE CRATES 4  
HIGH PER CRATE DOLLIE. 

 

REPEAT UNTIL COMPLETELY PACKED. 

PACK CONTENTS IN CRATE.  

DO NOT OVER PACK, ENSURE ALL LIDS CLOSE. 

AFFIX YOUR LABLE TO THE  
END OF EACH CRATE. 

STAGE CRATE STACKS OFF TO THE SIDE, 

OFFICE BOY PERSONEL WILL MOVE 

THEM AS SCHEDULED.  

REVERSE THE PACKING PROCESS, AS YOU EMPTY THE 
CRATES, REMOVE LABLES AND NEST THEM TOGETHER ON 

THE CRATE DOLLY. 
 

EMPTY CRATES CAN BE STACKED UP TO 20 HIGH. 


