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12-Week Meeting
· Continue to participate in Paperless Initiative Program and Purge Events
· Continue to clean workspaces and identify all materials which will relocated to the new offices

8-Week Meeting
· Identify and update department subscriptions, mailing addresses and stationary

6-Week Meeting
· Receive final employee seating assignments

4-Week Meeting
· Identify personal items to be taken home
· Clean out supply and copy storage areas
· Identify areas and/or staff requiring packing assistance
· Employees on leave
· Common area files
· Receive file/storage area labels from Fox
· Final scheduling of surplus equipment
· Identify early check-out requirements
· Identify staff requiring boxes
· Staff that will be on leave through the move
· Provide a department contact for the move weekend
· Remind staff to attend the All Hands meeting
· Remind staff to attend scheduled trainings





Important Contacts:

Jim Stevens
Account Executive, JK Moving Services
703.260.3033 | 571.334.6422 (cell)
Jim.stevens@jkmoving.com
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All Hands Briefing
· Pick up and distribute move packs for any employees that could not attend the meeting
· Verify personal items have been removed
· Remind staff to attend scheduled trainings

1-Week Prior to Move
· Continue packing all areas
· Schedule final equipment for surplus
· Identify any potential  areas not packed

Final Walk-through (Thursday of Move Week)
· Verify all packing is complete
· Inspect all labeling
· Verify all files and cabinets are empty
· Verify all refrigerator and pantry areas are empty

Relocation Day
· Work with Fox representative to complete employee check-out
· Collect all suite and office keys
· Double-check all files and cabinets are empty
· Remind all staff that IT disconnect begins at 5pm

Monday after Relocation 
· Work with JK representative on any issues you hear about
· Encourage staff to unpack quickly and check in with any issues 





Notes:
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