Office Move Planning Information and Coordination Form

One of these forms should be filled out for each person that is being moved.  If this move is related to other moves, please note this in the comment section, but please fill out a move form for each of the persons that are being moved.  If you have any questions in completing this form, please contact Aaron Epps at extension 2202.  Please use the following directions to complete this form.

Directions:

1) Unit contact person electronically completes sections one through four.  If there are any special needs related to the move, these are put in the comment section at the end of the form.

2) Unit contact person and/or supervisor get necessary approvals in section five.

3) Unit contact person emails form to Aaron Epps

4) Aaron Epps does Facility unit review and completes section six.  

5) Aaron emails form to Sherry Toseland for Telecommunications and Engineering unit review and completes section seven.  Form is emailed back to Aaron.

6) If estimated costs are above funding limit (section 1), Aaron emails form back to unit contact persons who will secure the secondary approval.  Unit contact person gets approval, enters data in section eight, and then sends form back to Aaron.

7) Aaron Epps works with Sherry Toseland to schedule dates for move related activities and enters this data in section nine.  Aaron determines the overall move date (the date when the person should expect to occupy their new space) and puts this information in section nine.  Aaron Epps communicates the intended move date back to unit contact(s) and person being moved.

8) As move related activities are completed, section nine is completed.  When move is completed, Aaron Epps follows up with moved person to ensure all move related activities were completed.  Dates for this are entered into section nine.  Completed form is emailed back to unit contact(s) and Sherry Toseland.

9) Facilities and/or Telecommunications and Engineering units process charge backs for services provided.

Office Move Planning Information and Coordination Form

	1.  Contact(s) Information

	    Name(s)
	

	    Telephone number(s)
	

	    Email address(s)
	

	    Funding codes
	

	    Funding limit
	

	    Funding Approval Contact
	


	2.  Person Being Moved Information

	    Name
	

	    Email address
	

	    Computer node ID number
	GB____

	    Networked computer peripherals
	

	    Telephone number(s)
	

	    Fax number(s)
	

	    Facilities to move office contents
	(   No         (  Yes


	3.  Current Office Information

	    Building name/room number
	

	    Voice jack label/connection(s)
	

	    Data jack label/connection(s)
	


	4.  Destination Office Information

	    Building name/room number
	

	    Voice jack(s) label(s)
	

	    Data jack(s) labels(s)
	


	5.  Space Allocation Approvals (person and date):

	    Chair/Director:
	

	    Dean/Unit Leader:
	

	    Leadership Team:
	


	6.  Facilities Review and Scheduling

	    Patch and painting required
	(   No         (  Yes

	    Move office contents
	(   No         (  Yes

	    Estimated Costs:
	$


	7.  Telecommunications and Engineering Review

	    Wiring required for data or

           telephone service
	(   No         (  Yes

	    Ameritech required for move
	(   No         (  Yes

	    Data jack activation needed
	(   No         (  Yes

	    Estimated Costs
	$


	8.  Secondary Approval

	    Overall Estimated Costs:
	$

	    Clearance to proceed

          (person/date)
	


	9.  Schedule for Move Related Activities

	    Activity
	Scheduled Date
	Completed Date

	    Patch and painting
	
	

	    Data jack activation
	
	

	    Telephone service move
	
	

	    Office contents move
	
	

	    Overall move date
	
	

	    Follow up date
	
	


Comments or special directions:

