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MOVING PROCEDURES
In an effort to act in the best interest of all tenants and to protect the building, the following policies regarding movement of office furniture and equipment into or out of the building must be adhered to.  Before engaging a moving or delivery company, please contact the Property Manager at (___) _________________ no later than two weeks prior to any move to discuss your arrangements.  Also, it is absolutely necessary that you notify our office in writing and receive approval at least 72 hours in advance of your intended move.  All move-ins and move-outs must be performed after 5:30 p.m. on weekdays or on Saturdays.  Any attempted moves without prior office approval will be stopped.  Direct all correspondence to:

Property One, Inc., ______________________, ______________________, _________________________.

_________________________________.

TENANT RESPONSIBILITY PRIOR TO MOVING
The actual relocation of your company’s offices begins with your ideas on how you would like your space to function and ends with the delivery of the keys to your front door.

In between, there is a tremendous amount of planning, estimating and decision-making that must be done all within the time frame set forth in the lease.  Many different people are involved in the process.  We will assist you in every way possible to insure a smooth relocation.

Your move must be coordinated with the Management Office to ensure an efficient relocation.  Information concerning move in procedures will be sent to you early in the construction phase of your space, any arrangements for various tasks such as telephone installation, copier installation, etc. should be arranged directly with the vendor and you should advise the Management Office so we can provide access to the space.  Many of the items you need to complete before moving are listed below:

· Complete and return the questionnaire shown on the following page.
· Provide the post office with change of address information.
· Notify your telephone service provider to arrange for installation of new phones and equipment.
· Provide a correct Certificate of Insurance from the moving company to the Management Office.
·  Arrange with your moving company and/or furniture installer to cart away all cardboard boxes and shipping containers.  Excess trash will be charged to you at current rates.
· Follow “Moving Procedures” described below.
MOVING PROCEDURES

We will require the following information:

· Date of Move

· Time periods the elevator will be needed

· Name of tenant contact person

· Certificates of Insurance for moving company forwarded to the Management Office with the following entities listed as additional insured:

It is absolutely necessary that you notify our office in writing and receive approval at least 72 hours in advance of your intended move.  All moves must be done after 5:30 p.m. on weekdays or on Saturdays.  Any attempted moves without prior office approval will be stopped.

Tenant is responsible for leaving the building and premises clean by removing all cartons and other trash generated in the move.  If you desire help in the clean-up, personnel can be provided on a time and material basis.  This service must be pre-arranged through the Management Office.

Any and all damages to the building, elevator areas and grounds, which the tenant, moving company or its employees or agents causes, will be the responsibility of the tenant.  The Landlord will accomplish required repairs with the attendant expenses billed to the responsible tenant.  The following pages contain information your mover should be made aware.  A copy of this information should be given to those moving companies bidding on your move.

INSTRUCTIONS TO MOVERS

· General

The mover shall perform all services required to move furniture, contents, office machines, records and supplies.  Each employee of the mover shall be bonded and uniformly attired in the same type and color uniform lettered with the moving company’s name.

· Supervision, Labor, Materials and Equipment
The mover shall furnish all supervision, labor, materials, supplies, and equipment necessary to perform all the services contemplated.  Such equipment shall include among other things dollies, trucks, etc. as may be required.  All material handling vehicles used in the interior of the building must have rubber-tired wheels and must be maintained free from grease and dirt.  It is required that masonite floor covering material be provided and laid down by the moving company to protect the lobby flooring.
MOVE-OUT FORM

(Please Complete & Return to the Management Office Prior to Your Move)

	Tenant:
	

	Contact:
	

	Suite:
	

	Phone:
	
	Fax:
	

	Move Date:
	
	Time Periods 

Elevator will be needed:
	


Forwarding

 Address:
_________________________________________________





_________________________________________________





_________________________________________________





_________________________________________________





_________________________________________________

Forwarding

Phone:
__________________________________________

Fax:

__________________________________________
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