
Desks and Credenzas 

All desks and credenzas 
should be emptied prior to 
moving day.  Many times 
these items have to be turned 
on their back or sides in order 
to go through doorways. 

 

Computers, Phones & 
Electronics 

All electronic equipment 
must be properly packed in 
order to be moved safely.  
This includes computers, fax 
machines, phones, etc. 

Empty 

All lateral file cabinets, 
storage cabinets, and any 
furniture with "major" 
contents.  File cabinets 
should be locked, if possible, 
or taped shut. 

Pictures, Lamps & 
Mirrors 

Pictures, lamps and mirrors 
should be boxed or taken by 
the customer on, or prior to, 
the move day. 

Moving Coordinator 

One person should be placed 
in charge of the move.  This 
person is necessary to field 
any questions regarding the 
move.  If the coordinator 
leaves the premises with no 
one in charge on the move 
day, we will not be held 
responsible for items placed 
in incorrect areas.   

Office Diagram 

Once your new office space 
is determined, diagram the 
space according to the 
individual offices.  Assign 
each person a number which 
will then designate their 
office or area (i.e.Joe Smith 
#1, Natalie Clark #2, etc. ) 

Correctly Pack Boxes 

All packing should be 
completed prior to the 
moving day.  Heavy items, 
such as files and books, 
should be placed in small 
boxes that weigh no more 
than 50 lbs. VVT will not 
move boxes not properly 
closed and sealed shut. 

Label 

Label each piece of furniture 
in a visually prominent 
location.  Label boxes with 
appropriate number and 
contents. Fragile items 
should all be marked as 
FRAGILE. Labels can be 
provided by VVT if 
requested. 

 

 

 

 

 

  

Vendors & Contractors 

Vendors working at your 
location need to be finished 
or completely out of the work 
area before VVT arrives.  
Their presence provides 
interference and may add to 
the time it will take to 
complete the job. 

Add-Ons 

Items not discussed during 
the estimating process and 
later added on to the job will 
be subject to additional 
charges.  VVT should be 
notified immediately if this 
problem should occur. 

Walkthroughs 

The first walkthrough occurs 
when the movers arrive; the 
second after loading has been 
completed.  Upon arrival at 
the destination, the third 
walkthrough occurs; after the 
unloading is complete, the 
final walkthrough occurs. 

Access to Site 

Access to elevators should be 
arranged prior to the move 
day and VVT notified of any 
special instructions.  It is also 
advantageous to arrange for 
truck parking near doors for 
easier access. 


