Environmental Services Specification Sheet for Furniture Moves

Contact Person & Extension
_______________________________

Date Of Request


_____________                    

Target Date & Time


_______________________________                    

MAS/Cost Codes


_____________

Number of Items/ and or Furniture Pieces

____________

Location of Move (Building / Room)

__________________________________________________________________________________________________________________________________________________________________________

Destination of Move (Building / Room)

__________________________________________________________________________________________________________________________________________________________________________

Description of Moved Items

_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Additional Comments

_____________________________________________________________________________________

_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

The EVS Department guidelines associated with departmental moves are as follows.  

· Any department requesting a minor relocation from the EVS Department will receive a MAS/CODE charge of $85.00, which covers 2 men and 1 hour of service maximum.

· Request must be submitted to the EVS department via Service Response Center (fax number: x89575 at least (7 days) prior to move date.

· Departmental moves as specified by the EVS Department are typical office furniture moves, desk, file cabinets, chairs. ETC.  Any move that cannot be accomplished by two men may require an outside vendor to accommodate.

· All desks, file cabinets, etc. must be emptied and boxed by the requestor prior to the move.  

· The EVS Department will not move furniture from one building to another unless connecting corridors exist.  Moves are restricted to North, Main, CSC, CHP, West, ADW, Gateway, Nelson, VTCC, and N Deck.

The Environmental Services reserves the right to deny any move requests that require more resources than the department is equipped for accommodate.  If the scope of service is above and beyond the EVS Departmental guidelines, then it may be necessary for you to contact an outside moving company to accomplish your request.

Signature____________________________________                                                 Date____________

