KENNESAW STATE UNIVERSITY

MOVING DIRECTIONS
(Revised 8-11-08)

Please complete the attached form and forward it to Facilities, Planning & Design for scheduling.  This is the only form you will need to fill out for furniture moves, telephone moves, computer moves, just moving boxes, or any combination of these types of moves.  The completed form should be faxed to Facilities, Planning & Design/Move Request, FAX #6903.  Please allow at least 10-15 workdays for your move, after your request has been received.  THIS FORM WILL NOT BE PROCESSED WITHOUT THE APPROPRIATE APPROVAL SIGNATURE AND SPEED TYPE NUMBER.   After the form has been processed, you will be contacted with your scheduled move date.  

TELEPHONE/FAX

If requesting a new line or an existing line to be moved, allow AT LEAST TWO WEEKS for delivery and installation.  When moving an existing line, the individual moving will be responsible for physically moving their phone to their new location.

COMPUTER EQUIPMENT

Per CIO Policy, please do not move computer equipment belonging to KSU.  All computers, printers, monitors, keyboard, mouse, speakers and surge strips needing to be moved must be clearly marked using masking tape with person’s last name, the building and room number where it is to be moved.  
Information Technology Services will ONLY MOVE computers / printers belonging to the University identified with a KSC or KSU decal.  You will be responsible for moving equipment not belonging to KSU.

FURNITURE

The Plant Operations Service Crew will move all furniture that is labeled with the Building Name and Room Number where it is being moved.  With the exception of file cabinets, all furniture must be emptied before Plant Ops can move it.  As long as the first two drawers are emptied, Plant Operations will move file cabinets.  Please note that we WILL NOT MOVE ANY PERSONAL FURNITURE, PICTURES, PLANTS, ETC.  You will be responsible for moving any personal items.

KEYS

Please use the “Key Request Form” to request keys for your new space.  The form can be printed from the following website:  http://www.kennesaw.edu/plantops/Key_Request_Form.doc  The completed form is to be faxed to ext. 2011.

COPIER MACHINES

To arrange for moving a Copier machine, email copyprint@kennesaw.edu and copy maintenance@kennesaw.edu with the following information:

Your name

Phone extension

Machine #
Model # (COPIER   _ _ _ _ _, located on signage by the machine)

Location of Machine (bldg & room #)
Arrangements must be made at least two weeks in advance of the move date to allow coordination with the MSA Copier Corporation.  Direct any questions to the Copier office at ext 2200.

MISCELLANEOUS

Your area will be responsible for having any wall hangings, shelves, etc. taken down or put up.  Please send a work order to Plant Operations about 3-4 weeks before your move date.  This can be done online from the KSU homepage under the Maintenance Request Form www.kennesaw.edu/business/forms/plrequest.shtml, or send an email to maintenance@kennesaw.edu.

FOR ADDITIONAL ASSISTANCE:


Facilities, Planning & Design:  Jenny Morris at ext 3602


Plant Op/Physical Move:  Molan Wortham at ext. 6968


Telecommunications:  Luetta Hassis at ext. 6029


Computer:  Beth Krug at ext. 6620


Keys:  Sam Gardner at ext. 6224


Copier:  Copier Technician at ext. 2200
KENNESAW STATE UNIVERSITY

REQUEST FOR TELECOMMUNICATIONS/COMPUTER/MOVING SERVICE(S)           Revised: 9-27-06
     
     
DATE: 





TRACKING NUMBER:  (Assigned by Plant Op)

     
     
DEPT. NAME:
      
 CONTACT PERSON: 

     
     
SPEED TYPE

                                          CONTACT PHONE#:   

(Budget #)





     
REQUESTED

APPROVED BY:    
DATE OF SERVICE:   

 (THIS FORM WILL NOT BE PROCESSED WITHOUT THE APPROPRIATE DEPT. HEAD’S APPROVAL SIGNATURE AND SPEED TYPE #)
PLEASE SEND REQUEST TO:
Facilities Planning & Design/Move Request






FAX to ext 6903

	TELECOMMUNICATIONS SECTION:

	FIRST & LAST NAME

OF NEW PERSON or INDIVIDUAL MOVING
	LIST 4-DIGIT EXISTING PHONE # (or INDICATE “NEW”)
	VOICE MAIL (yes/no)
	MOVING FROM:

BLDG/ROOM #
	MOVING TO:

(or NEW OFFICE)
BLDG/ROOM#

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


Comments: 



__________________________________________________________________________________________

	COMPUTER SECTION:

	FIRST & LAST NAME

OF NEW PERSON or INDIVIDUAL MOVING
	INDICATE COMPUTER or PRINTER (C) or (P)
	DECAL # - Silver, yellow and/or green)
(List all KSU decal numbers)
	MOVING FROM:

BLDG/ROOM #
	MOVING TO:

(or NEW OFFICE)
BLDG/ROOM#

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


     
Comments: 

Per CIO Policy, please do not move computer equipment belonging to KSU.  All computers, printers, monitors, keyboard, mouse, speakers and surge strips needing to be moved must be clearly marked using masking tape with the person’s last name, the building and room number where it is to be moved.  

	PLANT OPERATIONS/PHYSICAL MOVE REQUEST:

	FURNITURE BEING MOVED

(if room layout is being changed,

 please attach a sketch)
	FURNITURE DECAL #
	MOVING FROM:

BLDG/ROOM #
	MOVING TO:

(or NEW OFFICE)
BLDG/ROOM#
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