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The University of Melbourne – Melbourne Graduate School of Education 
Pre move briefing

1. Supply of crates, labels, tape, packing material
2. Floor plan – unique identification numbers. Colour coding
3. Computers

4. Packing

5. Valuables

6. Wall items

1.

Supply of packing materials
Toll Transitions has appointed Atlantis Relocations to carry out the physical relocation and arrangements have been made to supply move crates, labels, tape etc to meet the requirements of your relocation. The crates remain the property of the provider and will be collected approximately 1 week after the relocation unless other arrangements have been made. Crates not collected will be charged at commercial rates.

Do not over fill crates/make sure can close & secure lids
Rack & stacking of crates. Three high limit

2.

Labelling & packing
Labels – please affix labels to the face of crate. (Labels placed on top of crates will scuff off)
Affix labels to all furniture and items to be relocated. 
Affix labels to all computer components (label monitors at back)

Label everything-if it’s not labelled it won’t be moved. 
There are separate colour labels for each destination building
	Destination Ground Floor - 234 Queensberry Street

	Destination Level Three – 234 Queensberry Street

	Destination 100 Leicester Street


Label your crates 1 of 6 etc and have a brief list of what is in each. 
Please complete the packing slip and leave it under your keyboard.

When packing, place your crate onto a skate on the ground and take your goods to the crate. Continual lifting and twisting may cause discomfort. Stack crates no more than three high.
The removalists will place your crates on the floor adjacent to your new work area. Removalists will be on hand on the day following each move – to rearrange/lost & found service to assist in moving items / locating items as required.

Your University Move Co-ordinators will advise you of your individual destination number for labelling. Please write this number clearly with your surname on the label in permanent texta. Ensure labels are firmly attached.
Label everything to be moved – goods not labelled will not be moved.
3.

 Computers/IT

Please ensure you label the computer monitor, computer hard drive and all peripherals (place labels on monitors at rear – not on monitor screen face). The IT Company will disconnect your computer/peripherals. Your responsibility is to ensure monitor, hard-drive and keyboard etc is labelled with your delivery location identifier. (The removalists will wrap and protect the monitor and hard-drive on the moving day). 

If you have an existing VOIP telephone hand-set, please label it – but do not pack it. 
The IT Co will reconnect your computer components & VOIP telephone handset
4.

Packing
Don’t overfill –   Label to face. Label 1 of 6 etc and briefly record what it is.
5.

Valuables

Do not pack valuables – take them with you. Ensure all money/ jewellery

IPods etc are taken with you.

6.

Wall mounted items

Please label and leave on wall. Removalist will remove items from walls and pack as required.
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