OFFICE MOVE CHECKLIST


Please use this checklist to help you prepare your upcoming office move. If you have any questions regarding your move, please contact your move coordinator. For any safety issues, contact the EETD Safety Manager, Ron Scholtz at X8137.

PRIOR TO MOVING
	Item
	OK

	Dispose or archive old files and documents
	

	Obtain empty cardboard totes
	

	Label each tote with name and new office location
	

	Pack heaviest items in totes situated on the floor
	

	Stack totes no more than 3 high
	

	Place light and loose items in the upper totes
	

	Notified your move coordinator of any special office set-up needs
	

	SAFETY: Take frequent rest breaks when packing. Don’t over do it!
	




DURING YOUR MOVE
	Item
	OK

	DO NOT lift loaded totes. Let the movers do the lifting
	

	Keep aisle space on the floor clear
	

	Move any personal liquid items in a plastic bag
	

	Check your area to ensure nothing is left behind
	

	SAFETY: If you need help, ask!
	




AFTER YOUR MOVE
	Item
	OK

	Carefully unload your totes. 
	

	Return all unloaded totes to your move coordinator
	

	Clean-up area and properly store any boxes or equipment.
	

	Ensure all cords and cables are out of the way and not a trip hazard
	

	Identify your new building emergency exits and fire alarm pull stations
	

	Report any issues with your office set-up to your move coordinator
	

	Ergonomics sweep of your work area conducted
	

	SAFETY: Perform an ergonomic self-assessment (see back of form)
	








OFFICE AREA ERGONOMIC SELF-ASSESSMENT

	Equipment
	Item
	Follow-up Needed

	Computer Monitor
	Top of screen is at or below eye level
	

	
	Monitor is directly in front of user
	

	
	Monitor distance allows user to read without having to lean too far forward or backwards
	

	
	[bookmark: _GoBack]Monitor screen is free of light glare
	

	Keyboard/Mouse
	Mouse is situated close to keyboard
	

	
	Wrist/hands straight on keyboard. Not bent up down or sideways.
	

	
	Forearm is about a 90 degree angle to the upper arm
	

	
	Wrists/hands not resting on sharp edges
	

	Chair
	Chair is adjustable and at a comfortable height
	

	
	Feet rest on the floor or on a footrest
	

	
	Chair provides good back support
	

	
	There is adequate clearance between thighs and bottom of desk/keyboard tray
	

	Phone
	Phone is within easy reach from work station
	

	
	Telephone is used with head upright and shoulders relaxed
	

	Accessories Needed:
	· Document holder 
	

	
	· Mouse pad
	

	
	· Keyboard pad
	

	
	· Monitor riser
	

	
	· Footrest
	

	
	· Other
	



You can request an ergonomics evaluation and find other ergonomics-related information by going to the following website:

https://ehswprod.lbl.gov/Ergo/Start.asp

If you have any questions or need assistance, contact the EETD Division Safety Manager, Ron Scholtz at X8137.
