
Campus Move Instructions 
Planning, Design and Construction 
 
 
 
The following information will assist you in your upcoming move.  If you have any questions or 
need additional information, please contact: 
 
Jamie Burdick x4652 (jburdick@csusm.edu) 
Steve Ramirez x4657 (sramirez@csusm.edu)  
 
1. Planning, Design and Construction will submit the ESP (via Peoplesoft) and coordinate your move 

with IITS. 
2. PDC will setup an appointment with you to discuss the procedure and answer any questions. 
3. A detailed floorplan that specifies the location of all furniture and equipment for every room will 

be required 2 days prior to move date. 
 
BOXES:    
 Each department is responsible for boxing their own belongings (books, desk contents, file 

contents, etc.). 
 

 Since all moving boxes may be used for subsequent moves by other employees, the prompt 
removal of the contents of these boxes would be very much appreciated.  After the move, please 
contact PDC for removal of the empty boxes. 

 
 Personal possessions that cannot be boxed (pictures, plants, etc.) are the responsibility of the 

owner, either take them home or move them after the move. 
 
 
FILE CABINETS: 
 
For Vertical or Lateral file cabinets: 
  

 On all 4 & 5 drawer file cabinets –the bottom two drawers can remain filled 
 On 3 drawer file cabinets – empty the top drawer 
 All 2 drawer file cabinets – do not need to be emptied 

 
NOTE:  If the contents in the file cabinet are very heavy, please use your discretion in unpacking more of 
the drawers.  The movers are not responsible for a bent file cabinet if it is overloaded.  Repair or 
Replacement costs will be borne by the department. 
 
BOOKCASES: 
All contents on bookcases should be emptied and contents boxed. All shelves should be removed and 
placed at the bottom of the bookcase and the hooks should be collected and stored for safe keeping. 
 
 
LABELS: 
 
 Labels will be provided for your use.  All items moving MUST be labeled   (Desks, chairs, file 

cabinets, bookcases, computer terminals, mouse, keyboards, printers, telephone instruments etc.)  
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Please be sure to identify the delivery (Destination) location on the label.  If an item is not labeled, it 
will not be moved.   

 

 

 
 
 

 Boxes should not be taped or sealed, unless specifically instructed.   One label should be placed on 
the side of each box.   Please make sure to remove or place your label over labels left on box from 
previous moves. 

 



Campus Move Instructions 
Planning, Design and Construction 
 
 
 To request boxes or labels, please e-mail Steve Ramirez at sramirez@csusm.edu and specify the 

quantity needed and delivery location. 
 
 
COMPUTERS: 
 
 IITS will disconnect and prepare all computer equipment for the move.  Please backup any critical 

files to your H: drive or an external disk before the move.   If you have any questions or need 
assistance, contact IITS at ext. 4790.  

 
 You can access your Email from any active campus computer by opening a web browser and 

entering https://copilot.csusm.edu (use your campus log-on) 
 
TELEPHONES: 
 
 Please do not unplug or pack your telephones.  All telephones will be disconnected by 

Telephone Services. Your telephone numbers will remain the same and your Voice Mail will remain 
active while your phone is being moved.  You will be able to access your voice mail from other 
phones at any time. 
 

 If you have any questions contact Kathie Pendo at ext. 4530. 
 
KEYS: 
 
 The move coordinator will request new keys for the occupants that are moving and access will be 

provided to the new spaces on the day of the move. 
 
 

All belongings must be packed up and labeled by the close of business the day prior to your 
scheduled move date.  Computer and Telephone changes made after this date may incur additional 

charges. 
 
 
 
 

 
 


