	STEPS FOR REQUESTING HELP FROM

NDE OFFICE SERVICES FOR OFFICE/FURNITURE MOVING.

	We have many people making requests and to be fair to everyone, requests are handled on a first come, first served basis.   To help ensure you receive the most efficient and prompt service, please note the following guidelines.   This will help us centralize requests, establish priorities, respond in a timely manner, meet your requirements, and provide quality service.
In November of 2011, Building Division implemented new policies for the management of floor space and offices and was made known at the November 2011 Leadership Council meeting.

Agencies are required to submit requests for any proposed change(s) to Building Division for their approval before the agency proceeds. A proposed office change could be as simple as relocating a bookshelf or a file cabinet. In most cases, a drawing of the proposed changes must be produced by a Building Division space planner in advance of action being taken. A charge will be assessed to the team for these services. This policy applies to facilities leased and owned by the State. 
Accurate floor plans of the agency’s office space serve several important functions:

 Assist fire and rescue personnel in the event of an emergency;

 Help HR plan evacuation efforts; and

 Ensure that regulations such as sprinkler placement and aisle width are appropriately maintained.

To initiate requests for office layout changes, contact the following individuals:
 NSOB – Denise Thege or Joel Scherling
 Vocational Rehabilitation – Cinda Wacker

	STEP 1
	Determine what you would like to have moved and then discuss and get email approval from your LC member.  

	
	

	STEP 2
	After determining what you would like moved and receiving approval you will need to contact Denise Thege and Joel Scherling to get further instructions. Curtis Watkins of Bldg. Division may also have to be contacted to help draw up plans as to what you want the area to look like and to make sure everything will fit where you want it and the measurements are correct. 

	
	

	STEP 3
	After step 1 and 2 are completed it will be determined who will be accomplishing the job. This is determined by the size of the job.  For any size move a work order will have to be initiated through Denise Thege.

Smaller scale moves (One or two offices) we should be able to help you accomplish your move.   If it is a large move (more than 2 offices’) you will need to put in a work order with Building Division or Office Innovations through Denise Thege to have them do your move. 

Please designate only 1 person on your team as point of contact.   When Office Services contacts you, please have all information available (date you would like to move, what item(s) you will need to have moved, where you will be moving them to and the drawing of what you want the area to look like when done).  Please include at this time any item(s) you want to turn in for surplus.



	
	

	STEP 4

	When Office Services contacts you for an appointment to come and asses the job and once we have an understanding of what you are wanting and we agree on a date for the job to be accomplished, you will be emailed specific directions or instructions on what needs to be done on your part for us to accomplish the job in the most efficient and safest way possible.
Please follow these instructions closely. These instructions will include but not limited to having desk top/drawers, filing cabinets, shelving, bookcases, tables, chairs completely cleaned off/cleared out. This includes computers, phones, etc.  Please make sure the floor around the item(s) to be moved and along the path way to the item(s) destination are cleared of any obstacles or obstructions. If any walls need to be removed, please have all items such as posters, pictures, etc. removed from the walls.   It’s your responsibility to notify your neighbors as your move may include disrupting their office for a period of time.

	
	

	STEP 5
	Please have everything that Office Services has requested accomplished by the time we agreed upon to come over and accomplish the job.

	
	

	STEP 6
	Please communicate with everyone involved As Soon As Possible if there are any changes to your plans.  Any changes to your plans will need to be resubmitted to Denise Thege and Joel Scherling which could delay the process.  
No work will begin without an approved Space Move Request.

	
	

	General

Information

General

Information

(Continued)
	Items that we can move include the following and will be considered at the time we meet with you:
Any office reconfiguration (furniture moving) - must be approved by your LC member and approval by Joel Scherling.
No walls will be moved without written authorization from Joel Scherling and a floor plan from Curtis W.

Desks- Desk tops need to be cleared off and desk drawers cleared out. (including phones, and computers/monitors)
Walls- For your safety, only Office Services are allowed to take apart and move the portable walls only (not the floor to ceiling walls.)  All pictures, posters, etc will need to be removed from the walls prior to moving them.
File Cabinets- All file cabinets except possibly the small 2 drawer verticals or laterals will need to be emptied.  This is for our safety and so the structural integrity of the cabinet is not damaged.

Tables- Need to be cleared off.

Chairs- Need to be cleared off.

Bookcases/Credenzas- Need to be cleared off/out.

Shelves- Need to be cleared off.

Cabinets- Need to be cleared out.

Phones/Fax Machines/Copiers-   Anything to do with communications such as phones, phone lines/numbers being moved, copiers, or fax machines should go through Denise Thege.   Her phone number is 471-4500

Computers, Monitors, Printers, Network Cables, Wiring- should go through Network Services.   They can be reached by calling 471-0959.

All other office supplies and personal items are your responsibility to move.
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