Employee Instructions

Merit Movers

Packing

Pack all cartons as tightly as possible
without overpacking so the top cannot
be closed or the top bulges out. The
movers will be stacking your boxes on
dollies. Underpacked boxes can be
crushed and overpacked boxes cannot
be stacked.

All contents from desks and credenzas
must be packed. The movers will be
standing them on end to get them
through doorways and items left in
drawers are likely to fall out.

Glass desktops and large desk pads do
not need to be packed but they do
need to be labeled.

Standard upright filing cabinets do not
need to be packed as they can be
moved as is. Lateral filing cabinets
must have their contents packed as
they are likely to be damaged if they
are moved full.

Supply cabinets must be empty.
Bookcases must be empty.

Large pictures, maps, bulletin boards
and white boards do not need to be
packed. The movers will take care of
them. Small pictures should be
wrapped in paper and packed

Makes sure all loose items such as
desk clocks, calendars, bookends, etc
are packed. The movers will handles
items too large to be packed.

Labeling

L-shaped desks will have to be
disassembled so make sure to label
both parts.

Please insure that your computer,
monitor and printer are all labeled
separately as the computer will be
disconnected for the move.

It has been our experience that
computers and phones are often in use
right up to move time. If there is no time
to pack your keyboard, mouse or
phone, please make sure these items
are labeled.

Do not apply labels to the cloth covered
areas of chairs and couches. The
labels tend to fall off.

Do not forget to label your chair mats,
trash cans and telephone. We have
found these are the most likely items to
be forgotten.

If you have items not to be moved,
simply do not label them and the
movers will leave them.

“We’ll Make Your
Move A Hop”
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