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Moving Plan

Agencies/Organizations involved in the move:  

Department of Rehabilitative Services, Virginia Employment Commission, WIA/Goodwill, TAP- This Valley Works (CSBG employment services grant recipient), Virginia Western Community College Workforce Development Division

Primary Contacts:

Department of Rehabilitative Services- Sandra  Hicks  (540) 776-2715

Virginia Employment Commission- 
Richmond Contacts  Bill Skaggs (804) 371-6183, Shelby Robinson (804) 786-3004
Local contact Gladys Lee (540) 561-7479 or Margo Langley (540) 561-7478
WIA/Goodwill- 
Workforce Center-  Kim Moore (540) 561-7513
WIA Staff- Megan Hess (540) 986-1224 x102

TAP- Napoleon Bailey (540) 767-6029 or cell (540) 761-1805

VWCC- Dan Semones (540) 767-6132

Anticipated move-in date:  

May 11th, 2009

Agency/Organization move details:

Department of Rehabilitative Services-
Virginia Employment Commission-  (Eight Employees)
Staff will pack all office files, supplies, furniture, and computer equipment.  Richmond Office will coordinate physical move of packed items.  Approximately 8 weeks of lead time is required.  Move in could be complete in 3 days.

WIA/Goodwill-  (Five Employees) 
Staff will be responsible for packing files, supplies, furniture, and computer equipment.  The physical move can take place either by staff transport or by utilizing TAP’s program enrollees performing community service.  Approximately 3 weeks of lead time is needed.  Move in could be complete in 1-2 days.

TAP-  (One Employee)  
Staff/program enrollees performing community service will pack and physically move all files, supplies, furniture, and computer equipment.  Approximately 3 weeks of lead time is needed.  Move in could be complete in 1 day.

VWCC-  (Three-Four Employees)  
Staff will be responsible for packing files, supplies, furniture, and computer equipment.  The physical move will be coordinated and performed by the College’s facilities workers.  Approximately __________ lead time is needed.  Move in could be complete in __________.  

Timeline/Tasks
January-

· Common area furniture picked out by the Facilities Committee and requested as appropriate.  
· Arrangements for delivery (by Agency/Organization or outside vendor for new purchases) confirmed.

· Facilities Committee to investigate options for vending and coffee service.

· Facilities Committee to investigate current suppliers for office supplies.  Gather price information and determine who will serve as vendor to the WFC.  

February-  

· DRS bids out move. 
· Richmond VEC contacted to start move out process.

· WFC Manager to send out alert to – notification of cancellation will need to be initiated for current phone/computer service, vending machines, coffee service, copier/fax/mail machine/shredder leases, etc.

· Facilities Committee to inventory and tag as appropriate any Agency/Organization specific equipment or furniture to be used in the common areas.  Submit copies of common area Agency/Organization Inventory to WFC Manager.

March-  

· Virginia Western schedules move with their facilities department.
· Facilities Committee to update Planning Team at monthly meeting.
April- 
· WFC Manager to coordinate with any outside vendors for service delivery (Kiosk, vending machines, coffee service, copier/fax/shredder, etc)
· WIA/Goodwill to coordinate with TAP to arrange for program participants to be scheduled for the move.
May-  
· Monday May 4th-Friday May 8th Communication technology installed and tested (copier/fax machines, phones, resource room computers if non-VEC, etc), vending machines delivered, coffee service set up, any new WFC common area furniture delivered and placed or temporarily stored (out of the path of move) 

· Monday, May 11th and Tuesday, May 12th  Department of Rehabilitative Services move
· Wednesday, May 13th- Thursday, May 14th Virginia Employment Commission move
· Thursday, May 14th and Friday, May 15th  Virginia Western Community College, WIA/Goodwill, TAP move

· Friday, May 15th  Lunch? and staff meeting/progress report

· Monday, May 18th Resume Workforce Center Services
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