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3.4a.2 Move 

Management 

Plan

o Define all items
o Define roles and 

responsibilities
o Move Plans
o Move Schedule
o Update SharePoint

3.4a.1 Define 

Approach

o Number of moves 
per day

o Phasing
o Move items
o Vendor
o Logistics

3.4a.3 Move 

Captain 

Training

o Review move plan
o Roles and 

Responsibilities

3.4a.5 

Complete 

moves – 

3.4 

Implementati

on

o Standard Move 
Notice Template

o Schedules on 
Outlook and 
project calendar

o Links to Move 
Instructions and 
Project 
SharePoint

3.4a.4 Move 

Notices

3.4B Pre/

Post 

Occupancy 

Survey

o Review status at 
move 
management 
meetings

o Recommend 
minimum weekly 
during move phase 
with key vendors, 
OCM and customer 
representative – 
focus is status 
report, problem 
resolution and 
successful moves

http://www.google.com
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