
Checklists for a Smooth Move 

Use "to do" lists and timelines.
The countdown to moving day can overheat the coolest heads. Relocation adds a new layer of stress to daily life. Since very few of us have photographic memories, we need lists. Lists are the only proven antidotes when faced with a long series of multiple tasks, each having many subparts. Everyone from management gurus to advice columnists recommends using lists. Lists will save you when you move. Keep track of your progress on each one. It feels great crossing things off!  Timelines go one further.  They combine lists with a deadline in which certain items on the list should be accomplished.  In other words, timelines organize lists chronologically.  The following is a timeline for the typical military move:

TWELVE WEEKS BEFORE MOVE 
· Read over your orders very carefully.  Make sure all family members are included for travel benefits.  Note your gaining command and any TDY locations listed on your orders; contact them and notify them of your situation and when you expect to report in.  Ask for a Sponsor, Welcome Aboard Packet and important phone numbers from your ultimate duty station.

· Calculate possible expenses you will incur when moving to determine if you will need financial assistance. Some of these would include rent, deposits, pet care and hook-up fees. 

· If destination is known, begin scouting out housing options. 

· Begin keeping track of relocation expenses.  Be sure you are aware of your PCS entitlements.  There are several PCS calculators that can give you a fair idea of the overall expense of your PCS move.  For more information on this, ask your Relocation Specialist at your local Family Service Center.

· Create a "move file" to store important information and collect receipts for moving-related expenses.

· Ask the Internal Revenue Service for information about tax deductions on moving expenses and what receipts you'll need to keep. 

· Make an inventory of possessions and their value. Photograph or videotape as necessary. Engrave possessions with your Social Security Number. 

· Begin organizing personal records. For an idea of what records you should keep with you, check out the Travel Records Kit in MAPSite on the web at < http://dticaw.dtic.mil/mapsite/travrec.html >.

· Let clubs or organizations in which you serve know you are leaving. 

· Take care of necessary medical, optical or dental appointments. Obtain a copy of records or find out how to have them forwarded later. 

· If the military member is going Temporary Duty (TDY) in advance of Permanent Change of Station (PCS), have the Navy Legal Services issue a Power of Attorney or letter of authorization to allow the spouse authority to receive Household Goods in the absence of the military member. 

· Go through closets and drawers to sort clothes and other items to give away or sell. Check to see if stored, seasonal clothing is clean. The Navy and Marine Corps Relief Society’s Thrift Shop can use clothing or other items that are in usable condition. Call them at (425)304-3207 for more information. 

· Arrange for disposal of items not sold or donated.

· Make sure stickers from previous moves have been removed from furniture. 

· Don't place any more mail order purchases. 

· Call billeting at your new duty station to make reservations for temporary quarters. A written notice or copy of orders may be required so be sure to ask. 

· Contact your command regarding permissive TDY or house hunting leave. This leave can also be used to attend to details of family separations when beginning or completing an unaccompanied tour. 

EIGHT WEEKS BEFORE MOVE 

· If planning to vacation en route during peak tourist time, make reservations.  Actually, it’s always a good idea to plan out your trip and make all necessary reservations well in advance.  It’s usually much easier to change or cancel reservations when your travel plans change.  Remember; always ask if there is a fee for canceling reservations. 

· Take care of auto maintenance and repairs. 

· Contact your insurance company concerning auto(s), home and household goods. Find out about coverage on your possessions in transit and storage and about high value items. 

· Have pets checked by vet and vaccinations/inoculations updated. Obtain copy of records. Most shots must be given at least 30 days but not more than one year before move.  Check on kennels, quarantines and costs for shipping pets.  If traveling by car, will hotels allow your pets in and will there be additional fees?  Ask your Relocation Specialist for the “Traveling With Pets” brochure. 

· Close out any local charge accounts. 

· Check expiration date on major credit cards you plan to use during travel. 

· Start learning about your new community; shopping districts, location of hospitals, police and fire departments, etc. Contact the Chamber of Commerce or Visitor's Bureau to request information on schools, parks and recreation, community calendars and maps.  Your Family Service Center Relocation Specialist can assist in gathering web addresses, phone numbers and other Points of Contact pertaining to your new community.

FOUR WEEKS BEFORE MOVE 

· Make final, detailed calendar for your move.

· Start including your children in the process. Make it exciting and fun by having your kids do some of their own packing and labeling.  

· Go over your finances and determine if you could use financial counseling or assistance. 

· Notify schools of your move and arrange to pick up records or ask for the procedures for sending records to the new schools. Be sure to ask that the school enclose any school or state testing done on your child. 

· Ensure that your entire family is properly listed on the Defense Eligibility Enrollment Reporting System (DEERS). 

· Make a list of important phone numbers. 

· Finalize arrangements with your Household Goods Office or make reservations if you're renting a truck or trailer. 

· Decide what goes with you, what to sell, what to store and what to give away. Hold a garage sale. 

· Begin packing seldom-used articles. 

· If vacationing en route, confirm hotel reservations. 

THREE WEEKS BEFORE MOVE 

· Check expiration date on military identification cards; update if necessary. 

· If pets will travel separately from family, make arrangements. 

· Computer buffs back up important files. 

· If having more than one shipment, know weight limits of each, decide contents and begin separating. 

TWO WEEKS BEFORE MOVE 

· Dispose of flammable liquids such as spray paints, solvents and thinners, and gas/oil/spark plugs in lawn mowers. 

· Make a list and begin to set aside items to travel with YOU. 

· Make arrangements with housing or your rental office for a final walk through. 

· Contact your Personnel Office for Direct Deposit information. 

· Close out safety deposit box if opening one in your new location. 

· Place floppy disks in protective cases before packing in cartons. 

· Set aside cleaning materials to be used after packing and loading. 

· Return all library books and other borrowed items. 

· Retrieve all loaned out items. 

· Retrieve any developed film, dry cleaning or other items. 

· Reconfirm moving dates and times with your Personal Property Office. 

· Renew and pick up any necessary prescriptions. 

· Separate professional books, papers and equipment. These items will be weighed and listed separately on your shipping inventory. 

· Pick up all educational records. 

· Collect and set aside important documents, valuables and all other hand carry items. 

· Make a list of things to do before the movers arrive. 

· Clear up outstanding accounts. 

· Arrange disconnect dates with local utilities. 

· Begin serious packing of items you won't need over the next two weeks. 

· Send change-of-address cards and leave forwarding addresses with the Post Office. 

THE FINAL WEEK 

· This is your week to tie up loose ends. Check back through this guide to make sure you haven't overlooked anything. 

· Pack your suitcases and confirm your families travel arrangements (flights, hotel, rental cars, etc.). Try to keep your plans as flexible as possible in the event of an unexpected change of schedule.

· Make sure your moving agent knows the address and phone number where you can be reached if you are not going directly into your new home. 

· "Park" hard disk drive units, then disconnect computer system. 

· Keep household inventory list on hand to carry as part of personal luggage. 

· Pick up outpatient medical records to hand carry. 

· Confirm childcare and pet care arrangements for moving day. 

· Clean and dry refrigerator and freezer. Allow the refrigerator to dry for one or two days with doors open. It helps to place two socks in the refrigerator and in the freezer. One sock should be partially filled with charcoal then tied and the other should be partially filled with laundry detergent and then tied.  Another suggestion is to place a disposable diaper in each.  The diaper will deodorize the refrigerator and help absorb moisture.   CAUTION: Families with young children or pets should block doors open to prevent accidental closing.

· Pull out all items from beneath stairways, from attics or any other areas not allowing full standing room.
· Call your bank to find out how to transfer your bank accounts.

· Some state laws prohibit the moving of house plants. Consider giving your plants to a friend or local charity. 

· Remove wall accessories such as drapery rods, small appliances, food and utensil racks
· Remove light bulbs from lamps, but not from wall fixtures.

· Drain garden hoses.  Drain oil/gas from lawnmower.
· Disassemble outdoor play equipment and utility sheds.
· Disassemble electronic components such as stereos and VCRs.  Place in original packing boxes if available but DO NOT SEAL BOXES.
· Set aside cleaning materials to be used after packing and loading.
· Contact the Housing Office or your rental office/landlord to arrange a final walk through.

FINAL STRETCH
· Physically separate items not to be packed, including suitcases.  If more than one shipment will be made, separate into groups.
· Contact insurance company at least 24 hours before storing and releasing your goods to movers.
· Remove TV or radio antennas, air conditioners from windows, pictures and mirrors from walls and pendulum from clocks.

· Disconnect gas and electrical appliances.
· Prepare a "Trip Kit" for moving day. This kit can contain items such as snacks, beverages and games for the kids to keep them occupied during the move. If your are stopping overnight be sure to pack items such as toothbrushes and other essentials you'll need while your belongings are in transit. 

THE DAY OF THE MOVE 

· Get up early and be ready for movers.  Strip your beds, and make sure the bedding goes into a "Load Last" box.
· Get pets under control before movers arrive, perhaps letting them stay with a neighbor.

· Make sure cash, jewelry, important documents and other valuable items are secure; many people lock valuables in their car trunk. Make sure all belongings you DON’T want packed are in a secure place where the movers can’t get.  A good idea is to place all such items in your car.  This will ensure they won’t be accidentally packed.
· Useful items to have on hand: marker to make extra notes on boxes and coffee, cold drinks and snacks for yourself and movers.

·  When the van operator arrives, review all details and paperwork. Accompany the driver as he or she inspects and tags each piece of furniture with an identifying number. These numbers, along with a detailed description of your goods and their condition at the time of loading, will appear on the inventory.  Don't accept any "miscellaneous" labels or entries, especially for valuable items.  Have a friend available to assist in inventorying.  
· Make sure conditions of belongings are accurately noted. if anything marked "scratched" "dented" or "soiled," also note location of such.

· Keep the Personal Property Office's phone number on hand (425)304-3472. If any problems or questions arise, call.

· If possible, write directions to your new home for the van operator, provide the new phone number, and include phone numbers where you can be reached in transit. Make sure to take along the destination agent's name, address and telephone number.

· Always try to spend as much time with the mover as possible. If you have special instructions, like what to load first and last make sure it is explained to your mover. Communicate well with the movers. If you choose to have your mover handle your valuables or other fragile goods, tell the mover in advance.

·  It is your responsibility to see that all of your goods are loaded, so remain on the premises until loading is completed. To insure that nothing gets left behind always do a final inspection of the premises. Do not sign any releases without completing this inspection.

·  Since you'll probably want to clean before the furniture is unloaded, make sure your vacuum is packed last, so it can be unloaded first. 

MOVE-IN DAY  

·  Confine your pets to an out-of-the-way room to help keep them from running away or becoming agitated by all of the activity.

· It's a good idea to review your floor plan so you can tell the movers where to place your furniture and appliances. Plan to be available to direct them as they unload. To prevent possible damage, televisions, stereos, computers, other electronic equipment and major appliances should not be used for 24 hours after delivery, allowing them time to adjust to room temperature.

· Arrange for child care for young children.  Try to set up their room before they return home so they have a familiar bed and toys to play with.

GOOD LUCK!
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