
REQUEST TO MOVE PERSONAL ITEMS 

When to Begin Move 
Staff Member Name 

FROM TO 
Date Time Site Location within Site Site Location within Site 

       
PERSONAL ITEMS TO BE MOVED 

Will Require 
Large Box 

Van 

Type Quantity Unit of 
Measure 

Description Exceeds 75 lbs Over-Sized Item: 
Requires >1 Movers 

       
      
      
      
      
      
      
      
      
      

CONTACT INFORMATION 
Name Phone/Extension Cell Number Contact Email 
    

 

“I request that the above listed Personal Items be moved by District staff as specified above. Although District staff will take reasonable steps to safeguard the 
Personal Items, I understand that the District takes no responsibility for any loss or damage that may occur to the Personal Items during moving activities. By making 
this request, I am assuming the full risk for any and all loss or damage that may occur to the Personal Items and I hereby hold the District harmless for any and all loss 
or damage to the Personal Items.” 

 
_______________________________________________________   ________________________ 
Employee Signature         Date 
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