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Hi all, 

I hope everyone is having a great week! I wanted to pass along answers to frequently asked moving
questions as Friday (and the upcoming reshuffle) approaches. If you are receiving this email, you are on
one of the teams impacted by the move, and a box for your personal items has been placed on or by your
desk. 

FAQ

When is the move actually happening?
The office operations will be moving everything this Friday, February 14th.

Will the snow cause a delay?
As of now, we still plan to execute the move on Friday, but if that changes but we will let you know ASAP.

I love my monitor/chair/file caddy– can I bring it with me to my new desk?
Sure! Everyone's new desks will be equipped with a chair, monitor, and rolling file cabinet, but if you are
attached to anything in your current set up, please put a sticky note with your name on the items (the
print rooms have been restocked), and we will make sure they are relocated as well.

I know which area I'm moving to, but not which desk I'll be sitting at. Can you help?
We are still waiting on seating chart edits from a few teams, but most folks should have already received
an assignment (especially if you are not moving with a big group). As always, if you would prefer to switch
seats with a teammate after the move you are more than welcome to, just let the office team know!

I won't be in the office this week to pack up my items, what should I do?
 If weather or other circumstances prevent you from coming to the office this week, please let us know
and we will be happy to pack for you. 

We have team decor in our space, can that be moved as well?
Yes! We will put a large box in each impacted space to stow any team decor you would like moved with
you to your new area (wall decorations, etc). If there are items that are too large to fit in the provided box,
please put a sticky on the item and we will do our best to move it.

When do I need to have my items packed?
Ideally, you will have your items packed (or ask us to pack them for you) by EOD Thursday, 2/13.

Who is responsible for moving my items?
The office operations team will be moving your boxed personal items to your new desk on Friday. 

I'm already packed and would like to move early, is that possible?
If the desk you are moving to is currently unoccupied, you are more than welcome to move any time this
week, we just ask that you give us a heads up! If your new desk is assigned to an employee, we ask that 

Once again, thank you for your patience as we coordinate this massive undertaking, and please feel free to
reach out if you have any questions! 
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