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It 18 our under.taMlng that 70U hay. t.an d"'pated .. 
11.1.on ottlc.r tor S.curltl •• end Exchang. Comai •• lon, end the' 
all d.te1la ot !'owing 70ur d!y1.10n'. ottle. t'uI'D1tur., .vppU .. , 
end equiplllent, al.o the bouaebold good. ot .mpl07.e. rr-
••• blngton to PhU.delphi., .,111 te hendled 117 70U. 

In ord.r that tM. _ ... "7 be cOllpleted on t~ a1l4 .,lth 
the l ... t amount ot 1ncon ... nience and contualon to 70ur ag.ne7 
and It •• mploy •••• 1t 1. nec ••• ar7 that c.rt.ln plena b. carried 
through. '!'her.top., all .rrang."'.nt. tor the BO'. lIhall t • .ad • 
.,lth the ~.n.port.tlon Dl .. l.lon, V.c.ntrallsatlon S.P'Wlc •• 
Public Building. Adalni.tratlon. It .,111 b. n.o ••• U')' that 
r.pr ••• nt.tl .... ot the tran.portatlon coa;an7 accowpanfed b7 a 

r.pp ••• ntatl ... ot th1. ottlc. go througn 70ur building 1n ord.r 
to g.t a picture ot .,hat 1. to b • .ared, al.o in.p.ot acc... to 
building •• capaclU •• ot .l ... ator. and BUeb oth.r d.ten. a. are 
n.o ••• &1"7 tor the tran.portatlon companr to know betor. pl.nnfng 
th. mcy.. Our r.pre •• ntatl ... .,ill -ek •• rrange .. nt. wlth 70U 
top this In.peotion. A d.t1nite plan .,111 be arranged eM egreed 
upon b.twe.n 7ou.nd thh ottio. and no chang. abould b • .ad. 1n 
thia pre.rranged plan .,lth out the prior appro .. al ot thl. ottl0 •• 
H.ndling ot .. tt.r_ dlp.ot .,ith the tr.n.port.t10n co.paDJ 1_ 
dlaoourage4 teoa ... ot the po_albl. r •• ultlna 
end oert.ln preparatlone thet .,111 41.rQPt the 
the deoentra11aatloD •• r,loe wblCh ha. te.n 
tlllt7 ot .-kIng tbl. _ .... 

!h. tollowing 1natruotlona 
1n PI'&»=ring 70ur otn •• • quipMnt tor 
ot lnatructlona to eaplOJ.e. tor the __ at 
ett •• ta, 

poU.,. or 
wi tb r .. ponal-

abcmJd b. tollowed 
&at tb. 
th.'r 
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a ttaabed Doring a t7P1ed 

I 



- 2 -

furniture plan with In.truction. for Indicat i ng the d1fferent 
plece. of turn1turo. On receipt of tho furniture plane for 
each room th18 office will propos. coaplet. plan' for each 
floor and copl •• will be fUrni.hed. to the tran.portation 
company, our In.pector end your ropreaenta tive at the d •• tlnation 
to be used In the proper placill6 of the turn1ture in t he new 
location. 1'0 chall6e of any n·ture should be _de I n tbe.e plena 
oxcopt by agree_nt with our . ash1ll6ton oftice . 

Each oeparate article, de.k, chair, box , package, etc., 
must have a tag attached, If po •• lble; If not . a .tlcker, .uch 
merle to bear an -Art1cl. 1'0.". the room n1l'aber In ths De. bui141J18 
.here artlcle bololl68, end floor OD wblch room 1. l ocated.. 7he •• 
de.lgnatlona to correspond to the turnl turs p] en'. 1£ mar. then 
ono bu11dill6 18 to be occupled.. a ds81gnatlcn of the buil4tng 
should be shown a1'ter the roo .. number. 

All artlo1ea 01' 1'urn1ture. 8uch 618 tilo oa ••• , •• otionel 
shelvlng, etc., that are bolted or other wlee 1'a.tenad together, 
ehould be di8a88embled. end 8ach piece properly .arked a. to 
location In ne. buildll16' 

MUltlple equipment, such aa •• ctional bookcases, shonld be 
marked wlth a tag or stlcker for eaoh saotion, ahowing on .uch 
tag or sticker the article n" .. bar 1'or the whole. and an additIon'1 
de.3gnetloD to 3ndlcate the Indlvldual pleoe. Pbr exe.ple, a 
soctional bookca8s Is Dumbered "Article Wo. 5". 'l'he ba.e would 
be marked -Uo. 5-Baae"; the bottom aection ".0. 5-Firet Se.tloD8, 
the next •• ction would be "No. 5-80cond Sectlon"; tha top ·1'0. 5 TOp· 
'!'his method of nu mborlng the artioles l a cS80ntla l ID order that 
.ucb piecea may be properly a •• embled when they r eaob their de.tln&­
tiOD, Rnd It will b. the raaponalbll1ty of your Qgency to aea that 
the.. artlcl.s are proparly D'tmbared and In the . equenoe In whiah 
they are to be aas_bled. 

All .ma1 1 artiole. ahould ba placed in box ... 01' .tr01l8 bas., 
and a]l booka, pamphlet., raoorda. ato., DOt In a oontaiDer ebOW14 
be securaly tied In ImncUaa Dot axoe",Sng 100 pO\l1vl. in •• 1gbt. 
end properly tagged. 

Loose uttar In da.k drawera ahould b. paOed lD paper 
or tied up 1n paokag.. am replaoed In th. desk drawer.. .0 
or other llquida abould b. l.tt In th. d.u.. but ahO.ld be put 
In boxea op.n end ol.ar17 vl.ibl. to the .... 1' •• 
should be looked, it poedble or •• kept aleeed. 

WheD a d.finite date has b •• D f1lted for the __ t ot otfio. 
fW'nitlU'e end auppl1 .. , it .Ul b. your re.po,..lbll1t,. to ••• tbet 
ay.r-ythtng 18 1n for the _ .... at that partleulRJ" t1M. 
You ahould turnhh ua a. !Web 1n edYanoe a. 18 po.dbl. a 1Iet ~ 
the O1'der 1n iIb1cb you de.ll. the .,... • .-401 that 1. to .a,., b7 
1'0_ D_bera, dl yl.10D n_bora, or otbuo d.fin1 t. OD. 
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All phon •• and buzzer. muat b. dlaconn.cted rPom any d.sk 
or other equipm.nt that 1s to be mo.ad. 

Bo lao •• pap.rs or other _ter1al can b. handled. Th..,. maat 
b. in contalnars or packages and properly mdrked. 

Arrangements ,,111 b. _de by thh offico fOJ' olovator operator. 
and for the neoe •• ary aoc ••• to your buildlng _ Prior t o the .tart 
of tho mo •• , you ,,111 be ad.laed of the arrangement th the 
oustOdian tor t he use ot the .l •• ator. and bui l dlng outlet., 

When the movlng .tart., thc ~raneportQt1 on COMp D7 ,,1il ha.e 
an exp.rienced gr'oup ot ,,'O.er8, "ith a marl 1n oharge a t both 01'11$111 
and destinatlon buildings _ Thh oftloo wl11 a bo have an in.speetor 
in eaeh buildiog. It 1. desirable thnt you have an oJeperIe,...,"" 
elII>loyee who i. tsm1l1ar with tho equipment and !"urnit'ure pr.,.ent 
at .aeh bUiLUng in ord.r that ho mel' bs consulted 1n connectIon 
"Ith tho 'IIO.e. It there i. any que.Uon ari81ng whil. the .,.. 
1. 1n progre •• , it shonld be tek ... up with our 1n.pector on the 
Job and be, 1n turn, will take the ... tter up with the tran.portatiOD 
compsny. Thi8 1e thought nece8.".17 in order to keep down conua 
vore1ea bet"een your timploye .... nd thoaa of the transportation 
comp·ny. 

Household Ooods of k"'l'loyee ... : 

The i rsneportat10n Dlv1e1on of Deoentra,l1zat1on 
should be :f\lrn1ahed ,,1th Q cortl.tled alphAbe ticAl liat 01" aU 
eltlploy.... that are to mo.e. ahowing home "".dro.tl ., hOi •• telephone 
nUlllbar. 1.f any. and bua1l1sse phone and depondent statu . 

You w1ll bo !"urn! abed n letter ot instruct1l)ns fbI' d 1.trlbu, 
tion to the apl07ees. along with an i nventory blarrk !oz' the 
purpo.e or ahowing the amount or household ettecta .. ell .,,,,101". 
h ... to IIOve. (In 80'118 case. theee in.entorl08 h u. b.en PI'"10 ... 17 
turniahed.) The •• bl-nk8 .hould be dl.trlbuted t o the empla,ee. 
ln triplioate end. a" outlined 111 tho 111atrucUona, thq will 
co,upl.ete the blank •• re';11l'ning two ooples to YOl1. am retaining 
ami copy for the1r own In.fol'_tlon. Th •• a two oopie. lIho")d ~. 
rOhU<1ed ~ate11 to 01U' otnu. Upoll l'aceipt ot t .h ... 
lDYentol'1ea the tftD.ponatloD 11111 lie taraiahed .1t:t1 an. 
cop,. and 1n8tl!'\lllt.11 to caU OIl the emplor" end .-Jr. detinUe end 
ca.plet. arr-ngen_Dt. tor the mo.e . In the event that an 
h .. not receIved '" oall 1'1_ the banapo ... 1;1Pn at 
.iz 4a.y. betore the,. deal .. to _.e. 01U' ~t1.ae . be 110\' n_ 
ot thi. t'aot 1n ol'4e. thAt pJ'oapt urangecrlnh ~ -. .... 1I1a 
the transportation OOllp~. InqIl'i'le. t_ e~., ... . -..a1JIc 
a. -.e .houl 4 be !wndled 111 a.eordanae with the inawuotlcm. 
t .. UMl by ottl ••• 

** .... 
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lOr the benetl t ot thoee who wl11 tlnd It neoea •• ~ tOl handle matter. wlth thi. ottloe , the tollowlng otti el la are 
in ohar " ot the Transportation Dh-idon ot the Decentrallr:atl_ 
Service. 

w. C. Clark, A • • l.tent 
C. E. Calvert, Chlet -
1'1. L . Snodgra.a, A •• lstant 

Plv1alon 

111'. Calvert and lIr. Snodgraas Will be obllrt,e'd With the 
r e.ponal bll 1ty ot h andll ng the det.l1. In connection with thla 
eove, and any cont.ct. n.eo •••• ry to the movo sh6u14~. made 
w1th either ot these otticlala . You .honld teal froe to C.ll 
oW' offia. on .ny "lAtter p erto..1nlng to the "bov •• 
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o 
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Very trul7 your. , 

/./ alton C. C.lark 
• 

C. Cl erk, ... l. t ent WAnaS-.r. 
I 

• 


	1942_0206_ClarkBrassor_Page_1_Image_0001
	1942_0206_ClarkBrassor_Page_2_Image_0001
	1942_0206_ClarkBrassor_Page_3_Image_0001
	1942_0206_ClarkBrassor_Page_4_Image_0001

