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From: Harry L Jenter/WRD/USGS/DOI
To: GS-W-VAres BRR ER
cc: Steven A Nagel/APS/USGS/DOI@USGS, Harry L Jenter/WRD/USGS/DOI@USGS
Date: 08/29/2006 03:32 PM
Subject: Labeling instructions for move from 2P-146 to 1P-113

Dear colleagues,

For those involved in the move from 2P-146 to 1P-113, this email lists the labeling instructions that I presented at the meeting last week regarding our move.  Specifically, labels should include the following:

1. The acronym "NRP".
2. The Project Chief/Task Leader's last name.
3. The words "SAMPLE ARCHIVE" if the item contains samples.
4. The word "FRAGILE" if applicable.
5. A contact name and telephone number for someone that can respond if the movers have questions.
6. Any other warnings or moving instructions that will help the movers move the item safely and without damaging the item, e.g. "THIS END UP" or 'CAUTION: SHARP EDGES".

If you wish an item to be discarded, please label it very clearly with the word "DISCARD" or the word "TRASH".  Items labeled in this manner will be the only items discarded.  Everything else will be moved to 1P-113.  We will try to get a dumpster positioned outside of 2P-146 so that you may dispose of some items yourself.  I will provide you with more information when/if the dumpster arrives.

If you wish to surplus an item, please take care of that as soon as possible, but no later than mid-September.  We must vacate 2P-146 completely, and cannot leave anything behind in the room or the hallway.

Thank you for your cooperation.

-Harry
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