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Conditions for District Moves through Purchasing/Warehouse 
 

✓ Date and location of the forthcoming move should be known prior to submitting the correct 

form: CCSD Warehouse Transfer or Pickup (SHIPPING-1) 

Please see How to use the SHIPPING-1 form for instructions. 

 

✓ Please obtain packing materials for all moves. Purchasing/Warehouse does not supply 

such items. 

 
✓ File cabinets must be emptied prior to the move. 

 
✓ All boxes should be closed and tightly sealed. You are encouraged to have boxes labeled 

with a person and/or department’s name, and reference of enclosed materials to allow for 

an easier transition when unpacking and settling in the new area. 

(Example: J.Doe/ABC Department or Room #/Log Sheets) 

 
✓ Warehouse staff will not move personal items such as pictures, plants and similar. 

 
✓ The Warehouse does not move computers, desktop printers, or copiers. The school or 

department's site-based technician should move computers and printers. To move copiers 

that are not considered beyond economical repair (BER), please contact Karen Purdy (702-

799-5225 x5432) or Kacy Noyce (702-799-5225 x 5444). They will assist you with arranging 

the move. If a copier is beyond economical repair, you should follow the BER Equipment 

Replacement process shown in the following link. 

(https://www.ccsd.net/resources/purchasing-and-warehousing) 

 
✓ A contact person and phone number is needed in case there are any questions before, 

during or after the move. This person may be needed on site during the move. 

 
Due to various priority periods throughout the school year and summer months, there may 

be limited availability of staff and services. Please begin to schedule your move as early as 

possible. 

 
Warehouse staff will contact you with any concerns to provide the best move possible. You 

are welcome to contact Purchasing/Warehouse for any clarification you may need prior to 

the move and/or arrange for a conference call. 

 
Contact: Ken Delosier   email: deloskc@nv.ccsd.net   702-799-5225 x5584   WAN 0099-5584 

 

https://prd-wd.ccsd.net:8121/sap/bc/webdynpro/sap/zmm_ship1_req?sap-client=400
https://resources.finalsite.net/images/v1778269195/ccsdnet/qcxsj2m2hcshksyp66wr/How-to-use-the-SHIPPING-1-form.pdf
https://www.ccsd.net/resources/purchasing-and-warehousing
mailto:deloskc@nv.ccsd.net

