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Main Points 

1. A lot can go wrong when 

moving or rearranging a 

warehouse or distribution 

center.  Risks can be better 

managed with a 

comprehensive move plan. 

2. The Warehouse Move 

Checklist (RMA 712) is 

pre-defined to capture the 

most common tasks.  It is a 

reference list from which 

to populate a Gantt Chart 

for your project. 

3. Different types of 

equipment are listed.  

These can be deleted if not 

present or involved. 

4. Some tasks are merely 

suggestive reminders that 

may result in additional 

tasks be inserted. 

5. The checklist has columns 

for start and finish dates, 

number of calendar days, 

and color-coded status. 
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Main Points 

1. When the new layout 

involves installation of 

new automated equipment 

and systems, additional 

implementation planning 

tasks are needed. 

2. The list here is generally 

applicable to projects 

dependent upon software, 

hardware and their 

integration with 

mechanical systems. 

3. System integrators and 

suppliers will have their 

own standard task lists and 

will manage their work, 

but the planner still needs 

a comprehensive project 

plan with Gantt Chart that 

covers the major activities 

associated with new 

automation. 

4. This is especially true with 

respect to sourcing, before 

integrators or suppliers are 

on board.  And to 

acceptance testing and 

training as installation and 

commissioning draws near. 
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Main Points 

1. On small, simple 
rearrangements, the 
operators themselves may 
make the installation, using 
no more than a handwritten 
task list on a flip chart or 
white board.  

2. But large, complex 
installations often require a 
variety of skilled trades, 
outside services, suppliers, 
contract movers and 
installers. 

3. Each requires time and 
labor and their work may 
need to be preceded by or 
interleaved with that of the 
others. 

4. Detailed instructions and 
schedules, and usually an 
expense budget will be 
needed. 

5. The Gantt Chart is the best 
way to schedule and 
monitor the work on 
significant projects where a 
simple list is not sufficient.. 
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Main Points 

1. Moving machinery and 
equipment offers an 
opportunity to make other 
changes and improvements 
in the operation. The 
possible improvements 
listed here should be 
considered. 

2. Where such actions are 
desirable, they must be built 
into the schedule and 
assigned to the appropriate 
individuals or teams. 
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Main Points 

1. Often, there is a desire to 

relocate or reconfigure 

existing storage racks. 

2. Such re-use can be 

complicated if the facility has 

been in place for many years 

and the current racks are of 

several makes or designs. 

3. In the example here, the 

company wants to reuse as 

much rack as practical when 

relocating to a larger facility.  

4. Current racks include both 

structural steel (bolted) and 

roll form.  The roll form is of 

several makes and designs that 

are not interchangeable. And 

crossbeams are of two 

different lengths 

5. Because racks are best 

installed as structures of two 

back-to-back rows, the 

planners must map the current 

rack to the future layout by 

type and design. 

6. Current condition must also be 

considered as damaged 

uprights and crossbeams may 

be beyond or not worth 

repairing. 

7. Given these complications, it 

is always easier to buy new or 

reconditioned rack if the 

budget will allow. 
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Main Points 

1. The centerline method is 
most commonly used in 
locating equipment. It may 
be necessary to dimension 
to both sides of the machine 
(or machine template) if the 
reference point is not 
clearly defined.  

2. The use of triangulation 
requires three dimensions to 
be specified for proper 
location of equipment. 

3. Machines can also be 
located from aisle markers 
as if the measurements 
were given with respect to a 
wall. Here, the outside edge 
of the aisle marker 
customarily used as the 
measurement line. 

4. Note that for large, 
interconnected systems 
such as in automotive body 
assembly shops, all 
equipment locations are 
typically referenced to a 
single master column. This 
is because there is too much 
variability in actual 
building column placement 
to use multiple columns as 
reference points. 
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Main Points 

1. Move Order used in 
conjunction with a work 
order system.  

2. Each item of machinery or 
equipment is identified on 
one line; from and to 
locations are placed 
opposite; and instructions 
entered below.  

3. Space at right is for follow-
through notes such as 
installation delays, movers' 
explanations, and 
completion sign-off. 
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Main Points 

1. The Installation Instructions 
Summary is a condensed 
way of issuing instructions.  

2. The item number is keyed 
to the layout plan for easy 
reference.  

3. Description refers to the 
equipment being moved.  

4. A check or an X in the 
columns under Utilities 
indicates services that must 
be provided or removed.  

5. The Electrical column calls 
out the electrical 
requirements.  

6. The columns labeled 
Millwrights-Mechanical 
and Electricians will hold a 
brief description of the 
work each trade is to 
perform.  

7. The remainder of the form 
allows room for instructions 
or special assignments for 
other people involved with 
the installation. 
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Main Points 

1. For routine and small 

rearrangements, a standard 

“checklist” worksheet like 

this one may be sufficient 

for planning and managing 

installation. 

2. For more complex projects 

a Gantt chart is preferred. 

3. Installation Coordination 

Worksheet is used to assign 

responsibilities and check 

status of installation 

planning.  

4. This sheet shows the timing 

established for each step in 

coordinating a move.  

5. Along with the due times go 

assignments to specific 

individuals for the 

completion of each step.  

6. A status report is issued 

periodically (information on 

the right side of the form) to 

prevent detail "fall downs" 

from affecting the 

completion date scheduled 

for the entire project. 
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Main Points 

1. A periodic progress record 

informs the various 

interested parties of the 

progress being made on 

each layout installation 

project.  

2. Each project is listed as an 

aid in keeping the layout 

planners and the layout 

installers (in this case 

Process Engineering) 

moving along together. 

3. Projects falling behind can 

be highlighted; the cause 

of delay and the party 

responsible for corrective 

action can be identified 

and reported. 
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Main Points 

1. The Installation Record 
serves as a progress sheet 
of each piece of 
equipment's installation. 

2. By checking-off and/or 
writing-in as necessary, the 
sheet gives work 
assignments and 
completion due dates at 
left, installation 
completion sign-offs at 
right, and acceptance of 
the installation below.  

3. The sheet will be kept with 
the machine until its 
installation is completed 
and accepted.  

4. Any reason for delays in 
installation or hook-up can 
be entered in the comments 
section or as a footnote. 

5. Return of the form to the 
issuing office indicates 
completion of this 
machine's installation.  

6. If an electronic document 
management system is 
available it may perform 
the same functions without 
the paper form. And 
disciplined file naming and 
revision numbering can 
achieve the same results 
without specialized 
document management 
software. 
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