
Decommissioning & Asset Disposition
Unisource Solutions offers comprehensive workplace strategies to 
companies, including office space decommissioning and net-zero 
partnerships. We strive to repurpose, refurbish, and repair these assets as 
needed, regardless of their location. When our clients wish to reconfigure or 
set up a new office, we access their inventory and redeploy it as required, 
minimizing waste and maximizing efficiency.

Warehousing & Inventory Management
With our primary hub in Los Angeles and secondary facilities in major U.S. 
markets, we provide national storage and distribution of your company-
owned furnishings. For your in-office and offsite needs, our web-based 
platform allows you to schedule service, verify job status, browse your 
inventory, and reserve product at any time from any location, giving you the 
ability to efficiently track space, personnel, equipment, and furnishings 
throughout your workspace.

Move, Add, Change
We’re prepared to meet any of your corporate furniture needs. If you’re 
relocating or reconfiguring, we provide quick and effective furniture 
solutions. From small ergonomic requests to entire office moves and 
installations, we ensure you’re maximizing your occupancy levels.

Occupancy and Engagement
Providing tailored packages to optimize the employee experience, Unisource 
Solutions is proud to offer a combination of workplace services, and real-
time activity and occupancy analytics to help you accomplish your goals 
using workforce analytics. We will assess your office to unlock undervalued 
space and more effective solutions to your business goals to help create 
agile environments that speak to all generations and diverse working styles.

Relocation
As a licensed moving company, we make office relocation easy. We oversee 
jobs of all sizes, from local moves to national distribution of excess 
furniture. We devise a furniture reuse plan, reinstall systems furniture, 
and manage seating assignments. We’ll pack, tag and deliver your office, 
working with you to make your move seamless.

Workplace Performance Metrics
We provide verifiable performance measurements, from cost and occupancy 
analysis to employee satisfaction and engagement levels. Developed in 
collaboration with our partners, we measure workplace performance and 
satisfaction as a strategic tool to positively impact agility, activity-based 
design, employee engagement, cost reductions and deliver insights that 
drive better workplace strategies.

We’ve been around since 1987 and have become one of the most extensive moving and installation services company in California. Our 
goal, like yours, is to make the most productive and affordable use of your furniture investment by “putting it back to work.” Through our 
secure warehousing that uses fully enabled web applications and state-of-the-art technology, we bring furniture inventories, drawings, space 
allocation data, work order status, and customized benchmarking reports directly to your desktop.

On-site Services
Logistics, Inventory and Move Management



Unisource Solutions’ in-house move management services adapt 
to your evolving requirements. Our role is to bring all the pieces 
together and coordinate the processes that make a successful 
project, such as:

From the products we represent and produce, to the services we 
offer, we are committed to making the most of our clients’ resources 
while minimizing the impact on our planet. Reusing and recycling 
valuable corporate resources helps reduce disposal costs, minimizes 
unnecessary purchasing and creation of new product, and diverts 
tons of waste from our landfills. Additionally, our furniture removal 
services utilize hybrid trucks. Here are a few steps in our process for 
reducing, re-using, and recycling resources:

•	 Repair and refurbish viable assets and recycle them back into 
the workplace.

•	 Our centralized recycling program diverts metal, paper, and 
pallets from ending as waste.

•	 Repurpose items that can be down-cycled, through facilitation 
of liquidation sales and large-scale donations.

•	 Developing and administering a move plan and schedule.

•	 Coordinating all vendor activities and deliverables.

•	 Monitoring the status of the project throughout the project.

•	 Coordinating space planning activities.

•	 Creating an inventory of surplus furniture and equipment to 
be disposed of.

•	 Development and implementation of a Department Move 
Coordinator program.

•	 Preparing comprehensive employee move instructions to 
ensure a  smooth transition and assist in fostering positive 
employee morale.

•	 Providing on-site management throughout move process.

•	 Developing a complete new location welcome program for all 
employees.

•	 Providing on-site post move coordination at new location.

•	 Coordination of clean up activities at vacated location.

Move & Project Management

Our Commitment to Sustainability

Unisource Solutions - Move Management Services

How Services Are Managed and Supervised
Unisource Solutions utilizes a time tested and proven effective process in support of project and incremental MAC service 
requirements. Our process has the flexibility to adapt quickly to evolving requirements while maintaining a laser focus on 
reducing costs and enhancing the user experience. Our process carefully organizes the management and tactical resources 
necessary to meet the service objective. Project programing elements included:

• Discovery

• Establishing the project schedule and milestones

• Budget scenario

• Communication

• Resources

• Validation

• Technology supporting change

Documentation in support of our process for executing services activity provided:

• Relocation planning process

• Smooth Move Process

• Move Packet

• Per-field	checklist

• Post move checklist

• MAC move process checklist

• CAFM update process

Unisource Solutions reporting capabilities include:

• Executive summary of account

• Customer satisfaction

• Inventory transaction history

• Inventory aging

• Open/closed work orders

• Inventory liquidations

• Inventory recycling

Documentation of our on-line Services Request System:.

• View inventory

• Create work orders and reserve inventory items

• Warehouse inventory functions

• Inventory cycle counts

MAC Guidelines Packet

MAC Process ChecklistPre-Move Checklist

Action Steps List

We’ve been around since 1987 and have become one of the most extensive moving and installation services 
company in California. Our goal, like yours, is to make the most productive and affordable use of your furniture 
investment by “putting it back to work.” Through our secure warehousing that uses fully enabled web 
applications and state-of-the-art technology, we bring furniture inventories, drawings, space allocation data, 
work order status, and customized benchmarking reports directly to your desktop

Move, Add, Change
We’re prepared to meet any of your corporate 
furniture needs. If you’re relocating or reconfiguring, 
we provide quick and effective furniture solutions. 
From small ergonomic requests to entire office moves 
and installations, we ensure you’re maximizing your 
occupancy levels. 

Relocation
As a licensed moving company, we make office relocation 
easy. We oversee jobs of all sizes, from local moves to 
national distribution of excess furniture. We devise a 
furniture reuse plan, reinstall systems furniture, and 
manage seating assignments. We pack, tag and deliver 
office furniture, equipment, and personal contents, 
working with you to make your move seamless.

Project Management & Process Improvement
We improve efficiencies in all stages of the relocation  
and renovation process. Our project managers 
ensure success of each phase. We’ll handle estimates, 
communications, documentation, and coordination, and 
align our efforts with other vendors.

Warehousing
We own 400,000-sf of warehouse space in California. With 
primary hubs in Los Angeles and Oakland and secondary 
facilities in major U.S. markets, we provide national storage 
and distribution of your company-owned furnishings.

Inventory Management & Availability
For your in-office and offsite office needs, our web-based 
work order platform allows you to schedule service, verify 
job status, browse your inventory, and reserve product at 
any time from any location. We consistently monitor your 
inventory to ensure that we are storing high use product. 
Routine product receipt and transfer reports will illustrate 
your inventory’s availability. Plus, our hosted Computer 
Aided Facility Management (CAFM) solutions give you the 
ability to efficiently track space, personnel, equipment, and 
furnishings throughout your workspace.

24/7 Customer Service
Whether you have a warranty question, need furniture 
repair or cleaning, or are interested in an office furniture 
maintenance program, our knowledgeable customer 
support staff can help.

Logistics and Inventory and Facilities Management

Moves, Adds & Changes Guidelines 

Unisource Solutions - Moves, Adds & Changes Guidelines 

Project Action Steps

Pre-Project:

• Walk through all areas of project activity to obtain true scope of work

- Document all ergo conditions
- Measure space

• Create inventory pull lists for warehouse

• Provide clear and accurate proposal

• Schedule all necessary internal resources:
- Manpower
- Move consumables
- Vehicles
- Special equipment as needed

• Facilitate/chair/attend all project meeting(s)

• Create, update and distribute project timeline to all persons involved with the project

• Deliver move boxes, labels and packets 1 week prior to start date or as requested by Facilities Rep

• Create move maps and cut sheets for move team

• Create welcome packets for all offices

• Hang all cube/office flags in origin and destination

• Hang directional signage and large color coded floor plans for move team

• Send names of all crew members for day(s) of and post project teams to Security one day prior to project start

Day(s) of project:
• PM to meet move crew at Security office to complete sign in process

• Install building protection in origin and destination locations

• Deliver product as needed

• Install product per approved installation plans

• Provide daily progress updates to Facilities Rep – provide solutions for issues encountered

• Perform morning walk through of origin locations to ensure packing is on schedule

• Report any packing issues to customer

• Complete Carton Relocation Forms for all offices

• Conduct pre-project meeting with crew(s) to communicate:
- Scope of work
- Distribute move maps and cut sheets
- Project timeline and expectations – site decorum and communication paths
- Scheduled break and meal times – stagger to ensure constant activity

• Dispatch crew to origin locations as needed

• Install/remove building protection as required

• Disconnect, pack and protect technology items onto machine carts

• Communicate any requested changes or issues to Facilities Rep immediately

Unisource Solutions - Moves, Adds & Changes Guidelines 

Pre-Move Checklist

Project Name:___________________________

Date: ___/___/___ Location: _______________ Move Date: ___/___/___ 

Existing Items Needing Removal: 

Files/Paperwork?     Yes__ No__ 
Personal Items?     Yes__ No__ 
Office Supplies?     Yes__ No__ 
Computer Equipment? Yes__  No__ 

Comments:_______________________________________________________

Office Condition: 

Patch / Paint? Yes__  No__ 
Carpet Repair?     Yes__ No__ 
Clean Furniture?     Yes__ No__ 
Vacuum?      Yes__ No__ 

Comments:_______________________________________________________

Office Keys/Furniture: 

Are All Keys Available? Yes__  No__ 
Missing Key Numbers:______________________________________________

Are the following furniture items installed? 

White Board      Yes __ No __ 
Task Light      Yes __ No __ 
Chair       Yes __ No __ 
Trash Can      Yes __ No __ 
Pedestal      Yes __ No __ 

Furniture items to be removed:_______________________________________
Describe and Ergo conditions:________________________________________ 

Lead Signature:_________________________ Date:____________________

Pre-Move Checklist

Project Name:___________________________

Date: ___/___/___ Location: _______________ Move Date: ___/___/___ 

Existing Items Needing Removal: 

Files/Paperwork? Yes__  No__ 
Personal Items?     Yes__  No__ 
Office Supplies?     Yes__  No__ 
Computer Equipment?   Yes__  No__  

Comments:_______________________________________________________

Office Condition: 

Patch / Paint? Yes__  No__ 
Carpet Repair? Yes__  No__ 
Clean Furniture? Yes__  No__ 
Vacuum? Yes__  No__ 

Comments:_______________________________________________________

Office Keys/Furniture: 

Are All Keys Available?    Yes__  No__ 
Missing Key Numbers:______________________________________________

Are the following furniture items installed? 

White Board Yes __ No __ 
Task Light Yes __ No __ 
Chair Yes __ No __ 
Trash Can Yes __ No __ 
Pedestal Yes __ No __ 

Furniture items to be removed:_______________________________________
Describe and Ergo conditions:________________________________________ 

Lead Signature:_________________________ Date:____________________

Pre-Move Checklist
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MAC Move Process Checklist 

Project #: # of People Moving: 

Project Start Date: 

‘To’ Location ‘From’ Location 

Building/Floor: Building/Floor: 

Client Meeting Project Meeting 

Date: Date:

Location: Location:

Time: Time: 

Name Company Phone # Fax # E-mail Address
Client Contact 

Workspace Planner 

Project Manager (PM) 

IT Coordinator  

Furniture Dealership 

Furniture Manufacturer 

Move Coordinator   

Lead Installer 

Telecom Vendor 

Architect

General Contractor 

Electrical Contractor 

Building Management 

HVAC

Security

MAC Move Process Checklist
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Project Approach

Documentation in support of our process

MAC Guidelines Packet

MAC Process Checklist

Project Action Steps

Pre-Move Checklist

Recycling Repurposing
(including donation)

Disposal 
(as last resort)

Reuse
(including resale)

Reused / Recycled Product in 2023
By Weight (metric tons)

Metal

E-Waste

Liquidation

Wood (pallets)

Cardboard
590

tons

104
tons

44
tons

2tons

10tons



Union Bank
Multiple Locations, CA & NY

State Fund Move and Recycling 
Multiple Locations, CA

AT&T Move and Decommission
El Segundo, CA

At the beginning of 2021, Union Bank came to us with a need to 
decommission multiple locations throughout California and New 
York. With so many assets being disposed of, Union Bank asked that 
Unisource Solutions manage a mass donation of the excess furniture 
from their sites to over 50 local non-profit organizations in California. 
Ultimately, we helped reduce Union Bank’s storage inventory by 70%, 
resulting in 38,769 total cubic ft of donated product with a value of 
$1.5M. 

AT&T, the world’s largest telecommunications company, worked with 
Unisource Solutions to save costs and reduce its carbon impact by 
consolidating their Los Angeles operations. Focused on operational 
efficiencies, the multinational conglomerate is giving up many of its 
commercially leased office spaces and moving personnel into other 
centralized locations. We were tasked to decommission eight floors, 
spanning almost 205,000 square feet, and accounting for more than 
1,300 units of office and systems furniture.

In 2022, State Fund decided to close one of their Monterey Park 
buildings so they could repurpose four floors of furniture. As a 
longstanding, trusted partner who regularly oversees their moves, 
adds, and changes, State Fund turned to Unisource Solutions to assist 
with their facility request. The goal was twofold. The first focused on 
re-homing items —reusing office furniture and equipment in other 
locations, and recycling or donating unneeded items to a third party. 
The second concentrated on sustainably deconstructing pieces - such 
as metal and wood, as recyclable resources.

Read full case study >

Read full case study >

Read full case study >

As a leader in office relocation and logistics, we strategize and execute the entirety of the move process for you. We will assemble a 
transition team and devise a comprehensive move management plan. Below are some large move projects that we completed for our 
clients recently.

Onsite Support / Accounts

Unisource Solutions - Move Management Services

Includes:
•  (75) Sensors with Utilization Dashboard 
•  (2) Test fit space plan requests under 50 setups each
•  (2) “What if” design scenarios, based on workplace analytics.
    (A $2,200.00 value)
•  On-site scheduled visit each quarter to move sensors as   
    required. 2 men, 8 hrs.  (A $3,020.00 value)

Includes:
•  (75) Sensors with Utilization Dashboard 
•  (1) “What if” design scenario, based on workplace analytics.
    (A $1,100.00 value)

$8,500.00/month   $114.00/per sensor
Plus $3,758.00 equipment set up cost

$6,500.00/month   $87.00/per sensor
Plus $3,758.00 equipment set up cost

Premium Subscription Value Subscription

Program Costs

For as little as $87.00 per sensor a month, you can start 
to realize the benefits of a fully integrated Service and 
Workplace Analytics Solution.

Cost Savings

Companies are always looking for ways to decrease the 
amount they’re spending on a regular basis. While many 
business leaders may be wary of the additional expense of 
implementing data analytics software with an integrated 
service solution, the cost savings can be substantial. With 
intelligence tools, organizations can pinpoint what design, 
agility strategies and more are not working as well as 
they should. This doesn’t require complete replacement, 
however, as augmentation can provide just as good of a 
fix, according to SAS Institute. With in-depth insight from 
analytical solutions, companies can eliminate the resources 
they don’t need for success and ensure the tools they have 
are enhancing their effectiveness and efficiency. Data can 
be gathered in real time, allowing business leaders to make 
choices on the spot, instead of having to wait for long 
periods of time for helpful data.
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What Next?

• No need to pivot your data in complex spreadsheets. No need to build, maintain and administer an underperforming and 
unsecured do-it-yourself analytics solution. We take care of this for you.

• Take advantage of our feasibility and impact workshop to define the most impactful solutions for your specific organization.

• Document objectives and key results.

https://www.unisourceit.com/portfolio/union-bank
https://www.unisourceit.com/portfolio/att
https://www.unisourceit.com/portfolio/state-fund

