Moving Checklist
	
To Do
	Status
	Comments

	
	AS*
	AG*
	SD*
	AS
	AG
	SD

	Diplomas, passport copy, passport ID photos for [HR department]t/visa
	√
	√
	
	
	
	

	Get in touch with [Benefits Department] for information on health and dental insurance, disability, any other benefits
	
	√
	
	
	--Health insurance automatically switches over to Cigna—7/28
-- Flexible spending account—same as in NY
--Short-term disability plan—same as in NY
	

	Call [Benefits Department] for info on dental plan
	
	√
	
	
	Must switch from DMO plan to out-of-network plan—work automatically switches us over 
	

	Talk with [Benefits Department] re 401(k)
	
	√
	
	
	Automatic—nothing needs to be done.  Can still contribute to 401(k)  using bonus from Paris
	

	Talk with electronics guy re what we should buy in U.S. (dual voltage appliances, converters, transformers, etc.)
	
	√
	
	
	
	

	Call movers to arrange appointment (inventory)
	
	√
	
	
	
	

	Fill out inventory sheet for moving company
	
	√
	
	
	
	

	Talk with [Benefits Department]: (1) Get form indicating eligibility for Section 9-11, (2) payroll and tax questions, (3) Get certificate of coverage stating that I pay U.S. social security (give to [Paris Benefits Department] upon arrival in Paris)—same as #1?
	
	√
	
	
	Start early, it takes a full month, 3 VMs and several emails to get her to respond to you and then she sends you 100 forms to fill out ASAP (OK, really just 4 forms, but really annoying).
	

	Talk to Citibank to figure out linking U.S. and French accounts 
	
	√
	
	
	You can’t link accounts, can only set up account in person
	

	Figure out cancelling Equinox (gym), partial year reimbursement
	
	√
	
	
	
	

	Make Dr/Dentist appointments while still on NY insurance
	
	√
	
	
	
	

	Buy personal laptop
	
	√
	
	
	
	

	See if we can get copies of medical/dental files or if they will transfer records to someone in Paris
	
	√
	
	
	
	

	Book flight 
	
	√
	
	
	
	

	Notify NY Bar of change of address; cancel (certain) bar memberships?
	
	√
	
	
	
	

	Notify loan company of change of address
	
	√
	
	
	
	

	Stock up on contact lenses and meds
	
	√
	
	
	
	

	Sell electronics?
	
	N/A
	
	
	TV/VCR/DVD
	

	Buy anything that might be cheaper in the U.S. before I go
	
	√
	
	
	
	

	Cancel cell phone subscription or unlock it so it will work abroad
	
	√
	
	
	
	

	Cancel [utilities in the U.S.]
	
	N/A
	
	
	
	

	Cancel Timewarner cable
	
	√
	
	
	Cancel cable box in my room only
	

	Forward mail
	
	√
	√
	
	
	

	Change address on Netflix subscription
	N/A
	√
	
	
	
	

	Separate stuff out for storage
	
	√
	
	
	--Hairdryers
--lamps
--anything else that will not work in Europe
	

	Separate stuff out to bring on plane
	
	√
	
	
	- Blackberry
- AMEX
- Stuff for August
- Travel documents, cash, etc.
	

	Separate stuff out for air shipping (300 lbs via moving co., 3 boxes of documents via pouch)
	
	√
	
	
	- Work stuff
- Stuff for 1st month of work/temp housing
- Copies of last 3 paystubs
	

	Run a 7-minute mile
	√
	√
	
	
	
	

	Run more than one consecutive 7-minute mile
	√
	√**
	
	
	
	**Just kidding

	Figure out if I have to use all vacation time before I go or if it will carry over
	
	√
	
	
	
	

	Open bank account
	
	√
	
	
	
	

	Get credit card
	
	√
	
	
	
	

	Cell phone + pre-paid card
	
	√
	
	
	
	

	Find Dr./dentist
	
	√
	
	
	
	

	Get apartment, furniture
	
	√
	
	
	
	

	Set up cable/phone/internet
	
	√
	
	
	
	

	Notify NY bar, loan company, credit cards, others of new address
	
	√
	
	
	
	


* The identities of the associates have been concealed to prevent any embarrasment should someone else stumble upon this document on our work system.  The order of their names is purely alphabetical by first name and chronological by date of departure and is not intended to correlate to the self-worth of any individual.

	
	Start doing NOW!

	
	A few weeks before departure

	
	Last week!

	
	Ongoing

	
	Upon arrival
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