Packaging Recommendations

Laptops
· Use a box to pack laptops

· Pack the notebook and any cradle or port replicator together

· Double wrap each laptop in “large bubble” bubble wrap and secure with tape

· Separate each laptop bundle with paper or cardboard

· Place AC Adapters, external keyboards, and other peripherals on the top of packed laptops

· Do not pack tightly in box

LCD Monitors
· Wrap Monitor with “large bubble” bubble wrap.

· Wrap power cords around the base

· Place Monitor in box on its side.

· Ensure that the pedestal or base, power cord and signal cable have been included.

· Where multiple monitors are being packed, ensure that no pressure is being applied to the glass surfaces by other parts.

Desktops
· Place unit in a plastic bag and seal with tape.   Wrap each unit with bubble wrap.

· Wrap keyboard with bubble wrap and seal with tape.

· Place unit, keyboard, mouse, power cords, etc in a box, or tie together using packaging tape.

Printers
· Remove toner cartridge, place in plastic bag and seal with tape
· Wrap detachable trays separately

· Place printer in plastic bag and seal with tape

