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BUSINESS RELOCATIONS

PERSONAL CHECKLIST

1. All personal effects packed into cartons and or crates provided.

2. All cartons and furniture clearly labeled and numbered according to destination   layout. (on the side of the cartons)

3. All computers, printers, telephones and other electronic equipment to be disconnected and clearly labeled. (label on the monitor screen for PC’s)

4. Filing cabinets to be locked (where possible) and keys taped to the back. Lateral cabinets and 2 Door cabinets, credenzas and rubbish bins to be emptied.

5. Desk drawers to be emptied. Desks with returns will generally be separated for relocation. Please ensure both components are labeled appropriately.

6. All whiteboards and pin boards to be removed from walls. Paperwork attached should also be removed. Critical information on whiteboards should be recorded elsewhere.

7. All artwork and paintings to be removed from walls and placed in one central area for removal.

8.    Fridge to be emptied and kitchen prepared for relocation.

9. Hired plants not being relocated should be de-hired prior to the relocation.

10. Leased photocopiers: Please confirm relocation arrangements with the relevant leasing company.

Please ensure that all items and cartons are clearly labeled according to the destination layout. This preparation will ensure logical and systematic workflow, with the correct placement of all items at your new premises.

Please do not hesitate to contact us for further information.

Kind regards,

CROWN BUSINESS RELOCATIONS

Ollie Sione

Ph. 09 414 3555

CUSTOMER RELATIONS MANAGER
