@,

7 MONASH University

Initial advice of Relocation.
Ensure there is 10 days
notice of move.

Relocation Flowchart
Friday 18" April 2008

Contact SMU e-mail
space.management@admin.monash.edu.au

Client to nominate staff member to
represent their area

Make contact with Client —
establish scope of Relocation.

Establish the scope of work such as number of people, furniture
involved etc..
Obtained layout from Space Management website

A. ITS support

Discuss Relocation procedure

B. Packing self or by removalist
C Timing — additional cost for immediate relocation.
D. Fragile items or pictures / Monash Gallery
E. Business Machines if leased must be relocated by leasing coy,
Monash owned equipment can be relocated.
F. Electronic whiteboards / normal whiteboards

Client may need:-
Keys, update Security
Access and Mail
Distribution

Enter Heat Request

Heat Request.
Send ITS spreadsheet for voice/data data, IP address etc to client.
Enter Heat Request

\/\

Enlist the services of a
Relocation Company

A. Relocations begins either 7.00am and/or 10.00am
B. Costing either quote or per hour
C. Organise cartons and stickers
D. Confirm name, type and quantity of furniture being relocated.
E. Confirm if Removalist packs or client packs
F. Ensure Removalist have attended Monash OH&SE video

Actual Relocation

New location
A. Deliver furniture

Old location

. Move any furniture requested
by client

Follow up with client

B. Get master key of building
> supervise relocation. arrange for pick up if applicable.
Beims requests such as lighting and/or air conditioning issues.

C. Brief Removalists of relocation Relocate furniture to either new location
Return old keys. Clean old location site.

A. Advise security of Removalist on site
D. Relocation Officer on site to ‘ or Monash Storage 56. If hired furnlture‘
Feedback — ensure client is satisfied with relocation. Assist in any

Reporting

A. Update Space Management Allocation Map.
B. Update Space Management Spreadsheet

X

\/\

Invoice / Payment to
removalist.
Internal charge to department
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