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Moving Checklist

Best Practice: A move provides an opportunity to review all of your business operations, services,
communication equipment, IT, Telecom, and Internet services.

Send Change of Address To:

__ Post Office

___ Current Vendors
___ Customers
___UPS

___ Federal Express
___ Printer

__ Newspapers

___ Others

Change Deliveries:

____Bottled Water

___ Coffee Service
____Plant Service
____Cleaning Service
____Copier Service
___Computer /IT Services
___ Delivery Service
____Others

Important Contacts: Name

Real Estate Broker

Office Technology:

___ Order Commercial Security
____Install IP Cameras
__Install Access Control

___ Order Document Shredding
___ Check Google Places
____Website Redesign
____Video Surveillance
___New Office Furniture
___New Credit Card Processing

____Order New Signage

Miscellaneous:

____Order Parking Spaces
____Order Keys (How Many?)
___ Order Commercial Security
___Order Cable Television
___Order Electricity

___ Order Document Shredding

Email Phone

IT/Telecom/Internet:

___ITMSP Vendor

____VolP Phone Vendor
___Review Telephone Bill
___Review Internet Bill
___Review Network Infrastructure
____ Printer Locations

____IT Closet Cooling & Ventilation
____IT Asset Inventory Report
___ITTechnology Upgrade List
___Order New Telephone System
___ Copiers & Printers

____Video Conferencing

___ Hire Carpenter

___Hire Electrician

___Hire GC (General Contractor)
____Order New Flooring

Building Manager

General contractor

Sign Company
Space Planner

Telecom

Office Furniture
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Internet Services

Notes & Reminders

Myra Brown - CEO

myra@highvaluesigns.com

0:(972) 915-6970

c:(214) 995-2717



