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Model:      
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Date:      



PRINT NAME CLEARLY

This is for a 
 FORMCHECKBOX 
 Delivery 
 FORMCHECKBOX 
 Removal
 FORMCHECKBOX 
 Re-site Out
 FORMCHECKBOX 
 Re-site In
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Customer name: 
     

Delivery address:
     


     

Postcode:      

Contact name: 
     





Tel:      



Fax:      


What hours / days can we deliver?      

What hours / days can we NOT deliver?      

Directions to find the address:      

     

Access OK for 17.5 tonne lorry?   FORMCHECKBOX 
 Yes    No  FORMCHECKBOX 
 

Details:      

(Check road restrictions, entrance height & width, turning space inside site)
Park where?      

Entrance to be used:      

(Check ALL ways to the machine’s location. Specify clearly which entrance on which side of which building)
There are      
 steps between lorry and entrance. These are at least 1100mm (43”) wide 
 FORMCHECKBOX 
 Yes    No  FORMCHECKBOX 

INSIDE THE BUILDING
Mark the ‘YES’ box only if the specified conditions met and delivery will be straightforward. If ‘NO’, give exact dimensions and use the space on side 2 for further explanation.
Machine location:      



a)
All CORRIDORS are at least 1200mm (47”) wide 
 FORMCHECKBOX 
 Yes    No  FORMCHECKBOX 
 Details:      

b)
All DOORWAYS are at least 810mm (32”) clear width 
 FORMCHECKBOX 
 Yes    No  FORMCHECKBOX 
 Details:      

c)
All FLOORS OK for wheeling the machine on its castors? 
 FORMCHECKBOX 
 Yes    No  FORMCHECKBOX 
 Details:      


(not marble, polished wood, loose carpet tiles or fitted carpet)
d)
LIFT to be used?  FORMCHECKBOX 
 No    Yes  FORMCHECKBOX 
 Does it stop at the correct floor?  FORMCHECKBOX 
 Yes    No  FORMCHECKBOX 
 Details:      



Maximum load rating is at least 500kg (7 persons)? 
 FORMCHECKBOX 
 Yes    No  FORMCHECKBOX 
 Details:      



Depth inside is >1200mm (47”) and doorway >800mm (31”)?  FORMCHECKBOX 
 Yes    No  FORMCHECKBOX 
 Details:      



Any handrails or obstructions in the lift?


 FORMCHECKBOX 
 No    Yes  FORMCHECKBOX 
 Details:      



Will a lift engineer be required?  FORMCHECKBOX 
 No    Yes  FORMCHECKBOX 
 Details (e.g. Tel N°):      



(e.g. to remove doors etc.)


e)
STAIRS to be used?     FORMCHECKBOX 
 No    Yes  FORMCHECKBOX 
  Number of flights:   

N° steps per flight:      


Width of stairs is >900mm (35”) inside handrails? 
 FORMCHECKBOX 
 Yes    No  FORMCHECKBOX 
 Details:      


Inside the building and no steeper than normal (40°)? 
 FORMCHECKBOX 
 Yes    No  FORMCHECKBOX 
 Details:      



The height from the front of any step to the ceiling is at least 2200mm (86”)  FORMCHECKBOX 
 Yes    No  FORMCHECKBOX 
 Details:      



The number of landings or turns between floors is      



Are there any steps at an angle (i.e. a spiral turn) 
 FORMCHECKBOX 
 No    Yes  FORMCHECKBOX 
 Details:      



The landings are at least 1250mm (49”) in depth: 
 FORMCHECKBOX 
 Yes    No  FORMCHECKBOX 
 Details:      



They are suitable for use of a powered barrow or crawler - i.e. no carpet over the lead edge, are not wooden, open plan or special construction or finish:
 FORMCHECKBOX 
 Yes    No  FORMCHECKBOX 
 

Details:      


MACHINE TO BE REMOVED
a)
Make:      

Model:      

Serial N°:      

If the machine is not an Océ model, the customer must confirm in writing that it is owned by them and that they authorise Océ to arrange for its disposal.
b)
Is there a copy control device fitted to it? 
 FORMCHECKBOX 
 No    Yes  FORMCHECKBOX 
 Details:      

If there is a copy control device,
Is it part of the Océ contract? 
 FORMCHECKBOX 
 No    Yes  FORMCHECKBOX 
 Details:      

The customer must arrange for the removal before the machine collection of any device not supplied by Océ.
POWER and OTHER SOCKETS

a)
A suitable 13 amp wall socket available adjacent to the machine?  FORMCHECKBOX 
 Yes    No  FORMCHECKBOX 
 Details:      

Equipment with DAC / Fiery / PC controllers / Scanners may require 2 or more socket outlets. 

b)
A suitable 3 or 1 phase supply available adjacent to the machine?  FORMCHECKBOX 
 Yes    No  FORMCHECKBOX 
 Details:      

Some Océ equipment may require a BS4343 (EN 60309) socket, either 3 phase +N 16amp or 1 phase 32amp.

c)
Network connection socket?
 FORMCHECKBOX 
 Yes    No  FORMCHECKBOX 
 Details:      


d)
Telephone socket (fax or remote diagnostics): 
 FORMCHECKBOX 
 Yes    No  FORMCHECKBOX 
 Details:      

INSTALLATION ITEMS

N.B. Necessary materials and supplies must be ordered by the customer before machine delivery
a) Load spreading floor plate(s) (1000 x 750 x 5mm)?
 FORMCHECKBOX 
 No    Yes  FORMCHECKBOX 
 Details:      



b)
Rail device?  FORMCHECKBOX 
 No    Yes  FORMCHECKBOX 
 Details:      

ADDITIONAL INFORMATION

If there are any special requirements or any reason to believe that the delivery and collection may not be straightforward using only our standard crews and methods, give details here:
     


     

     

     

     

     


     

     

     

     


     

     

     

     

Check this form with the customer and leave them a copy, so that it can be referred to when Océ Customer Administration telephone with a movement date. Incorrect information or <48 hours notice of date changes may result in delays and/or costs being incurred.
LOCATION DETAILS
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