	City University of Hong Kong

Relocation of Office
	



List of Furniture, Documents and Equipment Items
	Department :
	
	
	Location of Existing Office :
	

	No. of Staff :
	
	
	Location of New Office :
	

	Tentative Moving Date :
	
	
	


	Item
	Description
	Approx. Size (mm)

(If applicable)

L x D x H
	Quantity
	Remark

	1. 
	Air Freshener
	
	
	

	2. 
	AV Equipment – DVD
	
	
	

	3. 
	AV Equipment Cabinet
	
	
	

	4. 
	Bookshelf
	
	
	

	5. 
	Cabinet (High)
	
	
	

	6. 
	Cabinet (Low)
	
	
	

	7. 
	Cabinet (Wall-mounted)
	
	
	

	8. 
	Chair (Office)
	
	
	

	9. 
	Chair (PVC)
	
	
	

	10. 
	Clock
	
	
	

	11. 
	Computer and Monitor (set)
	
	
	

	12. 
	Computer Server Cabinet
	
	
	

	13. 
	Conference Table
	
	
	

	14. 
	Cupboard
	
	
	

	15. 
	Distilled Water (bottle)
	
	
	

	16. 
	Distilled Water Dispenser
	
	
	

	17. 
	Electric Fan
	
	
	

	18. 
	Fax Machine
	
	
	

	19. 
	File Cabinet (2-door)
	
	
	

	20. 
	File Cabinet (4-drawer)
	
	
	

	21. 
	File Cabinet (sliding)
	
	
	

	22. 
	Foot Rest
	
	
	

	23. 
	Microwave Oven
	
	
	

	24. 
	Newspaper Rack
	
	
	

	25. 
	Noticeboard
	
	
	

	26. 
	Office Desk
	
	
	

	27. 
	Office Desk (L-shape or Return Table)
	
	
	

	28. 
	Paper Towel Holder
	
	
	

	29. 
	Partition
	
	
	

	30. 
	Pedestal
	
	
	

	31. 
	Photocopier
	
	
	

	32. 
	Picture
	
	
	

	33. 
	Plastic Box
	
	
	

	34. 
	Potted Plant
	
	
	

	35. 
	Printer
	
	
	

	36. 
	Projector
	
	
	

	37. 
	Projector Screen
	
	
	

	38. 
	Refrigerator
	
	
	

	39. 
	Rubbish Bin
	
	
	

	40. 
	Shredder
	
	
	

	41. 
	Side Table
	
	
	

	42. 
	Table (Wooden)
	
	
	

	43. 
	Television Set
	
	
	

	44. 
	Ten Tray
	
	
	

	45. 
	Toaster Oven
	
	
	

	46. 
	Typewriter
	
	
	

	47. 
	Umbrella Rack
	
	
	

	48. 
	Whiteboard
	
	
	

	49. 
	Carton Box 

(full of documents) 

(size : 450 L x 325 W x 425 H – mm)
	
	
	

	50. 
	
	
	
	

	51. 
	
	
	
	

	52. 
	
	
	
	

	53. 
	
	
	
	

	54. 
	
	
	
	

	55. 
	
	
	
	

	56. 
	
	
	
	

	57. 
	
	
	
	

	58. 
	
	
	
	

	59. 
	
	
	
	

	60. 
	
	
	
	


PAGE  
	
	Page 1 of 3
	FM/2/170 (09/26)



