
 

 

28th November 2018 
 
 
77 Queens Road 
Melbourne 
VIC 3004 
 
 
Dear Sir/Madam, 
 
 
MOVE IN/OUT PROCEDURES 
 
We write on behalf of PS737476N – 77 Queens Road Melbourne VIC 3004. 
All agents are reminded they must advise their tenants the move in and out procedures and induct them 
with the Owners Corporation Rules of Lakeside. 
 
Hereby, we enclosed a copy of the Move In/Out Procedures and Owners Corporation Rules for your 
reference. 
 
Should you have any query, please do not hesitate to contact our office. 
 
Thank you. 
 
 
 
Regards, 

 
Shawn Lu 
Owners Corporation Manager 
On behalf of OC PS737476N 
 
 
 
 
 



MOVING IN/OUT PROCEDURES 
Bookings: Furniture moving in or out must be arranged at least 72 hours prior to the intended move. 
Bookings must be made in writing and addressed to lakesidemelbourne@gmail.com. Booking is only 
confirmed once acknowledged in an email by the Building or Owners Corporation Manager.
Times:  During the initial move in period, move-ins will be permitted outside of normal hours and on 
weekends provided a booking has been made. No moves are permitted on Public Holidays. 

 
 Initial 4 WEEKS MOVE IN/OUT TIME SLOT will be from Monday to Sunday 8am-4pm. 

All moves must be completed by 16:00PM. 
 
Access:  The Building Manager will make arrangements for the resident to have access to a lift to travel to 
the required floor and allow moving vans to access the car park. 
You need to inform your carrier that due to height restrictions (Maximum Height Clearance 2.2 M), high 
vehicles cannot access the car park. It is suggested that high vehicles be parked on street parking outside 
the building.  
All moves must be made via ground floor loading within the car park accessed from the rear lane, and 
NOT through the front entry of the building. 
 
Please refer to the Building Manager about Lift Dimensions. 
 
Rules applying to moves: 
1. The Building Manager MUST be informed about moving IN or Out of the building.  
2. Removalist Public Liability Insurance policy must be provided prior to commencement of the move. 
3. The Owner or Occupier must be present to manage the removalist at all times and act as a contact 
point to facilitate the move and ensure procedures are adhered to for the safety and security of the 
Building.  
4. The moving vehicle cannot be left unattended. If there are any vehicles that need to exit or enter the 
basement car park, the moving vehicle must give way. 
5. Furniture or other items may only be moved into the Building when the protective covers to the 
appropriate lift have been arranged by the Owners Corporation Manager. 
6. Removalists must not prop open doors to the property or lock off lifts except in accordance with 
instructions by the Owners Corporation. 
7. No items are to be placed up against common property walls or left unattended in the hallway at any 
time.   
8. Care must be taken to ensure that any Fire Sprinkler Heads are not struck by any object whatsoever. A 
resulting ALARM and CALL OUT charge will be assessed to the responsible party. 
9. Owners and Occupiers will be held responsible for the cleanliness of Common Property and damage to 
lift, walls and other areas. Any costs associated with rubbish removal from common property as a result 
of the move will be paid for by the relevant Owner or Occupier. If any amount owing is not paid by the 
relevant Occupier within 14 days of the date of moving (and that Occupier is not the Owner of the Lot), 
then the Owners Corporation may recover the amount from the Owner.  
 
The Building Manager may refuse any unscheduled move-ins or outs in Lakeside Apartments. 

Move in/Out Time Slots   MON–FRI   
(Saturday allowances 1 month from initial settlements) 

Morning 8 AM – 10 AM 10 AM – 12 PM 
Afternoon  12 PM – 2 PM   2 PM – 4 PM 


































































































	2018-11-28 - Lakeside - Move in out procedures
	Q77 Move in out procedures
	FINAL - Consolidated Rules of the Owners Corporation (Lakeside)

