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Sample Schedule for End of Lease Activity – returns due 30 September 2007
	Due Date
	Activity
	Date completed

	April 2007
	Advice of equipment received for return by 30 September 2007


	

	15 May 2007
	Locate all equipment listed on schedule.

	

	20 May 2007
	Identify substitute equipment for non locatable items


	

	28 May 2007
	Ensure all equipment is working.  Contact hardware vendor for work required under warranty.  HP and Dell provide a 3 ¼ year warranty.

	

	1 June 2007
	Diarise for lodgement of replacement orders.   This should be arranged so that replacement equipment is on hand by 15 May 2007 at the latest.

For small quantities this can be arranged closer to lease end so as to take advantage of the rent free period.

For large quantities, contact the hardware vendor to establish likely delivery timeframes and set the date accordingly.


	

	20 June 2007
	Advise the lease administration unit of the decision for all items or each item on the schedule.


	

	30 June 2007
	Lease administration unit issues advice to the lessor.


	

	20 July 2007


	Order replacement equipment.
	

	15 August 2007
	Receive replacement equipment.


	

	25 August 2007
	Install replacement equipment.


	

	29 August 2007
	Complete de-installation of returning equipment.


	

	29 August 2007
	Complete checklist and retain.


	

	15 September 2007
	Contact the Alleasing Finance Pty Ltd or Lease Administration to arrange collection date and location.


	

	29 September 2007
	Equipment collected and signed for by the lessor’s carrier.


	


· This schedule is to assist in your planning processes only and will require adjustment to suit your local circumstances and volumes

Sample Schedule for End of Lease Activity – returns due 30 June 2007
	Due Date
	Activity
	Date completed

	15 December 2006
	Advice of equipment received for return by 30 June 2007


	

	15 February 2007
	Locate all equipment listed on schedule


	

	20 February 2007
	Identify substitute equipment for non locatable items


	

	28 February 2007
	Ensure all equipment is working.  Contact hardware vendor for work required under warranty.


	

	1 March 2007
	Diarise for lodgement of replacement orders.   This should be arranged so that replacement equipment is on hand by 15 May 2007 at the latest.

For small quantities this can be arranged closer to lease end so as to take advantage of the rent free period.
For large quantities, contact the hardware vendor to establish likely delivery timeframes and set the date accordingly.


	

	20 March 2007
	Advise the lease administration unit of the decision for all items or each item on the schedule.


	

	30 March 2007
	Lease administration unit issues advice to the lessor.


	

	20 April 2007


	Order replacement equipment.
	

	15 May 2007
	Receive replacement equipment.


	

	25 May 2007
	Install replacement equipment.


	

	29 May 2007
	Complete de-installation of returning equipment.


	

	29 May 2007
	Complete checklist and retain.


	

	15 June 2007
	Contact the Alleasing Finance Pty Ltd to arrange collection date and location.


	

	29 June 2007
	Equipment collected and signed for by the lessor’s carrier.


	


· This schedule is to assist in your planning processes only and will require adjustment to suit your local circumstances and volumes
Sample Schedule for End of Lease Activity – returns due 31 March 2007
	Due Date
	Activity
	Date completed

	13 October 2006
	Advice of equipment received for return by 31 March 2007


	

	15 November 2006
	Locate all equipment listed on schedule


	

	20 November 2006
	Identify substitute equipment for non locatable items


	

	30 November 2006
	Ensure all equipment is working.  Contact hardware vendor for work required under warranty.


	

	1 December 2006
	Diarise for lodgement of replacement orders.   This should be arranged so that replacement equipment is on hand by 15 February 2007 at the latest.

For small quantities this can be arranged close to lease end so as to take advantage of the rent free period.

For large quantities, contact the hardware vendor to establish likely delivery timeframes and set the date accordingly.


	

	20 December 2006
	Advise the lease administration unit of the decision for all items or each item on the schedule.


	

	30 December 2006
	Lease administration unit issues advice to the lessor.


	

	20 January 2007


	Order replacement equipment.
	

	15 February 2007
	Receive replacement equipment.


	

	26 February 2007
	Install replacement equipment.


	

	28 February 2007
	Complete de-installation of returning equipment.


	

	28 February 2007
	Complete checklist and retain.


	

	15 March 2007
	Contact the Alleasing Finance Pty Ltd to arrange collection date and location.


	

	30 March 2007
	Equipment collected and signed for by the lessor’s carrier.


	


· This schedule is to assist in your planning processes only and will require adjustment to suit your local circumstances and volumes
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