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ENQUIRY RECEIPT
•	C ustomer enquiries will be acknowledged by the move manager within 24 working hours (same day wherever possible). 
•	C ustomers requiring pre-move surveys will be contacted within 24 working hours of enquiry receipt. The survey will be
	 arranged for a mutually convenient date and time allowing for arrival within a 30 minute ‘window’.

PRE - MOVE SURVEY
•	S urvey arrangements will be confirmed to customers by letter or email. Reference will be made to any additional information 

to be supplied at this stage or at the time of survey.
•	T he moving consultant will contact the customer prior to the survey (normally earlier in the day) to confirm final arrangements, 

timing and address any further customer concerns at that stage.
•	T he moving consultant will provide all customers with relevant information regarding their move, destination, transit times 

and insurance arrangements

QUOTATION PROVISION 
•	 Following the survey, quotations will be prepared by the move manager and forwarded within two working days if at all possible 

unless otherwise agreed with the customer. Quotations will be submitted via email or post as agreed.
•	 Quotations will confirm estimate of price for the removal and insurance rate applicable. 

MOVE PLAN
•	 Further communication with customers, including follow up of quotations, will be recorded on the move management tracking system.
•	A cceptance of quotations will be acknowledged within 24 working hours.
•	O nce the move is arranged the move plan will be advised to the customer in writing.
•	C ustomers will be contacted on the working day before the move to re-confirm arrangements and advise crew details and more definite 

arrival times.
•	O n the move day, should any scheduled activity be delayed for any reason the move manager will notify this delay to our customers.
•	C ustomers will be contacted on the first and last days of collection to confirm service satisfaction. Any concerns that may have arisen 

during the move process will be addressed.
•	T he packing inventory will be signed by the team leader and the customer to confirm items collected. A copy of this inventory will 

be retained by the customer.
•	C ustomers will be requested to complete a customer satisfaction report on the move day.
•	S hipping and forwarding information will be sent to destination partners prior to shipment. Documents sent to agents will include 

a delivery performance report which the destination partner must arrange to be completed by the customer upon delivery. 

POST MOVE
•	C ustomers will be contacted after the move to confirm satisfaction and address any final concerns.
•	I nvoices from agents will not be settled unless accompanied by a completed delivery performance report.

Harrow Green Global Moving Solutions recognises the vital importance
of customer communication throughout the moving process. The Global
Moving Process Manual describes accepted best practice in this regard
and, where applicable, addresses FIDI/FAIMISO requirements.

We have committed to the following:

Harrow Green Global Moving Solutions
Unit Q1, Queen Elizabeth Distribution Park
Purfleet Bypass, West Thurrock, Essex RM19 1TT

T: +44 (0)1708 892960
F: +44 (0)1708 862403
E: international@harrowgreen.com

moving you TO a better place


