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If you're planning an o�ce move, you know how overwhelming it can be. From �nding a new location to 
packing and transporting all your equipment and furniture, there are countless details to keep track of. 
That's why we have put together a comprehensive guide to help you plan and execute a successful and 
stress-free o�ce move.

In this guide, you will �nd all sorts of helpful tips and information, from creating a detailed move plan to 
establishing an IT plan and notifying your clients and vendors. You'll also �nd a sample timeline to help you 
stay on track and a checklist of all the key tasks you need to complete before and durin g the move.

With this comprehensive guide, you'll be able to approach your o�ce move with con�dence and peace of 
mind, knowing that you have all the information and tools you need to ensure a successful and smooth 
transition. So, if you're ready to start planning your move, read on!

Introduction

An o�ce move can be a daunting task, but with careful planning and execution, it can be a smooth and 
e�cient process. Creating a comprehensive plan and timeline is one of the most important aspects of a 
successful o�ce move. A well-structured timeline can help you stay organized, on track, and on budget 
throughout the entire process. 

To help you get started, we've put together a sample timeline for an o�ce move, outlining the key tasks 
and milestones that need to be completed at each stage of the process. From de�ning your relocation 
goals to �nalizing the move into your new space, our timeline will help guide you through the entire 
process and ensure a successful and stress-free move.

Here is a sample timeline for an o�ce move:

6-12 months before the move:
• De�ne your relocation goals and objectives
• Determine your budget and obtain quotes from movers and vendors
• Choose a new o�ce location and sign a lease
• Create an o�ce move committee or team to oversee the move
• Conduct a space planning analysis and determine your furniture and equipment needs
• Develop an o�ce layout plan and establish an IT plan

Stay on Track with Our Sample Timeline for an
Efficient and Successful Office Move
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6-12 months before the move:
• De�ne your relocation goals and objectives
• Determine your budget and obtain quotes from movers and vendors
• Choose a new o�ce location and sign a lease
• Create an o�ce move committee or team to oversee the move
• Conduct a space planning analysis and determine your furniture and equipment needs
• Develop an o�ce layout plan and establish an IT plan

3-6 months before the move:
• Create a detailed move plan and timeline
• Hire a moving company and other vendors, such as IT technicians and furniture installers
• Notify your employees and stakeholders about the move
• Order new equipment and furniture, if needed
• Schedule utility and service disconnections and connections
• Develop a communication plan to keep stakeholders informed about the move

1-3 months before the move:
• Begin packing and labeling items for the move
• Notify clients and vendors of the move and update your contact information
• Establish a plan for disposing of unwanted items
• Conduct a �nal inventory of furniture and equipment
• Develop an emergency plan for the move
• Con�rm move details with vendors and service providers
• Determine your buildings insurance requirements for movers and ask
 movers for a COI/Additionally insured.

1 week before the move:
• Con�rm the move plan and timeline with all parties involved
• Back up all computer systems and data
• Complete packing and labeling of items for the move
• Conduct a �nal walkthrough of the new o�ce space
• Determine the parking scenario and if street parking
 will need to be reserved.
• Determine if you will need to reserve a loading dock
 or freight elevator.

On moving day:
• Coordinate with the moving company and other vendors to ensure
 a smooth move
• Supervise the loading and unloading of equipment and furniture
• Set up the new o�ce space according to the layout plan
• Test all IT systems and equipment
• Conduct a �nal walkthrough of the new o�ce space to ensure
 everything is in order
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Embarking on an o�ce move is no small feat, as it involves a multitude of intricate tasks and consider-
ations. To ensure a seamless transition and minimize potential disruptions, it’s crucial to approach the 
process with a well-thought-out plan. Here are a few key factors to keep in mind so you can navigate the 
complexities of an o�ce move more e�ectively and set the stage for a successful transition to your new 
workspace:

1. Determine your budget:
 The �rst step in planning an o�ce move is to determine your budget. This will  help you make decisions 
 about the size and location of your new o�ce, as well as the cost of hiring a moving company and any 
 other expenses associated with the move.
 
2. Choose a new location:
 When choosing a new location, consider factors such as proximity to public transportation, access to 
 parking, and the availability of amenities like restaurants and cafes. You may also want to consider the 
 neighborhood and its overall vibe.
 
3. Create a timeline:
 Creating a timeline is important to ensure that everything is completed on schedule. Start by setting a 
 move date and then work backwards, creating a detailed schedule of tasks that need to be completed 
 leading up to the move.
 
4. Notify employees and stakeholders:
 Be sure to notify your employees and other stakeholders of the move well in advance. This will give 
 them time to prepare and make any necessary arrangements.
 
5. Hire a moving company:
 Be sure to hire a reputable moving company to help with the move. Look for a company that has
 experience with o�ce moves and can provide references from past clients.
 
6. Create a moving checklist:
 A moving checklist can help ensure that you don't forget any important tasks.
 Your checklist should include items like hiring a moving company, notifying clients 
 and vendors of your new address, and packing up your o�ce equipment. 
 We have provided you with a sample checklist as part of this guide. 

Tips for Planning a
Successful Office Move
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When relocating your o�ce, a smooth transition of technology equipment is crucial to maintain productiv-
ity and prevent disruptions. Consider these essential tips to ensure a seamless move:

1. Create a detailed inventory of all the technology equipment: 
 Before the move, create an inventory of all the technology equipment that your client has. This should 
 include computers, servers, printers, routers, and any other equipment.
 
2. Backup important data:
 Prior to moving any equipment, it's important to backup all important data to prevent any data loss or 
 corruption during the move.
 
3. Label all equipment:
 Label all technology equipment with a unique identi�er or asset tag. This will make it easier to identify 
 and track the equipment during the move and when setting it up in the new location.
 
4. Use professional movers: 
 Technology equipment is delicate and expensive. Hiring professional movers with experience in moving 
 technology equipment will help ensure that it is safely and properly transported.
 
5. Test equipment after the move:
 After the move, it's important to test all technology equipment to make sure that it is working properly. 
 This will help identify any issues that may have arisen during the move and allow for them to be 
 addressed promptly.
 
6. Update network and security settings: 
 If the move involves setting up a new network or changing network settings, make sure to update all 
 security settings to ensure that the new network is secure.

Tips for Safely Moving Technology
Equipment During an Office Relocation
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Moving to a new o�ce space presents an exciting opportunity for growth and change. However, to ensure 
a seamless transition and minimize disruptions, it is essential to consider a few post-move aspects. This will 
help establish a solid foundation in your new location and maintain business continuity right from the 
start. 

1. Unpacking and Setup:
 Unpack all the boxes and set up the equipment in the new o�ce. Check that all the equipment is 
 working correctly and troubleshoot any issues as necessary.
 
2. Update Contact Information:
 Update the company's contact information, including the website, business cards, and other marketing 
 materials to re�ect the new address and phone number.
 
3. Inform Clients and Vendors: 
 Notify clients and vendors of the new address and phone number and update any contracts or 
 agreements to re�ect the new information.
 
4. Update Online Listings:
 Update the company's online listings, such as Google My Business and Yelp, to re�ect the new address 
 and phone number.
 
5. Update Service Providers: 
 Notify all relevant service providers, including internet, phone, and utility providers, of the move to 
 ensure that service is transferred to the new location.
 
6. Conduct a Security Review:  
 Review the security measures in place to ensure that the new location is secure. This may include 
 installing security cameras, updating door locks, and reviewing access controls.
 
7. Employee Onboarding:
 Onboard new employees and acquaint them with the new o�ce and its procedures. This may include 
 training on the use of new equipment and software.controls. 

Settling In: Post-Move Steps to Ensure
Business Continuity and Efficiency
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Moving an o�ce involves a multitude of tasks and decisions. While you may have already taken into 
account the essential aspects, there are some often-overlooked factors that can contribute to a smooth 
and successful o�ce relocation. By considering these additional aspects, you can ensure a comprehensive 
approach to your move and address potential challenges with ease. Let’s explore some unconventional 
considerations that could make a signi�cant di�erence in your o�ce move planning and execution.

1. Consider the layout and design of the new o�ce:
 The layout and design of the new o�ce can impact employee productivity and collaboration. Consider  
 factors such as natural lighting, open space, and furniture layout when planning the new o�ce.
 
2. Plan for the unexpected: 
 Despite careful planning, unexpected issues can arise during an o�ce move. Consider creating a 
 contingency plan to address any unforeseen circumstances, such as delayed delivery of equipment or 
 unexpected construction delays.
 
3. Dispose of unwanted items responsibly: 
 During an o�ce move, you may need to dispose of unwanted items such as old furniture or equipment. 
 Consider donating usable items to charity or recycling them instead of sending them to the land�ll.
 
4. Plan for downtime:
 Even with careful planning, there may be some downtime during the o�ce move. Consider scheduling 
 the move over a weekend or during a slow business period to minimize the impact on operations.
 
5. Update insurance policies: 
 Make sure to update insurance policies to ensure that the new o�ce location is properly covered in case 
 of any accidents or disasters.
 
6.Consider the impact on employees: 
 An o�ce move can be stressful for employees, so consider providing resources and support to help 
 them adjust to the new location. This could include o�ering training on new equipment or software or 
 hosting a team-building event to help foster a sense of community in the new space.

Beyond the Basics: Often Overlooked 
Considerations for a Successful Office Move
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Planning ahead for an o�ce move is essential for keeping stress levels low. By meticulously preparing and 
considering various factors such as inventory, data backup, equipment labeling, professional movers, 
equipment testing, and network settings, you can minimize unexpected challenges and mitigate risks. A 
well-executed plan allows for better organization, timely decision-making, and the ability to address any 
issues promptly. With reduced stress levels both management and employees can focus on their core 
responsibilities and adapt more seamlessly to the new o�ce environment. By investing time and e�ort in 
thorough planning, you set the stage for a successful o�ce move, enabling your business to thrive in its 
new location. 

O�ce moves can seem overwhelming, but with the right guidance, you can navigate the process with 
ease. Our guide provides you with all the necessary information, from developing a detailed relocation 
plan to notifying clients and vendors. With the included sample timeline and comprehensive checklist, you 
have everything you need to stay organized and on track throughout the entire process. Whether you're 
moving across town or to a new city, we hope this guide will help ensure a successful and stress-free 
transition. If you need expert assistance and support to navigate the complexities of technology reloca-
tion, don't hesitate to reach out to Professional Computer Concepts, the Bay Area technology experts. Our 
experienced team is here to provide tailored solutions and ensure a smooth transition for your o�ce. 
Contact us today to discuss your needs and discover how we can assist you in making your o�ce move a 
seamless and e�cient process.
 
Good luck with your o�ce move!

Conclusion: 
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Whether relocating to a new building or moving to a di�erent �oor, an o�ce move can be a complex and 
challenging undertaking. To help you stay organized and on track, we've created a comprehensive o�ce 
move checklist to help you ensure a successful and stress-free move. From packing and labeling to updat-
ing your contact information, our checklist covers every detail you must consider when planning an o�ce 
move. Read on to see our checklist. 

What is your move-in date: ________
What will be the �rst day in your new space: ________

Pre-Move Planning
 • Do you have a �oorplan of your new space? 
 • Do you need to rewire the new space?
 • Determine your buildings insurance requirements for movers and ask 
  movers for a COI/Additionally insured.
 • Do you have a parking spot and if street parking will need to be reserved?
 • Do you need to reserve a loading dock or freight elevator?
   o Contact wiring vendors for quotes and availability 
   o A �oorplan might come in handy at this point. 
 • Arrange for internet at the new o�ce space
 • Arrange for internet at the old space to be disconnected (unless you are transferring it)
 • Notify vendors that you are moving: Arrange for transfer of services from the old space to the 
  new space
   o Water delivery
   o Alarm/Security service
   o Phone Service
   o Managed Printer Services? 
   o Utilities
   o Other
 • If you are cancelling services, how much notice do you have to provide? 
   o Consider having some overlap between old and new service in case dates shift. 
 

The Ultimate Office Move Checklist:
Everything You Need to Ensure a Smooth
and Efficient Relocation

The Ultimate Office Move Checklist
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• Consider where people and things will go? 
   o Where will desks go? 
   o Where will the printer(s) go? 
   o Where will supplies be stored? 
   o It is helpful to mark this on a �oorplan 
 • Does the new space have a designated IT closet for servers, networking equipment, etc? 
   o Mark this on the �oorplan
   o Do you need a network rack?
    (This should be decided before speaking with the wiring vendors.)
 • Arrange for a moving company
   o Will they move IT equipment? 
   o Will they assemble furniture? (If no, make arrangements)
 • Notify clients that you are moving & what they can expect
 • Arrange to have mail forwarded to your new location
 • Label boxes, equipment, and other items
   o This will help in getting items moved to the correct room at your new location
 • Which sta� members will assist with the move on moving day? Are you moving on a 
  weekend? 
   o Will you be arranging for food? Can everyone just take a lunch break whenever 
    they need one?

Questions to consider for Moving Day
 • When can you get the key for the new space? 
   o Who will pick it up/ receive it? Where & when? 
 • Who will move the managed printers? 
   o Be sure to label each printer clearly with the location at the new space.
 • Who will move the server? 
   o When will the server be taken? 
   o How can sta� work without this equipment between this day and moving day? 
   o Be sure to label each server clearly with the location at the new space.
 • Who will move the network equipment? 
   o When will the network equipment be taken down? 
   o How can sta� work without this equipment between this day and moving day? 
   o Be sure to label each piece of equipment clearly with the location at the new space.
 

The Ultimate Office Move Checklist
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 • Who will move workstations? 
   o Be sure to label each workstation & peripheral (including monitors) clearly with the 
    user/location at the new space. (mark this on the �oorplan)
 • Who will make keys for all sta� members? Is more than one key needed 
  (i.e. building key & suite key)?
 • Who will assemble furniture? 

Move-In Day 
 • Who will meet the movers at the old space? Time/Date
 • Who will meet the movers at the new space? Time/Date 
   o Make sure this person has a key and any codes needed. 
 • Have you clearly marked in the new space which space is what? 
   o This should match the �oorplan so movers can move labeled items to the correct space. 
   o A �oorplan should be posted clearly visible for movers at the new space. 
 • What gets moved �rst? Furniture/IT equipment/etc
 • When will the managed print vendor bring the printer(s) [if applicable]
 • Do you need to reprogram the security system? Does each sta� member need a new code? 

Post-Move questions
 • Did all desks get moved and set up at the new location? 
 • Does everyone have their workstation/laptop and their peripherals? 
 • Is all equipment plugged in and operational? 
 • Is the internet up and running? 
 • Are the phones working? 
 • Are sta� members able to print? 
 • Is the o�ce ready to begin working from this new space? Or is something missing? 
 • How is sta� handling the move? 
   o Consider addressing sta� concerns, worries, and apprehensions. 
 • Are there any services still left at the old space that need to be cancelled? 
 • Do you need to make changes to your insurance? 
 • What are you going to do with all the packing materials? 
   o You could just throw them out, or you could reach out via social media to see if there is 
    anyone in your local community who could use them!

The Ultimate Office Move Checklist

Call Johnson & Daily Moving Inc
and mention that PCC sent you

for a discount


