
Your Complete Offi ce 
Move Timeline

Every offi  ce is diff erent so your plan will include items specifi c to your organization’s requirements. The timeline includes all 

the tasks that must be accomplished, when they must be done, and who is responsible for their completion. Plan for a little 

leeway if possible so unforeseen issues don’t set you back.

Two key points: don’t rush through the process and get plenty of input from your team. These will ensure no details are left 

out, downtime is kept to a minimum, and staying on time and within budget is easier. Doing these will guarantee the move 

proceeds smoothly.



6+ Months:

Assign tasks to members of the move team. It is 

critical that each team member knows what tasks 

they are responsible for and their completion 

date. Weekly meetings will ensure these tasks are 

proceeding on time issues are addressed, and the 

plan is refi ned as needed.

Begin to research movers. Meet with several 

companies, have them provide quotes, and check 

their references. Consider a full-service mover. 

They will streamline the process by handling many 

of the details for you and minimize the number of 

vendors involved. A full-service mover will provide 

you with a project manager who will be valuable 

partner throughout the process. They will ensure 

an easy move where no detail is left to chance.

3-6 months

» Decide on the offi  ce mover that best meets your 

needs and your budget. It is never too early to get 

on their schedule. Since a full-service mover helps 

you manage the overall process, the earlier they 

come on board, the sooner you can benefi t from 

their expertise and help.

» Depending on the requirements of your lease, 

inform your current building managers of your 

plans. Consult with them to work out details and 

requirements on the timing of your move, use of 

loading docks, etc.

» Create a list of all your customers. They will 

need to receive your new address and contact 

information.

» Inventory existing furniture, create a detailed list 

of what will move, what will be replaced, and any 

new furniture needed.

» Make a list of all personnel making the move. 

Include positions that will be fi lled in order 

to create an accurate head count and space 

allocation.



3-6 months

IT infrastructure requirements:

» The head of your IT department is the logical person 

responsible for this task and must be a team member.

»  Estimate your current use, future needs, and what 

exists or needs to be added to the new location.

» Assess your current technologies and evaluate 

upgrades to newest standards.

» Inventory all your current technology: identify what 

will move with you and what will be replaced.

 » If a new cabling infrastructure needs to be installed, 

arrange for the work to be completed in time to 

perform testing a week or two prior to the move date.

» Contact phone and data service providers and 

arrange for the start of service at your new location 

and end of service at the old. Many providers require 

notice 90 days in advance.

Full-service movers off er disconnect-reconnect 

services for desktop technology. Consider using this 

service as the demands to the IT department can be 

overwhelming.



2 months

» Purchase any new furniture, and technology equipment. Anything that is not 

needed prior to the relocation should be delivered the day after.

» Order updated business cards, stationary, marketing materials, etc.

» Announce the move to your customers, clients, and other business contacts. 

These announcements can be used as a PR campaign to reconnect with 

past customers and remind current ones of your services and/or products. 

Utilize both email and regular mail. Create a notifi cation on your website.

» Hold regular meetings with your employees to update them on the progress 

of the move and let them know what their responsibilities will be: packing 

their individual offi  ces, fi lling out planning forms for the placement of their 

furniture, computers, phones, etc.

» Find organizations who sell used equipment and furniture or donate items 

that will not be making the move. A full service mover can handle this for 

you.

» Obtain necessary insurance. Make sure your current policy suffi  ciently 

covers the move in your old space and the new. Get insurance 

documentation from your movers. Many building managers require proof of 

this prior to the move.

» Transfer your utilities. Make sure there is an overlap to account for post-

move issues at the old site and the new location is available for any pre-

move work.



» Begin packing stored items such as archived 

fi les and common areas items.

» Distribute fi nal copies of the fl oor plan to 

the move team, the movers, and any service 

providers that need them. Post copies in 

prominent locations at the new site.

» Reconfi rm the move date with all vendors 

involved. Provide the movers with all building 

rules (hours, elevator access, dock locations, 

parking locations and regulations, protection 

required for fl oors and walls, etc).

1 month:

» Review existing paper fi les: archive, digitize, or 

destroy as needed. If possible, store digitized 

information to the cloud for safe keeping.

» Re-announce the move to your customers, clients, 

vendors, and other business contacts. This bears 

repeating.

» Reserve dock and/or elevators with your building 

managers. Make sure you have any required 

parking or moving permits.

» Create a contact list including all team members, 

moving company contacts, building management 

representatives at the old and new sites, IT 

personnel, and service providers. Make sure every 

team member has a copy.

» Make a moving information packet for your 

employees. This should include:

» Moving instructions and a detailed 

timeline outlining their responsibilities.

» A fi nal schedule of the moving week

» Estimated network outages.

» A layout of the new facility and the color 

coding/numbering plan for the move.



2 Weeks:

» Meet with your employees to go over packing 

guidelines and labeling. Disseminate the 

information packet. A full-service mover will 

have a representative at this meeting to give 

guidance, instruction, and answer questions.

» Obtain keys and/or access cards for all team 

members and other involved parties.

» Confi rm the build-out and all tech installation 

and cabling will be completed in time.

» Review the schedule with your mover.

» Disseminate the following to employees:

» Boxes and crates 

» Tags for boxes and equipment

» Bubble wrap sleeves end electrostatic 
bagging for computers, phones, etc.

» Forms where they can indicate the layout of 
their new offi  ce, etc.

» Complete all modular furniture installation at the 

new site.

1 Week:

» The move team should walk through the old and new sites 

to clarify any last-minute details and instructions, as well as 

ensure everything is ready at the new space for the move-in.

» Hand out keys and/or access cards to all employees.

Deliver boxes and crates to each employee so they may begin 

packing.

» Tag all furniture, equipment, and boxes/crates with their color 

code destination tags. Your mover will have provided you with 

the tags and guidance for their proper placement.

» Disconnect and clean all appliances (refrigerators, 

microwaves, etc).

» Test all offi  ce connectivity functions and address any issues.

» Post signage in both locations to with proper directions and 

important information.

» Assign a team member to be at both ends on the move day to 

coordinate and manage things that arise. Be clear that these 

are the only employees that should be on-site during the 

move. Too many unnecessary individuals are a security and 

safety risk and will slow down the move.



2 Days prior

» Hold a fi nal employee meeting to review the process 

and go over any last-minute details and answer 

questions. Impress upon them the need to adhere 

to the schedule.

» Make fi nal changes of address on the website and 

other on-line media as required (employee email 

signatures, directory listings, Google accounts, etc.).

The day before:

» All employees must fi nish packing their offi  ces, 

remove their personal items, and dispose of 

any trash. Large bins should be provided to 

accommodate this.

» Coordinators should walk through their assigned 

sections to ensure all common areas and offi  ces are 

packed, everything is labeled correctly and ready 

for the move.

Day of the move:

The designated coordinators should be present at both 

the old and new sites prior to the arrival of the movers to 

ensure the movers and any other service providers have 

access. Each should remain their assigned location for the 

entire move.

The coordinator at the old site should meet the movers 

and review schedules and last-minute details, and hand 

off  any sets of keys they may need. Both coordinators 

should point out any places where special protection of 

the building is required.

Both coordinators should do a walk through with the 

mover after the move:

» At the old location – Ensure nothing has been left 

behind and no new issues have arisen.

» At the new location – Make sure everything has been 

delivered, placed properly, and assembled if needed.

» Make a list of any issues that need attending. Address 

as many as possible that day.



Day after the move

» Address any remaining issues on the list from yesterday’s fi nal walk through.

» Decommissioning the old space:

» Remove cabling

» Repair damage to walls and carpets

» Clean space, paint walls if needed

» Do a fi nal walk-through with the building manager

» Remove signage and move it to the new space if needed

A full service moving company off ers decommissioning services. Provide them with a list of the tasks needed to return 

the old space back to the condition outlined in the lease. This saves you time and allows everyone to focus on your 

new space.

» After decommissioning is complete, return keys, parking passes, security badges, etc. to the old building manager.

» Make sure a crew from the moving company is on-site to help with any small settling in tasks such minor 

adjustments to furniture, hanging art and white boards, removal of boxes etc.

» Hold a meeting with employees to review any information and protocols of the new building: parking, evening & 

weekend access if needed, emergency evacuation procedures, etc.

» Have a welcome celebration at this meeting! It is a great way for everyone to settle into 
the new space!


