Moving Checklist

Prior to Move

[ICreate a checklist of all activities to be completed
LIAppoint an inner office coordinator

[JFind a commercial realtor

[IDetermine requirements

[JSetup site tour of available properties

LIFigure out potential layouts of the new location
[INegotiate with short list

LJFind a real estate attorney

[ISign lease or purchase contract

[(IPay security or earnest money deposit

[JFind a commercial lender

[ISchedule property inspection

[IDesign the office space layout

Uldentify any tenant improvements required
[JSelect contractors

IGet any permits required

(IOrder new telephone and fax numbers

Three to Four Months Prior

[ICreate a budget for the move

[IHire a company to handle the move
JOrder new signage

[JFind a commercial cleaner

(JOrder change of address labels

(IPlace order for new equipment and furniture
[ODecide on the date for moving

CILet employees know the general plans

Two to Three Months Prior

[JEvaluate phones and upgrade if needed

(JOrder extra phone lines if required

[JEvaluate the server room

[JSchedule internet connection

JOrder your VolIP or long distance

[JAssign the new office space

UJArrange for equipment to be moved or order new equipment
[JConstruct new office space

One to Two Months Prior

[(JToss junk and clutter

[JLet customers and vendors know the new address
[JUpdate website

LJArrange for insurance at new office

[ISetup security

LJArrange for parking at new office

JOrder keys and access cards




[(JOrder vending machines

LIArrange for coffee and/or water service
LlUpdate financial records and order new checks
LIOrder new stationary

Weeks before move

UlInventory computer equipment

[ILabel and inventory the furniture

LILabel any wall items and move

LJArrange storage if required

L1Gather moving supplies

[LIPack items and place in common area

[JHave the new furniture installed

[LIHave phone system installed

CJArrange for phone numbers and extensions
[ISetup utility appointments

[JOrder change of address service with post office
[IMake sure contractor has obtained necessary occupancy permits

Moving Week
UIProvide staff with map of new location

[IGet staff to pack their desks and personal items

[JLabel all items

[OBack up computers

[IDisassemble furniture for moving

IDo not plan anything important such as interviews or meetings
[ILet clients and vendors know you may not be available
(IDistribute keys and cards to staff

OClean and defrost fridge

CInspect the new space

[JReserve any loading docks and the freight elevator for move day
[IDesignate staff to instruct movers and guide them

[OTake care of anything else last minute that comes up

Moving Day
CIGive staff the day off unless they are assisting with the move

CICollect keys and cards from the staff

CJArrange for refreshments and food for the staff and movers
[IPost signs to help movers find the new office space
[IProtect the floors from traffic

[IMove any plants to their new location

LIClear everything from old office

[JHave a lost and found location

[IHang up artwork

[JHave a welcome breakfast for employees on their first day back
UlIntroduce yourself to your neighbors

[ISit back and enjoy an Arnold Palmer



