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[bookmark: _i96lwgbu7dw7]Office Move Checklist
Company: [Company Name]
Move Date: [Date]
Project Manager: [Name]
All 80+ tasks across 7 phases. Assign an owner to each task before sharing.
	
	Task
	Owner
	Due Date
	Status

	[bookmark: _bcgyv74is7ix]6-12 months out 

	☐
	Review current lease: notice period, exit penalties, and restoration requirements
	Legal / Move Lead
	
	Not started

	☐
	Notify current building management of move date; confirm notice period required (typically 60-90 days)
	Facilities
	
	Not started

	☐
	Get a rough decommissioning estimate from a commercial fit-out contractor
	Facilities
	
	Not started

	☐
	Photograph the existing space before any decommissioning begins (for dispute protection)
	Facilities
	
	Not started

	☐
	Pull attendance data from the current office: peak occupancy, average daily headcount, meeting room utilization
	Facilities / Workplace
	
	Not started

	☐
	Set the move budget with a contingency plan to cover unexpected expenses (15–20% buffer)
	Finance
	
	Not started

	☐
	Appoint a project manager to own key milestones and coordinate all vendors
	Leadership
	
	Not started

	☐
	Define what the new space needs to fix or improve
	Move Lead
	
	Not started

	[bookmark: _ha7ixoxyisi1]3-6 months out 

	☐
	Sign new lease
	Move Lead / Legal
	
	Not started

	☐
	Order internet the same day you sign. It takes 60–90 days to get set up, longer if the building isn't already wired for it
	IT
	
	Not started

	☐
	Confirm decommissioning scope and get a final cost estimate
	Facilities
	
	Not started

	☐
	Get certificate of insurance from the moving company before signing
	Facilities / Finance
	
	Not started

	☐
	Lock in floor plan decisions: desk ratio, neighborhoods, reception layout
	Facilities / Workplace
	
	Not started

	☐
	Select workspace management software (desk booking, room scheduling, visitor management)
	IT / Facilities
	
	Not started

	☐
	Select and contract professional movers
	Facilities
	
	Not started

	☐
	Select IT relocation vendor
	IT
	
	Not started

	☐
	Contract fit-out contractor if the space needs work
	Facilities
	
	Not started

	☐
	Audit existing furniture (desks, chairs, storage, conference furniture): catalogue what moves and what gets replaced
	Facilities
	
	Not started

	☐
	Schedule liquidation or donation pickup for furniture not moving, and order any new furniture needed
	Facilities
	
	Not started

	☐
	Schedule e-waste disposal for old equipment: monitors, hard drives, peripherals
	IT / Facilities
	
	Not started

	☐
	Arrange temporary storage for furniture or equipment that won't move immediately
	Facilities
	
	Not started

	☐
	Set up shared project tracker with a detailed timeline and dedicated move channel in Slack or Teams
	Move Lead
	
	Not started

	[bookmark: _nr9wdw62ptjt]1-3 months out

	☐
	Run a Wi-Fi and network check across the new space (glass walls and open floors create dead zones)
	IT
	
	Not started

	☐
	Build a detailed inventory of all IT equipment and existing office equipment: user, device type, current desk, destination desk
	IT
	
	Not started

	☐
	Build and roll out a labeling system for all equipment
	IT
	
	Not started

	☐
	Back up all data
	IT
	
	Not started

	☐
	Load the detailed floor plan into the booking platform
	Workplace
	
	Not started

	☐
	Set up desk booking: zones, neighborhoods, check-in method (QR or app)
	Workplace
	
	Not started

	☐
	Set up room scheduling with calendar sync (Outlook or Google)
	Workplace / IT
	
	Not started

	☐
	Set up visitor check-in at reception
	Workplace
	
	Not started

	☐
	Brief department heads on the booking system before briefing their teams
	HR / Facilities
	
	Not started

	☐
	Update the company address across: website, Google Business Profile, clients, vendors, bank, insurance
	Operations / Marketing
	
	Not started

	☐
	Submit USPS Change of Address (mail forwarding)
	Operations
	
	Not started

	☐
	Update business registration and state filings with new address
	Legal / Finance
	
	Not started

	☐
	Update payroll and HR systems with new address for tax purposes
	HR / Finance
	
	Not started

	☐
	Notify business insurance and commercial property insurance of address change
	Finance
	
	Not started

	☐
	Update employee email signatures with new address
	HR / Operations
	
	Not started

	☐
	Reorder business cards and marketing materials with new address
	Marketing
	
	Not started

	☐
	Update vendor contracts and supply agreements with new shipping address
	Operations
	
	Not started

	☐
	Email clients, customers, and partners about the move date and new address
	Operations / Account teams
	
	Not started

	☐
	Reprogram building access cards, security badges, and access codes for new location
	IT / Facilities
	
	Not started

	☐
	Send employees a specific FAQ: new address, how to book desks, team zones, move day logistics
	HR
	
	Not started

	☐
	Reschedule recurring client visits and customer meetings around move week
	Operations / Account teams
	
	Not started

	☐
	Remind employees to clear desks of personal belongings and non-essential items before move day
	HR
	
	Not started

	☐
	Confirm parking at new building and arrange permits if needed
	Facilities
	
	Not started

	☐
	Order moving supplies: boxes, labels, packing tape, packing materials, and office supplies for day one
	Facilities
	
	Not started

	[bookmark: _emp83mfw5w0t]Final 2 weeks

	☐
	Tech dry run: book a desk, schedule a room, run a test visitor check-in
	IT / Workplace
	
	Not started

	☐
	Final walkthrough of every meeting room and break rooms: network ports, AV, and room display
	IT
	
	Not started

	☐
	Confirm occupancy sensors are live
	Workplace / IT
	
	Not started

	☐
	Make sure kiosks are easy to find for visitors
	Workplace
	
	Not started

	☐
	Check that signage matches room names in the booking system
	Facilities
	
	Not started

	☐
	Confirm fire safety, evacuation plan, and security systems are operational at new space
	Facilities
	
	Not started

	☐
	Confirm moving truck and movers: arrival time, freight elevator booking, building access
	Facilities
	
	Not started

	☐
	Confirm IT vendor schedule for move day
	IT
	
	Not started

	☐
	Arrange parking passes for move day
	Facilities
	
	Not started

	☐
	Send the detailed moving day plan to all employees: timing, what to do on arrival, who to contact
	HR / Move Lead
	
	Not started

	☐
	Confirm all filing cabinets and storage are labeled and ready
	All departments
	
	Not started

	[bookmark: _wk1qgnp5kpzj]Move day

	☐
	IT vendor on site before employees arrive for IT setup and sensitive equipment
	IT
	
	Not started

	☐
	Move lead on site, with contact list for all employees and key vendors
	Move Lead
	
	Not started

	☐
	Confirm internet is live before employees arrive
	IT
	
	Not started

	☐
	Distribute key cards and building passes
	Facilities
	
	Not started

	☐
	Verify all devices arrive at correct destination desks
	IT
	
	Not started

	☐
	Test conferencing and VoIP setup
	IT
	
	Not started

	☐
	Put up emergency contacts and the floor plan somewhere visible on each floor
	Facilities
	
	Not started

	☐
	Keep the move channel open for real-time questions
	Move Lead
	
	Not started

	☐
	Coffee, water, and snacks on site for the team and movers
	Move Lead / HR
	
	Not started

	☐
	Photograph any damage to furniture and both spaces during the move
	Move Lead / Facilities
	
	Not started

	☐
	Walk the old space with movers before they leave. Confirm nothing is left behind
	Move Lead / Facilities
	
	Not started

	☐
	Read utility meters at the old space before leaving
	Facilities
	
	Not started

	☐
	Return keys to old building OR document the timeline for return
	Facilities
	
	Not started

	[bookmark: _gqhtarqhcqqj]Week 1

	☐
	Keep a help channel active for move-related questions
	Move Lead
	
	Not started

	☐
	Send employees a reminder on how to use the booking system
	HR
	
	Not started

	☐
	Collect issues from department heads
	Move Lead
	
	Not started

	☐
	Return keys and access cards to previous building
	Facilities
	
	Not started

	☐
	File any remaining change-of-address notifications
	Operations
	
	Not started

	☐
	Schedule decommissioning work on old space
	Facilities
	
	Not started

	[bookmark: _prveqbd6xpy1]First 60-90 days

	☐
	Review desk utilization by zone: identify over- and underused neighborhoods
	Workplace
	
	Not started

	☐
	Compare occupancy sensor data to booking data. Ghost bookings skew utilization numbers. Adjust check-in settings if needed
	Workplace
	
	Not started

	☐
	Check if rooms are staying blocked after meetings end early. Turn on auto-release if they are
	Workplace
	
	Not started

	☐
	Adjust zone boundaries in the booking platform based on observed behavior
	Workplace
	
	Not started

	☐
	Check room booking patterns and adjust room-to-desk ratio if needed
	Workplace
	
	Not started

	☐
	Gather feedback on employee experience in the new space
	HR
	
	Not started

	☐
	Complete decommissioning of old space
	Facilities
	
	Not started

	☐
	Post move evaluation: review total move costs versus budget
	Finance
	
	Not started

	☐
	Update the floor plan in the booking software if the layout changed
	Workplace
	
	Not started

	☐
	Plan an office warming party to welcome the team properly
	HR / Move Lead
	
	Not started
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