
  



 
 
 

 
 
 
 
 

 
  

This guide will help you plan and deliver a successful office 
move. It is based on an office size of 10,000sqft plus, but it will 
still be very useful for smaller offices. We’ve been planning 
and executing office moves for over 14 years. We will help 
you to add value and improve your project.  

Moving offices can be time consuming and stressful. It is 
more than just moving furniture, crates and people. It 
requires detailed planning and strategic thinking.  

 

GUIDE TO A SUCCESSFUL OFFICE MOVE 

These following 5 steps will help you to plan and execute 
your office move:  

 1.Reviewing your lease  

 2.Review of your workplace strategy  

  3.Project planning  

   4.Move implementation  

    5.Move day  

We’ll go through each one and cover some                 

`             important points we think you’ll want to           

.                          consider.  We’ll also cover our  

                           office moving checklist and 
                           move management  
                               methodology. 



  

 Engage with your staff early on and keep communicating with 
them  

 

 Appoint a ‘Move Champion’ for each department  
 

 Set deadlines – share these will all stakeholders 
 

 Review and or implement a workplace strategy 
 

 Space utilisation study – know what actual space you need 
 

 Measure up your new offices 
 

 Complete a furniture audit and list anything additional you need. 
Also list furniture you won’t need. If buying new, look at different 
brands, colours, designs, ergonomics etc 

 

 Filing audit & de-clutter – remove any unwanted items 

 

 Floor plan – display this where your employees can see 
 

 Speak with your IT company about the move 
 

 Speak with a professional business mover and discuss the services 
they can offer 

 

 Can you move in business hours? This will be cheaper, however, 
most need to move out of hours. You’ll need to this in advance 

 

 Check the amenities in your new offices 
 

 Speak with the building managers at your new and current 
location 

 

 Update your marketing materials & letter head if required with 
address changes 

 



 
 
 
 

 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 

 
 
  

 When does your current lease expire                  

and is there a break clause? This will give           
you a deadline for your office move  

 

 Check the lease to see if there is a notice 

period and how you formally serve notice to your 
landlord. Most leases are 5-10 years, if 10 years 
there could be a 5-year break clause 

  

 Once you have found a new office, you’ll then 

want to negotiate your new lease  

 



 
 

  

Location is important to your 

business and your employees. Ask 

yourself this: 

 Is the location commutable for 
your current employees?  

 Does this add or reduce their 

commuting times?  
 Can your customers access the 

offices?  
 Is it close to public transport with 

easy access links?  
 Do you require space for 

parking?  
 Are there easily accessible 

amenities for your employees?  
 Does the location work for your 

industry sector?  
 Do you have or need services 

inside your building? E.g. coffee 
and food, social groups, 

exercise facilities......... 

Location and amenities  

 

Technology 

Have a think about  

the technology you  

currently have and what 

technology you might need 
and include this in your 
budget and planning. AI 

(Artificial Intelligence) is 
playing a key role in the 
workplace and are driving this 
and technology forward. You 

may review how you book 
meeting rooms and how staff 
and visitors sign into the 
building.  

 

If you are moving towards 
flexible working, can your 

employees' access everything 
remotely and how easy is. 
 



 
 

 

Employee 

engagement 

         This is one of the most crucial               
parts to your office move in the 

planning stages. Engaging with your 
staff early on and involving them 
decision making is key to ensure the 
move goes well. If you discount this, 

you’ll risk investing the money in 
moving offices for very little return on 
investment (ROI). Let’s face it, who 
wants to work for an organisation who 

doesn’t involve their staff in decision 
making. Especially when you will be 
spending on average 8-10 hours a 
day, 5 days a week in the workspace.  

Seek the employees’ feedback on 
what works well in the current 
workplace and what they would like 
to change. Conduct an employee 

survey for this and include wellbeing 
within the survey. This will form an 
important element within your 
workplace strategy and the future of 

your workplace.  

 

 

Flexible working & shared 

desk space 

Having choice and 

autonomy in the workplace is 
fundamental to create a 
positive culture. You’ll recruit 
and retain talent in the 

workplace by providing 
flexible working and shared 
desk space. This will also save 
money on real estate costs 

and give your employees the 
ability to work where, when 
and how. You’ll need to 
engage with a change 

management company if 
you are implementing this for 
the first time.  

Having a workspace which 

gives employees different 
spaces/ areas for different 
tasks allows a good variety in 
the workplace. For instance, 

you will want separate areas 
for head down, 
concentrating tasks to 
creative team tasks.  

 

 
 



 

Office design 

The design of offices plays a key           
ro.        role in the process. There is evidence              
t    that shows employees who work in well-

designed space are more productive and 
engaged in their work. However, do 
remember to be realistic as you will not be 
able to design an office that will meet 

everyone’s approval.  

How can your design of the office and 
workspace have a positive impact on your 
business, your employees and your customers?  

How much space do you have and how much 
space do you need?  

Guidelines are now suggesting due to COVID-
19 your occupancy in the office will be 40-50% 

of its current maximum occupancy.  

What are the crucial elements to your new 
office design? Think about desk spacing and 
office hygiene, one-way walkway’s and a 

more focus on using the stairs if possible. 
There’s a lot more to include in a workplace 
strategy but we’ve covered some important 
points.  

 

Did you know? An 

overwhelming 

majority (87%) of 
workers would like 

their current 
employer to offer 

healthier workspace 

benefits, with options 
ranging from 

wellness rooms, 
company fitness 

benefits, sit-stands, 
healthy lunch 

options and 
ergonomic seating.  

 



 

Timescales 

& scope 

You should set a deadline for your                              
office move and communicate these to all 

involved. Agree the scope for your move and 
share this with all stakeholders involved, especially 
your office moving company. 
Always build in contingency. You may want to 
include:  

 Location of current and new offices  

 Overview and motive for the move 

 Deadlines – key milestones 

 Access and Egress at both locations 

 Number of staff relocating  

 Number of crates required (if known) 

 Asset list  

 Additional services required such as filing 

audits, IT audits, furniture audits  

 IT decommission and recommission support  

 Will you require pre and post move support 

Do you require packing support? 

 Labelling plan  

 Weekday, evening or weekend moving  

 Special requirements e.g. COVID-19 working  

 

Move manager  

& move champion 

Appoint a project leader 
and an internal team 
responsible for the 

delivery of the move. This 
may be a move 
manager or in smaller 
settings this can be the 
office manager. Then 
from each department 
appoint a ‘move 
champion’ who will be 
responsible for 
communicating to their 

team, being an 
advocate of the move 
and ensuring tasks are 
completed on time.  

 



 
 
  

REALISTIC BUDGET AND 

WHAT TO CONSIDER 

Hints & tips: 

The mover will 
not pack personal 
desk or pedestal 
contents. Usually you 
will allow 1-2 crates 

per employee for 
their own personal 
contents. 
 

Moving office 

is a big investment it 

is crucial you budget realistically 

for this and consider all the items  

which need to go into the budget. 

    Sometimes the office move can be left 
last to budget for. It is highly recommended  

that this is at the fore front of your budget. It 
will be highly likely to cost your business more in 
the long run if you do not plan and budget 
earlier. Some further things to consider and 
expect: 

 Consultancy fees  

 IT costs – external IT support  

 Legal fees  

 Printing and stationary  

 Employee costs. E.g. potential 

overtime / unsociable hours and training  

 Lift engineers  

 Building security  

 Move management – office moving 

company fees  

 New furniture/IT installation 

 Recycling of redundant furniture  

 Office cleaning – deep clean 

Things to consider: 

Is it possible to move within 
your normal working week 
hours? This will be the most 
cost effective for you. If not, 

you’ll need to plan for an 
evening or weekend move. 
Speak to a professional 
office move/relocation 
company to get a high-level 
budget cost for your move. 
Ask them to plan an activity 
schedule and provide the 
number of crates needed. 
 

Will you require a filing 
audit? 
 
Can you clear out items you 
don’t need to move? 

 
Can you scan documents to 
cloud based storage to save 
on storage base? 
 

Also consider other costs 
outside the relocation 
budget such as 
dilapidation, design and 
build costs. 

 
 



 
 
 

Hints & tips: 

Ask the move 
company for their 
COVID-19 operating 
procedures to 
explain how the 
move will be 
completed safely 
and mitigating the 
risk of spreading     
the virus. 

Key 

stakeholders 

Decide who you need to 

notify and engage with. ‘Move 

Champions’ are appointed to engage 

with each of their departments. You’ll need 

to notify all your customers, key suppliers, 

insurance providers, companies house if your 
registered address is your office address and IT 
support, along with anyone else as required. 
Provide them with the key information about 
your move and keep them up to date of any 

changes that may affect them as well.  

 
Appoint an office move company 

Now you have reviewed your costs and 
planned these into your project, appoint the 
office move company. It is recommended 
that estimated timescales to appoint them 
should be 3-6 months prior to moving. 
However, we do understand this will depend 

on the size of your office move and individual 
circumstances. 

 

 

Tip- Remember to not only consider the 

costs but to also consider the quality of 
the move company and how they 
have managed your enquiry so far. 
 
 

 
 
 
 

Floor plan  

Create a floor plan if this 

hasn’t already been done. 
Agree a desk plan/labelling 
plan.  

 

 

Tip: Be aware of the new 

physical distancing 
guidelines of 2 meters 
when designing your floor 
plan for COVID-19 
working.  

 

Furniture and IT audit  

Decide what items you’ll 
keep and move to your new 
offices. 

Which items are in each 
department and their 
condition.  

Do you need to order new 

furniture and or IT? 
Which items are for up- 
recycling?  

 



 
 

 Order crates and pack items you do not use 
on a daily basis  

 Label crates with department and names or 
desk numbers - always label crates to the 

new position  

 Label all furniture required to move. If it’s not 
labelled it won’t get moved  

 Secure destruction of any unwanted filing  

 Install any new furniture and or IT into the new 
offices before the move commences  

 Liaise with building management regarding 
access at all locations. Confirm any special 
requirements such as lift and loading bay 
access and procedures  

 Arrange with the office move company 
should any parking be required  

 Review RAMS (risk assessment, method 
statements) with the office moving company, 
sign off and pass to the building 
management team  

 Pass on removal team names to the building 
management team and any vehicle 

registration plates as required  

 

 Confirm and agree activity schedule for 
the move  

 

 
 

Did you know.....  

100 to 120 LC3 
standard crates 
which are most 

commonly used 
when moving 

offices will fill one 
7.5T lorry  

 



  
 

 Ensure you have a representative 

of your company on the move 

day if there’s not a move 

manager instructed for the move  

  Ensure staff are not around on the 

move day  

 Hand any access key cards to the 

move manager or supervisor on the 

move day  

 Have spare A3 printed copies of the 

floor plan  

 Ensure the office moving company you 

have procured protect both buildings 

when moving items  

 You may require a lift engineer to be 

present in case of lift failure  

 Ensure your IT company is on hand to 

assist if required  

 You may organise a deep clean of the 

furniture  

 

 
 

Hints and Tips......  

Always have 
spare floor plans 

easily accessible 
to refer to 

throughout the 
move  

 



 
 
 
 

 

 
 
 
 
 
 

 
 
 
 
 

 
 
 
 
 

  

 Welcome move team for when your employees 

arrive at work. This helps to move crates around 
after employees have unpacked them and any 
last-minute changes.  

  Distribute access cards to employees 

 Hand moving in welcome packs to your employees 

 Train employees on how to use new furniture installed 

 Complete DSE assessments (Display Screen Equipment)  

 Celebrate your new office space with your employees Ask 

for employee feedback  

 Once all the crates are unpacked ask your office moving 

company to collect them  

 Project debrief meeting 

 Take photos of your new space and share on social media  

 



 

Move & Project Management Methodology  

 
“ W o r k i n g  w i t h  c l i e n t s  t o  d e l i v e r  s u c c e s s f u l  m o v e s  w h i c h  h a v e  a n  i n s t a n t ,  

d r a m a t i c  l a s t i n g  i m p r o v e m e n t  t o  t h e i r  b u s i n e s s ”  

 



 

 


