
 

 

 

 

 

 

 

Simplified Office Relocation: Trust Movers' 
Comprehensive Moving Checklist 

 

 

 

Relocating your office can be both thrilling and overwhelming. Avoid last-minute 
chaos with our office moving checklist. Stay organized, tackle tasks ahead of time, 

and get back to business as usual with ease! 

 
 

 

 

 

 

Dear Customer Thank You For Choosing Us 
 
Moving can be a stressful experience, whether it's across the street or around the nation. At 
Trust Movers & Freight, we are committed to making your move as smooth and positive as 
possible. 
 
To help, we have created a comprehensive Moving Checklist. This comprehensive guide 
walks you through each stage of the moving process, from preparation to moving day. It 
includes valuable Moving Tips and expert advice on what to do (and what not to do). 
 
Simply check off each task as you complete it, and you will stay on track. We hope you find 
this checklist an essential resource for a successful moving journey. If you have any questions 
or need further assistance, please do not hesitate to reach out. 
 
Best regards, 
Trust Movers & Freight 
 

 

 

 

 

 

 

 

 

 
 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

THREE MONTHS  
PRIOR TO MOVING 

DAY

Does the Space 
Accommodate Your 
Staff Comfortably?

MOVE WITH THE 
TRUST

1. CONSIDER YOUR STAFF's NEEDS

Is the space too 
cramped?

Is it comfortably 
spacious?

Does it offer room for 
growth?

2. ASSESS THE SECURITY FEATURES

Are there CCTV 
cameras?

Is there 24/7 on-site 
security personnel

Is there 24/7 on-site 
security personnel

3. EVALUATE THE COSTS

Rent or purchase price
Utility and 

maintenance expenses
Any additional fees or 

charges



 

 

 

 

 

 

 

 

 

 

 

 

 

4. CONSIDER GROWTH POTENTIAL

Available adjacent 
space?

Flexibility for 
renovations or 

upgrades?

Opportunity for future 
expansion?

5. CLARIFY MAINTENANCE RESPNSBILITIY

Landlord or property 
manager?

Tenant or occupant? Shared responsibility?

6. CHECK DECORATING RESTRICTIONS

Are renovations 
permitted?

Are there any design or 
aesthetic guidelines?

any restrictions on 
signage or branding?

7. ASESS POWER AND TECH INFRASTRUCTURE

Sufficient power 
outlets?

Reliable internet and 
connectivity?

Adequate IT support?

8. CHECK FOR KITCHEN FACITILIES

Is a kitchen provided?
Are appliances and 
amenities included?

Is there a break room 
or dining area?"



 

 

 

 

 

 

 

 

 

 
 

 

 

9. CHECK WINDOW FUNCTIONALITY

Do all windows open?
Are they easy to 

operate?
Are there screens or 
ventilation options?

10. ASSESS NEARBY DISTRACTIONS

Traffic or road noise?
Nearby industrial or 
construction sites?

Bars, clubs, or other 
loud venues?"

SIX WEEKS PRIOR TO MOVING DAY

Appoint a reliable employee to oversee and coordinate the 
move.

Identify items that require upgrade or replacement.

Measure your new office space to plan furniture purchases 
and layout.

Do not hesitate to seek advice when needed.

Notify clients of the office move.

Get quotes from removal companies.

Keep staff updated and involved throughout the moving 
process.



 

 

      
 
 
 
 

 
 

Set up essential services at your new office, including phones, internet, 
and more.

Confirm the moving date with Trust Movers.

Confirm delivery of essentials before the move date.

Arrange a security assessment for the new office if not covered by 
management.

ONE MONTH PRIOR TO MOVING DAY

THREE WEEKS 
PRIOR TO 

MOVING DAY

Notify suppliers, 
services              

(e.g. gardeners, 
cleaners) and 
government 

agencies of your 
office move.

Order updated 
stationery with 
your new office 

address.



 

 

TWO WEEKS PRIOR TO MOVING DAY

Install phone lines and internet before moving in to avoid 
disruptions.

Transfer phone numbers or set up call forwarding to 
minimize disruption.

Arrange for postal redirection to your new office address.

Prepare essentials like coffee, water, and toilet paper for 
moving day.

"Arrange external storage for items like desks and IT 
equipment if needed.

Confirm move details with the removals company.

Label items according to the move plan.

Organize staff visits to the new site for familiarization.



 

 

 

 
 
 

 

 

 

Use this checklist to make moving day stress-free. Complete tasks in advance to minimize 
worries and quickly get back to your routine. 

Determine staff roles on moving day: helping, day off, or remote work.

Consider hiring a packing service to minimize business disruption.

Assemble large furniture pieces, if feasible, before moving day.

Set up and test cables, servers, and wiring at the new office.

Hire a cleaner to leave the old office in good condition.

ONE WEEK PRIOR TO MOVING DAY

ON THE DAY

Conduct a final check to 
ensure everything is ready 

for the move.

Leave the old office clean 
and tidy for the landlord.

Begin assembling and 
setting up furniture as soon 

as possible.


