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This is a checklist for some (but not all) of the things you should look at doing 
before, during, and after moving offi ces. It is based on a timeline so you 
know when to start doing each point. This checklist will be mostly focusing 
on moving the IT for the business, but will obviously touch on other aspects of 
moving your offi ce. 

Moving offi ces can be a very stressful time, but it is also the best time for you 
to plan a structured, logical offi ce environment for you to continue growing 
your business. If you plan properly in advance, you can signifi cantly improve the 
working environment you and your staff are in.

6 Months Before Moving    

3 Months Before Moving   

Month Before Moving      

1 Week Before Moving        

2 Days Before Moving         

Day Before Moving           

Moving Day!                       

List of people to inform  
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Months Before Moving

Visit the new offi ce and work out where you want desks/workstations located.

Determine where the server room or server cabinet (if any) is going to reside.

Find out where power points are.

Find out where network points are (if any?)

Where do the network points terminate at? Patch panel?  

Check the network points are correctly labelled!

Test a sample of the network points to make sure they work.

Where is your broadband going to come into the offi ce? Is it near the server 

cabinet? 

Where are telecoms sockets (if any) terminating? Is there a place for 

a PBX if required?

Assess if network/telecoms points are suitable and if not, do you have 

permission to install your own?

Start compiling a list of all your suppliers, trade contacts, etc. (use incoming 

snail-mail to catch any you forgot over the next few months).
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Months Before Moving

Assess any furniture/supplies purchases that may be required!

With the information you accumulated at the new offi ce, work out where you are 

siting workstations, who is going where, and where your servers are going.

Are there enough power points where you want these places? If not, plan putting 

them in!

Are there enough power sockets where you’ve planned the desks to sit?

If you are going to have your Internet delivered over a traditional phone line 

(ADSL/SDSL/vDSL) then check which exchange your new premises will be 

connected to and assess the best, preferablly LLU, ISP for speeds. 

Can you get FTTC (vDSL)?
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Month Before Moving

Purchase any necessary furniture/supplies.

Look at backup process - is it in place?

Make a full backup of all servers!

Test those backups, and keep them off-site.

If you have to sign up for telco or ISP then do so no later than now. 

Write a standard letter notifying people about your new address.
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Week Before Moving

Take another full backup.

Test the backup and keep it off-site.

Send the standard letter you wrote a few weeks ago and update critical contacts. 

Use the list you compiled recently for this.

Contact your ISP and fi nd out what Static IP Address (if any) you’ve now got at 

the new offi ce.

If you host your mail within the offi ces (Windows Server/Exchange) then consider 

putting a backup MX (Mailserver) in place for when the MailServer is powered 

down during the move.

If you made a fl oorplan of where staff/equipment is going, reference the 

fl oorplan and label corresponding equipment so those that don’t know can refer 

to this when moving the furniture/equipment.

ONE
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Days Before Moving

Work out which member(s) of staff are assisting in the move, and which ones 

should just turn up at new offi ce.

Make sure your staff know what offi ce to report to on moving day!

If you have access to the new offi ce, consider moving as much of the 

furniture, or offl ine equipment as possible ready to be set up.
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Day Before Moving

Take your last full backup of all servers!

Test the backup!

Keep the last backup off-site, but take another copy with you in the event of 

requiring a recovery.

At end of the day (4-5pm) update all DNS to refl ect new IP addresses 

(MX, A Records, etc.)

Moving day tomorrow!
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Moving Day!
Move all equipment and furniture now, including mission-critical hardware.

If possible, have routers, switches, and servers move to the new offi ce in the 

fi rst van and a staff member there setting them up unless you’ve contracted us 

to do this for you.

Move in and setup any furniture and/or cabling.
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HMRC (Inform the VAT man 

separately, as they’re notoriously bad 

at updating their records)

Companies House

DVLA (company car)

Lease Agreements (Company car, 

computers, equipment)

Bank

Mortgage

Insurers

Suppliers

Customers/Clients

Web-host

Domain registrar

Contact details on website

Contact details in email footer

Contact details on headed paper, 

newsletters, business cards, 

compliment slips

Accountant

Bookkeeper

IT Support Company

Example List of people 
to inform:
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