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Checklist- Relocation				

Preliminary

· Notify present landlord of termination date
· Advise staff of date and location of move
· Create a master change of address list

General – Pre Move

· Develop a master relocation project schedule
· Tender and award moving contractor
· Tender & award telephone and computer cabling
· Pre book elevators and loading areas for moving day/s
· Inventory existing furniture
· Pre order any new office furniture & equipment
· Advise stationery & other relative suppliers of your move and any requirements you may have.
· Check your insurance coverage in relation to relocations etc
· File change of address forms with Aus Post and forward mail.
· Mail moving notices – banks, clients, customers, accounts receivables & payables etc
· Confirm the Certificate of Occupancy and all other required permits that need to be obtained
· Hold a project team meeting at the new premises roughly 3-4 weeks before the big day
· Have any locks & security codes changed 
· Address any special security needs that may be required
· Organize any local listings & directory board listings
· Ensure council & landlord approvals have been received before applying your business signage to your new premises.
· Arrange for post move cleaners


Pre-Move – Internal

· Finalize the seating plan/layout and identify each location so labels can be prepared
· Organize a staff moving committee if required and delegate the responsibilities
· Schedule & implement a regular programmed of clean up file purges & rubbish disposal.
· Schedule staff for the unpacking in new premises
· Arrange any storage for archive requirements
· Make sure all contents packed are labeled for easy location and a fast but smooth unpacking process
· Arrange a tour for all staff in the new premises
· Schedule any post move training drills in regards for security, fire & safety procedures in your new premises.
· Distribute any/all access cards, keys and  security passwords for new premises
· Draft & distribute a list of emergency contacts for staff & integral suppliers/clients

The Big Day - Moving Day

· Ensure the AC/Heating is on for the day of the move & setting up your new premises
· De install & Reinstall all server/s, computer equipment and phones prior to arrival of removalist and commence reinstall at new premises

Post Move

· Reinstall & test all telephone and computer  equipment 
· Distribute new phone list and map showing location of staff & departments
· Conduct a walk through of the premises and make notes of any damage prior to removalists arriving
· Ensure your insurance company is aware of new premises & the change over
· Reconfirm the termination dates with previous landlord/old lease
· Collect all parking passes, swipe/access cards & keys for old premises
· Complete and file all warranty information for all new assets & equipment.
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