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MOVING OFFICE
A guide for reducing the disruption of your move 
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OVERVIEW

In July 2016 IT Partners moved into our new premises. On the surface 
the move was very simple – get packers to move things in a truck and 
unload them at the other end. What wasn’t necessarily seen by all was 
the weeks of decision making, planning and organising that got us to 
that point.  

This eBook is designed to share with you the key insights and 
strategies we used and the lessons we learned. If there was one tip we 
were to give you up front it would be to get your IT provider involved 
from the outset. This will enable you to plan a seamless transition for 
your clients and your Team, minimising disruption to your business.

Chapter 1 Planning your move 06

Chapter 2 Preparing to move 20

Chapter 3 Moving day 24

Chapter 4 Close out 26 We hope you find this eBook useful.  
If you have any questions please contact us.
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Before you even start looking to move there is some thought and planning that needs  
to be done. It is important to clearly define what you want your outcomes to be.

AT THE OUTSET
CHAPTER ONE

PURPOSE 
It’s important to 
define the purpose of 
your move then keep 
it at the forefront of 
your mind. This will 
help you make some 
of the hard decisions. 
For example: if your 
purpose is to move 
into a more 
professional office 
space but you take all 
your old furniture 
and don’t allocate 
budget for new, then 
is that supporting 
your reason for the 
move? 

LOCATION  
Have you properly 
considered the best 
location to suit your 
company and 
employee needs. For 
example: does the 
area you are moving 
to have fast, reliable 
internet and cell 
phone coverage? 

BUDGET 
Determine your 
budget early and 
track it as you 
progress. Let it guide 
you in your decision-
making, but don’t let 
it compromise what 
you want to achieve. 

OWNERSHIP & 
CONSTRUCTION 
Decide whether you 
want to invest in a 
new commercial 
property, or lease 
one. You will also 
need to consider 
whether a new build 
or refit is more 
suitable.

SHARED OFFICES 
If you plan on 
growing the size of 
your company, 
consider having a 
shared office space to 
cover the lease until 
you require more 
room.  

TIMEFRAME  
Consider all of your 
stakeholders when 
determining the best 
time for you to move. 
For example: moving 
during a busy time of 
year, either for you or 
your clients, will add 
additional pressure 
and create the 
potential for issues to 
arise. 

HANDY TIP: 
Moving is a big task,  

click here for some of  
our best project 

management tips.
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Communication will contribute to the success of your move.  
Everyone needs to be on the same page and know when key events will take place. 

CHANNELS OF COMMUNICATION: define how you will communicate with your Team.  Microsoft Teams may be used for 
information, but email may be better suited for items that require action from your Team.

UPDATES: provide updates to the team of when key operations are taking place.  This will enable them to plan their work 
commitments around it or communicate additional information you might not know or have considered.

INVOLVE THE TEAM: each team will have their own requirements that won’t be considered unless you have a meeting with 
them to ensure that nothing is missed.

ASK FOR OPINIONS: getting other opinions can be really beneficial to decision making.  Just make sure you respectfully 
acknowledge that not all opinions or suggestions will be actioned and provide specific reasoning when needed. 

INTERNET & NETWORK CONNECTIVITY: This doesn’t happen overnight so ensure you order your new connection as soon as 
you sign the paperwork. Ask your IT provider the question: can we do a soft cutover and have people stagger their move 
working from both locations?

DOCUMENTATION: determine who will be responsible for ensuring that all process   documentation is updated with changes 
that occur due to the move. 

SEEK HELP: speak to people who have gone through the same thing as you to get their advice and tips. 

CHANGE MANAGEMENT: determine how you will manage the changes with your Team, and the overall experience the move 
will provide your business. Changes such as moving to an open plan office or new seating locations can make all the difference.

COMMUNICATION
CHAPTER ONE
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PLANNING YOUR NEW SPACE 

REVIEW YOUR CURRENT FLOOR PLAN

• Consider who will need to collaborate as seating them near one another will have many 
benefits, including increased productivity.

• Moving to a new location is a great opportunity to replace paper documentation with 
electronic documentation (and associated systems). 

• Moving can encourage new opportunities for flexible seating systems, allowing staff to sit 
where they choose each day. Communication and an appreciation for others can be built with 
these systems.

• Locate your Team’s desks away from meeting rooms and photocopiers/printers to ensure 
your team is happy in their work space.

• There are a range of collaborative seating plans, from scattered desk areas to pods of six to 
group different teams.

• Consider confidentiality when deciding who sits where.

• Read these great articles from Harvard Business Review on how to boost collaboration and 
stop noise from ruining your open office.

This is the right time to do some research. Know your limitations and 
seek help from experts like colour consultants, architects or engineers.

WORKING ZONES 

If you have the space to create 
different working zones, this is a great 
way to offer your Team flexibility:  

• Open plan

• Project rooms

• Collaborative spaces

• Quiet areas for people to work by 
themselves or in small groups

• Comfortable spaces – lounge area

STORAGE

• What are your storage requirements 
now, and in the future?

• What can you change about your 
current storage situation to reduce 
the need for extra storage i.e. is it 
time to go paperless?

CHAPTER ONE
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It’s the little things that make a difference and having 
great facilities make for a happier, more productive Team.

YOUR PEOPLE
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CHAPTER ONE

Health and Safety  

Health and safety is essential, not 
just for your office move, but for 
ensuring you have set up a safe 
working environment for your 
Team. Make sure you have checked 
these items and any others that are 
listed in your company’s health and 
safety manual:

EMERGENCY EVACUATION 
PROCEDURES: update your fire 
evacuation procedures and 
organise a trial evacuation as soon 
as possible.

FIRE WARDENS: assess whether 
your current fire wardens are 
seated in a location that is 
conducive to their role during an 
evacuation. If not, assign new fire 
wardens and arrange training.  

HAZARDS: continually look for and 
identify any potential hazards in 
your new office space and take the 
added precautions needed to keep 
your Team safe. 

CARPARKING: consider where the closest 
employee parking is and, ensure you have 
enough parking for visitors and clients.

KITCHEN/CAFETERIA: make sure your 
communal kitchen has plenty of seating and 
room for microwaves, sandwich presses, 
fridges and, of course, the all-important 
coffee machine(s).  
Set it up in such a way that it’s easy for 
employees to prepare and enjoy healthy 
lunches with colleagues.

SHOWER: encouraging exercise is important 
for your Team’s wellbeing. Support this by 
providing them with shower facilities they 
can use post-exercise. 

BIKE STORAGE: you’d be surprised at the 
number of people who would like the 
opportunity to bike to work. You can 
encourage this and make it easy for them to 
do so by allocating them a safe and secure 
space to park their bikes. 

RELAXING ZONES: create spaces that allow 
your team to relax and read a book, do some 
mindfulness or simply take a breather away 
from their desks.

OUTDOORS: keeping active throughout the 
working day is important to employee well-
being. Create walking meeting routes and 
provide your team with maps, directions and 
estimated times.  
Cabinetry: create customised effective 
storage space for winter coats, gym bags and 
any other personal items.
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HANDY TIP: 
It is important to  

consider interior design 
when planning your  

new space, click here  
for our best tips.
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There are a lot of functional requirements when setting up and moving to a new office and 
getting these right can make all the difference to your Team’s workplace experience.

7

AIR-CONDITIONING
Ensure you have air 
conditioning in all 
areas. Warm, stuffy 
rooms are 
unpleasant, making 
people lethargic 
which affects 
concentration. 
Sensors must be 
fitted out of the sun 
and away from 
equipment that 
radiates heat to 
avoid false 
temperature 
readings. You server 
room must also be 
air conditioned 24/7 
to avoid overheating. 

LIGHTING & BLINDS
Use energy efficient 
soft lighting to 
support employee 
well-being and add 
lamps to quiet 
lounge zones. Sensor 
lights are useful in 
areas that aren’t 
always in use and 
having a master 
switch is important. 
Blinds may also be 
essential for manging 
natural light and 
temperature.

ERGONOMIC 
WORKSTATIONS
Provide a 
comfortable working 
environment for 
each employee that 
includes sit/stand 
desks and easy 
access to  
frequently used 
items.

NETWORK & POWER 
SOCKETS
Power sockets need 
to be conveniently 
placed to recharge 
devices. Check to 
make sure there are 
enough network 
sockets that are in 
the right place. To 
help with this, design 
a map of where 
everything will be 
laid out, eg. PCs, 
phones. Also make 
sure that current 
sockets work and 
factor them into your 
design. 

FURNITURE
Look at the latest 
trends in office 
furniture from 
monitor arms, sit/
stand desks, 
ergonomic chairs, 
and storage. Assess 
what furniture you 
will take with you, 
and what you will 
purchase new. Gift 
old furniture to a 
charity or to your 
Team’s home office.

BUILDING OPERATIONS
CHAPTER ONE
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SECURITY AND ACCESS CONTROLS

Part of providing a welcoming and flexible working environment for staff is allowing them access to the office 
when they are at their most productive, balanced with effective security measures. Design your security and 
access system after answering the following questions:

TECHNICAL REQUIREMENTS
Get in touch with your IT Provider well in advance of your move to work through the below checklist.  
They can help in more ways than you might think.

• What security zones do you need? 

• Who will have access to different security zones?

• What doors need to be locked and when? Who has 
access?

• At what times should the building open/close?

• How does your alarm work? 

• How do employees enter the building?

• Do you allow after-hours access?

• Will access cards/fob functions be more effective?

DATA CABLING 

• Assess your requirements and run your cabling 
before you shift in to your new office. This will 
mean that on moving day your Team can just 
plug in.

• Ensure that there is a collaborative view 
between the interior designer, cabling vendor 
and information technology partner from the 
start, so there are no nasty surprises or costly 
design changes.

WIFI

• Ensure you have total Wi-Fi coverage throughout 
your office as black spots can occur when 
concrete and glass interfere with the signal.

• Advise your provider of your shift and when 
you’ll need your connection at your new 
building. 

CHAPTER ONE

HANDY TIP: 
Complete a walk through 

your new office with 
security staff and a few 
members of your team. 

They will see the area in a 
different way from you so 

their suggestions and 
feedback will be valuable 

as you plan this part of 
the move. 
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AUDIO VISUAL

Plan what you need in the way of quality 
audio-visual equipment, such as:

• Projectors
• Screens
• Sound systems
• Video conferencing quality 
• Mountings 
• Placement
• Cabling in between meeting rooms 

between projectors, TVs and meeting 
room tables must be considered. 

DASHBOARDS  

• How many dashboards do you wish to 
mount? Installation of mounting 
brackets will also need to done. 

• The ideal position for dashboards will 
keep employees focused on what you 
are trying to achieve. 

PHONES  

• Will you use your current phones or will a new system be 
installed?

• Work with your internet service provider to disconnect and 
reconnect your phone lines. 

• Check for network black spots in all interior and exterior areas 
of the new building. This may impact decisions involving mobile 
providers and your next contract renewal.

WIDE AREA NETWORK

• Have your IT provider check availability of services  before 
committing to the site. If your existing site has fibre and the 
new site does not, this may impact productivity.

• The lead times for fibre installation can be significant so make 
sure you have this organised well in advance (as some 
providers can take up to 15 weeks to install) or are late!

• Consider changes to your email system for meeting room 
bookings. New meeting rooms need to be added as resources 
into the system. and all future meetings need to be transferred. 

CHAPTER ONE

TECHNICAL REQUIREMENTS
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PREPARING TO MOVE
CHAPTER TWO

After planning, it’s time to start preparing for the move. Allocate a preparation period 
and allow an extra couple of days to ensure the process is smooth and enjoyable.

Spring Clean
Have a good clean out 

before your move.

Sequencing
Helps to ensure logistics 
follow a seamless order.

Packing
Start by getting lots of 
boxes and duct tape.

Branding
Update marketing 

materials and signage.

Moving Companies
Research your options 

and book well in advance.

Final Check
Make sure everything is 

up and running.

Floor Plans
Make sure you have 

plenty of copies.

Notifications
Communicate with clients 

and suppliers.

HANDY TIP: 
Check out our detailed 
check list that will help 
you prepare for your 

move.
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If you have planned well by moving day all the hard work should be done, and the 
day you have been working towards should run like clockwork.

 MOVERS: book the movers to arrive as early as possible. This will mean you have the rest of the day to organise 
things. Reserve parking for the moving truck if you can.

 YOUR TEAM: encourage employees who aren’t actively involved in the moving process to work from home while 
the move is taking place. This means business can continue as normal. Ask them to attend work in the afternoon 
to set up their workstations.

 CHECKLIST: circulate a moving day checklist, adding to it as you go.  

 FINAL CHECK: once everything is removed from your old office, do a final tour to ensure you have taken 
everything with you. 

 ONLINE PRESENCE: update your website with your new address, and send Google Maps a notification to change 
your location on their maps too.

 EMAIL SIGNATURES: ensure all staff have updated their email signatures with your new address. For the first couple 
of weeks it may pay to add a line to the bottom of all signatures, alerting and reminding people of your new location. 

 COVERAGE: plan for coverage during the move. Delegate an employee or team member to remain in the old office 
for the day to field calls.

 ONLINE ORDERING TOOLS: ensure you have changed your address on all of the online supplier ordering tools 
you use. Advise your Team to change the delivery address for any personal items they may get sent to work.

 NOTIFICATIONS: leave a sign at your old premises stating where you have moved to.

MOVING DAY

FINAL BITS AND PIECES

It doesn’t matter how 
organised you have been 
throughout the move, there 
will still be a few last minute 
things that still need to  
be done. 

As the move progresses, keep 
a log of ‘to do’ tasks you have 
identified that still need to be 
completed, eg. electrical 
work, areas to clean. 

Once all employees are set 
up in your new office and the 
bulk of the move is finished, 
you can then attend to these 
final bits and pieces.

CHAPTER THREE
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You’ve made it, it’s time to celebrate! But to ensure everything keeps 
running smoothly there are some settling in items to consider. 

SETTLING IN
CHAPTER THREE 

OFFICE WARMING

Celebrate the move to your new office with a couple of gatherings. Invite your Team’s partners 
and children in to see the new working space and host a gathering for clients and suppliers that 
celebrates your move and shows them around your new premises. Celebrating and sharing 
success is important. It’s also a good incentive for staff to keep their new workspace tidy!

MINIMISE DISRUPTIONS

Minimise and manage any disruptions. If maintenance is required to finish those last minute 
bits and pieces, organise this to take place afterhours.

KEEP UP COMMUNICATION

Keep lines of communication open with your Team. Ask them for feedback:

• are they settling in?
• do they have everything they need?
• do they have any niggles?
• what is working well for them?
• Is the office space too loud? Do they need headphones to minimise disruptions?
• Acknowledge team effort: reward your key Project Management Team. There is likely to  

have been a lot of extra hours put in to make your move successful so acknowledge this. 

ACKNOWLEDGE TEAM EFFORT

Reward your key Project 
Management Team. There is 

likely to have been a lot of 
extra hours put in to make 

your move successful so 
acknowledge this.
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Just like any project, a thorough debrief and handover is important.  
This will help to improve future processes.

CLOSE OUT
CHAPTER FOUR

HANDOVER 
Once the Project 
Manager has completed 
their side of the project 
ensure there is a clear 
handover. This needs to 
be communicated to the 
Team to avoid the 
Project Manager being 
seen as the unofficial 
Office Manager.  

PLAN AHEAD
Chances are you’ll 
continue to grow as a 
business. Consider 
where new desks will be 
added and where new 
storage will be needed 
as you expand. 

REVIEW
Do a review of what 
went well, and what 
didn’t. There may be 
some valuable insights 
you learned along the 
way that you should 
remember for the 
future.

DOCUMENTATION
Ensure all 
documentation is 
up-to-date with any new 
systems or processes. 
For example, establish a 
checklist for your new 
security system with 
information on how to 
set the alarm, how to 
access the office after 
hours etc.
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HERE TO HELP

At IT Partners, we are more than just your IT support team; 
we’re your partner in business. We specialise in thinking 
differently and taking a whole business view. 

That’s why we manage your IT systems and leverage the technology and 
telecommunications in the way that best supports your business needs, goals, and growth. 
Like IT, business is a system of inter-related, moving, changing parts that ultimately must 
deliver value. We live this every day, and help you live it too.

IT Partners is an experienced team of professionals providing IT support to medium-to-
large sized businesses in Hamilton and throughout the Waikato. We make it our priority to 
understand our client’s business first and foremost, and then fit technology, solutions and 
services around their needs to deliver outcomes that work. 

We combine our collective knowledge and expertise to ensure the job is done right the first 
time, to help your business perform efficiently, productively, and profitably now and into 
the future.

For further information please contact our 
Sales Team at hello@itpartners.co.nz


