OFFICEOPS HUB

Office Move Checklist

Plan a smooth office relocation with an 8-week timeline, budget, and move-day checklist.

What's inside

Confirm the move date, budget, and executive sponsor.

Build an 8-week timeline with owners for each phase.

Compare moving vendors and check insurance and references.
Plan IT, network, access control, and signage cutover.

Create an employee communication plan.

Prepare the move-day checklist and post-move review.

How to use it

1. Set your target move date and work backward through the timeline.
2. Assign an owner to planning, vendors, IT, and communication.
3. Use the budget tracker to compare quotes and avoid surprises.

4. Run the move-day checklist and capture lessons learned.

Notes

Use this template as a practical starting point. Adapt it to your office, local regulations, and company policy. It is not legal, HR, or
safety advice.

More free templates: officeopshub.com | No signup. No demo. No sales calls.
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