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Why are you moving? Seriously think about why your existing space 
is not meeting your requirements. Is moving the answer? 

Can you afford to move? Costs can quickly escalate, so obtain quotes 
from all parties involved beforehand. Set a budget and stick to it! 

How will your business benefit from a move? Better working 
environment, lower rents or more space? Define what you are 
expecting your new office to do for your business. 

Do you have contractual obligations with your current lease? Are 
there any penalty clauses in your existing lease if you move? What is 
the notice period? 

Do you have dilapidation responsibilities? Before handing your ‘old’ 
premises back to the landlord, check your lease agreement for 
dilapidation claims, ensure that all works have been carried out so as 
to avoid disputes at a later date. 
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Do you need to space plan the new office? Space planning your office 
will ensure furniture (existing and new) and all employees will fit. 

Do you need new furniture? Start by taking an inventory of your 
existing furniture, only then will you be able to establish if new 
furniture is required. Also remember an office relocation is a good 
time to de-clutter! 

Do you need to communicate the move? Communication is essential! 
Set up a plan to let customers, suppliers and service providers and 
more importantly staff know about the move. 

Should you hire an office relocation company? Many office moves fail 
because companies believe they can save time and money by ‘going it 
alone’, when in fact, working with experienced professionals can 
ensure your move happens on time, to budget and with minimum 
disruption to your business. 

When is the best time to move? Many companies totally 
underestimate the amount of planning an office move requires. Give 
yourself plenty of time and try to plan the move around a quiet time 
to avoid any major disruptions to you and your customers. 
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