
Things to check and do before 
relocating offices  

CHECKLIST



Building Administration & Inclusions

Find out if your landlord will be providing additional things over and above the tenant 
installation allowance (TIA), such as servicing the existing lights or air conditioning 
system.

Check what your landlord is providing for your tennant installation allowance. 
This is an agreed monetary contribution to the fit-out of your new premises and is 
normally included in the lease document. Note that this contribution covers the bare 
minimum and is generally not enough to achieve the desired results of a completed 
interior installation.

Make sure that your landlord provides you with an electical Certificate of Compliance 
(COC) before you begin any work on site. This ensures that the electrical wiring is 
safe and meets the required regulations.

Have you negotiated a rent free period (beneficial occupation) while you are 

busy with your installation?

Find out if your landlord will be providing additional things over and above 
the TIA (tennant installation allowance), such as servicing the existing lights 
or airconditioning system.

Check if ceilings, lighting  and airconditioning have been installed in the office space 
as these are no longer a given that they will be provided by the landlord.  If they are 
provided, check their condition. Also check to see if there are existing power plugs. 
All of these items can reduce the cost of your refurbishment a great deal.

General Administration

Determine a time frame for your project. Take into account, time for various 
decisions to be made by committees if relevant. It is often difficult to get 
decision makers together. Don’t forget to factor in public holidays if pertinent.
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Things to check and do before relocating offices 

Relocating offices can be an opportunity for creating a workspace that answers 
all your wishes for a creative and effective new home for your company, but if 
you are the person responsible for managing the move, it can become a huge 
undertaking to accomplish your vision. To make it easier, Paragon Interiors 
would like to share our checklist with you. 
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Update your staff organogram so that everyone is accounted for.  
Your space planners will need this when they are drawing up your plans.

Determine a realistic budget. It is wise to get professional help for this as there are 
unimagined expenses and items may be forgotten.

Notify clients and suppliers of your new address and phone numbers.

Make the necessary changes to your website.

Order new business cards.

Appoint a professional, corporate interior design and space planning company to help 
design your office layouts and create an environment that is aesthetically pleasing as 
well as functional.

Engage the services of a change management specialist. They will make the move so 
much easier by getting your staff to buy into the move and the changes that will be 
made.

Create a move newsletter for your staff or better still, get your change 
management specialist to include this in their change management services.

Let your indoor pot plant maintenance company know you will be moving 
and re-evaluate the plants you have, - you may want a fresh approach.

Do your printers or plotters need to be moved by a specialist or the supplier to 
maintain guarentees? Get in touch with them to find out what is required.

Notify your hygiene service provider that you will be moving. They will need to install 
their facilities in your new premises so that you have things like towels, toilet paper 
etc. in your bathrooms or kitchens. Are there any other services to notify?

Do you have large, heavy safes that need to be moved? Who will move these for you? 
If heavy, these generally require specialist firms to move them.

Arrange for signage on your new building and internal way-finding signage to direct 
clients and suppliers to your new reception. Don’t forget that you may want to also 
have signs for your parking bays.

Update company vehicle signage if required.

Allocate parking bays to staff members.

Allocate workstations to employees so that they know where their desks are when 

they arrive at the new offices.

Office Relocation checklist
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Check for refuse removal, are there options for collection of recyclable items?

Notify your firms’ insurance company that you will be moving.

You will need to get your fire design approved by the fire department and the 
council. This ensures that your space-plan or furniture layout allows for a safe 
and easy escape route in the event of a fire in your building. If you are using a 
professional design company, they will assist with this.

Area Logistics

Check the route to and from the workplace to see how long it will take. 

Are there other modes of transport to get there that your colleagues could use? 

Are there shops or restaurants or schools nearby? Familiarise yourself with 
these and communicate this information to the staff.
 
Are competitors based nearby? 

Are the other tenants in the building, good quality companies? 

Are there any issues with the area such as noise pollution or bad odours from 
factories?

Are there any major building upgrades planned that will affect you?

Building checks

Check the building walls for signs of damp. Look at the windowsills to see if 
there is any water damage showing. If there is a problem, find out if the landlord 
will agree to fix this, but they are not under any obligation to do so if it isn’t 
included in your lease document.

Check the heating, ventilation and airconditioning system (HVAC) to make sure 
it is working correctly. Are you happy with the current system? This can be an 
expensive item if it needs to be upgraded. 

Are there disabled facilities?

If there are lifts in the building, can they take goods and equipment? If not you’ll 
need to add to your move budget for people to carry things upstairs. 

Is all the fire equipment provided and in working order? 
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Has the building been rated as energy efficient? If so, will there be an additional 

cost in your interior installation to keep within this rating? 

Telephones

Can you move with your existing phone numbers? 

Would you like to upgrade your current phone system? Think about where the 
business will be in 5 – 10 years time. 

Do you require additional phone lines? 

Do you need a voicemail or telephone answering service? 

Apply to the phone service provider for new phone lines, at least 3 months in 
advance. Seriously, they take some time to roll-out and install your application. 

Organise a manual that has staff telephone extension numbers for all 
employees on arrival.

Information Technology - IT

Review your technology requirements.

Check if the cabling infrastructure in your new premises is suitable for your 
needs. This is rarely the case, so allow for a sizeable budget for your IT 
requirements.

Have you considered having a wireless broadband connection? This may be a 
good time to start using laptops which allow for flexibility in office environments 
that provide choice of workspaces. 

If you are relocating your server, evaluate your server room requirements such 
as the size of the room needed (remember to allow for access all around your 
server units, airconditioning, and cabling).

Do you require a generator in your new building? Is there an existing one 
provided by the landlord? 

Do you require an uninterupted supply of power (UPS), or do you have an existing 
one that needs to be moved? 

Office Relocation checklist
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Allow for time and manpower to install data cables, move the equipment and for 
the reinstallation of all PC’s, printers, and servers, and time to test the systems. 
Assess risks of IT move and down-time. 

Don’t forget to back up your information before you move. 

Audio Visual 
This is a great opportunity to reassess your equipment requirements for 
presentations. This includes projectors, TV’s, white boards, automated screens, 
video and tele conferencing. Your interior designer can help integrate this 
equipment into some lovely boardroom furniture.

Don’t forget to make sure the power points are in the right places so that laptops 
can be plugged into meeting room tables and that you have planned for Wifi.

Furniture

Prepare an asset register of existing furniture. 

If this is an opportunity for you to purchase new office furniture, your interior 
design company can assist with helping you to see the pro’s and con’s of various 
ranges taking ergonomics, health and safety and aesthetics into account. Allow 
for time to view the furniture, obtain quotes, make decisions, place orders and 
for the lead time for the office furniture to be produced. Depending on the size 
of the order this can take anything from between 4 and 12 weeks from the date 
the order is placed. This is dependent on stock levels or if an item is being made 
to order.

If you aren’t taking all your existing furniture with you, have you decided if you 
will dispose of it, sell it or donate it? Don’t forget to organise transport for this. 

If you are taking your furniture and equipment with you, arrange for a removal 
company to do this. This includes fridges, microwaves, dishwashers, coffee 
machines and water dispensers. Some removal companies charge more for end 
of month moves, so you may want to plan a mid-month move. 

Filing and document storage

Rethink whether the system you are currently using for filing is efficient.  
Although many companies are finding that their paper storage is shrinking in 
favour of information stored in the cloud, some companies need to have original 
documents that are easily accessible or securily stored.

Office Relocation checklist
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Office Relocation checklist
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Take the time to sort through and cull unnecessary documentation. Make time 
for shredding of sensitive information. Provide recycling bins for the purge 
process.

Consider storing essential documentation off-site at specialist storage 
warehouses.

Food and Beverages policy

This is a good time to review your policies about eating at workstations 
(not recommended) and what sort of facilities will be provided for staff.  

As a great place to eat and mingle with colleagues is a huge draw card for many 
employees, consider providing a well-designed area for this. A good 
corporate design company can help you.

Are your current coffee machines plumbed in?  Find out if you need to get the 
supplier to move them for you.

Remember to allow for electrical & plumbing requirements for these facilities 
in your new premises.

Health and Safety

Devise safety and evacuation procedures for your new premises.

Think of safety and security during the move. 

If you are considering construction changes to your office environment, you are 
responsible for health and safety during the process. A health and safety officer 
should be appointed and there should be a set of files that cover the health & 
safety policy, medical procedures if there is an incident, investigation procedures 
if an  incident should occur, induction training procedures, security procedures 
and it should include proof of public liability insurance. 

Security

Review your existing policies. 

Is  the new building secure?  Check all windows, doors and hatches. 

Make a list of access levels for employees. 

Are there any areas that need additional security? 
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Decide on areas in the facility that may need monitoring.

Unforseen costs

Don’t forget dilapidation costs. These are the costs needed to return your 
current offices to their original condition they were in when you first signed your 
lease. Don’t forget the reinstatement of your old premises in your time plan.

If you have valuable artwork, you may need a specialist to remove, transport and 
rehang your art, and your white/glass boards will also need to be hung.

Don’t forget to order tea and coffee supplies for the new office.  You can have 
beautiful offices but if there is no milk for tea, you may have a whole lot of grumpy 
people on hand.

Physical Move

Provide boxes & packing materials for your employees to pack the items that 
they personally use and supply labels for each box. Your removal company are 
normally happy to supply you with these at a small fee.

Assign someone to be responsible for packing up meeting rooms, boardrooms 
and other shared facilities.

Find out about the elevators/lifts at your new premises and make sure they will 
be available on the day of the move. If there is no dedicated goods lift, check if 
you have to supply protection to the internal lift walls.

Confirm date and times for the move.

Make sure the removal company has updated copies of the new floor plan. 
Assign an employee from each department to be at the new premises to help 
direct staff, and the removal company, so that all items are placed in the 
right areas.
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Paragon Interiors is a leading corporate interior design company 
that can assist with all space planning, interior design, 

procurement, change management and construction management.                                                                                                                             
Call us for a no obligations consultation on +27 11 7065123 or visit 

our website www.paragon-interiors.co.za


