
Limiting Disruption During an Office Move:
Corporate Relocation Checklist

Corporate relocations are major events that require meticulous planning and execution to ensure
minimal disruption to business operations. Whether moving a small office or a large corporation,
the transition to a new location presents unique challenges and opportunities. This checklist
outlines essential steps and strategies to effectively manage a corporate relocation, ensuring a
smooth transition that maintains operational continuity, protects assets, and supports employee
needs throughout the process.

Pre-Move Planning

Assess the reasons for the move and establish clear goals.
Outline expected outcomes to guide the relocation strategy.

Define Objectives and Scope:

Form a dedicated team led by a project manager to oversee the relocation.
Assign tasks based on departmental needs, ensuring comprehensive coverage.

Create a Relocation Project Team:

Prepare a detailed budget, including potential unexpected costs, to manage financial
resources effectively.

Develop a Budget:

Consider factors such as market presence, accessibility, and cost efficiency in
selecting a new site.

Choose a New Location:

Develop a realistic timeline that aligns with business cycles to minimise impact.
Timeline and Scheduling:



Logistics and Operations

Engage a reputable mover with corporate relocation experience to handle logistics
and transportation.

Hire a Professional Moving Company:

Implement a systematic inventory management system to track and label all assets
during the move.

Inventory and Tagging:

Maintain open lines of communication with all stakeholders to ensure everyone is
informed and prepared.

Communication Plan:

Prioritise the setup and testing of all IT infrastructure to avoid business disruptions.
IT and Infrastructure Setup:

Ensure the move complies with all regulatory requirements and contractual
obligations.

Address Legal and Compliance Issues:

Employee Transition and Support

Offer assistance and incentives to employees affected by the move to maintain
morale and productivity.

Employee Relocation Support:

Facilitate training sessions to acquaint staff with new operations and security
protocols.

Orientation and Training:
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Post-Move

Oversee the organised unpacking and arrangement of the new office space
according to the planned layout.

Unpacking and Setup:

Conduct evaluations to address any issues and integrate feedback for future
improvements.

Post-Move Evaluation:

Organise an event to celebrate the successful relocation, reinforcing a positive start
at the new location.

Celebrate the Move:

Conclusion: Partnering with Doree Bonner International for
Your Corporate Relocation Needs
When it comes to managing a seamless corporate relocation, Doree Bonner International stands
out as the preferred partner. With decades of experience in the moving industry, we specialise in
providing tailored office relocation services that minimise downtime and disruption. Our
comprehensive services include professional packing, secure storage solutions, and expert
handling of all types of corporate assets, from office furniture to sensitive equipment.
At Doree Bonner, we understand that every corporate move is unique. That's why we offer
customised solutions designed to meet the specific needs of your business, ensuring a smooth
transition to your new premises. Our commitment to quality service and customer satisfaction is
reflected in our industry accreditations and the trust placed in us by businesses across sectors.
Choose Doree Bonner International for your next corporate relocation to experience a stress-free
move. Our expert corporate relocations team is equipped to handle all aspects of your relocation,
allowing you to focus on what you do best - running your business. For more information or to
discuss your specific relocation needs, contact us 24/7. 
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