Checklist

HOW TO RELOCATE YOUR
COMPANY SUCCESSFULLY

This list will remind you of everything essential to do for before, during
and after your move. If you plan your move properly and it all goes to
plan, your company can remain operational throughout the process.
It is advisable to prepare for the move carefully and well in advance. When planning
a move, you should nominate a person to be in charge, draw up a schedule and a
to-do list for everyone involved, work out the budget and inform the staff about
the move. Clear communication is vital during a move as, in addition to your own
staff, you need to ensure that all belongings are transferred smoothly and safely.
After the move, it is a good idea to first check that equipment works and draw up
office etiquette with the staff and IT support.
Simply follow this checklist and before you know it you’ll be arranging your ’housewarming’ party in your new offices!

BEFORE
THE MOVE
TIP
Make sure that the
management’s decision about the
move as well as the schedule and
everyone’s roles in the process
have been communicated to
everyone in time!
TIP
Across the 20 Technopolis
campuses, someone is always
moving: there are more than
1,000 removals every year!
Take advantage of the decades
of experience and the best
partners that you can trust.
TIP
A large part of the moving costs
relate to the planning of the
office space. The Workplace
Design guide helps you to
design an office that caters for
everyone’s different working
styles.

1. SELECT A PERSON TO BE IN CHARGE WHO
>> can make decisions and keep everything under
control
>> is good at motivating and engaging others
>> has excellent communication skills
>> understands the needs of various staff groups
>> can form a removal team of representatives
from various units if necessary
>> knows the business like the back of their hand
>> sticks to the budget
2. DRAW UP THE SCHEDULE AND A CHECKLIST
>> Specify the dates that are relevant to the move
and which will affect the planning of the move
>> The exact date of the move
>> The end of lease
>> Occupying the new premises partially/
completely
>> Discuss your schedule with service providers and
find out if transferring any of the services will
have an impact on the schedule
>> Check whether it is possible for operations to be
interrupted and if so, for how long
>> Draw up a checklist where all moving-related
tasks have a clear start and end time
3. CONSIDER THE BUDGET CAREFULLY,
NOT FORGETTING
>> The rent and deposit
>> Property-related expenses (waste management,
water, air-conditioning, cleaning, etc.)
>> Other service costs (postage, meetings,
telecommunications, etc.)
>> Taxes and insurances
>> Professional fees (legal services, translation
services, etc.)
>> Environmental and safety assessments

>> Work environment planning, space and furniture
plans and changes made to the spaces
>> Furniture and accessories (purchase, installation
and removal costs)
>> Information technology (hardware and software
upgrades, cabling, removal costs, etc.)
>> Restoring the old premises, obligation to restore
the new premises
>> Security (equipment, changes to/installation of
equipment, security during the removal)
>> Recycling and waste management costs relating
to the relocation
>> Staff costs (recruitment, end of employment
compensations, kilometer allowances, relocation,
etc.)
>> Printing of new stationery, business cards and
invitations
>> Website update
Please note! Ask for quotes for services and products
well in advance
4. ALWAYS ENSURE CLEAR COMMUNICATION ABOUT
THE MOVE
>> Make sure that the staff is informed of the
management’s decision to relocate and the
reasons well in advance
>> Create a communications plan as part of the
relocation plan and organize both formal and
informal meetings to discuss the move
>> Use various channels such as email, intranet,
Yammer/Facebook and posters to inform
everyone of the schedule.
>> Prepare an information package about the new
premises for your staff
>> Make sure that all your customers and partners
know where your company is moving and when

1. LEAD YOUR TEAM

DURING
THE MOVE

>> Make sure that IT specialists are available, and
check the timeframe for testing and other tasks
>> Remind all participants of their duties and the
schedule on the day of the move
>> Check that the right people are monitoring the
removal both at the old and the new premises,
and find out if you require additional security
>> Inform those on leave of the practical measures
>> Arrange for the disposal of unwanted items
2. RECYCLE CORRECTLY
>> Make sure that all waste is properly handled
>> Have at least the following waste bins at the old
and new premises:
>> Packaging waste
>> Hazardous waste
>> Secure confidential waste containers
>> Paper and cardboard
>> Other
3. MANAGE LOGISTICS
>> Organize the allocation of keys and codes
>> Inform the removal company of the routes as
well as loading and unloading locations
>> Check the security along the routes if necessary

TIP
Is your server in the cleaning cupboard and
your firewall on the windowsill? Store your
data in a cloud and ensure that you use the
space in the most efficient way possible.

1. CARRY OUT A FOLLOW-UP CHECK
>> Organize an inspection with all the
parties that were involved in the move
>> Check that the old office is clean and
ready to be handed over
>> Check that everything works in the new
office (furniture, lighting, equipment, etc.)
>> Check that the staff knows how to use
the new spaces, furniture and equipment
and, if necessary, ask suppliers to revisit
your office
2. SETTLE IN THE NEW PREMISES
>> Draw up office etiquette with the staff:
booking practices, quiet spaces, cleaning
rules, etc.
>> Arrange a housewarming party for staff
and clients
>> Thank everyone for their cooperation
and have a well-earned holiday!

AFTER
THE MOVE

TIP
You can book all Technopolis meeting
rooms from conference@technopolis.fi or
as our customer through MyTechnopolis
service channel.

CONTACT US:
info@technopolis.fi

