
COMMERCIAL MOVING CHECKLIST 

Planning Phase 
□ Review lease agreements and exit obligations 
□ Establish relocation budget 
□ Select new office space and engage designers if needed 
□ Notify employees of the upcoming move and projected timing 
□ Begin researching movers 
 
Preparation Phase 
□ Form an internal relocation team 
□ Notify clients, vendors, and partners 
□ Hire movers and determine packing responsibilities 
□ Schedule IT, electrical, and telecom contractors 
□ Confirm server relocation or colocation plans 
 
Final Prep Phase 
□ Inventory all furniture, equipment, and files 
□ Decide what will be moved, stored, donated, or disposed of 
□ Pack non-essential materials 
□ Order new furniture 
□ Schedule cleaning services 
□ Separate items going into storage 
 
Packing Phase 
□ Assign move day contacts 
□ Secure packing supplies 
□ Label by department and destination 
□ Prepare essentials boxes 
□ Arrange storage if needed 
□ Send client and vendor reminders 
 
Final Days Before Your Move 
□ Confirm all vendors and contractors 
□ Verify packing completion 
□ Review your moving day schedule 
 
Moving Day 
□ Keep your checklist on hand 
□ Meet movers 
□ Monitor department sequencing 
 
Post-Move and Unpacking Priority Systems 
□ Organize furniture placement 
□ Notify clients and vendors 
□ Thank employees 


