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BUSINESS RELOCATIONS

OFFICE RELOCATION BASICS

New space for your business is an exciting opportunity. It can also become a huge monster if not properly planned and managed. Here are some basics to consider if your business has made the important decision to relocate. 
Working with a good space planner or architect can make the planning process much easier and more successful. The employee responsible for all moving details and your planner should meet with company managers to determine ideal layouts and work to resolve issues such as locations of files, faxes, printers and other equipment needed in the office. 
Retail, warehouse and other non-office spaces should also be planned prior to any move. Buy-in from your employees for their new space is another key to keeping employees satisfied during inevitable disruptions. Constant communication is key. 
Once layouts are confirmed, decisions on furniture and cabling are needed several months prior to the relocation. If new furniture and equipment are to be purchased for all or part of the new site, lead times for these items often dictate later schedules. Your cabling for telephones, data and equipment must be designed, ordered and installed to align with furniture installation, if new; or prior to your move, if you are bringing everything from the current site. 
Architects and space planners are familiar with project management tools to schedule and detail all of these items, so that you can provide key employees with milestone dates to anticipate and prepare for prior to the actual move. 
During the mover selection process, be as specific as possible with potential movers, about move schedules, your expectations and building requirements in the old and new locations. Ask about requirements to unload file cabinets, desks and other furniture. If your mover can save any of your employees' time in not unloading, packing and reloading at the new location without damaging your assets, you've saved substantial disruption and helped to keep most employees out of the tedious tasks associated with packing and unpacking. 
Check with landlords to reserve freight elevators during actual move hours, and to make sure you understand their requirements during a move. 
Additional security in some locations may be required since doors will be propped open for long periods while furniture and equipment are moved. Requirements to cover some flooring and door frames may be part of your new lease or may apply in your current location. Be sure all vendors (not just movers) provide insurance certificates prior to final negotiations. Most landlords require these before allowing any movement of your assets. 
Consider your options with moving supplies. If you are a large concern with either an ongoing requirement for boxing supplies or a huge one-time purchase, you might save by purchasing these items directly from box suppliers. There also are movers who can provide reusable boxing for rental. Work with your movers to determine approximate supply needs. Always plan for more than you think is reasonably needed. When packing up, the inventory always seems to expand, and unused materials can usually be returned for credit. 
Another key to saving during your move is to schedule clean-ups and file purges approximately one month before the start of your relocation. There's huge waste in paying to move boxes of items that should actually be thrown away or recycled. 
Other items, such as old furniture or equipment which will not be moved, need to be scheduled for sale, donation or trash removal, since abandoned materials cannot be left on site after your move. 
Moves, like any other change, are difficult for employees. If the new space is farther than just down the road, your employees need lots of information on the new area. Consider several issues of a newsletter -- a formatted publication listing amenities, access, parking and other information specific to the new space. Use upbeat language and graphics to excite them about their new work home. 
Just before the move, or the first phase of the move, provide a meeting with graphic presentations of the new layout so that everyone will know where they belong before they arrive. Be prepared to answer many questions. 
"Sell" the benefits of the move, the new site, and possible upgrades or improvements that will occur during this transition. After all, if your business has made the financial and legal commitment to move, there are numerous benefits. 
These meetings also provide the opportunity to train employees on packing and labeling for their move. A move letter or brief reminders in your move newsletter, detailing this information should follow the meeting, at least a week prior to the move. 
A well-planned, successful move is predictable if good communication and employee buy-in are part of your planning and ongoing move strategy. Remember that the success of your move will be determined by all employees, not just the boss. 
