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We will cover:

Planning & Preparation
Communication  
Coordination
Infrastructure Assessment
Data Management
Moving Day Execution
Setup and Testing
Post-Move Review

Introduction

Relocating an office is a complex task,
especially when it involves transferring critical
technology and ensuring minimal disruption to
operations.  

This guide provides a
comprehensive step-
by-step approach to
address the technical
aspects of office
relocation, ensuring
that your tech setup is
seamless and efficient.



Email 
hello@syn-star.co.uk

Website
syn-star.co.uk

Call us 
0333 242 2447

INVENTORY 
CHECK

Identify all tech equipment:
List all devices, including
computers, printers, servers,
routers, phones, and other
peripherals.

Document specifications:
Record details such as serial
numbers, warranties, software
licenses, and configurations.
This will help you track assets
and ensure everything is
accounted for during the
move.

BUDGETING
Allocate funds: Prepare a
budget for any: 

 - Technology needs
 - Moving expenses
 - Potential repairs/replacements. 

Ensure you have a buffer for
unexpected costs.

Planning & Preparation
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INTERNAL
COMMUNICATION

Notify staff: Communicate the
move timeline and impact on
daily operations well in
advance. Keep everyone
informed about important
dates and any potential
downtime.

Assign roles: Designate a
relocation coordinator or team
to oversee the move. Assign
specific responsibilities to
ensure tasks are completed
efficiently.

EXTERNAL
COMMUNICATION

Inform stakeholders: Notify
clients, partners, and service
providers about the upcoming
move. Provide them with the
new address and any changes
in contact information.

Update online presence:
Ensure your new address is
reflected on your website,
social media profiles, and
business directories. Update
any automated email
signatures and marketing
materials.

Communication &
Coordination
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NEW OFFICE SITE
SURVEY

Power and connectivity:
Check the availability and
location of electrical outlets,
data ports, and Wi-Fi
coverage. Ensure there are
enough power points and
network access points to
support your technology
needs.

Space planning: Create a floor
plan to determine the optimal
layout for desks, workstations,
and tech equipment. Consider
factors like proximity to power
sources and network
connections.

INTERNET AND PHONE
SERVICES

Arrange transfer/install:
Contact your internet and
phone service providers to
arrange the transfer or
installation of services at the
new location. Schedule the
setup to be completed before
moving day.

Test connections: Ensure that
internet and phone services are
functional before the move.
This will minimise downtime
and allow you to address any
issues in advance.

Infrastructure
Assessment

http://syn-star.co.uk/
http://syn-star.co.uk/
http://syn-star.co.uk/
http://www.syn-star.co.uk/
http://www.syn-star.co.uk/
tel:03332422441
tel:03332422441
tel:03332422441


Email 
hello@syn-star.co.uk

Website
syn-star.co.uk

Call us 
0333 242 2447

DATA BACKUP
Perform backups: Make sure
all critical data and systems
are backed up before the
move. Use both local backups
(external hard drives) and
remote backups (cloud
storage) to ensure data is
protected.

Cloud storage: Consider using
cloud storage solutions for
seamless access to your data
during the move. Cloud
storage can also provide an
additional layer of data
security.DATA SECURITY

Secure sensitive information:
Protect both physical and digital
data by using encryption, strong
passwords, and secure storage
solutions. Ensure that sensitive
information is handled with care
during the move.

Compliance: Ensure that your
data management practices
comply with data protection
regulations, such as GDPR. This is
especially important when
handling personal or sensitive
information.

Data Management
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TRANSPORTATION
Professional movers: Hire
experienced movers who
specialise in handling technology.
They will have the expertise and
tools to safely transport your
devices.

Monitor transit: Track the
movement of sensitive equipment
to ensure it arrives safely and on
time. Consider using GPS tracking
for high-value items.

LABELING & PACKING
Label equipment: Clearly mark
boxes with their contents and
destination locations within
the new office. This will make
the unpacking process more
efficient.

Use proper packing materials:
Protect fragile tech items with
appropriate packing materials,
such as bubble wrap, anti-
static bags, and sturdy boxes.
Label boxes as "fragile" if
necessary.

Moving Day Execution
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TESTING &
TROUBLESHOOTING

Verify functionality: Test all
equipment and network
connections to ensure everything
is working correctly. Check for
issues like slow internet speeds,
connectivity problems, or
malfunctioning devices.

Troubleshoot issues: Address
any problems immediately. Have
a troubleshooting plan in place
and ensure you have the
necessary tools and spare parts
available.

SETUP AND TESTING
Reassemble systems: Follow
documentation and
configuration records to
accurately reassemble your
tech setup. Pay attention to
proper cable management to
avoid clutter and hazards.

Cable management: Organise
cables using cable ties, trays,
or sleeves. This will make the
setup neater and reduce the
risk of tripping or damaging
cables.

Moving Day Execution
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EVALUATE & REFLECT
Assess the move: Review the
relocation process and identify
what worked well and what could
be improved. Gather feedback
from staff and stakeholders.

Document lessons learned:
Create a detailed report of the
relocation process, including any
challenges faced and solutions
implemented. This documentation
will be valuable for future
relocations.

STAFF TRAINING
Familiarise staff: Introduce
employees to any new systems
or changes in the office layout.
Provide them with instructions
and support for using new
technology or equipment.

Provide support: Offer training
sessions or one-on-one
support if necessary. This will
help staff adapt to the new
environment and maintain
productivity.

Post-Move Review
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Find Out More

Cost effective
advice and 

implementation

Always very
helpful and

reliable.
Syn-Star Provide
Excellent Service

The knowledge
they posses is
unfathomable!

Case Study
Read our recent case study on how
we supported a local sound and
lighting company with their site
relocation.

How to Proceed?
To learn how we can support your business with a 

seamless relocation get in touch now!

https://syn-star.co.uk/case_studies/office-relocation-sound-lighting-company/
https://syn-star.co.uk/contact/

