
   

 

When moving offices, there is no room for error. For every day the attorneys can’t 

get into the new location or can’t see their clients, the practice is out of business. 

The key to success is good planning. 

This checklist contains essential items you must consider for a successful move. 

Customize this checklist for your own needs and keep it prominently displayed in 

your moving-related file folder or booklet. 
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adequate space around equipment for servicing and repair.  

outlets, telephone jacks, and network or cable connections in relation to furniture 

layout.  

-related installations should meet current and future 
needs.  

installation. Verify that wiring and placement of jacks, outlets, or other connections 
work with planned furniture and equipment layouts.  

 

move.  

 

printed, as well as letterhead and 
envelopes if you don’t use computer-generated letterhead.  

 

made to the website, including any hyperlinks to office location maps from mapping 
services.  

search by your law firm name and your former address to locate any listings that 
need to be revised. 
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rovide movers with keyed office 
furnishings plan, including staff plans of office areas, in advance of move.  

-up with telephone company about installing new lines for phone, fax and 

Internet. Arrange for this to be done well in advance of move or you may be in your 
new office with no working phone, fax, or Internet connection. Provide telephone 

company with keyed office furnishings plan, including staff plans of office areas, in 
advance of installation.  

 equipment/network at new location. 
Postpone computer upgrades or other major changes until after the move.  

 

-measure 
spaces to ensure current furniture and equipment will fit. Remember to allow 
adequate space around equipment for servicing and repair. 

 

 

 

 corresponding number.  

to work without the extra bodies.  

are delivered to the proper office room or area.  
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