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How to Organize an Office Move in London?
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How do I plan an office move in London step by step?

1. Set a Timeline and Budget



Start planning 2–3 months in advance. Define the moving date, assign a budget, and notify all relevant
stakeholders.

2. Choose a Trusted Moving Company

Research and book a professional Office removals company in London with experience in commercial
moves.

3. Assign Moving Coordinators

Designate team leaders to coordinate departments and supervise packing and logistics.

4. Communicate With All Parties

Inform employees, building management, IT providers, and clients about your move in advance.

5. Create a Moving Checklist

Book the moving company
Label and pack all items
Lock cabinets with sensitive data
Disconnect electronics safely
Update address online and offline

What is the best time to schedule an office relocation in London?

Midweek and mid-month moves are often best, avoiding peak business days and high traffic. Moving during
off-peak hours (early morning or late evening) can also help minimize disruption.

Summer months are busier, so book well in advance if moving during this time.

How much does it cost to move an office in London?

Costs depend on the office size, number of items, distance, and services required. On average, expect to pay
between £500 and £2,500 for a standard move in London.

Factors that affect cost include packing services, disassembly, heavy items, stair access, and number of
movers.

How do I minimize downtime during an office move?

https://www.london-man-van.com/office-removals/


Plan in stages, move outside working hours, and ensure IT setup is prioritized. Communicate timelines and
assign clear tasks to minimize business disruption.

Use cloud-based systems to maintain access to data during the move and test utilities at the new location
before the moving day.

What should be included in an office Moving checklist?

Confirm move date and Book movers
Notify all stakeholders (staff, IT, clients)
Assign team leaders
Prepare packing supplies and labels
Back up digital data
Disconnect and label IT equipment
Ensure utilities are connected at new site
Distribute keys and access passes

Should I hire a professional office removal company in London?

Yes. Hiring experts reduces stress, saves time, and ensures safe transport of office equipment. They also offer
packing, dismantling, and reassembly services.

Choose a company with strong reviews, insurance, and experience in London office moves.

How do I notify staff and clients about an office move?

Send out emails at least 4–6 weeks before the move. Follow up with reminders, and update your website,
email signatures, and Google Business listing.

Let clients know about any service interruptions and new contact information ahead of time.

Extra Office Moving Tips

Each employee should pack their desk and label boxes
Secure important documents and lock filing cabinets
Disconnect all electronics before the move
Remove ink or powder from printers before transport
Check new office utilities (power, internet, bathrooms)
Assign staff to test connections upon arrival

Checklist Before the Move

Have you booked your office moving company?
Are desks emptied and labelled?

https://www.london-man-van.com/blog/id/office-move-checklist-london/
https://www.london-man-van.com/booking/
https://www.london-man-van.com/office-removals/
https://www.london-man-van.com/office-removals/


Are archive cabinets locked?
Are fragile items securely packed?
Are electronics disconnected and ready?
Are printers emptied of ink or toner?
Have you made spare keys?
Is the internet and phone line active in the new location?

Summary

Start your office move preparations early by booking a professional moving company?, assigning
responsibilities, and using a detailed checklist. Clear communication and early IT setup are essential to
minimize downtime. With the right planning, your London office relocation can be smooth and efficient.

Get a Quote and Book Your Office Move Today

Ready to move your office in London? Let our experienced team handle everything from packing to
transport. Contact us today or book online to get started!

https://www.london-man-van.com/Moving-London/
https://www.london-man-van.com/booking/
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