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PLANNING YOUR MOVE 

For many, change can be stressful. Yet, when carefully managed using a methodical approach, change can be 
transformed into a positive experience for the majority of people. By proactively communicating and clearly setting 
expectations, you have the best chance for a successful move. 
 

Managing the move helps to: 
 Bolster culture + engagement within the organization 
 Ensure a successful transition with a majority consensus 

 
 
Move-In timetable: 
In this package we suggest a framework for an optimal Move-In experience as well as provide some best-practices to help 
guide you through the process. 
 
    PHASE SUGGESTED TOUCHPOINT SUGGESTED TIMEFRAME 

PRE MOVE-IN DAY 

Kick Off Event 45 Days Prior to Move 

Move Planner 45 Days Prior to Move 

Pre-move Employee Survey 45 Days Prior to Move 

MOVE-IN DAY 

Customer Concierge Move Day 

Signage Move Day 

Training & Support Move Day or shortly after 

POST MOVE-IN 

Move Celebration Day Of  Move | Post Move 

Content & Tools For Employees Post Move 

Post-move Employee Survey Post Move 

 Minimize stress and discontentment 
 Transition quickly with minimal impact 



PRE MOVE-IN 

Getting ready to move is a big effort for all involved. But by preparing people mentally and presenting the move as a series of 
actionable steps you can help dispel fear and anxiety. For instance, when dealing with the task of sorting and electronically 
archiving files,  you can position it as an opportunity to evolve to a more sustainable way of working. By saving paper you also 
save space that can now be used for new types of collaboration spaces or informal lounges. 
 
RECOMMENDED TOUCHPOINTS: 

 Kick-off Event  Announce the move and begin a 45 day count down 
 Re-iterate the project vision and goals 
 Show a presentation on the project’s progress 
 

 Move Planner  Provide move schedule, key dates, and expectations 
 Share a contact list of key departments / project team members for questions 
 Make recommendations about what to move, store and shred 
 Re-iterate company policies for discarding or digitizing documents 
 

 Pre-Move Survey* Gauge how your employees feel prior to moving 
 Re-administer the survey after the move 

 
Additional Best Practices: 

 Lead small groups or teams to tour the new space and build excitement 
 Appoint a move concierge to answer any questions before, during and after the move 
 Provide packing centers with extra boxes, tape and markers 
 Provide protocols for packing, for example: 

 Don’t overload boxes – keep them less than 30 lbs 
 Label your boxes with the your name, team, floor # and workspace # 
 Color code boxes by department * RED THREAD has resources available 



MOVE-IN 

Move-in day is exciting but can be chaotic. Through careful management and by utilizing the following best practices, you 
can help employees navigate their new space with ease.  
 
RECOMMENDED TOUCHPOINTS: 

 Concierge  Appoint a friendly face to welcome employees and help them settle in to the space 
 Consider providing a breakfast on the morning employees arrive 
 

 Signage *  Temporary signage throughout the space will help minimize confusion 
 Wayfinding or directional signage will help people acclimate more quickly 
 Print a large poster of the floorplan color coded by department 
 Consider a naming contest to name the different shared spaces 
 

 Move-In Booklet *   A small booklet given to each employee can be a handy reference guide for the new space 
 Shows the floorplan and different types of spaces 
 Shares the design intent and protocol for the spaces  
 Shares “How-to” guides and protocols 
 

 Training *  Product training and support services ensure that new tools are embraced. 
 Consider quick reference guides in all spaces that employ audiovisual technology 

 
Additional Best Practices: 

 Consider providing a welcome gift to each employee as a thank you for their patience during the move 
 Use the opportunity to create or re-distribute employee protocol guides 
 Share what wellness elements are present & supported in the new environment 
 

* RED THREAD has resources available 



POST MOVE-IN 

Post move is a great time to celebrate a successful move and allow employees to share and enjoy their new space . 
Recognizing the team involved and reiterating the positive changes can help build consensus. 
 
RECOMMENDED TOUCHPOINTS: 

 Celebration  Hold an event that celebrates a successful move  
 A block party for all employees affected by the change 
 An open house for neighbors 
 Re-cap the move experiences, share lessons learned, congratulate the team 
 

 Reference Guides *  Training guides to support the new space should be easily accessible 
 Make content and tools available on company intranet for example; 

 Space | Settings Protocol     
 Office Etiquette    
 Worktool Order Forms  
 Ergonomic Tips 

 Have signage or quick reference guides available in each technology enabled room 
 

 Post Move Survey * Conduct a post Move-In survey 30-60 days after the move  
 Understand the successes and identify any pain points 

 
Additional Best Practices: 

 Empower project team members to answer questions, lead tours and demonstrations 
 Capture first impressions of the new space – identify a person or team to gather and share their findings 
 Create a presentation to share internally and externally that chronicles your journey 
 
 

* RED THREAD has resources available 



MOVE NOTES! 
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