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A SMOOTH MOVE HOW-TO GUIDE: 

OFFICE RELOCATION TIMELINE

T Y P I C A L  R E L O C AT I O N  T I M E F R A M E S

Space Size in SF Timing

500 - 1,500 2-4 Months

1,500 - 3,000 4-6 Months

3,000 - 6,000 6-8 Months

6,000 - 10,000 8-10 Months

10,000 – 25,000 10-12 Months

25,000 – 100,000+ 12-18 Months

O F F I C E  R E L O C AT I O N  T I M E L I N E

Months 1 2 3 4 5 6 7 8 9 10 11 12

Establish Resources and Timeline

Determine Office Space Needs

Identify Available Properties

Tour Properties

Define Short-List of Properties

Preliminary Space Planning

Submit Requests for Proposal

Analyze Proposal Responses

Select Building or Space

Negotiate Lease Terms

Finalize Space Plan

Execute Lease

Prepare Architectural Drawings

Manage Remodeling/Construction

Move Your Office


