STEPS AND THE WORK SCHEDULE 
for the OFFICE RELOCATION PROJECT
THE STEPS

1. Note the project’s completion date – this is your deadline

2. Estimate the duration for each task in the schedule below – days or hours 
3. Total your tasks’ durations and decide on a project commencement date that will enable your project to finish on time.
4. Register for a free Viewpath.com account.
5. Access your Viewpath account and create a project e.g.’OFFICE RELOCATION’. 
NOTE THAT YOU CREATE A TEAM FIRST – THIS INITIATES YOUR PROJECT AND THEN YOU CREATE SUB PROJECTS WITHIN THE PROJECT – refer to the PowerPoint tutorial for instructions on how to use Viewpath and note also that Viewpath has a number of ‘Quick Tips’ videos.
6. Create a project for each of the project’s sub projects.
7. Enter the tasks and their durations for each sub project. Do not enter the start and finish dates – this can be adjusted later.
8. Select all sub projects and tasks and click the ‘links’ icon to establish dependencies between tasks – Note your Gantt chart
9. You can click on a task’s box in the Gantt chart and adjust the position of the task to change its start date.

NOTE THAT YOUR VIEWPATH SCHEDULE IS AUTOMATICALLY SAVED.
 THE SCHEDULE

Sub project 1 – Prepare for the relocation
	TASK
	DURATION

	Review all office systems-what to keep, what to sell. 
	

	Prepare inventory furniture and equipment. 
	

	Order new phone and fax numbers. 
	

	Order carpets
	

	Order window coverings or drapes.
Order new furniture 
	

	Order any new audio visual equipment for conference, and meeting areas. 
	

	Order new telecommunications equipment.
Select, hire and schedule moving company 
	


Sub Project 2 – Organise the relocation
	TASK
	DURATION

	Clean out office items which should not be moved.
	

	Arrange for disposal of furniture and equipment not being moved. 
Begin preparation of change of address announcements. 
	

	Develop time schedules for staff relocation 
	

	Evaluate server and network needs 
	

	Engage cleaning crew to remove packing and clean up damage after move. 
	

	Engage a plant service to deliver and maintain plants. 
	

	Prepare and hand out a set of "Move Guidelines." 
	

	Review all plans with the moving company and building managers. 
	

	Remove all personal items from old office.
	


Sub Project 3 – Other relocation tasks
	TASK
	DURATION

	Install new telecommunications equipment and office technology. 
	

	Mail change of address notices and send out client announcements 
	

	Select and install artwork. 
	


Sub Project 4 – Relocation training for staff
	TASK
	DURATION

	Schedule phone and security training 
	

	Schedule ergonomic training for new furniture.
	

	Schedule new technology training. 
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