
 
MOVE PASSPORT - GETTING THE BUSINESS READY  

 

 

 

 Everyone’s responsibilities "I"  

 Have discussed the move arrangement with my manager / 

my team. 

 Help sort/label team storage to be moved.  

 Ensured on my last working day my personal locker is 

empty as the content will not be moved. 

 Declutter early - take everything personal home well in 

advance of your last day (shoes, desk trinkets etc). 

 Don’t forget to take home your laptop, power cable and 

mouse (yes, keep the mouse it is yours!). 

 Identified and agreed a Buddy for the move  

(just in case you are off during the move period, your 

nominated buddy will ensure your locker is emptied). 

 Have labelled any specialist occupational health 

equipment you agreed to take (i.e. chairs, footstalls) with 

my name, team and new location / desk number. 

 Have Binned, Scanned or Stored my work-related 

materials.  

 Received my new ‘PAID’ card (Print, Access and ID card). 

 Practiced working remotely if I plan to do so   - tested 

connecting to VPN. 

 Updated my signature on my email account with the new 

Colindale address.  

 Have emptied the fridge and kitchen areas of my items. 

 Have checked how to get to the New Office. 

(2 Bristol Avenue, NW9 4EW).  

As a manager ‘I’ 

 Keep my team up to date with TW3 

news sent via Manager’s Update 

(working with my Change Champion) 

and engage with them regularly about 

the move. 

 Have ensured my team (individuals and 

as a whole) have completed all the 

necessary actions as per Move Passport 

Checklist. 

 Contacted Facilities Management on 

ext. 2222 to arrange a new Personal 

Emergency Evacuation Plans for my 

staff (if necessary). 

 Checked (again) that my team are 

ready to implement any new ways of 

working we agreed in our Team 

Principles. 

 Know who the move co-ordinator on 

my floor is and how to contact them 

(and what support they may need from 

me).  

 Distribute new ID cards and brief staff 

on new evacuation procedure for the 

new office. 

  

Service/team responsibilities   - We’ve….  

 Updated customers / service users about our new location and how they will access services (if necessary). 

Contact Comms colleagues for guidance.  

 Discussed move arrangements as a team and divided relevant responsibilities. 

 Revisited our Team Principles about how we will work together when we are in Colindale. 

 Liaised with other teams in our services about sharing the space  

(e.g. co-ordinating when we have team meetings to make best use of the space). 

 Cleared out our team clutter as part of the Bin Scan Store days. 

 Labelled Work-in-Progress (WIP) documents that you are working on and need to access on your first day in 

the office. 

 Returned any unused / old IT equipment to the IT department (i.e. an old laptop). 

 Revised any internal processes that we’ll need to adapt or amend in preparation for the move  

e.g. Business Continuity Plans   
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