How to Choose Relocation Sites


How to Choose Relocation Sites
· Conduct an assessment of your office needs for a site this may differ based on whether this will be a short or long term relocation. 

· Computer equipment needed

· Space 

· Phones

· Add More

· Do you currently own/rent space that you can operate out of ? If not one location, could staff spread out and work in multiple locations?

· Do you have any existing partners that you can pre-identify and make an agreement with in regard to sharing space in emergency times?

· What alternative working situations will you allow?

· Working from home for example?

· Consider different options

· What access do you need to have

· Client records

· Payroll

· Other databases/systems used in day to day operations

· Consider different scenarios:

· Evacuation occurs very quickly and little time to gather and bring items with you

· There is notice of evacuation and time to bring items with you (then identify what the critical items are and how you would transport them during emergencies)

· You have some access to the office post-emergency if you need to get in

· You have no access post-evacuation
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