
List of Office Equipment and Supplies

Evaluate how much equipment you’ll need based on the size of your 
team and your sphere of work. Needless to say that a publishing house 
will have different appliances than a software firm. However, majority of 
companies have to purchase the following supplies:

Furniture (desks/chairs/tables, etc.)

The Ultimate Checklist
to Set Up Your New Office

Office phones and a fax machine

Computers and mobile phones (consider implementing a BYOD policy 
to cut down on costs associated with buying the equipment; however, 
don’t forget about security)

Software such as anti-virus and various applications needed to run 
your business

Photocopier (a multi-purpose device is a good idea)

A server will make your business run more efficiently (you could opt 
for the cloud, which is a cheaper and almost hassle-free alternative to 
in-house hardware)

Whiteboard/projector is a must for better work organization and 
more powerful presentations

Stationary (buy smart and in bulk)

Shredder (don’t forget that confidential documents should be de-
stroyed after they have been used)

A coffee machine will serve as a nice perk and boost your employees’ 
productivity
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An Example Checklist for Small Offices

The small office setup plan is a challenging task. With a bit more atten-
tion to detail, you can turn any small office into a functional and pleasant 
space. Pay attention to the following areas:

Purchasing vs. renting or leasing equipment and services to save on 
costs and space

Design a smart office layout and place teams as neighbors, with easy-to-
reach files at hand

Maximize the floor plan by examining the separate areas. Include a 
reception desk instead of a visitor room, meeting cubicles instead of 
meeting rooms and kitchen tables that can replace a conference room 
when available

Remove oversized furniture and unnecessary IT equipment

Maintain safety and security standards by choosing anatomical furniture, 
proper lighting and workstations, as well as adequate toilets and smart 
access control

Don’t forget about interior design. If the office is plant or
animal-friendly, think of how will this will affect the productivity in a 
small space

You can cut down a long list for a small office setup by deciding what you 
can do by yourself and what’s best left to professionals. Small businesses 
and startups have a lot in common—check out the startup checklist below 
for additional insight.
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An Example Checklist for Startups

A startup office must respond to rapidly changing needs. Launching a new 
startup comes with plenty of risks due to space and budget constraints. 
We compiled this simple office checklist for startups to help you steer 
clear of the most common pitfalls:

Space ownership.
Do you own or lease the workspace? Are you working from home? Can 
you make alterations? Must you stick to the strict provisions of your 
lease? Do you need to meet specific security requirements? Have you 
thought of signing up for a coworking space membership? The answers 
to these questions will help clarify your needs.

IT and other communication systems.
If the answer to the above question included sharing a workspace or 
renting an office, you will have fewer items to consider, because many 
coworking spaces or buildings with offices for rent take care of this 
through their facility management departments or monthly membership 
packages. This can include web access, telephone and fax lines, but also 
air-conditioning, cleaning and food catering services. If you sign one 
of these contracts, you can cross IT and the additional services of your 
office equipment off the list.

Furniture, supplies and stationery. 
Purchase only what’s necessary; you’ll need to consider who will deliver 
your daily necessities, which can include anything from batteries, paper, 
toner, cables and food and water. Do you need to buy whiteboards, 
projectors and copying machines? Can you find a per-hour conference 
room in the vicinity that will cost less than using your own full time? Is 
your startup a busy place with a constant flow of new people? How will 
you identify, authenticate and grant access to clients, visitors and em-
ployees?

Pay attention to what you can do by yourself and what’s better left to your 
building or landlord.
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Sample Checklist for
Large Offices & Enterprises

In a large firm, there are many departments and many people—this calls 
for space to be organized in a smart and efficient way. Consider the fol-
lowing topics:

 Should there be a separate area for each department?

Open space vs. private offices—what suits your business model more?

Create meeting rooms for customers and partners

Common areas, where employees can interact, such as a fully-fit kitchen 
or lounge with comfortable seats

How will many people access all your spaces? The more complex the 
hierarchy is within your organization, the more layered access rights will 
be required for employees

Accessible area for bike storage within the vicinity of your office

How will you secure the space? Find a reliable access control supplier 
and make sure you get a scalable and flexible system that can be adjust-
ed as your company grows or changes
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