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VolP Migration Checklist for SMBs (Free

Download)

M ore and more SMBs are moving away from expensive, outdated phone systems in favor of
flexible, cloud-based VoIP solutions. But a successful migration takes more than plugging in new
phones—it requires careful planning to avoid disruptions and maximize value. Use this free
checklist to help your business make the transition smoothly, securely, and confidently.

Conduct a
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1. Conduct a Communication Audit

Why it's relevant:

You can't improve what you don't fully understand. Migrating starts with a detailed look at your
current phone systems and usage.

Best practices:

* Document existing phone lines, hardware, and call flow;
* Note current pain points (cost, quality, mobility);

* Identify critical phone lines and departments.
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2. Verify Network Readiness

Why it's relevant:

VolP depends heavily on your network's reliability. Ensuring
your internet connection can support VolP is key to
consistent call quality.

Best practices:

* Perform comprehensive network speed tests;

* Confirm bandwidth meets VolP demands;

» Upgrade internet service or infrastructure if needed.

3. Secure Your New Communication System

Why it's relevant:

Migration is a great opportunity to strengthen your communications security and safeguard
sensitive data.

Best practices:

* Ensure end-to-end encryption is offered by your provider;

* Require strong passwords and multi-factor authentication;

* Train your team on secure VolIP practices.

4. Prepare Your Infrastructure

Why it’s relevant:

Proper equipment setup guarantees optimal functionality
from day one.

Best practices:
* Verify compatibility of existing network equipment
(routers, switches);
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* Install necessary hardware and VolP phones;
» Configure Quality of Service (QoS) settings to prioritize
voice traffic.
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5. Test Before Full Implementation

Why it's relevant:
Early testing identifies issues before they impact daily operations, preventing costly downtime and
frustration.

Best practices:

* Set up a controlled test environment;

* Conduct comprehensive tests of call quality and connectivity;
* Adjust settings based on results and user feedback.

6. Train and Inform Your Team

Why it’s relevant:
Effective training ensures your team uses new tools
confidently, boosting productivity immediately.

Best practices:

* Schedule thorough training sessions;

* Provide clear documentation and quick-reference guides;
* Clearly communicate the transition timeline.

7. Monitor and Optimize Post-Migration

Why it’s relevant:
Continued monitoring ensures your VolP system remains
reliable, secure, and aligned with your business needs.

Best practices:
* Set up ongoing monitoring for call quality and uptime;
* Regularly gather user feedback;

* Adjust configurations proactively as needs evolve.
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Bonus Step: Work with the Right VolP Provider

Why it's relevant:
The right VolIP provider does more than deliver service—they act as a trusted partner throughout
your migration and beyond.

Best practices:

* Select a provider with proven VolP migration expertise;

* Look for responsive support and clear service level agreements (SLAs);

* Choose a partner invested in your business’s long-term success—not just the initial sale.

Key tip: Ask for client references and success stories. You want a partner who values your

business communications as much as you do.

Migrating to VoIP is an opportunity to modernize your communications, streamline costs, and
empower your team with more flexible, reliable tools. By following these steps, you'll set your
business up for a smooth transition and ensure your phone system supports productivity and
growth for years to come.

Need help making this migration seamless? IT Total Care ensures your VolP
transition is effortless, secure, and positioned for future success. Reach out today and
stay focused on growing your business—not managing your phones.
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