
15 important considerations 
for an office fit-out

1 - Appoint a project team 
Without a leadership team at the helm, 
there is the risk that people will get mixed 
messages about the progress or details of 
the project. Having a specific team clearly 
designated will leave both internal and 
external stakeholders in no doubt as to 
where information about the project should 
be channelled. The team should also be 
ultimately responsibility for the project’s 
success, so select people with the suitable 
authority and experience for the role. 
 
2 - Appoint a fit-out partner 
Getting this right is crucial to the success 
of the fit-out project, a shortlisting process 
is a good idea.  The fit-out partner needs 
to have a proven track record in project 
management, be able to support you 
throughout the process and be able to 
contribute creative design solutions that 
will enable you to get the most out of your 
space.  Recommendation is a good way 
to find a trustworthy and proven fit-out 
partner. 
 
 

3 - Decide a location 
When deciding where your new office could 
be located, it’s important to consider; good 
public transportation links, client visits, 
local amenities, access to a ‘talent pool’ of 
potential employees and parking. 
 
4 - Assess your current space 
If you are undergoing a fit-out, you will be 
doing so presumably because the existing 
space does not meet your needs. Even if 
there is just one underlying reason, take the 
opportunity to improve your organisation’s 
productivity by analysing the aspects of 
your current space. Existing issues, such as 
insufficient light or a lack of space, should 
be key points in your brief. 
 
5 - Commission a survey of new space 
A modest outlay on a survey can save 
greater amounts further down the line. 
Some issues, for example discovering 
asbestos, will be beneficial to detect at an 
early stage. If, however the asbestos was 
detected once you had moved into the 
office, you would probably have to vacate 
the office whilst the asbestos is removed. 
This could impact workload as well as being 
an inconvenience to all employees. 
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An office fit-out is one of the most complex projects an organisation will have to undertake. 
To help you with the process, we’ve identified 15 important considerations when 
refurbishing or moving your office.



6 - Consider leasing your fit-out costs 
By leasing your fit-out costs, the cash 
can remain within your business for a 
longer period of time. The cash you’ve 
retained could be used to finance material 
promoting your new office.  Spreading 
the cost of your fit-out with monthly 
payments enables you to invest your cash 
in something that will show more of an 
immediate return. 
 
7- Dilapidation schedule 
Ensure your team are aware of any work 
that may be needed to be completed in 
your current space on your departure. 
Speak to your fit-out partner about the cost 
of the work and add it into the budget. 
 
8 - Keeping your new and existing  
landlord informed 
Inform your landlord of your intention to 
move.  Make sure your new landlord is 
aware of the plans you have for the new 
office space.  A ‘License to Alter’ from your 
new landlord will be required before your 
chosen fit-out contractor can start any 
works to the space.

9 - Involve your employees 
Surveying your staff to establish their 
aspirations for their new office will provide 
a wealth of information to factor into 
the design.  Partnering with a Workplace 
Consultancy team will ensure your 
employees involvement with the process 
and help foster a sense of ownership and 
enthusiasm for the new office. 
 
10 - Planning for the future 
Such is the speed with which technology 
advances, work in ten years’ time will 
probably look and feel very different to how 
it does today. Remote conferencing has 
become far more prevalent, so ensure the 
requisite equipment is in place. 
 
11 - Make regular site visits 
Ensure your Project Team attend your        
fit-out partner’s regular Site Meetings 
to view the progress of the works. If any 
changes are required throughout the 
duration of the project it is best to pick 
these up as soon as possible to ensure they 
can be accommodated either within the 
existing timescale or a new timescale can 
be discussed for significant variations.

” Ensure your 
Project Team 
attend your       
fit-out partner’s 
regular Site 
Meetings 
to view the 
progress of the 
works.“
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To find out more about workplace consultancy, or how we can help you,  
please call Office Profile on 020 8770 7707 or email sales@officeprofile.co.uk

“Most relocations take place outside of normal 
working hours so let the Building Management/
Security at your existing and new space know 
when your move is scheduled for...” 
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12 - Consider agile working 
If your organisation has not yet adopted 
agile working, moving into a newly-
designed office can be an ideal opportunity 
to introduce it and start reaping the 
benefits. Agile working optimises your 
workplace to give you the best possible 
return on investment. Allowing your 
employees the flexibility of where they 
want to work can increase job satisfaction. 
 
13 - De-clutter 
Clear out old files, storage cupboards and 
file rooms, scan documents you don’t need 
in hard copy and dispose of any information 
securely.  There’s no point relocating or 
paying to store anything you’re not going 
to need.   Ask everyone to check through 
their personal storage, it’s amazing how 
many out of date Cup aSoup packets you 
will find in a person’s pedestal unit!

14 - The move 
Make sure that your move happens 
seamlessly by ensuring that a member 
of your team is available on the day.  
Most relocations take place outside of 
normal working hours so let the Building 
Management/Security at your existing 
and new space know when your move is 
scheduled for, so they can have lifts and 
access available to you.  Choosing a reliable 
removals company will reassure you that 
the move will go through smoothly. A pizza 
delivery for all parties involved during the 
move is always welcome! 
 
15 - Day one 
Consider issuing a ‘’Welcome to your Desk’’ 
pack to all employees.  Include items such 
as a plan showing where their colleagues 
are, fire exits, refreshment areas and WCs. 
You might want to provide a map of the 
local amenities. Arrange a move-in party for 
staff and/or clients.  
 


