
The Office Fit-Out Guide

What is your current situation? 
 
Evaluate the existing space and layout 
How does your space work for you? Does 
it feel cramped? Do your people have to 
compromise to make the space function? 
Could a refurbishment of your existing 
space and the introduction of agile working 
deliver the workplace you need, or is a 
move essential?

 
Do you have the expertise in-house to 
accurately identify and plan for your needs? 
Perhaps you can tell that your current 
space doesn’t deliver, but it’s hard to 
pinpoint exactly why? If you are unsure, 
you could employ specialist workplace 
consultants. If their recommendation is 
to move to new premises, they will also 
be able to make valuable input, or even 
handle on your behalf, the subsequent 
steps in a successful move and fit-out.  
 
What type of space do you need and how 
do you want it to work for you? 
Take the current deficiencies as a start 
point for identifying your workspace needs. 
Think about what you need now, and what 
you will or may need for the next few years. 
What are your growth plans and corporate 
strategy? If your new office quickly falls 
behind your requirements, you will soon be 
back where you started. 

You have decided to move – 
what happens next? 
 
Appoint a fit-out team and internal project 
leader 
Create a team of representatives from 
each area of your organisation to have 
input into the project. Make sure everyone 
knows who the project leader is, to direct 
queries or information to. You will also 
need outside advice in the form of legal, 
property and other consultants. We 
recommend you partner with design and 
build specialists; they will have their own 
in-house construction, design and technical 
experts, leaving you fewer separate parties 
to deal with. 
 
Decide if you need any agile/flexible 
working space 
Being agile means your people work 
where they are most effective. Areas can 
be set aside for desk work, meetings and 
collaborating, without having to allocate 
a separate workstation to each individual. 
Introducing agile working results in greater 
productivity and often leads to less space 
However, a successful agile workspace 
requires careful planning: it is best to utilise 
consultants with strong experience in this 
field.
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Moving to a new office and fitting it out to meet your immediate and future requirements,  
is a complex business. It’s similar to moving house, but with even more parties involved 
and elements to consider. This guide gives an overview of the steps involved, the 
decisions you will need to make and the order in which to make them.



Shortlist the key space requirements 
As well as working spaces, you will need 
adequate storage for both work and 
personal items, eating areas, easy access 
for disabled staff and visitors, etc, so make 
sure these are factored into your planning. 
Create zones for different activities so that 
people can move easily between areas for 
teamworking and others that provide quiet 
space for concentration. Think about where 
the space will be - a space that is otherwise 
ideal will fail to deliver if your staff cannot 
easily get to it. 
 
Create your timetable 
The better you plan, the closer you 
will keep to your schedule, but allow 
some contingency for unforeseen snags. 
Remember to allow for holidays and other 
absences in your scheduling. Your project 
will have phases for defining your needs, 
design and construction – get expert input 
from your design and build consultants, 
property agent and other specialists to 
ensure your timetable is realistic. 
 
 
 

Keep your people up to speed 
 
Keep your staff informed about the project 
and its progress 
Get staff input into what they want from 
the new workplace. Update them via email 
bulletins, your intranet and social media 
sites, meetings and, if possible, visits to the 
new site. Different staff will have different 
reactions to a prospective relocation. Some 
will be excited, others nervous, so address 
concerns and get buy-in. The Information 
& Consultation of Employees Regulations 
2004 require you to discuss with staff 
changes directly affecting them, such as a 
move. 
 
Find the new space 
 
Develop your brief 

Engage with your consultants to be clear 
about what you need to cover. Writing 
a comprehensive brief will help you 
crystallise your own plans, and ensure that 
parties you work with are equally clear 
about your aims and requirements. 

  “Create zones for 
different activities 
so that people 
can move easily 
between areas for 
teamworking and 
others that provide 
quiet space for 
concentration...”
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“A good design and build/fit-out specialist can 
help you select and assess the spaces you 
view...” 
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Appoint a property agent 
Using your brief, the property agent you 
choose will locate a selection of site that 
will deliver what you are looking for. 
 
Choose a specialist to work with 
A good design and build/fit-out specialist 
can help you select and assess the spaces 
you view. 
 
Before choosing your new location, meet 
the neighbours 
Find out the experiences of existing 
companies in the neighbourhood. For 
instance, are there any issues for their 
staff in commuting or parking? Companies 
already operating in the area will have 
identified any downsides you might 
otherwise be unaware of. 
 
Shortlist your favourite buildings & 
commission detailed surveys 
Detailed structural surveys will ensure there 
are no unpleasant surprises after you have 
moved in, e.g. hazardous materials in the 
construction or non-compliant set-ups. 
Consult with your chosen fit-out specialist 
to review the survey results and make sure 
your fi nal selection is right for you. 
 
Carry out internal surveys 
Thorough internal surveys can help to 
ensure, for example, that there is sufficient 
space for storage, whether currently used 
as storage or otherwise.

Talk to your new landlord 
Discuss the works you intend carrying out 
with your new landlord, if renting. If the 
works will add value, they may be prepared 
to contribute to the cost.

Secure your space 
Complete the new property deal with 
the help of your property agent and legal 
advisers. Sign your new lease or purchase 
contract. 
 
Design your new space 
 
Draw up your budget 
Establish how much money is available 
overall, and how best to use it. For 
example, you could consider leasing rather 
than purchasing some items. Make sure 
you organise your spend to obtain the best 
possible tax treatment (e.g. by using any 
available capital allowances). Set aside an 
amount to cover contingencies – between 
10 and 20% on top of your planned spend. 
 
Invite tenders 
Contact a few companies to create a design 
of the new office to ensure you secure 
competitive market quotes. A workplace 
consultant will help you draft these tenders 
so that they cover all details and ensure 
the quotes you receive are on a like-for-like 
basis. 
 



Involve your IT/Comms team early in the 
process 
Ensure you book telecommunications 
installations as early as possible. This 
will not only ensure your installation is 
scheduled for when you need it, but will 
often mean you can secure better terms 
than if you leave it late and have to take 
what’s on offer at the time. 
 
Adopt environmentally friendly options 
To some extent, environmental 
requirements are set down in law, but 
often you can go beyond these and utilise 
energy-efficient forms of heating, cooling 
and lighting that will save you considerable 
amounts of money in the long run. 
 
Decide if a phased move is appropriate 
It may be both feasible and help to save 
on costs to move your people across in 
a series of moves, rather than all at the 
same time. Phased moves allow teams to 
bed in properly and make relocating a less 
disruptive process. 

Making the move 
 
Talk to your existing landlord 
As well as submitting your notice to 
move out, ask your existing landlord for 
a dilapidations schedule to confi rm who 
is responsible for returning your current 
building to how it was when you moved in. 
 
View furniture and equipment options 
Visit showrooms with your fit-out partner 
to decide on the furniture and equipment 
you will need in your new office. Well 
designed furniture can adapt to different 
requirements and so not need replacing as 
often as single-purpose pieces.

Agree a building contract 
Draw up a clear contract for the 
refurbishment works with your preferred 
partner. Make sure it shows which costs 
are fixed and which can vary and under 
what circumstances. 
 
Make sure your legal responsibilities will be 
discharged 
Legal responsibilities include complying 
with health and safety requirements, 
providing access for disabled employees 
and visitors, and meeting environmental 
obligations. 
 
Ensure all intended works are approved 
well in advance 
Approval should be obtained from both 
your new landlord and the appropriate 
planning authorities. Once gained, work 
can commence in the knowledge that it will 
not be interrupted by disputes from these 
parties. 
 
Attend regular site meetings 
Make site visits regularly to ensure work 
is proceeding on schedule and in line 
with your requirements. This will help you 
to resolve quickly any queries that arise 
around fi ner details of the fit-out. 
 
Inform all existing contacts 
Make sure all contacts relating to your 
existing space are informed. This will 
include your customers, suppliers and 
service providers. 
 
Get rid of clutter 
Moving office is the perfect opportunity to 
dispose of everything you no longer need, 
and will save on removal costs as well as 
ensuring your new space looks the way you 
envisaged it.
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Test that everything is working 
Conduct a thorough tour of your new office 
to ensure everything has been installed and 
finished correctly. Check all the sockets 
have power, the IT kit is correctly set up, 
everybody knows where they can sit, eat, 
hold meetings, etc. If your people have to 
contend with faults or uncertainties that 
stop or slow their work, they will quickly 
become disenchanted with their new 
space.

 
After the move 
 
Get back to normal as soon as possible 
This applies even if there is a ‘new normal’ 
involving a more agile way of working. 
Your relocation is a means to working as 
productively as possible, not an end in 
itself. 
 

Conduct a fit-out review after a few months 
Even with the best planning, you are sure 
to find some things that could work better. 
Don’t be afraid to make tweaks to your 
original plan to reflect how working patterns 
develop in your new location. 
 
In conclusion: 
 
A new office fit-out is an expensive 
undertaking, which from the perspective 
of most organisations happens only 
occasionally. This means most people will 
have only limited experience of what is 
involved. With working practices, legislation 
and technological capabilities constantly 
changing, a fit-out can be a daunting 
proposition. We hope this guide will help in 
formulating a fit-out project plan, and also 
demonstrates the value of an experienced 
fit-out partner working alongside to tackle 
the complexities involved.

 ”Conduct a thorough 
tour of your new 
office to ensure 
everything has 
been installed and 
finished correctly”
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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


