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OFFICE FIT-OUT :
A COMPREHENSIVE
CHECK LIST



Your comprehensive
checklist for your office fit-out

Moving or refurbishing an office is a significant commitment of time
and resources and could be the biggest decision your organisation
has made in recent years.

Planning for such an event, so that it is managed properly, is
fundamental to ensuring it is a success. Use this comprehensive
check list to help you develop a comprehensive project plan if
moving or refurbishing is on the horizon.

Appoint an internal project leader (make sure this person is a good
communicator, brilliant organiser and skilled negotiator!)

Agree the overall required outcomes of the project (is it to fit in X more
people, to give a better image to clients, to reduce costs, to get a better
working environment to attract the best staff and boost productivity, etc.)

Set up an internal project team that includes facilities manager, office
manager, finance, IT, operations, HR and marketing

Involve staff in the discussions (identify the key influencers who could act as
internal champions for change)

Identify all the possible solutions (relocate, refurbish, redesign, consolidate
etc.)

Complete a detailed audit of your current office accommodation and
storage (your office design specialists will be able to deploy occupancy
sensors to accurately establish actual usage levels)

Establish budget costs for the different options (you will probably need to
engage with commercial property agents and office design specialists for
advice)

Establish your dilapidations costs for your current building if you relocate

Don’t forget to consider the non-financial impacts (for relocation – loss of
local staff, access to a better talent pool, upheaval and disruption to day-
to-day business, etc.)

Decide whether relocation or redesign and refurbishment is the best option
(don’t forget that you could make space savings of up to 30% by adopting
agile working)
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If you decide to relocate then:-

Select a good commercial property agent

Set criteria for selecting premises

Create a shortlist of available properties

Visit them to assess their suitability

Familiarise yourself with the terms of the lease, rent reviews, and the
dilapidations clauses

Develop design concepts for each viable option

Arrange for building surveys to be conducted

Select a building

Develop a detailed project brief

Select a reputable company to carry out the fit-out or refurbishment works
(ask for references, check credit ratings, visit their premises, check their
insurance levels etc)

Investigate new furniture options thoroughly

Investigate all technology options – telephones, computers, document
solutions,

Be aware of your responsibilities under the Equality Act 2010 in relation to
disability rights

Be aware of your responsibilities under The Construction Design and
Management Regulations 2007 in relation to CDM and health & safety

Finalise specification, costs and programme for fit-out

Consider how you are going to minimise disruption

Gain all necessary building regulations and landlord approvals before the
work commences

Ensure your insurance cover every eventuality

Once work starts ensure you have regular project meeting with your
designer and contractors

Draw up a detailed plan for moving staff and other storage and filing.

If you are relocating to new premises then don’t forget:-

Get prices for removal companies and IT support

Communicate the move to clients, suppliers and any other parties

Move in and enjoy
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