
Top 10 common office fit-out mistakes 

Not preparing a brief – Outline the reasons for wanting an office fit-out.  By identifying why you need 
it you can plan ahead ensuring you don’t miss anything crucial. 
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Not employing the services of a professional office design and fit-out company – Office fit-outs can 
be complex, employing the services of an experienced company will help you achieve results that last. 
Choose a company that offers a full turnkey package, this will save you time and money. 

Failing to space plan – This involves more than just rearranging a few desks… It’s the perfect 
opportunity to reassess and evaluate future needs.  Agile and collaborative workplaces are driving 
office design, but would you know how to incorporate them into your workspace? 

Not undertaking a space audit – Ask yourself; what works now? Does 
anything hamper the workflow? What would happen if you needed to 
expand? Will an office fit-out solve your problems? 

Making the budget up as you go along! – Until you know what you 
want, it’s difficult to know how much you need to spend.  Employing 
the services of professionals and taking the time to communicate your 
goals at the outset will ensure more accurate costs are provided. 

Overlooking Building regulations and Health & Safety Legislation – 
There are certain works that will require building control approval, for 
example: demolishing and/or erecting walls. Using a trusted office 
design and fit-out company will ensure compliance. 
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Not liaising with the landlord – Most building alterations will need the landlord’s consent and in 
some cases a License to Alter, so involve them as early as possible.  Also, landlords tend to have 
house rules (a dos and don’ts list) especially if you are in a shared occupancy building where 
minimum disruption is key.  This could include times of access for contractors and restrictions on 
certain types of work during office hours.  You must also consider dilapidations, making budgetary 
provision to return the premises to it’s original condition if/when you leave. 

Remember, fitting out an office is a complex task that requires the attention of experts. If you would 
like to find out how we can help, please do not hesitate to contact us. 

Not having the necessary insurances in place – Ensure your chosen 
office fit-out partner provides evidence of their insurance cover 
before work begins. As a minimum they should have: Public Liability, 
Employers Liability, Professional indemnity and Contractors ‘all risk’ 
insurance. 

Not reviewing progress – Meet regularly with your office fit-out 
contractor to nip any issues that may arise in the bud! 
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Lack of communication – It’s essential that the right people are involved in the decision making 
process.  You may want to consider forming a project team within your organisation.  Engaging and 
communicating with staff will make them feel they are contributing to a better working environment. 
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