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Think you can go it alone… Some companies make the mistake of 
thinking they can do everything themselves! Employing the services 
of a reputable office relocation company can save you time and 
money. 

Underestimating what’s involved… Once you’ve decided to relocate it’s essential you start the 
planning process as soon as possible – consider the impact it will have on staff and customers. 

Not setting a budget… Costs can quickly escalate, obtain quotes from 
all parties involved. Set your budget and stick to it. 

Moving in your busiest period… Try to plan your move around a quiet time to avoid any major 
disruptions to you and your customers. 

Not appointing a project coordinator… Having one individual 
responsible for coordinating and communicating with management 
and contractors will ensure the project runs on time and to plan. 

http://www.whitespace.org.uk/thanks-for-visiting
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Not space planning and designing your new office… Space planning your new office will ensure 
furniture, old and new and all employees will fit. Employ the services of a professional office design 
and fit-out company to help you. 

Not having a good clear out… A relocation is an ideal time to de-clutter. 
Not doing so could mean paying to move items that are no longer of 
use to the business. 

Ignoring dilapidation responsibilities… Before handing your ‘old’ office space back to the landlord, 
ensure that all dilapidations have been carried out, avoiding any disputes or surprise bills at a later 
date.  

Not communicating – Employees should be kept informed about what 
is happening and what their roles are in the move process. Also, 
clients, suppliers and service providers will need to be aware of the 
move date. 

Not providing technical support… The relocation of IT and telecoms equipment can be complex, have 
an engineer on hand to provide support throughout the move. 
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