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Having a clear understanding of your reasons for moving will help 
you set goals, establish new office requirements and communicate a 
clear and consistent message to staff and clients. 

Every office move needs a plan and it’s crucial to start planning as 
soon as possible. This should guide you through the entire move 
process from start to finish and ensure minimum disruption and 
downtime for your business. 

Finding a new home for your business is an exciting prospect, but it 
can also be time consuming. Setting a brief outlining your space and 
operational requirements will allow you to narrow down the options 
available to you. 

Moving office can be costly. Agreeing a budget will help you keep 
track of what’s being spent and could prevent any unnecessary 
overspend. 

There are certain dates that need to be clarified from the very outset; 
for example: the date you have to give notice on your current lease… 
If possible plan your move around a quiet time in your business 
activity to ensure you don’t jeopardize your relationship with 
customers. 

http://www.whitespace.org.uk/thanks-for-visiting
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Your new office will need to suit the requirements of your business 
and employees. Good office design and space planning will help to 
improve productivity and increase staff morale. Appoint an office 
refurbishment specialist to help you transform your new office space 
into an effective and functional workspace. 

Change can be unsettling for staff and customers alike, so it’s 
important to communicate every stage of the move. 

Before you hand over your ‘old’ office make sure that all dilapidations 
have been carried out and that the office is in a good state of repair so 
there will be no disputes or surprise bills at a later date. 

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

Appoint a project co-ordinator for managing and communicating with 
senior staff and contractors, this will ensure the project runs on time 
and to plan, avoiding any miscommunication. 
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