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Have a clear idea of all the costs involved; lease, rates, dilapidations, 
office fit out, furniture and the actual move…  Having a budget and 
sticking to it can actually save you money! 

 
Carry out a site survey.  Does the building meet current Building and 
DDA Regulations, or will it need updating? Check whether you’re 
allowed to use the premises for the purpose you have in mind.   

What are your space requirements?  Too little space and staff may 
feel cramped, too much and you could be paying for wasted space. 

Is there room to expand?  Choose a workplace based on your needs 
of today, while keeping future growth plans in mind. 

To boost morale and productivity, it’s important to create the perfect 
working environment for you and your staff.  Employing the services 
of an office fit-out specialist will give peace of mind that the space 
will actually work for your business.  

http://www.whitespace.org.uk/thanks-for-visiting
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The location you choose can have a major impact on cost! Ideally it 
should be convenient for your customers, staff and suppliers.   

It’s important to consider the amount of parking available at the 
proposed location.  Is parking available on site, or will employees 
and visitors need to pay? 

Does the area suit your brand image?  Think about the impression 
that visitors will form when they visit your premises.  Remember, 
first impressions count! 

Look for appropriate amenities nearby.  Employees generally prefer 
working in areas with good local facilities. 

How easy are the premises to commute to?  Good public transport 
links make it easier for employees, customers and suppliers to get to 
you. 
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