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Introduction
Your next office relocation starts here.
An office relocation can be a daunting prospect. It’s a complex
task with a number of considerations and moving parts, that
demands rigorous and careful planning.
The benefits, of course, are myriad and compelling. Relocating
your office can help boost productivity and retention; it can
inspire your team to reach new heights.
Using our 30 years of experience within the office relocation field,
we’ve come up with this helpful, succinct guide that will take you
through each stage along the relocation timeline. Beginning at
the very first phases of planning and ending with ongoing client
support post-move, our guide has got you covered.
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Timeline
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Start on the right foot, and begin preparations for the move at least 12 months
before the termination of your lease.
Depending on the size of your company, time-frames for relocation can differ, though
the phases of the project remain the same.
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Choosing
to move

An office relocation is a major project that
requires careful decisionmaking. Set the
stage for your move by weighing up the
benefits of relocation and outlining your
business objectives.
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5 reasons

to recolate
your office
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Relocating your office can be a challenging process. The
act of picking up an entire business and transferring it
onto a whole new space is far from simple, and from the
outset could appear as a daunting challenge.
However, office relocation can also come with myriad
benefits – some of which can be absolutely transformative
for your business. A year of rigorous planning, hard work
and upheaval enacting the relocation can pay off massively
in the long-term. And, indeed, the process itself can be an
exciting, invigorating time for your company.
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5 key reasons to consider relocating your office:

Future-proofing and
updating your space
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Future-proofing and
updating your space
The world of work has undergone seismic shifts in the
past couple of years since the pandemic first hit. Where
once office floor space would have been dominated by
cubicles with the odd meeting room, modern offices are
now diverse and flexible spaces, catering for employee
needs and allowing for a hybrid workforce that splits time
between the office and working from home.
Relocating your office provides ample incentive for
fundamentally reshaping your office space with a view
to the future, making sure that your business is fully
equipped to navigate the post-pandemic world of work.
Check out our article on reimagining the workspace in
the post-covid era for some ideas on how to future-proof
your office space in your next office relocation.
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Talent retention
and acquisition
Employee retention is a central preoccupation
of modern businesses. Turnover is an issue that
seems to be growing – in 2020, 63% of CFOs
polled suggested that employee turnover
had increased in the preceding 3 years which
becomes particularly problematic when you
consider that a higher retention rate has been
shown to increase the profits of a company by
a factor of four.
Relocating your office is an exciting and
progressive time that can help employees feel
like they are part of a dynamic and changing
workspace. Moving into a blank slate of a space
and collaborating with your workforce can be
a great way to generate a close-knit business
community, and generally expanding your
space obviously leaves more room for growth
and recruitment.
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Building
rating systems
There are a few rating systems to
be aware of when undertaking an
office relocation.

63

%

of CFOs
polled suggested that
employee turnover
had increased
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BREEAM and LEED
Environmental standards that
cover elements such as location,
transport, water usage, energy
performance and social and
economic wellbeing.
WELL Building and Fitwel
Wellbeing standards that cover
areas such as air and water
quality, provision of natural light,
access to physical exercise and
healthy food and the promotion
of safety within the building.
Wiredscore
Rates the digital connectivity
of a building from how quickly
internet access can be set up, to
looking at a building’s existing
internet service providers, to the
strength of the WiFi signal.

7. Developing your design

8. Working onsite

9. Moving in

10. After move-in day

11. Summary

Employee health
& wellbeing
Employee health and wellbeing is a huge
facet of modern businesses, and given the
importance of employee retention, wellbeing
has never been more crucial a consideration.
Two-fifths (39%) of employees, according to
a 2021 survey, cited a decline in their mental
health as a result of their employer not
supporting their health and wellbeing during
the pandemic, leading a quarter to become
less productive, and a full 30% to look for a
new job. Across the UK, ailing mental health
costs employers up to £45 billion per year.
An office relocation – particularly into a WELLcertified building or a similarly rated space
– can massively boost employee wellbeing.
Moving into a better located, cleaner, healthier
space and generally updating the workspace
with a bigger focus on wellbeing can make all
the difference, and generate a huge boost in
retention and productivity.
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Lowering your
running costs
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Lowering your running costs can be a fantastic consequence of an office relocation.
Relocating your business can bring benefits such as more tax incentives, a better
target market, and access to bright new talent. Most importantly, updating your space
will allow you to create a much more efficient working environment with a greater
emphasis on flexibility and agile working, thereby significantly reducing costs through
the efficient use of space and resources. For more information on agile and activitybased working (ABW), check out our article.
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Strengthening
your brand
Relocating to a new space is a great opportunity to
focus on a strong sense of identity within the office
through branding. Branding can be a valuable asset to
any company, going far beyond the superficial. It has
been shown to develop a stronger personal relationship
between the business and the employee; to build a
greater sense of inclusivity and belonging; to educate
and inform staff on core values through a consistent,
aesthetic visual language.
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Understanding
your office
A good understanding of exactly how your
office space works is crucial in relocating.
Enter workplace appraisals.
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Carrying out
a workplace appraisal

Workplace appraisals are commissioned by external
partners that look out how a space is being used and
what is happening within it. Giving at least three months
for the appraisal to take place is paramount, as it will allow
the partner to gather important data that you can use
to make fundamental decisions on how to evolve your
office space going forward.
Data collected in an appraisal can be deceptively simple,
yet has massive ramifications for how space can be
better utilized.
This data can reveal:
— How occupied meeting rooms are throughout the day,
and how many people are in the rooms compared to
their capacity?
— How much time do staff spend at their desks?
— Where are people gathering within the office and what
types of interactions are occurring in these spaces?
— Which spaces are ‘working hardest’ – are some spaces
within the office empty relative to others?
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Budget analysis
The budget analysis is an important part of
the workplace appraisal. It shows a number
of costs, including the fit out cost per
square foot, dilapidation, service charges,
the purchase and installation of tech
equipment, and removal costs.
From here, it can be fruitful to explore
cost-saving opportunities. These may
include leasing options, tax breaks,
grants, lowinterest loans, or capital and
sustainability allowances.

Internal
spacial analysis
With your appraisal complete, big decisions can be undertaken as to how to proceed
with an office update. How much space is needed, and what type of space? How can
these spaces be used to facilitate the strategy and purpose of the organization, and
cater for the different categories of worker within it? And, perhaps most importantly,
do you commit to a full relocation, or refurbish your current space in accordance with
the data gathered by the appraisal? Whatever your decision may be, allow the data
to act as a guide.
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Some companies may prefer to undertake an informal internal SWOT analysis (strengths, weaknesses, opportunities,
threats). An analysis of this nature looks at
the exact needs of your business and evaluates how well they are being met, and
where there are opportunities for significant
improvement.
This can easily be adopted for an appraisal of the workspace itself – what are the
strengths, weaknesses, opportunities and
threats associated with your office? What
improvements could a relocation bring?
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Large business
A large business might assemble an internal
project team, consisting of:
Facilities Management
Liaise with the external building manager;
coordinate cleaning and security.

Project
managing
a move

Office management
Manage reception and admin staff; ensure office
supplies are redirected to the new address.
Finance team
Ensure a costeffective move through budget
analysis.
IT
Responsible for hardware moving and data storage.

Managing the office relocation is a big,
multi-faceted task. Heading it up is the
project leader, and choosing this role is
an important decision. The project leader
oversees the project from start to finish
and ensures its successful completion, as
mandated by the project charter.
The project leader should have complete
authority and autonomy, reporting directly
to the main project sponsor. They also have
the authority to liaise with the financial
decision maker.
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Operations
Responsible for change management and staff
training needs.
HR
Input on change management and staff
communications.
Marketing
Deal with internal and external communications
regarding the move.
Executive assistants
Coordinate the senior leadership team’s
calendars to ensure key meetings take place in a
timely and effective manner.
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Below the project leader, the project
management structure varies depending on
the size of your business:

Small business
Smaller businesses might hire an external
project manager to oversee the relocation,
or an internal office manager might oversee
the project.
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Change
management

Change management is a crucial part of an office
relocation; and a process that begins the moment you
make the decision to move.
Change programs are tailored to suit individual businesses
and their needs, to so no two look exactly alike. However,
there is a general sequence to a change program that is:

1.

Establishment and defining of objectives

2.

Appointment of project leaders

3.

Creation of a communications plan around the project

After this ‘defining’ phase, the focus turns towards
generating buy-in. This is crucial to ensure that staff feel
like they’re part of the ongoing process and enter the new
workplace happy and productive. An important part of
this phase is the appointment of project champions from
every department within the company. These individuals
act as contact points for staff throughout the project and
make sure that everyone is spoken for at all times, while
also positively supporting the project leadership and
readying the company for the move.
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Finding a
new space
Appointing a property agent and setting
requirements for your relocation can
make the process of finding a new space
smooth and efficient. Once a space has
been found, conduct a test fit and analyse
the building to make sure it’s right for you.
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Choosing
a commercial
property agent
A commercial property agent is a must in finding
a new office space. Meeting with a few different
agents is a great way to find out what firms offer
and establish which is right for you.
Items to consider when appointing a commercial
property agent include:
— Experience in your industry.
— Quality of previous projects.
— Knowledge of the area that you’re looking to
move into.
— Their fee structure.
— Their understanding of your needs.
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Setting
requirements
for relocation

— A ‘project charter’ that aligns real estate aspirations with
business strategy and objectives.
— Identifying which area may be best suited to your business
needs.
— The amount of service charges you’re expected to pay.

The workplace appraisal that you undertook
previously can give you the basis for a checklist
of requirements for your new location. Points
may include:

— The rent you’re prepared to pay for a building.
— The tenure of a lease and if/when there’s a break clause.
— Proximity of local amenities, such as shops or green spaces.
— Total square footage of the building.
— Provisions for public transport.
— The hours of operation required by your business.
— Floor-to-ceiling height of the building.
— Building facilities (e.g. bike storage, gym, roof terrace, etc).
— Type of air conditioning and power supplies.
— Security arrangements in the building.
— Fire protection measures.
— Number of lifts in the building and their locations.
— Number of kitchens and washrooms.
— Disabled access available in the building

1. Introduction

2. Timeline

3. Choosing to move

4. Understanding your office

5. Finding a new space

6. Appointing a D&B partner

7. Developing your design

8. Working onsite

9. Moving in

10. After move-in day

11. Summary

Conducting a test
fit and analysing
your building

Once the commercial property agent has
helped you draw up a long list of potential
buildings for the relocation, a test fit can
be conducted.
A test fit is a type of floor plan that
shows how the current workforce can be
physically fit into a chosen building, and
accommodate an expanding headcount
in the future.
At this stage, a building analysis will be
conducted, providing a deep dive into
elements such as the building’s mechanical
engineering, accessibility, and electrical
and plumbing services.
You should begin to narrow down a long
list of potential buildings to a shortlist
of usually two or three buildings before
signing the lease on the chosen one.
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Finally, conduct a site survey to ensure
that your new building is totally fit for
occupancy. You can undertake this survey
yourself, or hire a specialist who knows
exactly what they’re looking for.
A condition report should include:
— Overall condition
— Lighting
— Security
— Emergency equipment
— HVAC
— Lifts/stairways
— Energy efficiency
— Sanitation
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Appointing
a D&B partner
The most important partnership in the
process. Finding the right D&B partner is
crucial to the success of your relocation.
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Finding
the right
D&B partner
Now that you have implemented the
project-managerial structure and found
your building, it is time to go to tender and
appoint a design and build (D&B partner
for your office fit-out.
The first step is writing a brief, which should
effectively communicate your objectives,
values and creative vision.

As D&B firms respond to the brief during
the tendering process, it’s important to
incorporate a range of considerations in
appointing your perfect D&B partner:
— Is the company financially stable?
— Do they understand what the business
demands?
— Have they put forward designs that meet
those principles?
— Can they show a portfolio of previous
case studies?
— Have they worked on similar projects?
— Do they have the required in-house
expertise?
— Do they have environmental credentials?
— Are there any previous client testimonials?
— Do they guarantee on-time completion?
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Communicating
your move
In some instances, there is a legal
requirement to inform stakeholders about
any changes involving your business.
Consider whether you have communicated
the relocation to the following parties:

— Parent company
— Department heads
— Board members
— Unions
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Developing
your design
In conjunction with your D&B partner,
develop and finalise your design, and let
the excitement build.

1. Introduction

2. Timeline

3. Choosing to move

4. Understanding your office

5. Finding a new space

6. Appointing a D&B partner

7. Developing your design

8. Working onsite

9. Moving in

10. After move-in day

11. Summary

Designing
for the future
1. Introduction

2. Timeline
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Once you have appointed your D&B partner, the project moves to the detailed design
phase, where all the detail in the scheme is finalized. Construction drawings are
produced, and furniture is specified.
There is a plethora of design decisions to make over the course of this phase, ranging
from choosing precise colours and finishes to answering big questions about your
space’s overall aesthetic. What will your reception, meeting rooms and teapoints look
like? How will you integrate collaboration zones into your space?
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Three key features of a modern
workplace that might feature in
your design.

Flexibility
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Flexibility
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Flexibility is a key tenant of the modern office, and is absolutely paramount when designing your
space. In designing a flexible workspace, consider: adding ‘flex spaces’ that aren’t necessarily
used for one specific purpose, but that can be adapted to meet demands on-the-fly; converting
private offices to meeting rooms; fitting meeting rooms with technological innovations to
promote mixed working; adding unassigned seating or benching zones for freelancers; adding
informal collaborative spaces. For more information, check out our blog on maximising employee
engagement through flexibility.
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Integration
of nature
Biophilia can be a massive asset to a modern
workplace, and focusing on integrating nature in
your design can have far-reaching consequences
for your business: biophilia in the office has been
shown to both increase productivity and reduce
absenteeism. A token plant or two isn’t enough,
though. A successful biophilic design aims to
capture the ephemeral experience of being in
nature, through a combination of natural finishes,
sunlight, and plant integration (like a living wall).
Allowing nature to inform your design choices
can boost mental health, is massively more
environmentally conscious, and will have a tangible
impact on your business. Further explore biophilic
office design in our recent blog.
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Embracing
technology
It may sound obvious, but adequately embracing
technology is crucial in a modern workplace, particularly
in the wake of the pandemic and the era of ‘mixed
working’. We recently wrote about the plethora of
innovations enabling mixed working on the market
today, the most transformational of which include
monitoring technologies that provide real-time data
and analytics on air quality, acoustics and density within
the workplace at any one time – crucial in managing
a COVID-friendly workspace. Furthermore, hardware
like Microsoft’s Surface Hubs or Google Jam Boards
are making it ever-easier to bridge the gap between
working in the office and working from home. A futurefacing office will be replete with all the kit necessary to
run the business successfully while staff split their time
between home and the office.
For more great design tips, check out our recent article.
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Design
practicalities
Beyond general design ideas, there are a
number of specifics that you’ll need to think
about when creating your design.

Branding
How do want to brand your space? The
trend for large logos in reception has waned
in favour of more subtle branding devices
such as branding colours used on ceiling or
flooring details.
IT
While most businesses these days are,
to some degree, in ‘the Cloud’, this is an
opportunity to review your IT strategy,
perhaps with the guidance of an external
IT consultant to look at potential cost
savings, whilst minimising risk. This could
be a good time to review your disaster
recovery plans too.
Storage
An office relocation might also be the time to
review storage provision. There is a tendency
to want to keep more hard copy files and
reference material than is legally necessary.
Electronic and remote storage are options
here and lockers are a popular option in
organisations where more flexible working
has been introduced.
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Furniture
There is a plethora of options when it
comes to chairs and desks and an equal
number of ways of moving them from
the manufacturer’s factory to an office
project. A fit out company will often work in
conjunction with a furniture consultant to
give advice on the best furniture solutions,
from eco-friendly options to reconfigurable
desks to ergonomic seating and more.
Acoustics
Excessive noise has a major impact on
concentration. Fortunately, there are a
number of ways to provide comfort, from
wall and ceiling products, to screens,
lighting and meeting pods. Read more on
acoustics in our recent blog.

8. Working onsite

9. Moving in

10. After move-in day

11. Summary

Communication
is key
Making sure that every department is kept
up-to-date on the state of the relocation is
crucial in ensuring that the process runs
smoothly. It’s also a great opportunity to
inject energy and creativity into all levels of
your company.
Creating a communications plan to
update on the progress of the project is a
functional, easily implementable strategy,
which can be bolstered with the creation of
a space – either physical or online – where
employees can offer feedback related to
the project. Where possible, organizing site
visits for staff can be a great way to bring
teams on-board and have everyone feel like
they are a part of the ongoing process.
The project champions implemented
as part of the change management
programme are instrumental here as
unifiers and drivers of cultural change.
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Working
onsite

Make sure that everything is running
smoothly onsite with frequent meetings
and detailed programming.
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Health & safety
Health and safety must always
be a top priority as onsite work
begins: Construction, Design and
Management (CDM) Regulations
mean that responsibility for health
and safety management on the
project lies with you.

Managing
onsite activities
As your fit-out team gets to work on-site, several
protocols should be put in place with regards to
frequent meetings and site visits. Considerations
here include:

— The opening of clear lines of communication
throughout the project team, with a defined
chain of command.

Make sure you adhere to the
following guidelines in managing
your on-site activities:

— Holding weekly progress meetings to review
the programme, design, and financials.

Go over your final designs with a
CDM coordinator for approval.
Check the new building’s health
and safety documentation.

— Holding weekly site visits with the project
team to show ongoing progress
— Issuing of meeting minutes to establish an
ongoing record.

Create a construction phase plan
with your principal contractor, and
ensure it is strictly adhered to.

— Reviewing of statutory requirements,
including fire evacuation procedures, health
and safety information, local authority
consents, asbestos control and management.

In conjunction with your health and
safety representative, ensure that
staff safety is of the highest priority
during the move.
Make sure that all contractors
working onsite are appropriately
qualified, ensured, and monitored.
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Moving in
Your new office awaits – all that’s left to
do is manage your move.
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Strategising
a move

Moving into a new office is no mean feat.
There are a number of practicalities involved
that require careful planning and clear
communication throughout the business.
It’s a good idea to prepare your colleagues
well in advance by creating an orientation
booklet, explaining the exact timeline of the
move, what time their belongings need to
be packed up and ready to go, where they
will be moving to, how they can get there,
and what time they should arrive at the
new office.
Internal project champions are again very
important here, agreeing deadlines and
encouraging cooperation as the move
date approaches.
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Make sure you remember these items for a
smooth, stress free move in:
— Arrange special movement requirements
(e.g. parking permits).
— Make sure all equipment and belongings
are precisely labelled by department.
— Donate or dispose of any unwanted items.
— Make sure any tech or fragile equipment
is handled with care.
— Once you’re on-site review your space.
Start with a condition report that reviews
the state of the office.
— Test all new technology and equipment.
— Distribute access cards and keys to
employees.
— Provide any training needed to staff on
new tech, protocols, etc.
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Utilising
your move
Now that you’ve moved into your new
office, it’s time to celebrate. Crack open the
champagne, organize some socials, design a
celebratory welcome pack – there are myriad
opportunities to celebrate the big day.
A relocation is also easily utilized to leverage
brand awareness and reputation. By deftly
publicizing and showcasing your office move,
you can capitalize on your hard work and see
some tangible business benefits. Consider
these three strategies to best utilize your
relocation for your company:
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Awards

Social media

Events

Awards are a great way to showcase your new office space to the
wider community. Consider entering your workspace into a design
award, such as Dezeen, Mixology or
SBID. Having your project shortlisted – or win – shines a spotlight on
your business, and is a wonderful
reward for a job well done.

It’s no secret that social media is
fast-becoming the world’s most
important marketing tool, and it
should never be underestimated
or underutilized. Your marketing
team should have a strategy and
programme in place for making
sure your relocation and new office is showcased front-and-centre on your business’s social media platforms.

Now that you have an exciting new
space, make the most of it by holding events that foster a sense of interpersonal pride and spark inspiration and creativity. Making sure your
colleagues feel at home in their new
office is of paramount importance,
and social events and gatherings
can be a fantastic way to generate
that feeling of comfort and closeness with each other and with the
business as a whole.
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After
move-in day
The dust has settled. Now is the chance
to reflect. How can post-occupancy data
improve your business?
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Utilising
post-occupancy
data

Post-occupancy data is a useful tool that can
measure the success of your project.
One can firstly analyse whether the project was
delivered on time and within the budget. Then,
through an analysis of factors such as thermal
comfort, acoustic comfort, lighting comfort,
air quality, office layout and facility adequacy,
security adequacy and private/collaborative area
adequacy, data can be gathered and used to
answer several questions:
— How is the effectiveness of the new workplace
perceived?
— How does user satisfaction measure up against
design objectives?
— What are the workplace’s strengths and what
are its developmental areas?
— How does post-occupancy data compare to any
collected pre-occupancy data?
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Ongoing
support
Whether you decide to use your D&B
partner’s ongoing support team or
another external company, making sure
that you have a team ready to help support
you post-move is crucial.
At Modus, we offer unparalleled ongoing
support to our clients post-move. We offer
a unique after-sales Warranty Support
Management service, providing a range
of services to keep clients’ workplaces
looking and operating as new. As a result,
we have enjoyed relationships with clients
that have used our services for upwards
of a decade.
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Happiness
index surveys

One great way to ascertain the
success of an office relocation is
through a happiness index survey,
which essentially measures how
people are feeling in their new office.
The survey includes 20-30 questions
based on employees’ experiences
of the workplace. By asking the
same set of questions immediately
after the move and then 180 days
after, the long-term benefits of the
office relocation become markedly
apparent, while also showing where
there is room for improvement.
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Summary
An office relocation can initially appear to be a
gargantuan task, with many considerations and a
dizzying number of moving parts.
With careful planning and decision-making, the
reality is that an office relocation can be an exciting
and invigorating time for your company. A time to
assess your business values and strategies; a time
to reflect on the way you do business.
It is, above all else, an opportunity. An opportunity to
develop your business into something altogether
more future-facing and employee-oriented.
The benefits of undertaking an office relocation
are tangible and diverse. The project could change
your company forever – for the better.

Thinking of moving office?
Contact us today at info@modusgroup.com
or call us at +44 20 7963 1999
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