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The Moving Office process is complicated and involves many moving pieces. There’s a lot to do so the earlier you start the greater the chance of achieving a
positive outcome. It's impossible to plan too far ahead - but this guide outlines the necessary Timelines and Actions required to conduct a successful office
move within a 4-6 month period PROVIDED that you have the RIGHT PROFESSIONAL team on board.

FINDING/SECURING OFFICE REMOVALS

TIMELINE

NEW OFFICE TIMELINE

> Source Commercial Property Agents
> Meet & brief them on your requirements
> Instruct Agent & agree Fee-Structure

> Agent conducts Property Search :
> Agent provides you with "long" list g
> Conduct viewings on selected options % > Source Office Design & Fit-Out Companies
> Discuss Fit-Out Requirements & agree brief
> Decide on possible "short" list > Fit-Out Company conducts space audit to match needs

> Receive detailed cost analysis on preferred options
> Agree preferred options & organise viewings > Carry out space planning on preferred option(s)
> Discuss & agree design ideas for new office

> Agree prefer option(s) ~ > Produce floor plans (discuss, agree, amend)
> Agent negotiates on your behalf § Z > Source Office Removals Companies
> Agree Heads of Terms & > Tender agreed specification of works § > Arrange free site surveys & discuss requirements

> Select & appoint preferred Fit-Out Company % > Receive quotations & select Removals Company
> Source & instruct Property Solicitor N
> Agent & Solicitor to now work together for YOUR benefit > Finalise any outstanding Fit-Out issues > Confirm move date &
> Liaison with Landlord's advisors to work the deal Z > Instruct Fit-Out company to start work on Exchange > Discuss & agree any storage/archiving requirement §
> Solicitor works on lease to protect your position § > Arrange for crates to be delivered “

& > Fit-Out work starts

> Exchange contracts > Arrange regular updates & site visits > Final meeting with Removals Company prior to move
> Completion acheived > Fit-Out completed on time and to budget > Physical move to new office

MOVE INTO NEW OFFICE PREMISES

Notes:

Please note that these timeframes are all approximate and they can vary dependant on your specific circumstances.

Working with the RIGHT professional team for the component parts of your office move is THE single most important MUST DO for a successful office move.

www.HelpMovingOffice.co.uk gives you access to independently sourced & accredited companies that can ensure your office move happens on time, to budget & stress free. www.HelpMovingOffice.co.uk


http://www.helpmovingoffice.co.uk/

