
Helping you understand 
your office relocation process

Moving Office Timeline

(4-6 Months)
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1. Initial meeting

10. First tour

2. Proposal submitted

11. Decide on 
       appointment 
       of legal team

3. Decide on the size, 
     location, layout and 
     type of space for 
     new office

12. Initial meeting with
       three recommended      
       fit out companies

4. Discuss future 
     expansion requirements

13. Initial meeting with 
        telecoms supplier 
        and removals supplier

5. Agree project 
     timeline

14. Second tour of up 
        to six buildings

6. Initial budget    
    review (capital 
     & operating)

15. Shortlist of three   
       buildings selected

7. Exit strategy from 
     current premises   
     considered

16. Senior Management 
        tour of shortlisted buildings

8. Property search undertaken   
     based on agreed criteria

17. Cash floor lease 
        life time analysis

9. Collate three years    
     audited accounts, 
     company profile

20. Submit offers to  
        landlords agents - 
        with accounts etc.

26. Agreed Heads of Terms     
       sent to lawyer

28. Fit out contractor to
       provide technical and 
       final design drawings 
       for License For Alterations 30. Fitting out period

21. Review first draft 
       of Heads of Terms

27. Appoint fit out contractor

23. Brief legal team to get 
        ready to receive documents

29. Legal documents completed

25. Fit out companies to     
        tour preferred property

31. Move in

22. Undertake final     
        negotiations on 
        preferred option

24. Client to contact    
       telecoms provider

18. Fit out companies comments 
       reviewed for negotiation angles -    
       building’s suitability

19. Offers and negotiation 
        strategy agreed with
        Senior Management


