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Modus is a part of the Workplace Futures Group 
Ltd. Created in 1992, our clients trust us to deliver 
cutting edge designs and fit-out projects. 

We provide a complete package of strategic advice, 
space planning, 3D design, furniture selection, 
construction and technology integration. A key part 
of that is understanding what our clients want from 
an office relocation and how we can implement that 
with integrity, reliability and quality. The sooner 
we’re on board, the more value we can add. 

This is our step-by-step guide.
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Real estate is the second biggest expense any business incurs so any decisions 
relating to that have to be carefully thought through with the most up to date 

and comprehensive data. 

American real estate services company JLL 
describes a ‘3/30/300 rule’ which refers to how 
improving productivity can save a business the 
most money. 

In terms of costs per square foot per year, it 
calculates that $3 can be allocated to utilities, $30 
to rent and $300 to payroll. 

Therefore, by focussing on their human capital 
and creating environments where they are more 
productive, businesses can make a real difference 
to their bottom line. 

Design is also proven to enhance employee 
satisfaction and engagement and can be used 
as a tool to encourage the best talent to join the 
organisation. 

Getting started

$3 UTILITIES

$30 RENT

$300 PAYROLL

Drivers of relocation
Companies relocate for a variety of 
reasons. These commonly include:

• The lease of the current building might 
be coming to an end

• A break clause in the lease, giving the 
opportunity to reassess whether to 
continue for its duration

• The company wants to attract and 
retain talented employees, resulting in 
it moving to a more suitable location 
(e.g. a tech company may seek a move 
to an area frequented by millennials or 
Gen Z with digital skills)

• The company has a desire to 
implement new ways of working and 
have better amenities

• Staff engagement and morale is an 
issue and needs improving

• The company needs to move to a 
bigger space to facilitate a team 
expansion

• The facilities no longer align with the 
business strategy or purpose.

3/30/300 rule

Introduction

Size of the space
More space may be needed 
to facilitate team expansion
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When should I start 
thinking about  
relocation?

NUMBER OF MONTHS BEFORE MOVE-IN DATE

24 18 15 14 12 11 10 9 8 7 6 5 4 3 2 6wk

Consider whether to stay or go (approx 1 
year from lease expiry)

Completion of workplace appraisal

Completion of budget analysis

Change management program begins

Appointment of commercial property agent

List of buildings drawn up

Test fits completed

Appointment of external project manager

Fit out tendering process

Developing the design, ordering materials 
and lead times for fixtures and fittings such 
as furniture

Work on site

Small businesses

Medium-size businesses

Large businesses

Whether the business is classed as 
small, medium or large in size, a post 
occupancy evaluation is carried 
out immediately after the move and 
also six months after the move in all 
cases.
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One way to assess whether to move to a new 
building or refurbish your current space is to 
commission a workplace appraisal. 

The more time you can allow the external partner 
you’ve commissioned to get under the skin of 
your organisation, the better: six months would be 
optimum. During this time, they will look at how the 
space is being used and what’s happening within it 
uncovering things like:

By looking at a robust data on occupancy 
levels plus current and future projected 
headcount, it will establish how much 
space is needed as well as the type of 
space. 

All businesses have different categories of 
worker. A utilisation study is only part of the 
puzzle. A deep dive into activity analysis 
will help derive the differing typologies of 
spaces needed within an organisation to 
facilitate the strategy and purpose of that 
organisation. 

A budget analysis is part of the workplace 
appraisal. This shows what the fit out cost 
per square foot is. Other costs to factor in 
include dilapidation (the obligation that the 
property vacated is returned in the same 
state as when the keys were first handed 
over), service charges, the purchase and/or 
installation of tech equipment, and removal 
costs.

These elements when added together give 
you a capital expenditure figure. Once 
that has been approved, that gives you an 
expectation for the request for proposal 
(RFP) when you come to appoint your fit-
out partner. 

How much time do staff spend at their 
desks?

How occupied are meeting rooms and 
how many people are in those meetings 
compared with the room’s capacity?

Where else are people gathering and 
what types of interactions are occurring 
e.g. is there a corridor or stairway where 
people see each other?

How hard are the spaces working e.g. is 
the reception area empty or are people 
using the canteen outside of mealtimes?

1.
2.

3.

4.

Commissioning a 
workplace appraisal

“This data gives the client proof 
they’re making the right choice in 
designing, fitting out and regearing 
the space.” 
Ian Mabe, Corporate Accounts Director

Considering relocation
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Larger organisations 
Larger organisations may have an internal project 
team consisting of:

Facilities management: They liaise with the 
external building manager and coordinate cleaning 
and security 

Office management: They manage reception 
and admin staff and also ensure office supplies are 
redirected to the new address

Finance team: They keep a close eye on the budget 
and ensure a cost-effective move

IT: They ensure hardware is moved and will input on 
data storage and WiFi

Operations: They look at change management and 
staff training needs 

HR: They input on change management and 
communicating with staff

Marketing: They deal with internal and external 
communications regarding the move and influence 
the look and feel of the space

Executive assistants: They coordinate the senior 
leadership team’s calendars to ensure key meetings 
take place in a timely and effective manner

Change management
The process of change management starts the 
moment you make a decision to move. 

From a legal point of view, the HR department will be 
able to advise on how an office move comes under 
the Information and Consultation of Employees 
Regulations (often abbreviated to ICE Regs). 

According to workplace advisory experts ACAS, this 
applies to businesses with 50 or more employees 
and “gives employees the right, subject to certain 
conditions, to request that their employer sets up or 
changes arrangements to inform and consult them 
about issues in the organisation”.
 
Standard practice also includes consulting with 
unions, regulators, any parent company, board 
members and department heads. However, the 
change management process should also be about 
winning the hearts and minds of employees. 

There will be different priorities 
from different generations 
who work in different ways; 
extroverts and introverts 
want different things from 

their workspace and so it’s important to encourage 
sharing information both ways. 

Project champions across the business who 
represent their colleagues can be the eyes and 
ears of the change management process, feeding in 
concerns and queries, stopping misinformation in its 
tracks and ensuring transparent communication. 

Good change management will make everyone feel 
part of the relocation and less resistant to change. 

Before you move

Preparing to move

Perhaps most importantly, a project leader 
needs to be appointed to oversee everything. 
This person manages the project from start 
to finish, ensuring the successful completion 
as mandated in the project charter. 

This individual should have complete 
authority and autonomy reporting directly to 
the main project sponsor. The project leader 
also has the authority to liaise with the 
financial decision maker.

How you project manage will depend on the size of your organisation.

50+
employees for 
ICE regs to apply

Smaller firms 
Smaller companies may have an office manager to 
coordinate the project or you might hire an external 
consultant or project manager. 

Management
A project manager 
should be appointed to 
oversse everything
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Appointing a commercial property agent
The results of the workplace appraisal set the parameters for the 
search for a new space. At that point, you can start interviewing and 
appointing a commercial property agent.

Considerations here include:

Their experience and reputation 

Their knowledge of the area(s) in 
which you are looking

What their fee structure is

Their understanding of your needs

Preparing to move

Sets out a project charter 
that aligns your real estate 
aspirations with the business 
strategy and purpose

The rent you’re prepared to 
pay for a building

Identifying which area is best 
suited to your business

The tenure of the lease 
and if/when there’s a break 
clause

The amount of service 
charges you’re expected to 
pay

How close local amenities 
such as shops and green 
space are

What provision there is for 
parking and public transport  

The total square footage of 
the building

What type of building - e.g. 
new build or refurbished 
office

The floor to ceiling heights of 
the building

The facilities of the building 
e.g. bike store, gym, roof 
terrace

The hours of operation that is 
required by your business

The type of air conditioning 
and power supplies 

What security arrangements 
there are in the building 

The measures that have put 
in, in terms of fire protection

The number of lifts and 
where they are in the building

The number of kitchen and 
washroom facilities

The disabled access available 
in the building 

A workplace appraisal gives the basis to draw up a 
checklist of requirements for the relocation: 

Environment
Not too hot, not too 
cold: find the right 
environment to suit you
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Without a workplace appraisal, there is the pitfall 
of using historic information to inform current and 
future choices of workplace or relying overly on gut 
feelings. While there will always be an emotional pull, 
whether it’s a shorter commuter time or a preference 
for a particular part of town, the data should drive the 
decision.  

Preparing to move

“Remember that 10,000 
square feet in one 
building is not the same 
as 10,000 square feet in 
another.
There will be different 
shapes and dimensions 
which may or may not 
suit your business. That’s 
why the space planning 
function is so important.” 

Toby Benzecry, CEO/Co-Founder, 
Workspace Futures Group

Ratings systems

There are a number of rating systems to be 
aware of depending on an organisation’s values, 
including:

BREEAM and LEED
Well-known environmental standards which 
cover elements such as location and transport, 
water usage, energy performance and social 
and economic wellbeing. 

WELL Building or FitWel standards
These deal with wellbeing and cover areas 
such as air and water quality, provision of light, 
encouraging access to physical exercise and 
healthy food and promoting 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.

Want to find out more?
Visit the following websites to discover more 
about each rating system.

BREAAM: breeam.com 
LEED: usgbc.org/leed
WellBuilding: wellcertified.com
FitWel: fitwel.org
Wiredscore: wiredscore.com/en/
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Using a test fit and 
building analysis

A commercial property agent can show you around 
various buildings and provide marketing collateral 
with some specifications in order to collate a long 
list of possible buildings. 

Then, a test fit can be conducted. This is a type of 
floor plan that shows how the current workforce 
can physically fit into a chosen building and 
accommodate an expanding headcount in the 
future.

A building analysis at this stage will provide a 
deep dive into elements such as the mechanical 
engineering, the electrical and the plumbing services 
and the accessibility. 

If the building is Listed, it will highlight what s 
tructural changes can and cannot be made. A 
building might initially appear to be in the right 
location and have the correct square footage. 
However, these data-driven pieces of work can 
assist with the decision before committing and 
potentially incurring costs from breaking the lease 
and having to start the relocation process all over 
again in a few years’ time. 

From there you will start to create and refine the 
fit out with the workplace strategist. At the same 
time, you should 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.

“This will show how it’s possible to, for example, break up an 
open plan space and how costly it would be to try and adapt 
it. It’s taking protected criteria and using a type of traffic 
light system: if there are any showstoppers or red alerts, we 
highlight that.” 

Ian Mabe, Corporate Accounts Director, Modus Workspace 

Building analysis

Cultural fit

As well as statistics such as the number of people in an 
organisation, it’s worth bearing in mind cultural fit and 
the impact it will have on the requirements. 

Management guru Charles Handy characterised 
culture using Greek gods in his book Understanding 
Organisations. In a ‘Zeus’ organisation, power is in the 
hands of a single boss or small group of bosses. 

Centralised power is the order of the day in an ‘Apollo’ 
workplace. An Athenian workplace is characterised by 
a high degree of both individual and team recognition 
while in a Dionysian model, the focus is on meeting 
each person’s goals. 

While it’s possible to use relocation as a catalyst for 
change, it’s important to set realistic expectations at 
the same time e.g. Can a Zeus organisation suddenly 
become Athenian? Probably not. 

While it’s true that some industries have successfully 
shifted their way of working e.g. many large law firms 
have moved from cellular offices to open plan, it’s wise 
to bear in mind that what’s right for an advertising 
agency or tech start up will not be right for everyone. 

The change management program will be a litmus test 
of how people feel about how they work and how they 
think they can work more productively. It challenges 
workplace norms and seeing how people might be 
able to work better, for instance by introducing new 
technology.
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Appointing an external project 
manager 
An external project will help you to write a brief for 
the fit out out partner. The project manager will also 
help you with the selection and generally ‘police’ the 
process: scrutinising costs and helping to keep the 
project on schedule.  

During the change
Now is the time to go to tender and appoint a fit-out 
partner to design and build the perfect workspace. 
They respond to the brief and provide a plan for:
• Space planning
• Interior design
• Modification to air conditioning/electrics

The fit out partner should:
• Possess financial stability 
• Understand what the business demands
• Put forward design principles that meet those 

demands 
• Show a portfolio of previous case studies
• Show how the project time and to budget 
• Have the desired in-house expertise 

After the fit-out partner is appointed, the design process 
can then be further refined. At this stage, a more 
detailed workplace study will look at elements such as 
the reception and client-facing facilities, meeting rooms, 
break out areas and other collaboration spaces as 
well as individual workstations. Colours, textures and 
finishes also need to be decided upon.

The world of work has changed dramatically over 
the years, but many offices have not. These days, 
many companies allow employees to choose 
how and where they want to work within the 
workspace. For example, employees can choose 
between large collaboration and brainstorming 
areas, small pockets of space for confidential 
chats, or areas for individual concentrated work.
 
Could some degree of flexible working be adopted 
where staff don’t have designated workstations? 
Some ‘anchor’ points so teams work in the same 
space but not exactly the same seats may be 
required. 

What about the organisation’s approach to 
neurodiversity: making the workplace a more 
pleasant and productive place to be for people with 
conditions such as autism, dyspraxia and dyslexia? 
Give sufficient thought to the colours, patterns and 
textures that might make work life harder for these 
individuals.

And then there’s the issue of flexible working. These 
days, you will find that companies that offer flexible 
working also have a great office design. This is to 
encourage people to come into the office and work. 
The workplace should be seen as an educational 
hub, where the users learn, excel and develop. A 
balance between remote and present working 
needs to be adopted to ensure the team remains 
engaged and progressive. 

Contemporary ways of 
working

Flexibilty
A flexible workspace 
ensures the team 
remains engaged and 
progressive
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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.

Smart technology
How smart do you want your building to be? 
Swiping a smartcard to gain access to a building is 
commonplace, but the technology exists to go much 
further. Temperature, lighting, wayfinding, access to 
meeting rooms can be seamlessly controlled to suit the 
individual as they move around the building. 

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. 

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. 

Contemporary ways of working

“In terms of planning the move, what does it look like, what 
people are involved and what do we do so it’s perfect from 
day one?” 

Toby Benzecry, CEO/Co-Founder, Workspace Futures Group

Moving in
The physical relocation is no small project and 
requires impeccable management. As part of the 
change management piece, staff should be kept up 
to date with the timeline for moving in. 

Just as internal champions from departments such 
as IT, HR and FM help the change management 
program, so again they are invaluable here to agree 
deadlines for packing and encouraging cooperation 
as the move date approaches.

Whether phased or completed over a weekend it’s 
important to:

• Hire, pack and clearly label crates
• Ensure all documents that can be archived have 

been scanned or warehoused
• Have access to the new building
• Have key personnel from the organisation on 

hand 
• Have your fit-out partner on hand 
• Ensure equipment is fully insured in transit
• Look into Ts&Cs for transporting lease 

equipment such as printers and photocopiers
• Update the company health and safety policy 
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Once the crates have been unloaded, your team will 
start to acclimatise themselves to the new workspace. 
However, the relocation journey doesn’t end there.

There’s still more to do after the staff receive their new 
passes and inductions in how to use those new sit 
stand desks, ergonomic chairs and the barista-standard 
coffee machine. 

A hard copy welcome pack is the traditional medium 
for introducing the new space to employees but 
perhaps this might be an opportunity for the marketing 
and comms department to come up with something 
newer, something more sustainable and in a digital 
format?

Post occupancy strategy
Post-occupancy data can measure the success of 
your project and see how your KPIs stack up. Initial 
parts of post occupancy would look at whether 
the project was delivered on time and within the 
budget. 

In some instances, a company’s culture may not 
match its working environment; i.e., there might 
be a culture-space disconnect. Some companies 
introduce relaxation and games areas, but 
employees are too afraid to use them for fear of 
being reproached by their employers. This can be 
overcome during the change management program 
and by senior management leading by example in 
using these spaces in the early days following the 
move. 

Diving a little deeper, if you want to know if your 
staff are happy in their new workplace, ask them! A 
happiness index survey is a measure of how people 
are feeling in their new workplace and includes 
between 20-30 questions based on their experience 
of the workspace. By asking the same set of 
questions just after the move and then 180 days 
after, you can see what the long-terms benefits 
are of the office relocation. And of course, any 
improvements that need to be made. 

Look at the post contract and warranty support 
management the fit out provider offers to respond 
to any issues that might arise during the months 
that follow the relocation.

Getting settled

There are of course the celebrations to mark 
the opening of the new office: a party for your 
staff and an opportunity to invite clients to 
view the new space. Charting this on internal 
communications and social media could 
serve several purposes:

• It acts as a thank you to those that have 
been directly involved in the move

• It makes existing staff feel proud to work 
for a company that has thoughtfully 
moved to a better working environment. 

• It can be a useful part of your 
communications strategy in terms of 
sending a show of strength to your 
competitors and becoming part of a 
recruitment drive to attract top talent. 

Welcome to your new space!

Moving in

“When attrition rates go down quite significantly, that’s a 
massive cost saving and you’re also able to recruit people you 
might not have done before as you’ve created a place where 
people want to be and stay” 

Toby Benzecry, CEO/Co-Founder, Workspace Futures Group

A successful move
A successful office relocation would look like 
this. Initial satisfaction continues after the 
move-in date.

A less successful move
A less successful relocation, where the initial 
satisfaction with the space has declined, gives you 
this bell curve.

Anticipatory 
excitement

Anticipatory
excitement

PRE-MOVE PRE-MOVEMOVE-IN MOVE-IN6MTHS 
LATER

6MTHS 
LATER
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Every office move is different depending on 
a number of factors, from the size of your 
organisation to the type of industry you are in to 
your company culture.

The more preparation and planning you can do 
during the early stages of an office move, the 
better informed you will be to make decisions such 
as the amount of space you need. A workplace 
strategist is invaluable is this regard. A commercial 
property agent will help you look at various 
building options, but a data-driven approach to 
your requirements will help you make the best 
choice for now and going into the future. 

Look at an office move as an opportunity to 
appraise the way you do business. That might 
mean embracing changes in the way you work. 
And don’t forget to check if your office move is 
everything you’d hoped it would be by evaluating 
its success, including asking your staff what they 
think. 

Summary

Conclusions

We’re here to help
Modus can help you through all the various stages of 
an office move, call us on 020 7963 1999 and one of 
our team will be happy to chat through your needs. 
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https://www.modus.space/
020 7828 9009
info@modusgroup.com


