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Office Renovation Checklist

CHECKLIST:

Managing a renovation in occupation

The renovation of your office is likely to be one of the biggest expenses in the history of your
business. So it’s vital to get it right first time.

If you’ve been tasked with creating a brand new space for your company, you’re probably
wondering where to start. And if that’s not enough, it's pretty daunting knowing it'll all take place
under the watchful gaze of your company’s board of directors and all of your colleagues

But by taking it step by step, and breaking everything down into easily manageable stages, your
project will run smoothly and will be an enjoyable process.

Think about WHY you are renovating

Identifying the reasons for renovating your office space are critical in ensuring that the finished
result meets all of your company’s needs. For instance, if you’re running out of storage space,
designing an office with insufficient storage capacity is the last thing you want to do.

If you think about the ‘why’ early on, you’re well prepared to identify the ‘what’ when you come to
writing up your brief and discussing your new space with your chosen office renovation partner.

RENOVATION TIP:

Think about how your business is likely to change over the next 5 years and plan for that now.
W hilst your workplace needs to reflect your current business values it must be able to adapt to
any future changes that might be around the corner.

Ensure those WHO should be involved are involved

Choose your champion
Although it’'s a daunting task for one individual, having a single champion for the renovation is
the best way to ensure things stay on track and don’t suffer from “too many cooks” syndrome.

Who has what it takes to keep all the necessary balls in the air?

Senior enough to make decisions
Experienced at multitasking
Skilled motivator

Knows your business inside-out
Great communicator

Highly organized

Good at sticking to a budget

Know who to involve and when

There are certain people who should be involved in the decision making process. Make sure you
know who to talk to when the decisions need to be made.

Managing Director

¢ Your Managing Director holds the ultimate say-so over the approval of designs and
costs. But whilst you need to be wary of approving anything he or she hasn’t seen,
they won'’t appreciate being informed about every little detail.

¢ Financial Director
As the person who sets the budget, your Financial Director has a lot of
influence. Facilities Director

e Your Facilities Director knows the ins and outs of your building, and will already have built
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e up a relationship with your landlord. Make sure he or she is involved in any
negotiations that affect your lease.
Office Manager

e The Office Manager hears the gripes and grumbles of staff on a day-to-day
basis. IT Director
If you’re intending to make changes to your IT infrastructure, you’ll need to have your IT
Director on side. He or she will be able to help identify what needs upgrading,
replacing or keeping, and where to find the best deals.
Operations Director

e Your Operations Director is going to want reassurance that business won’t be
disrupted during the renovation works. Keep him or her in the loop so any issues
can be managed before they impact your business.

e Marketing

e It's the job of your Marketing department to ensure that your company projects the
right image, and they’ll no doubt have input into how branding can be incorporated
into the new
design.

e Human Resources

e The basic aim of your HR department is to ensure the wellbeing of everybody
affected by the renovation. Make sure they know that consideration of staff welfare is
top of your list.

Think of innovative ways to get everybody involved and create buy-in for the move
Use technology to your advantage

¢ An online forum or Extranet is a great way of letting your stakeholders voice their opinions
and provides an ideal place to host files and plans

¢ Hold workshops to present design ideas to staff and get their feedback

e Create a newsletter for staff, to keep them up-to-date with renovation progress and
inform them of key dates

RENOVATION TIP:

Ask your landlord if there are any major changes or upgrades planned to the building that might
affect the works you’re planning to do.

Work out HOW MUCH you can spend and where you can make savings

Budget for change

The cost of renovation is likely to be one of the biggest single outlays your business will ever
make, so it's imperative to set a realistic budget. All reputable suppliers will provide full cost
estimates free of charge, so you can communicate the real financial impact of the renovation to the
rest of your business.

Beware of those surprising hidden costs! Get quotes for everything, and then draw up your budget.
Remember to include:

Changes in your occupancy costs, particularly energy bills and maintenance costs
Transaction fees for agents and lawyers

Planning permission fees — of needed

Insurance costs

Fire /IDAC cert fees

Design and fit out costs
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Environmental assessments
IT and telecoms
e |f you're using the opportunity to purchase new equipment, make sure this is
included in the budget, along with any associated disposal costs. And take into
account the moving of
e cabling and equipment during and after the works.
e Furniture

e Along with the purchase, delivery and installation of new furniture, budget for the
removal of any old furniture. Some charities will collect your furniture free of charge,
and check

e out local office surplus companies who might be willing to take it off your hands.

Waste
o You'll probably find a lot of clutter and paperwork that isn’t needed anymore.
Look into recycling where possible, but be prepared to pay for rubbish to be
removed.

Security
e Your office is about to become a building site, meaning it will be hard to keep track
of the comings and goings of staff and contractors. And because your office will be
occupied during the renovation there’ll be plenty of works done out of hours. Make
sure you have sufficient security in place.

Contingency costs
e Budget for contingencies. Then include contingencies for your contingencies.
It’s not unusual to budget an additional 20% for unforeseen changes and
extras.

Dilapidation costs
e Be aware that any alterations you make could impact on the cost of dilapidations
at the end of your lease.

Mechanical and electrical
e Upgrading the air conditioning, heating and ventilation systems could use up a
large percentage of your budget. Discuss possible contributions with your
landlord.

Energy performance
e The IECC of the Building Code refers to conservation of fuel and power. Introduced in 1998,
the regulations set high standards for the renovation of buildings.

Ensure you’ re insured
Check that you, and your chosen office renovation partners, have all the necessary insurance
cover in place, particularly:

Designer

Professional Indemnity
Contractor

Public Liability insurance
Professional Indemnity insurance
Contractors’ ‘All Risks’ insurance
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Decide WHEN is the best time to carry out works

Minimize disruption
Your office design and renovation partner should have experience of carrying out works where
‘business as usual’ was paramount.

Discuss how much work can be done during office hours and what needs to be done out of
hours

Prepare in advance
Carry out surveys well in advance to ensure that you order long lead-in items with sufficient time to
build, deliver and install them.

e Heating, ventilation and air conditioning
o T
e Furniture & storage Custom Joinery Sustainable elements

RENOVATION TIP:

The incremental costs of sustainability are minimal if it is planned well in advance. If going
‘green’ is an afterthought, it could be expensive.

Synchronize your calendars

Time is of the essence when decisions need to be made.

When you work out your program, factor in the holidays and commitments of your key
stakeholders. Your managing director won’t appreciate his holiday being interrupted because he
needs to sign something by last Friday.

Visualize the blank canvas

Don'’t let your imagination be confined by current physical restrictions — walls can be moved, or
even removed.

Ask your office design and renovation partner to help you visualize the empty space, before they
draw up some indicative designs —\We supply a full 3d model of your new office space.

Carry out feasibility studies and storage audits

Evaluating your space and needs now through a well done feasibility study can save you
thousands. It will not only help you determine how to accommodate your people, but will also help
you plan for future growth.

How many people / workstations do you need to accommodate?

Work out growth rates for each department and compensate accordingly for changes in your
space plan

Take a fresh look at how your teams and departments work together with a view to maximizing
efficiency and communication
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What sort of rooms / spaces would you like?
Calculate current and future size, capacity and usage needs for:

+ Reception areas

- Meeting rooms

- Executive offices

« Presentation suites
- Kitchen / tea points
« Break out spaces

+  Comms room

« Copy areas

- Mail room

- Recycling points

« Toilets and showers
- Other, i.e. trading floor, library

Examine your lighting, air conditioning, heating and ventilation systems

It's quite likely your office renovation might involve stripping back to the building’s bare bones, so
it's an ideal time to examine what you can change in your lighting and heating, ventilation and air
conditioning (HVAC) systems.

If you share services with other companies in your building, then there’s very little you can change
from a HVAC point of view. Although you should make sure you're getting your fair share of cool
air.

Look into how improving your lighting and HVAC systems can contribute to an environmental
rating such as LEED OR BREEAM®:4

Make the most of natural light, but ensure solar gain is taken into account when assessing
HVAC requirements

Discuss HOW to make sure works proceed safely and with minimum
disruption

Guarantee Health & Safety

You are responsible for health & safety on your site, even if you have hired contractors. If you are
carrying out an office renovation in occupation, it is even more crucial because your staff will be
working near a building site. Therefore, it's important that you work with companies with excellent
health & safety credentials and procedures.

Ask your appointed fit out contractor to provide you with health & safety advice

Consider what arrangements you’d like contractors coming onto your premises to comply with:

« Parking

« Access

« Use of welfare

Manage your move
Whether you’re moving out of your office temporarily whilst works are being carried out or
occupying decant space if works are phased, you’ll need to manage the movement of people and

equipment.

Your office design and renovation partner will be able to advise if renovation in
occupation is the ideal route for your business



Office Renovation Checklist

Talk to your IT department, and get expert advice if required
Put someone in charge of managing the packing and declutter process

- This is the perfect chance to dispose of unnecessary clutter in your workplace. Ensure you
have sufficient waste and recycling facilities in place

Make arrangements with your removals company (even if your business is remaining in
occupation during the works, there’ll be times when you'll have to pack up as swing space is
reallocated)

Arrange crates and labels for packing up

Put into place arrangements for temporary storage off-site, both long term (during the works)
and short term (over the weekend)

Choose WHAT you want and work out WHAT vyou need in the new space
Design

Once you've got indicative designs, it’s time to:

Produce a full layout (including desks, meeting rooms, kitchens, comms room, IT and M&E)
Put together some mood boards, to find the look and feel that’s right for your business

Involve your marketing team in agreeing on a color scheme/graphics that reflects your brand and
Identity throughout the building.

Arrange 3D walkthroughs, to help you visualize the final result
Look for ways of maximizing sustainability and energy efficiency

RENOVATION TIP:
Work your space plan around the existing M&E. Moving air-handling units can be costly, so plan
your offices, people and meeting rooms around what'’s already there.

Going green

Sustainability isn’t just reserved for new offices. There’s plenty you can do within an existing space
to make it more environmentally friendly.

Talk to your office design and renovation partner. They should be able to advise you on what’s
possible.

Think about aiming for a LEED OR BREEAM® or other environmental rating

Make energy efficiency a key requirement of replacement lighting, heating or ventilation
Systems

Install a wireless sub-metering system to closely monitor energy use

Look at desktop energy reduction technology to save energy used by computers and
Peripherals

Include recycling points in the design
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Maximize natural light through clever space planning and innovative daylight-capture systems
Specify furniture, fixtures, fittings and flooring with a high content of recycled material

Use paints low in VOCsrand other toxins

Find furniture that fits

Ergonomics and health and safety are strangely overshadowed by style and cost when it comes to
furniture. First of all, take a long hard look at your existing furniture, as reuse may be the most cost
effective option.

If you still need to purchase new furniture, then consider the following points to find the right
furniture at the right price.

Are you getting good quality for your money? The cheapest option isn’t always the best in the
long run.

Would you be better off renting, rather than buying?

Is everything covered by warranty?

What will it cost to deliver and assemble?

Will it be practical for everyday work? Are the chairs ergonomic?

Will it work with your existing or new computers and other equipment?

Do you have enough storage?

Calculate your storage needs

You'll already have a fair idea if your current storage capacity is meeting your needs. Your office
renovation is the opportune time to calculate your exact storage requirements, especially if
storage is a major problem in the existing space.

Consider Storage for:

e Individuals (in lockers or at desks)

e Documents
¢ Office supplies and equipment (storerooms)
¢ The basics — don’t forget somewhere to put your coat

Take stock of technology

Assess whether your existing IT, data, security and telephone systems effectively support your
business or if it’s time to upgrade them.

Some things you need to consider:
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o Power points
¢ Floor boxes and data points
e Location of:

o printers
o Comms room / cabinets
o Cabling

Backup generator

Servers

Service and support

Wireless sub-metering for your energy use

IT management and coordination — who'll make sure it all works?

RENOVATION TIP:

Take this opportunity to reduce the number of printers through clever space planning. It will
save you money, reduce your energy bills and get rid of the extra hassle of maintaining loads of
printers.

Keep vour cool WHILE works are on site

Work on site

Ensure environmental compliance

Separate waste, and recycle any plasterboard, carpet and other materials being stripped out
Follow the proper procedures to dispose of hazardous materials

Run weekly site meetings

Have a sign off procedure in place for any changes

Take photos of the work at every stage to record defects

De-snag as you go to save time later on and minimize disruption when everybody has moved in

Keep staff informed of the key dates, so they know what’s happening when

Celebrate success

Arrange a completion party for your staff and / or clients

Take that long deserved holiday
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A little about us

Luxe Architects is a leading Design and Architecture firm specializing in Workplace,
Retail and Hospitality sectors. Our expertise is based on regular independent research
into the Retail, Workplace and the Hospitality marketplace.

Luxe is a young Design company, characterized by an entrepreneurial spirit, true team-
work across expertise areas and new ways of approaching conventional tasks. We have
an informal work environment where camaraderie and collegial support are highly valued
and where ambition, very high work morale and dedication to being the innovators of our
field unify the staff. Our firm is characterized by creativity, high energy and a unifying
team spirit. Additionally, we are dedicated to creating and maintaining an inspiring
workplace where we want to be and we continuously work at becoming better and better
at what we do. We are a company in growth and have worked intensely on the
professionalization of our business.

To view our full library of research reports, free advice guides and articles,
please visit our website — Resources and downloads
www.luxearchitects.com/resources-2

Help Us Make this Guide Even Better
We want to hear from you. If you have any suggestions to improve this resource,
please drop us a line: contact@Iuxearchitects.com

Thank you!

l'l

jl
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