A\ FITOUT GUIDE

EXECUTIVE INTERIORS

LISTEP 1

[1Step 2

[1Step 3

[1Step 4

planning stage.

2 -4 weeks

When considering an office relocation firstly you
need to establish, do you actually need to move
or are you better of renegotiating where you are.
Most building owners who have a tenant rarely
want to lose them and may offer incentives such
as an office fitout or renovation for you to stay.

2 -3 days

Assemble your relocation team. You need to have
people on this team who are creative, good with
numbers, able to understand technical issues, be
able to read office fitout plans and documentation
and most of all be able to make decisions... this
may end up being a few people as very rarely does
one person have all of these qualities. Work out
what your needs as a company are, your interior
designer will need to know so they can tailor your
fitout to your needs.

1 week

Try to work out which suburb you would operate
best from. Is transport or parking an issue,

also don't forget to talk to your staff, it is not
uncommon to lose a number of staff in an office
fitout move, you may be wise to make sure they
are not your key staff.

1 week

Establish how much area you will need, depending
on who you talk to you will be told anything from
6.5m? any where up to 20m? per person. You need
to forecast ahead for the duration of your lease,
get it wrong and you are stuck with it for a long
time. We suggest at this stage it is time to talk to
your preferred design and office fitout contractor,
if you don't have one... call us! We have our own
unique spatial planning software to assist in

this process.

The key to any successful office fitout is in the planning.
There is a tendency to overlook project planning in an
office fitout and rush forward to get on with the job.
However, this is a can be a false economy both in time
and money, many problems are solved at the initial

To help you achieve a successful office fitout we have put
together this step by step guide. If you have any questions
regarding this guide please contact Apex Executive Interiors
via phone 02 9635 9100 or email click here.

Notes

© Apex Executive Interiors Fitout Guide

apexei.com.au


http://www.apexei.com.au
mailto:fitout-enquiry%40apexei.com.au?subject=Fitout%20guide%20enquiry

3 -9 weeks Notes

Start talking to real-estate agents in the area,

but more importantly get your relocation team
to do their own research, it is important to know
the value of property and the availability of the
square meterage you are after for yourself. Apex
Executive Interiors have put together a building
selection checklist to assist in this process that is
available on application.

2 -3 weeks

Ask your preferred office interior designer (us no
doubit) to start showing you some spatial concept
plans for the sites that you have shortlisted.

You will have to work closely with your chosen
designer on this. Your designer should ask some
very specific questions about how your office
operates at this time, if they don't ask you these
questions you should worry.

4 - 8 weeks

Once a site has been selected it is time to
negotiate the rent and incentives, talk to your
financier and get the lawyers in, this can take a
while, this step takes patience.

2 -4 weeks

Whilst step 7 is underway you should take the
opportunity to sit down with your office interior
designer and finalise your design, scope of works
and select finishes so you can make to the next
stage... quoting.

3-12 weeks

This may also be the time to get your chosen
office design to your building manager and into
council for approval if it is required, you can only
do this after the owners of the property have seen
and approved what you are going to do and all
parties have signed the lease. We can assist in this
process if required.

2 weeks

Obtain comparable quotes on your chosen office
design from selected fit out contractors; ask for
the quotes to be broken down so you can see
exactly what you are getting. You should not
award the project to a contractor on price alone;
you need to feel you can trust the contractor you
choose. Make sure that appropriate attention
has been paid to service trades such as Air
Conditioning and Fire Services, they are not just a
good idea, in most cases they are mandatory.
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3 days Notes

Award the office fitout to your chosen contractor,
if it has not been done already start the approval
process with council or a private certifier (if
required). This is also the time to organize IT
equipment and phone systems. You can award
the job to your fitout contractor whilst the job

is in council, however bear in mind you could

be responsible for costs if council reject your
application or ask for your plans to be amended.

1day

Take photos of the site and conduct a dilapidation
report, it may even warrant having an independent
company come in at this stage to do the
dilapidation report for you, after all when the
lease is up you are going to have to return it base
building condition, and you don’t want to pay to
improve the site to a better condition than when
you took it on.

2 -3 days

Get your relocation team to start contacting
people like electricity companies, and your phone
provider and ADSL provider. Once numbers and
addresses are firmed up you can start ordering
stationery also and organizing your PO Box. This
may be a good time to obtain removalist quotes
and to arrange service agreements with people
like cleaners and electricians for lead tagging if
you have not already.

4 - 8 weeks

It's time to commence the office fitout. Maintain
constant contact with your office fitout contractor
during the fit out stage and keep a close eye on
variations. Assuming you engaged a reputable
contractor the variations should not be items

that were left out to win the project, rather extra
items that you may have requested after the job
commenced.

2 weeks

During the office fitout process get your relocation
team to start modifying your current OH&S office
policies to reflect changes in the new site, also
start preparing things such as your notifications of
your move to your clients and suppliers.

1 week

Organize your key system for your office, you
should definitely change your locks, you don't
know who has a key. You may want to consider a
master keyring or even signature system.
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D Step 1 7 1-2 weeks Notes

When the office fitout is complete apply for an

occupancy certificate, you cannot occupy the
site until you have council approval to do so

(if it is required), this is also the time to undertake

a defects inspection. Make your fit out contractor
aware of items you are no happy with and set a

deadline for them to be rectified that you can both
realistically agree to.

D Step 1 8 2 -3 days

Once the site has reached occupancy and is

spotlessly clean it is time to move in, make
sure things like phones and internet are 100%

operational before you move in.

[]1Step 19

Keep all of your office fitout documentation

together including information on warranty
periods, it is important that you do in case you

need to order more furniture or if there are any
issues with defective equipment.

[1Step 20

Make sure you keep up to date with all of
your scheduled maintenance; it is of utmost

importance to keep fire systems, mechanical
systems and hydraulic systems to name just a few

in top condition.

A successful office ftout is accomplished when all the steps are successfully
completed in order and in a timely manner. Planning and preparation is the
key to almost everything in life and office fitout is no different.

If you require any more information or assistance on any stage of the fitout
process, please do not hesitate to contact us.
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Apex Executive Interiors Pty Ltd ABN 65 123 437 561
Unit 17, 12 Kendall Street Parramatta NSW 2150 ph: 02 9635 9100 fax: 02 9635 1122 web: www.apexei.com.au

Terms and Conditions of use: This document is only intended for use as a guide and is in no way comprehensive. Apex Executive Interiors Pty Ltd takes no responsibility of any kind for any commercial decisions that are
made based on this document. Apex Executive Interiors Pty Ltd gives no warranties and or guarantees (expressed or implied) for the use of this documentation when used for any purpose other than for which it was
intended (purpose to be deemed solely by Apex Executive Interiors Pty Ltd) or by any other party other than Apex Executive Interiors Pty Ltd. The information provided in this document is subject to copyright and is not to
be disclosed to any third party without prior written consent of Apex Executive Interiors Pty Ltd. This document is not to be used in any form as evidence of Building Code of Australia or Australian Standards compliance.
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