&) % % )&% ((
yr# o+

‘ofﬁce premises

Moving on

Moving offices is an opportunity to reassess your storage, procurement,
technology and utllity arrangements to ensure your business is equipped to
face the future. Adrian Holliday outlines the key issues to consider both before
and after that stressful move
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|office premises

<leasing or renting a conventional office
with its lengthening list of capiral
expenditure needs: furniture, carpeting, IT
cabling and maintenance bills.

Part of the service

According to Nick Wood, chief executive of
Regus UK, one advantage for small
companies is that they are able to move in
and concentrate on their business right
away. “Everything from consumables
including fax toner, tea and coffee to capital
spent on furniture and associated fit-out
costs will be taken care of,” he explains.
“Once a small firm moves in it only pays
for the services it uses, whether it’s work-
ready offices; a meeting room by the hour,
half-day or full-day; or services such as
videoconferencing, PA and admin support;
as well as call and mail-handling.”

Dixon also suggests the serviced office
route means companies are spared the
cost of keeping up with developments in
new technology. “Leading serviced and
managed office suppliers have the latest in

IT and communications so their clients can
immediately capitalisc on state-of-the-art
technology and benefit from ongoing
developments and upgrades,” he adds.
“There’s no need to invest in IT and less
need for specialist IT staff, which reduces
IT expenditure.”

As for cost-savings, Regus claims the
serviced office occupier can potentially
expect to save up to 50% during three
years in terms of overall cost of occupancy;
figures that are backed up by the Chartered
Institute of Purchasing.

Deciding which type of office - and the
physical and technological infrastructure
that goes with it - is right for you is no easy
matter. But it’s worth taking the time to
consider your existing and future needs in
terms of storage, technology and energy
consumption, as well as how much time
you can realistically devote to chasing up
tens or hundreds of suppliers, After all,
just like when you move house, you're
probably going to want to stay put for
some time to come. @

Cost-cutter: how to keep expenses down

‘We came at it from an
environmental and a cost
perspective. So we spent
£35,000 on new IT
equipment but with a great
emphasis on large 19-inch
flat screens. That means it’s
easier for staff to read
documents on-screen,
rather than them printing
| them out’

* Consider using a utilities comparison cost-saving website such as
makeitcheaper.com. Rather like uswitch.com, makeitcheaper is an independent
supermarket for businesses that compares costs for electricity, gas, water, mobiles,
landlines, broadband and insurance contracts. Free to use, it earns its fees from
suppliers for introducing new customers. The service claims it makes businesses
fully aware of any obligations relating to a contract so they shouldn’t be caught

out by a supplier's small print

¢ There are a number of new green initiatives that are good for the environment but
could also you money, suggests Michael Howard, chairman of Maris Interiors LLP
in south London. “New lighting systems can be installed that detect movement in a
room and switch off automatically when the space is empty,” he says. Computers
have a similar mechanism that will actually switch off rather than just go onto
standby when no one is working at them. “Moving office can be a good time to
review the company’s T provision,” adds Howard. “Using techniques like Voice
over IP that run over the internet rather than a traditional phone line can also help
to save money on your utility bills.”

¢ Could any material your company stores on-site be stored away from the office?
Off-site storage enables paperwork or official records that are no longer current but
which cannot be destroyed for legal reasons to be stored in a secure, monitored
environment at a much cheaper rate than office rent

* Remember the difference between a cosmetically attractive fit-out project and a highly
efficient set-up often reflects the amount of time and energy that goes into planning
and briefing the teams involved. In other words, meticulous planning always pays
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