
Pre-planning stage

Office Acquisition Timeline

2-4 weeks

Things to consider:

•	 Why do you want to relocate?
•	 Vision for your new office?
•	 Choose your team of experts and 

internal team
•	 Identify key roles and responsibilities 

Legal processSearch and Shortlisting

•	 Undertake full property search of 
the market

•	 Viewing tours
•	 Shortlist preferred properties
•	 Analyse options via cost 

comparison and cashflow against 
a renewal

*The average total 
project delivery time is 
9-12 months, depending 
on project size

First day of business
in new office

Define the brief

Things to consider:

•	 Workplace Analysis i.e. office size, workstations, 
meeting rooms etc.

•	 Lease type conventional leasehold or serviced 
office?

•	 Growth projections?
•	 Is flexible space required?
•	 Location?
•	 Budget?
•	 Lease length?

Negotiating Lease Terms 
and Due Diligence

•	 Negotiating to achieve best value 
including tenant incentives

•	 Agree heads of terms for 
instructing lawyers

•	 Carry out due diligence on 
preferred building including 
acquisition report and M&E 
survey

Fit-out period

•	 Advice on fit-out and selection of 
contractors to build the space

•	 Instruct and liaise with solicitors 
to document lease to meet 
agreed timetable

•	 Lease completion
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*This timeline is based on a hypothetical acquisition of 10,000 sq.ft of Grade A space


