OFFICE
RELOCATION
GUIDE

MOVING YOUR
OFFICE IS EASY...

“We selected TSP for three reasons: their
level of professionalism and understanding
of the industry, the holistic approach they
presented from start to finish, and value
for money.”

“It was a great help to have TSP handle the
negotiations with our new landlord – under
a lot of time pressure - to get us the kind of
deal we were after and make our office
move possible.”

PHILIP WRIGHT
CEO - PHYSIOLOGICAL SOCIETY

DR ASHOK SINHA
CHIEF EXECUTIVE, LONDON CYCLING CAMPAIGN

‘Our relocation guide is easy to follow,
full of helpful guidance and useful tips
to help you save money when you’re
ready to make your move.’
THE AGENCY TEAM
TSP

...SO LONG AS YOU
PLAN IT RIGHT.
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“We found the TSP team easy to deal with and always pleasant and
professional, gently checking in to make sure things were progressing
once we were into the legal stages. We also wanted an Agency who
was familiar with the sector, which TSP offered, and felt when working
together they truly understood the importance of the office space we
wanted, and the culture of the organisation.”

CARON BRADSHAW
CHIEF EXECUTIVE AT CHARITY FINANCE GROUP
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THE TSP
6 POINT PROCESS

Relocating office is an exciting process,
however it can be also daunting if you’re
the one in charge.

The
Key is to break it down into simple steps. At TSP we have
devised a clear and effective ‘6 Point Process’ to guide you
every step of the way.”

1. CONSULTATION

2. SEARCH

3. VIEWINGS

• Culture and space

• 	Contact a nationwide
network of property
professionals &
agents

• 	Escorting you on visits
of potential properties

• Budget requirements
• 	Identify market rents
& associated costs
• Location

• 	Shortlist appropriate
properties
• 	Assess market rates &
deal worthiness
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• 	Street level insight
into property &
surrounding amenities

4. TECHNICAL
EVALUATION
• 	Work with client to
develop a vision for
the chosen property
• 	Space planning
• Architectural design
• Office fit out service
• 	Mechanical &
Electrical (M&E)

5. NEGOTIATION

6. LEGALS

• 	Advising on the best
possible offer

• 	Our role is to support
the deal right the way
through the legal
process

• 	Negotiating Heads
of Terms (HoT’s)
& submitting to
Landlord
• 	Securing low headline
rent & rent free to
contribute to fit-out
costs
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• 	Advising on solicitor
queries and working
between landlord
& tenant to secure
completion of the lease

LET TSP GUIDE YOU EVERY
STEP OF THE WAY...

I MUST MOVE OFFICE, GET
ME OUT OF HERE...

THE BIG DECISIONS BEFORE YOU MOVE

Who, internally,
is responsible for
the move?

How much is
your overall
budget?

What are your
reasons for
moving?

What is the
timescale for your
office relocation?

Will you be
expanding in
the future?
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THE SELECTION PROCESS

What size of
office do you
require?

What length and
type of lease do
you require?

What type of
building are you
looking for?

What is your
preferred
location?

What facilities do
you require?
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CULTURE & SPACE
What type of office are you looking for? What will the building say about you?

MEDIA

MULTI-LET

• HIGH CEILINGS
• EXPOSED BRICKWORK
• NATURAL LIGHT

• COMMUNAL AMENITIES
• MANNED RECEPTION

CORPORATE

LOFT

• HIGH RISE
• CLOSE TRANSPORTATION LINKS

• NATURAL LIGHT
• QUIRKY
• SPACIOUS
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STUDIO

SERVICED

• BRIGHT
• FUNKY
• INDIVIDUALISED SPACE

• ALL INCLUSIVE TERMS
• FLEXIBLE ARRANGEMENTS

SELF CONTAINED

AFFORDABLE

• OPPORTUNITY TO BRAND YOUR WORKING SPACE
• WASHROOM AND KITCHEN FACILITIES
• DESIGNATED ENTRANCE

• PRACTICAL
• FUNCTIONAL
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CAMDEN
£37 - £40 sq ft
£40 - £50 sq ft
£50 - £65 sq ft

BUDGET
& LOCATION
Choosing the right location can be the toughest part of the moving
process. Not only will your new base speak volumes about your
company, it must also be within budget whilst being accessible to
your clients and employees.

Q1

KINGS CROSS
PADDINGTON
£43 - £50 sq ft
£40 - £50 sq ft
£50 - £65 sq ft

The TSP Market Rent Guide illustrates the current property
market in London, making it a little easier for you to find the best
place to re-nest!

MARYLEBONE

NOHO

£45 - £57 sq ft
£57 - £72 sq ft
£72 - £85 sq ft

£45 - £55 sq ft
£55 - £70 sq ft
£70- £85 sq ft

EUSTON

£50 - £60 sq ft
£60 - £72 sq ft
£72 - £85 sq ft

£42 - £47 sq ft
£47 - £60 sq ft
£60 - £75 sq ft

BASIC &
ECONOMICAL

Second hand properties
in need of redecoration

MID-RANGE

Building with air
conditioning, perimeter,
trunking or raised floor

TOP QUALITY

New or refurbished with air
conditioning and raised floor

CLERKENWELL
/ OLD STREET
£40 - £47 sq ft
£47 - £57 sq ft
£57 - £70 sq ft

HOLBORN
£42 - £50 sq ft
£50 - £62 sq ft
£62 - £70 sq ft

THE CITY
£37 - £47 sq ft
£37 - £47 sq ft
£60 - £70 sq ft

SOHO

LIVERPOOL ST

£57 - £70 sq ft
£70 - £80 sq ft
£80 - £95 sq ft

HAMMERSMITH

KNIGHTSBRIDGE

£35 - £45 sq ft
£35 - £45 sq ft
£50 - £58 sq ft

£52 - £65 sq ft
£65 - £75 sq ft
£65 - £75 sq ft

£37 - £45 sq ft
£45 - £57 sq ft
£57 - £65 sq ft

COVENT GARDEN
MAYFAIR
£60 - £75 sq ft
£75 - £90 sq ft
£90 - £125 sq ft

VICTORIA

£45 - £55 sq ft
£55 - £72 sq ft
£72 - £85 sq ft

CANARY WHARF
£32 - £37 sq ft
£37 - £42 sq ft
£42 - £52 sq ft

LONDON BRIDGE

£47 - £55 sq ft
£55 - £67 sq ft
£67 - £80 sq ft

£35 - £45 sq ft
£45 - £55 sq ft
£55 - £75 sq ft

WATERLOO
£40 - £55 sq ft
£55 - £67 sq ft
£67 - £85 sq ft
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VAUXHALL / BATTERSEA
£32 - £40 sq ft
£40 - £50 sq ft
£50 - £60 sq ft
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NOW YOU HAVE YOUR
OFFICE, LOCATION AND
BUDGET...HOW MUCH
SPACE DO YOU NEED?

THE GOLDEN RULES
OF OFFICE RELOCATION
ACCORDING TO TSP...

Deciding on how best to use your new
space can be complicated, and requires a
professional fit out team to make sure the
space plan meets your requirements.
An office move is the perfect time to
consider new solutions and review
and/or switch office suppliers.

Choose a project leader to coordinate
the relocation.
Think flexibility! Incorporate enough
flexibility in your new office floor plan
to accommodate future needs and
requirements.

CONSIDERATIONS TO BE
MADE INCLUDE:

Choose an agent that can help you
move whilst keeping your business
running.

Source a reliable and professional
office removal company.
Size and location of your
reception, board/meeting rooms,
and kitchen/communal area.

Location/size of
staff work stations.

Fit-out requirements such as;
partitions, storage, lighting
and IT equipment.

If you would like a better understanding of how to configure
your office space requirements and accurately calculate
the space you need, then contact TSP and a member of our
team will be happy to walk you through it!
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WHY EVEN USE
AN AGENT?
Using a good agent will help you discover economic
opportunities, help you save time and money, and
ensure all legalities are covered. Acquiring a property
and negotiating the best terms can be a complicated
process, so it is vital to have an accredited company
working with you to protect you from costly pitfalls.
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SUPPORT PROFESSIONALISM
GUIDANCE PEACE OF
MIND FLEXIBILITY UNLIMITED
BENEFITS DIFFERENT PERSPECTIVE
VALUABLE SOURCE CONSTANT
SUPPORT REDUCED WORKLOAD
CONFIDENCE REASSURANCE
REFERENCES EXPERTISE CLARITY
COST SAVINGS
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WHY TSP?
OUR ETHOS
At TSP we believe in offering our clients holistic
support whilst saving money and exceeding
expectations, every time.

FOR FURTHER
INFORMATION ABOUT TSP
PLEASE CONTACT

David Simnock
ds@tspuk.com

Jonathan Vanstone-Walker
jvw@tspuk.com

REMEMBER Companies that work with a commercial agent
pay less for their office space!

TSP
www.tspuk.com @thirdsectorprop
020 7284 9040
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James Keisner
jk@tspuk.com

NOTES / QUESTIONS

TSP
www.tspuk.com @thirdsectorprop
020 7284 9040

