


Maintaining business continuity /

productivity.

A relocation project or the refurbishment of
existing offices should never be allowed to
interfere with day to day business. It should
be invisible to outsiders and cause as little
disruption internally as possible.

| prepare a Business Continuity Plan which
addresses the many tasks and issues
involved. This ensures that when you move,
you do so in a way that is organised and
leaves nothing to chance.

Make it an opportunity.
Relocation is disruptive to the business no
matter how well it is managed so use the
opportunity to introduce change. Could you
digitise or dispose of a lot of your storage?
How many private offices or meeting rooms
do you really need? How much stationery do
you really need to carry? Do you want to
keep your existing suppliers after you move?
And so on. Think the unthinkable!

Managing change.

Existing office arrangements are often based
on historical accident that cannot be
replicated in a new building planned from
scratch. Decisions which upset the status quo
may be unavoidable and will sometimes
cause deep dissatisfaction that has to be
dealt with. Much of my work is 'political’ with a
small 'p'. Sometimes, | literally have to go
round the business negotiating compromises
to agree the necessary changes whilst
keeping everyone happy.

Communication, commun-

ication, communication.

There is nothing as unsettling to an
organisation as uncertainty. Tell everyone
what's going on and what's going to happen
and when. If the news is negative, tell them
that as well. Keep telling them.

Organising the move.

Won’t the removal contractor do this? No.
They will organise themselves to do the move
but they won’t manage your needs or
processes. They need to be told what you
need from the move to minimise disruption to
the smooth running of the business.

At a ‘strategic’ level, someone needs to
think about how the move should be
implemented. Should it be in stages and, if
so, how many? Or should it be a single
‘big bang’ move?

At a ‘tactical’ level, someone has to
prepare the documents telling the
removers who and what is moving and
when. Decisions have to be taken on how
best to relocate your IT. Your staff need to
be briefed. Someone has to prepare the
installation drawings and the temporary
signage on site to tell the removers where
everyone sits and where everything has to
go. Someone has to supetrvise it.
Someone has to do all these things, they
won’t happen by themselves.

| prepare a Movement and Logistics
Plan that covers all this. | also seek
competitive quotations from suitably
qualified removers.

I usually plan moves to take place over a
Friday night and a weekend. | aim for the
client to be operational from 9.00am on
Monday morning and more or less straight
by Monday lunchtime.

Relocating cannot be done without some
disruption; the key is to plan it so that
disruption is kept to a minimum.

Recent clients

Recently | have carried out projects for,
amongst others:

Aegis Synovate

Competition Commission
Costain Group

Fosseway Housing Association
King Sturge

Lawson Software

Lee Cooper Group

For an initial discussion, without obligation,
on how Richard Buckley & Associates can
assist you with your next office move or
internal reorganisation, please contact
Richard Buckley on

T 01285 851095

m 07900 471124

E rbuckley@spaceplanner.co.uk
w spaceplanner.co.uk
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