
    

OFFICE TRANSITION SURVIVAL GUIDE
Thousands of businesses across the country have some sort of o ce transition each year. In some cases, it’s 
because they have grown too large for their current spaces, or maybe it’s because they are downsizing to smaller, 
more cost e cient real estate. It could also be a strategic move to be closer to a prospective talent pool for new 
hires. Whatever the reason, transitioning a workplace requires a lot of thorough planning, open communication and 
hard work.

The O ce Transition Survival Guide is meant to 
address the most important issues related to o ce 
transitions — and to help prevent your organization from 
making potentially costly mistakes. 

The question is, “Where do you start?” Before your 
organization decides to relocate, upgrade or downsize 
its existing o ce space, Rightsize recommends asking 
the following five questions. 
1. What is our reason for moving? 
2. Who is responsible for coordinating the move? 
3. What is our overall budget?
4. What is the time frame for the o ce transition? 
5. Will we be expanding in the future?

According to the International Facilities Management Association (IFMA) “Two-thirds of those 
responsible for their company’s relocations either lose their job or get demoted after the project.”

These preliminary questions will help kicko  the  
project in an organized fashion, while placing someone 
in charge of the decision making. From there, it’s  
time to address the logistics of the space. Consider  
the following:
1. What size o ce do we require? 
2. What length of the lease term?
3. What is our preferred location?
4. What type of building are we looking for? 
5. What facilities and amenities will we need?
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Nucraft
O�ce Furniture Center
OFS
Purposeful Design
Sandler Seating
Stylex
Three H
Trendway
Versteel
Via

Allermuir
Allseating
Andreu World
Bernhardt
Clarus
Darran
ESI Ergonomic Solutions
Falcon
Friant
HBF

Hightower
Humanscale
Indiana Furniture
Keilhauer
Landscape Forms
Logiflex
Mamagreen
Maverick Desk
Mayline/Safco
Nienkamper

and more!
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