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Moving a business or a portion of a busi-
ness is always more complex than it initial-
ly appears. When companies move infre-
quently, typically once every five to seven 
years, who in your company has the experi-
ence and skill set to direct such a project? 

The skill set needed includes construc-
tion management, office space planning 
and design, furniture acquisition and dis-
posal, move management and voice and 
data cabling. 

Typically, you will deal with three to five 
different vendors. What do you do? Fre-
quently the answer is to turn to an outside 
expert or consultant to manage and coor-
dinate these varied needs. Then the issue 
becomes how you qualify the individual 
or company to cost-effectively oversee this 
complex and critical operation. 

Before looking at qualifications, look at 
the various elements of your business or of-
fice relocation. Developing your space plan 
will determine the needed tenant improve-
ments. This determination will be essential 
to evaluating a lease opportunity. 

Then, construction plans need to be de-
veloped to facilitate hiring a building con-
tractor. The space plan can be assigned to 
a design firm, furniture dealer or architect. 
Frequently, the building contractor will be 
determined by the building owner. 

This is just the first layer of complexity. 
Who is going to coordinate the communica-
tions between the designer and the builder? 
Who is going to approve change orders and 
control potential cost overruns? 

Next is planning the furniture require-
ments. Can you use your existing furniture, 
or do you need to purchase new? Who is 
going to coordinate the furniture and con-
struction buildout so that everything fits in 
the new space? The same scenario happens 
with the data and voice cabling. 

Next is the move process itself. Who 
will make sure the installation of data and 
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is done properly and in a timely manner? 
What happens when there are delays? Will 
the disposition of unwanted furniture and 
equipment be completed before the final 
move-out date from the prior location? 

Vendors will have their own timelines, 
lead times and installation requirements. It 
will be important to have a project coordi-
nator who understands the tempo and pace 
of each phase of the process. A construc-
tion project manager views a project over 
weeks and months. A move manager needs 
to make quick decisions managing a move 
over hours and days. 

So, how best to deal with the complexity 
of the situation? Hiring a project coordina-
tor may be the solution. If chosen well, this 
individual or team can save you time and 
money. Because of the relationship already 
established, the construction project man-
ager is often hired. Depending on the expe-
rience of the individual, this can either be a 
wise or poor choice. The project manager 
can be very good with all aspects of con-
struction, but may not have the experience 
or internal “bandwidth” to manage furni-
ture procurement and move management. 

Bringing on a project coordinator or 
“field service coordinator” early in the pro-
cess is best. Establishing a sense of scope 
at the front end is valuable. Every move has 
unique aspects and scores of variables. 

Again, ask the prospective coordinators 
lots of questions. What is their core com-
petency -- construction or moving? Are 
they experienced in space planning, design, 
procurement of new and used furniture and 
disposition of old furniture? How do they 
determine their choice of subcontractors 
for relocation services, data cabling, instal-
lation of furniture and equipment and liqui-
dation services? How will the bid process 
take place? If the project coordinator does 
not understand how to “scope” the project, 
a bid process will be ineffectual. 

Look at each of these as a single entity 

and then ask how these services are going 
to be coordinated. Ask about the planning 
and leadership abilities of the prospective 
project coordinators and their subs. What 
“specific” experience and manpower levels 
do they have? Many times vendors are cho-
sen for low rates rather than qualifications 
and service value. 

Ask the project coordinators to iden-
tify their last five move projects. Request 
contact information and check references. 
When checking references, ask what the 
response time was when issues arose. What 
was the level of support? Remember that 
the project coordinator represents you and 
should represent your interests when deal-
ing with service providers. 

Be sure to determine how they charge, 
whether by the square foot, hourly, or a per-
centage of total project cost. Often the ser-
vices of project coordinators are available 
through one or more of the vendor service 
providers. This can be the most cost-effec-
tive route, since many vendors include this 
service at no additional charge. 

How do you find a move project coor-
dinator? Ask among your peer groups or 
trade associations. Find someone who has 
had a good move experience and ask for a 
reference. Check with other building ten-
ants. Always ask the vendors qualifying 
questions to determine their skill sets. 

Remember to balance out the “best deal” 
versus the “best value,” because in the end 
it is your experience as the customer that 
determines whether you made the best 
choice.
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