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Tips for running and managing business units
Planning and preparation
1. If you have the luxury of choosing between a new build or the refurbishment of an existing building, chose the former. With a new building you can determine the size of units, the environmental quality, service provision and the specification of heating, lighting, IT etc. 
2. If you are able to make business units independent of the management company and configure space intelligently, this will make them easier to manage and will reduce ongoing revenue costs. 
3. Undertake some local market research.  This should be used to ascertain the going rate for business units, the type and size of units that are popular, and the level of voids.  Part of the research should ascertain the level of demand for light industrial units. This can be commissioned relatively inexpensively using a local surveyor/commercial practice. 
4. Whether you are going for a new build or a refurbishment go for quality in the design and build. It will cost you more in the short term but will mark you out from the competition and give you a competitive edge.

5. Think long and hard before you commit any of your space to “hot desks”. They take a lot of lettable space, are time consuming and costly to manage, whilst demand can be patchy. 

6. Think long and hard before you commit to providing central services such as reception, switchboards, IT and administration.  They are a heavy ongoing revenue burden, and may not be required by your tenants. The more independent the units the less revenue cost on the management company.
7. Think long and hard before providing “cluster” accommodation. Can you add enough value to make this worthwhile?
8. Think long and hard about industrial units.  Our experience is that they are much more difficult to let than office accommodation, and start up companies often require a small unit of no more that 400 square feet.
9. Think long and hard about the size of unit that you will be bringing to the market.  Small and medium sized businesses will not want to pay for space they do not use. One and two person office units (150- 250 square feet) are relatively easy to rent but have a high turnaround.

10. Ensure that you have the right lease for you and your prospective tenants.  Easy in easy out is attractive if it offers a notice period of one month.  However it is reasonable to put up the notice period with length of occupation, so that someone who has been with you for five years should give 6 months notice.  Make sure that the lease clearly identifies all that you want from your tenant.  For instance requirements associated with payment terms, standards of behaviour and reporting of “social outputs” where relevant.
11. If you are able to speak to the utility companies that will be supplying your units long before they are ready for occupation.  There are always complications and it always takes longer than you think.  You could have a lovely competed building but no-one can move in because it has no water or telephone connections.

12. Do your due diligence on prospective tenants.  They may have reservations about this but will be reassured that you have done the same with their neighbours. 
Managing your business premises
1. Make sure that your premises are clean, bright and attractive.  Respond to problems quickly. Give the impression you are confident and in control even if you don’t feel that way.  Establish a reputation for being friendly and helpful.
2. Set up robust financial systems. Make it a requirement of tenancy to pay by standing order, take a two month deposit and don’t allow arrears of more that one month.

3.  Keep good records of all enquiries; deal with them promptly and efficiently. 

4. Set up a good website and pay to be top of a Google list.  Key words are business accommodation, business units, office accommodation, office space. 

5. When you hand over and hand back a business unit, keep an accurate condition schedule. Take detailed notes, take photos and get the tenant to sign that they are in agreement with the schedule. 

6. Don’t tolerate bad behaviour

7. Go for quality in everything you do.
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                          TOP TIP
Be sure to separate out your business objectives from your social objectives as the two will not always mix.  Set yourself clear commercial goals and be business like in achieving them. Managing assets and workspace requires a focus and dedicated resources.  You may have the opportunity to achieve social objectives in addition to your business goals but this needs to be done when you are confident that your business model works, i.e. from a position of strength.

