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INTRODUCTION

This e-book is designed to be your comprehensive guide to the world
of commercial fit-outs.

Whether you're a seasoned project or building manager, or new to the world of
commercial renovations, you'll find useful information to help you manage a successful
project that aligns with your business goals.

Commercial fit-outs are more than just aesthetic changes - they refresh a brand'’s
physical presence as well as improve operational efficiency and employee productivity.
A well-executed fit-out can also have a big impact on a customer’s impression of

a business.

In this e-book, we'll guide you through the stages of planning and design. You'll learn
how to create a space that reflects a business’s brand identity and meets operational
needs while staying adaptable to future changes.
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CHAPTER 1

UNDERSTANDING THE BASICS OF
COMMERCIAL FIT-OUTS

Firstly, let's look at the basic concepts and processes involved. This will give you a solid
foundation for your project.

DEFINING A COMMERCIAL FIT-OUT

A commercial fit-out is the process of tailoring interior spaces for occupation by a new
tenant. It involves fitting out the space with everything needed - floors, ceilings, walls,
furniture, and all the tech and utilities (electric and plumbing) so that it suits the specific
needs of the business.

Different tenants have different requirements for the spaces they occupy. A restaurant,
for example, may need certain cooking and ventilation systems, while a retail shop may
need bespoke display capabilities and lighting.

TYPES OF SPACES WHERE YOU MAY CONDUCT A FIT-OUT

= Offices = Shopping centres

= Department stores = Schools, hospitals and other government buildings
= Retail outlets = Spas and beauty salons

= Restaurants/cafés = Gyms and fitness studios

= Showrooms = Amenities

= Supermarkets = Cosmetic upgrades

The scope of a fit-out can range from minor modifications in an already functional
space to the extensive transformation of a bare shell into a fully operational and
eye-catching environment.
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TYPES OF FIT-OUTS

Fit-outs vary greatly depending on the business's requirements and the building's
condition. There are generally three types of fit-outs:

SHELL AND CORE

This involves the installation of the basic structure of the building, including cladding,
base plant, completed common areas and external works. It prepares the building for
further customisation and development.

CATEGORY A FIT-OUT

Otherwise known as warm shell or soft shell. This level typically makes the space usable
and might include basic finishes, mechanical and electrical services, shop front, raised
floors, suspended ceilings and internal surface finishes. It's a blank canvas allowing new
tenants to tailor the space further.

CATEGORY B FIT-OUT

This is where customisation happens. Category B fit-outs are done to the tenant’s
specific aesthetic and functional requirements. This may involve installing fully-fitted
kitchens, offices, meeting rooms, and any specialised features to complete the space
and make it ready for use.
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BOOSTING THE BRAND

A fit-out can be an important aspect of brand identity. Each element, from the choice
of materials to the layout of the space, can be strategically selected to align with a
business’s goals and brand.

Things like bespoke furniture, custom lighting solutions and distinctive architectural
features can be used to enhance the space. A well-thought-out layout can then guide
customers seamlessly through it, strategically placing key products or promotions in
high-traffic areas and using design elements that highlight new or premium offerings.

The ultimate goal is to create an inviting atmosphere that not only captures the essence
of a brand but also promotes greater customer engagement and boosts sales.

KEY TAKEAWAYS
A commercial fit-out is the process of tailoring interior spaces for occupation
by a new tenant.

There are 3 main types of fit-outs: Shell and Core, Category A and
Category B.

A fit-out is not only functional but can be a powerful tool in a business’s
marketing strategy.
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CHAPTER 2

PLANNING YOUR FIT-OUT PROJECT:
DEFINING GOALS

WHAT DO YOU OR THE CLIENT WANT TO ACHIEVE WITH
THIS FIT-OUT?

Successful commercial fit-outs start with a clear set of goals that are aligned with the
strategic goals of the business. After all, if you don’t have a destination in mind, how can
you know in which direction to go?

Is the goal to:

= increase foot traffic,
= increase brand visibility,
= improve operational efficiency, or

= all of the above?

Communicating these goals clearly to every stakeholder involved - including designers,
contractors and staff - is essential so that everyone is working towards a unified vision.

It's also a good idea to revisit these goals regularly throughout the project to assess your
progress and make any necessary adjustments.
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DEVELOP A PROJECT PLAN

Once you know the goals, careful planning and preparation are key.

NEEDS ANALYSIS

Conduct a thorough analysis of the business needs, including the
number of employees, the need for public access areas, any special
accommodations like wheelchair access, technology requirements
and potential growth forecasts.

SITE SURVEY

Engage with architects and planners to assess the potential spaces for
your fit-out, considering the building's existing conditions, infrastructure
capabilities and any site limitations.

SCOPE OF WORK

Clearly define what the fit-out project will encompass, detailing all activities
and expected outcomes to avoid scope creep.

BUDGETING

Establish a realistic budget that includes all costs - from design and
construction to furnishings and unforeseen expenses.

TIMELINE

Develop a project timeline that outlines all key phases, from design to
completion. Ensure some buffer time for delays and adjustments.
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SELECT THE RIGHT TEAM

Contractors can make or break your project, which is why it's important to choose them
with care. The right team of architects, designers, builders and project managers will
bring your vision to life and navigate the challenges of a commercial fit-out without
stress or extra expense.

The ideal contractor will have a combination of skill, experience and a deep
understanding of the business goals.

Consider their qualifications, licensing and insurance to ensure they meet all legal
and professional standards. Review their portfolio of past projects and read client
testimonials to get an accurate idea of their capabilities and reliability.

PROJECT MANAGER

Your Project Manager captains the ship and ensures your project is
delivered on time, within budget, and to the required standards. A skilled
Project Manager coordinates the project, serves as the point of contact,
resolves issues that arise, and is key to a smooth and efficient build.

Bo

DESIGN TEAM

This includes architects and interior designers who translate your vision
into practical and achievable designs that are both functional and
eye-catching.

CONSTRUCTION TEAM

Comprised of contractors and subcontractors. They're responsible for the
physical construction and fit-out.

SUPPLIERS AND VENDORS

Provide materials and services critical to the project.
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KEY TAKEAWAYS

A clear set of goals will get everyone on the same page and set your project
up for success.

Develop a project plan that includes a needs analysis, site survey, scope of
work, budget and timeline.

Be selective about your team - your Project Manager, design team,
construction team, and suppliers and vendors. They will make or break
your project.
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CHAPTER 3

PROJECT MANAGEMENT STRATEGIES
FOR FIT-OUTS

The role of the Project Manager is arguably one of the most important in a fit-out.

If you decide to take this on yourself instead of hiring one, here are some key things to
take into consideration.

USE OF TECHNOLOGY

There's a good deal of tech that can help you with project management.

= PROJECT MANAGEMENT SOFTWARE: Tools like Asana, Trello or Microsoft Project
can help manage timelines, tasks and communication.

= DIGITAL COLLABORATION TOOLS: Use platforms like Slack or Microsoft Teams for
day-to-day communication and file sharing.

= BIM (BUILDING INFORMATION MODELLING): Use BIM for real-time 3D modelling
and simulation to help with decision-making and reduce errors.

ROLES AND RESPONSIBILITIES

It's important to clearly delineate the responsibilities of each team member and
stakeholder from the start. This clarity prevents overlaps or gaps in responsibility.

COMMUNICATION

Effective communication is crucial to ensuring your project runs smoothly and everyone
is on the same page.
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Hold regular meetings with the entire project team to discuss progress, challenges
and upcoming tasks. Maintain thorough and clear documentation, including
contracts, design specifications and meeting minutes. This documentation can help
resolve disputes or confusion. Establish a clear protocol for resolving issues,
including a chain of command and methods for escalation.

QUALITY CONTROL

To ensure you maintain a high standard of quality throughout your project, consider:

= setting quality benchmarks - clear quality standards at the beginning of
the project.

= conducting regular inspections during and after the completion of each phase.

= implementing feedback loops with stakeholders to ensure that the project meets,
and exceeds expectations.

RISK MANAGEMENT

A big part of managing a project is pre-emptively managing potential risks.

Conduct regular risk assessments to identify and address potential issues before they
become problems.

Develop contingency plans for critical risks, such as delays in material supply or key
personnel unavailability. Ensure adequate insurance coverage for risks that cannot
be mitigated.

COMPLIANCE AND REGULATIONS

It's a big topic here in Australia. Make sure you understand and comply with local
building codes and regulations. This includes obtaining the necessary permits, adhering
to safety standards, and ensuring that all designs are compliant with local laws

and regulations.

THE ULTIMATE GUIDE TO A PERFECT COMMERCIAL FIT-OUT | pAGE12




KEY TAKEAWAYS

The Project Manager is the captain of the ship and keeps your project on track
on budget and there is a wide array of tech that can help to manage a project.

Project managers need to set the tone for roles and responsibilities,
communication and quality control.

Project managers also need to ensure compliance with laws and regulations,
and keep on top of risk management.
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CHAPTER 4

DESIGNING FOR SUCCESS:
PLANNING YOUR SPACE

When it comes to designing your space, you might choose to use an interior designer
and architect, but even with their skills and expertise, it is important to understand a
few key elements.

UNDERSTANDING SPACE REQUIREMENTS

The first step in planning your space is to understand your operational and spatial
requirements thoroughly.
FUNCTIONALITY: HOW WILL EACH AREA OF THE SPACE BE USED?

Different functions require different layouts and amenities. For instance, restaurants
may need a different setup to an office or retail store.

FLEXIBILITY: HOW COULD IT CHANGE?

Consider how your space can adapt to future changes in use or design. Modular
furniture and movable partitions offer flexibility to reconfigure the space as and when
you need to.

TECHNOLOGY: WHAT ARE THE TECH REQUIREMENTS?

Modern businesses depend heavily on technology. Designing a space that incorporates
the necessary tech infrastructure, from ample power outlets to advanced audio-visual
systems, is a smart move.

THE ULTIMATE GUIDE TO A PERFECT COMMERCIAL FIT-OUT | PAGE14




DESIGN PRINCIPLES

Design principles turn a bare shell into a space that is both beautiful and functional.

BALANCE

Balance makes things visually appealing. You can achieve this through how
you arrange the furniture and layout

RHYTHM

Create a sense of movement within your space by repeating patterns or
colours that guide the eye through different areas.

EMPHASIS

Highlight key areas like reception desks or meeting rooms with focal
points that attract attention and reflect the brand'’s personality.

CONTRAST

Use colour, textures and lighting to create contrast, which serves to
enhance the space’s aesthetic and define different areas or functions.

SCALE AND PROPORTION

Ensure that the size of furniture and fixtures matches the scale of the
space to avoid overcrowding or underutilisation of the area.
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ZONING AND LAYOUT

Divide your space into zones based on the activities that will take place in each.

PUBLIC VS. PRIVATE ZONES

Public areas may include reception, waiting areas, changing rooms, and meeting rooms
that are accessible to visitors. Private zones are for staff and include workstations,
kitchens and break rooms.

NOISE MANAGEMENT

Plan for sound management, especially in open-plan offices or large department
stores. Use acoustic panels, sound-absorbing materials, and strategic placement of
noisy equipment.

TRAFFIC FLOW

Design the layout to allow for easy movement throughout the space. Consider the
placement of departments to minimise disruptions and enhance efficiency.
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CHAPTERS5

BUDGETING SMARTLY FOR YOUR
FIT-OUT PROJECT

Creating a comprehensive budget that accounts for all potential costs will help
you avoid unexpected expenses and ensure you have financial control throughout
the project.

UNDERSTANDING FIT-OUT COSTS

Before you dive into the numbers, let's look at the different components that contribute
to the cost of a commercial fit-out.

DESIGN AND CONSULTANCY FEES

Costs for architects, interior designers and consultants who will plan and
design the fit-out.

CONSTRUCTION AND MATERIALS

Expenses related to the physical construction, including materials, labour
and construction equipment.

TECHNOLOGY AND INFRASTRUCTURE

Investments in IT infrastructure, telecommunications and other
technology needs.

FURNITURE AND EQUIPMENT

Costs for purchasing new furniture, fixtures and equipment.
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PERMITS AND LICENCES

E Fees associated with obtaining necessary permits and licences required by
local laws and regulations.
CONTINGENCY FUND

% An essential part of any budget, typically 10-20% of the total budget, set
aside for unforeseen costs.

CREATING A REALISTIC BUDGET

The first step is to break down costs in an itemised list using the categories above.

Be sure to get multiple quotes from several contractors and suppliers to ensure
competitive pricing and to have options to fall back on. Involve all stakeholders in the
budgeting process so nothing is overlooked.

PRIORITISING INVESTMENTS

Distinguish between must-have and nice-to-have features. Allocate the bulk

of your budget to essential elements that will impact daily operations and employee
productivity. It's also a good idea to consider the lifespan and durability of materials
and technology.

MONITOR AND ADJUST THE BUDGET

Once the project kicks off, it's important to constantly monitor your budget. Schedule
regular budget reviews to track spending and adjust forecasts as necessary. Maintain
open lines of communication with your contractors and suppliers to ensure any
financial issues are discussed promptly.
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COST-SAVING STRATEGIES

If budget constraints are tight, consider completing the fit-out in phases, prioritising
areas that are most critical to business operations. Opt for energy-efficient solutions
and materials that offer long-term savings on operational costs. Where possible, reuse
existing materials and furniture. This not only saves money but also reduces
environmental impact.

FUTURE-PROOFING

Consider future-proofing your space during the budgeting phase. Investing in scalable
and adaptable solutions can save significant modification costs in the future.

= Modular systems save you reconfigurations as the business grows and
needs change.

= Investin infrastructure that can support future technological advancements.

KEY TAKEAWAYS

A good budget will itemise costs and include a 10-20% buffer for unexpected
expenses.

It's important to get multiple quotes, consult all stakeholders, prioritise
must-have features and future-proof by investing in scalable and adaptable
solutions.

You should monitor and adjust your budget regularly. Saving strategies
can help you manage or cut costs where necessary.
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CHAPTER 6

SELECTING THE RIGHT MATERIALS
AND SUPPLIERS

The quality, durability and aesthetic appeal of the materials you select will directly
impact the look and feel of your space, as well as its functionality and sustainability.
Similarly, working with reliable suppliers will ensure your project stays on schedule and
within budget.

ASSESS MATERIAL REQUIREMENTS

When choosing materials, consider the following:

= Durability: Ensure high-traffic areas are fit for purpose with materials that can
withstand wear and tear.

= Maintenance: Choose materials that are easy to clean and maintain, reducing
long-term upkeep costs.

= Aesthetics: Materials should align with the brand'’s image and the interior
design theme.

= Sustainability: Opt for environmentally-friendly materials to reduce your carbon
footprint and potentially lower energy costs.

= Logistics: Check availability of materials as some suppliers require long lead times,
and more complicated shipping and customs management.

RESEARCH SUPPLIERS

Finding the right suppliers is just as important as selecting the right materials.

Look at a supplier's reputation - read reviews, ask for references, and study their
portfolios to ensure they have a history of meeting delivery timelines and maintaining
consistent quality.
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While it's important to keep budget in mind, consider the total value offered by a
supplier, including after-sales service and warranty terms. Give preference to
suppliers who use sustainable practices, have certifications and a proven track
record for delivering the quality standards they are promising.

NEGOTIATING WITH SUPPLIERS

Once you've identified potential suppliers, the next step is negotiation.

Effective negotiation can help you secure the best materials at the most favourable
prices and terms. Be clear and upfront about your requirements to avoid any
misunderstandings that could affect costs and timelines. Put everything in writing.
If possible, purchase in bulk to leverage volume discounts. Negotiate favourable
payment terms that can help you manage cash flow more effectively. Building
long-term relationships with suppliers can lead to better service and potential
future discounts.

QUALITY CONTROL

Some ideas to help you keep the quality of materials to a certain standard:

= Before finalising orders, request samples or mock-ups to verify quality and look
and feel.

= Conduct regular on-site inspections during the delivery and installation of
materials.

= Check that the materials meet industry standards and certifications for safety,
durability and environmental impact.

COLLABORATIVE APPROACHES

Work collaboratively with your designers and contractors to select materials.

Their expertise can provide valuable insights into the suitability of materials for specific
applications, and they may be able to tell you if an alternative material will offer better
value or performance.
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HANDLING CHALLENGES

Be prepared to handle challenges such as supply chain delays or sudden
unavailability of your chosen materials. Having a backup plan, such as selecting
alternative materials or additional suppliers, can keep your project on track.

KEY TAKEAWAYS

When choosing materials, look at their durability, maintenance requirements,
aesthetics and sustainability. When choosing a supplier of materials, look at
their reputation, reliability, value and sustainable practices.

Purchase in bulk or negotiate favourable payment terms to support your
budget, and check the quality of goods before finalising orders.

Lean on your team’s expertise to choose the best materials and have a
backup plan if something goes wrong with the supply chain.
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CHAPTER 7

TECHNOLOGY INTEGRATION IN
MODERN COMMERCIAL SPACES

Integrating technology into commercial spaces is no longer a luxury but a necessity for
businesses aiming to stay competitive, efficient and relevant.

UNDERSTANDING THE ROLE OF TECHNOLOGY

Technology can enhance the functionality and efficiency of your space.

= Operational efficiency: Systems like automated HVAC, lighting controls and
security can be managed centrally to reduce costs and improve efficiency.

= Employee productivity: Tools such as advanced networking solutions and
collaborative technologies can help staff perform better and more collaboratively.

= Customer interaction: In retail spaces, interactive displays and personalised service
technologies can enhance the customer experience.

ESSENTIAL TECHNOLOGIES TO CONSIDER

Building Management Systems (BMS) centralise control of building systems,
ensuring operational efficiency and energy savings.

High-speed Internet and Wi-Fi - a strong network infrastructure is critical for
seamless connectivity.

Advanced security systems, including surveillance cameras and access controls,
ensure safety and security.

High-quality audiovisual systems facilitate effective presentations and meetings.

Smart (automated) lighting systems adjust based on natural light levels and
occupancy, saving energy and enhancing comfort.
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Climate control systems improve air quality and temperature control, adjusting
automatically to occupancy patterns.

PLANNING FOR TECHNOLOGY INTEGRATION

Effective technology integration requires careful planning.

Start by conducting a thorough assessment of technological needs based on the
business operations, employee needs and customer interactions.

Tech should be scalable, flexible, upgradeable and compatible with other tech so it
can grow and adapt to the changing needs of the business.

It's a good idea to bring in IT specialists if you're not technologically savvy. They can
provide expert advice on the latest technologies and their implementation. Technology
vendors can offer ongoing support and training for their systems.

IMPLEMENTING AND TESTING

Implement technology in a phased rollout to minimise disruptions and address any
issues as they arise. Thoroughly test all systems before going fully operational to
ensure everything works as intended.

KEY TAKEAWAYS

Technology is no longer a luxury but a necessity for operational efficiency,
employee productivity and customer interaction.

Some essential tech includes Building Management Systems (BMS), high-

speed Internet and Wi-Fi, security systems, audiovisual systems, smart lighting
and climate control systems.

Technology implementation and testing can be challenging and may require
the services of an IT specialist. It should be flexible, scalable, upgradeable
and compatible with other systems.
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CHAPTER 8

LEGAL AND REGULATORY
COMPLIANCE IN FIT-OUTS

UNDERSTANDING LEGAL REQUIREMENTS

This side of fit-outs can seem daunting, but if you get everything in writing and clear
from the start, it should minimise any issues down the line. It's important to do your
homework, though, to avoid costly delays and headaches.

Building Codes: Familiarise yourself with local building codes and ensure

E your design team is well-versed in all the relevant codes that will apply to
your specific fit-out.

This will help them identify and iron out any design flaws during the design
phase so that you can have a much smoother construction phase.

Zoning Laws: Ensure your fit-out complies with zoning laws, which can
affect the type of activities allowed in your space.

For example, laws such as the FSR (floor space ratio) will determine the
maximum number of people legally allowed to occupy a space. Again, it's
important that your design team is across these laws.

Health and Safety Regulations: WHA&S is a huge part of any fit-out and
there are many stakeholders when it comes to who is responsible during
the fit-out phase.

The general rule of thumb is that the principal contractor will be in charge
of the site and, ultimately, the safety of anyone who enters the site.
However, each individual contractor is also responsible for their own work
and the safety of the other workers around them.

The future safety of staff and customers also needs to be taken into
account. This will include considerations like fire-fighting equipment, First
Aid, emergency lighting and fall protection.
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PERMITS AND APPROVALS

Navigating the permit and approval process for commercial fit-outs can often be
challenging and time-consuming due to its complexity and the potential delays it can
introduce to your project timeline.

To effectively manage the approval process and avoid delays, you'll need to have regular
communication with local authorities, understand the nuances of local regulations, and
be prepared with all necessary documentation.

YOU MAY NEED

= Building permits: A Development Application, Complying Development Certificate,
Construction Certificate and/or Occupation Certificate may be required for new
constructions, major renovations, and sometimes even minor changes if they affect
the structural integrity or safety of the building.

= Electrical and plumbing permits and certification: Specific permits may be
needed for significant electrical or plumbing work to ensure that these systems meet
safety standards.

= Special permits: Depending on your location and the nature of your fit-out,
other permits related to signage, environmental impact and historic preservation
may be required.

= Design certificates: Often, base building services such as fire suppression,
mechanical ventilation, and structural and hydraulic systems, among others, will need
to be adjusted to suit the new fit-out plan and design updates will be required by
certifying authorities.

= Landlord approval: Your landlord will want to carefully review your design and
check that it complies with their specific Retail Design Guidelines. Expect your design
to go through heavy scrutiny and an approval process. Be prepared to accept some
changes along the way to satisfy these guidelines. It's helpful to work with a design
team that has experience dealing with landlords and understands the design and
approval process.
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ENGAGING WITH LEGAL EXPERTS

To navigate the complex regulatory environment, you might want to consider engaging
legal experts who specialise in real estate or construction law. Be sure to have all
contracts reviewed by legal professionals to ensure they're comprehensive and protect
your interests.

MANAGING CONTRACTUAL ARRANGEMENTS

Ensure that all contracts clearly outline the scope of work, payment terms,
timelines, and responsibilities of each party. Establish a clear process for managing
changes to the contract, including how additional costs and delays will be handled.
Include terms for dispute resolution to address any conflicts that may arise during the
project execution. Be mindful of delays and how these could impact you financially if
you run over time - for example, the commencement of rent or liquidated damages.

ACCESSIBILITY COMPLIANCE

Making your fit-out accessible and compliant with accessibility standards is not only a
legal requirement but also a moral obligation to ensure that your space is inclusive.

In Australia, accessibility standards are set out by the Attorney-General. We recommend
you use a Disability Discrimination Act (DDA) consultant to help with design prior to
construction, as going it alone and relying on your interpretation of standards can

be extremely risky. Building Certifiers are very strict when it comes to accessibility
standards and there is very little tolerance for error.

ENVIRONMENTAL REGULATIONS

Environmental Impact Assessments: Depending on the scope of your project, an
environmental impact assessment may be required.

Sustainable Building Certifications: Consider pursuing certifications such as LEED or
BREEAM, which can provide guidelines for reducing your project's environmental impact
and might also reduce your operational costs.
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DOCUMENTING COMPLIANCE

Important: keep thorough documentation of all your compliance efforts.

Keep detailed records of permits, inspections and correspondence with regulatory
bodies. Conducting regular audits can help ensure ongoing compliance and address any
issues before they become a bigger problem.

At the completion of the fit-out and prior to taking possession of your new space, you'll
need to obtain the OC (occupation certificate). To get this, you'll need to collect all of
your compliance certificates, which will be required from all of your building contractors.
Keep this in mind as it can take some time to get these together and you don’t want to
delay your official opening.

KEY TAKEAWAYS

Ensure your design team is across the relevant codes and requirements and
address any design flaws early in the process to ensure a smooth fit-out.

Understand your legal obligations with all relevant stakeholders, especially
the landlord and the principal building contractor.

Don't take unnecessary risks - consult with professionals to ensure you hit all
of your compliance obligations and keep your project on deadline.
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CHAPTERS

MARKETING AND LAUNCHING YOUR
NEW COMMERCIAL SPACE

When your commercial fit-out is complete, it's time to get people excited about
the space and maximise its impact and use. This is when some strategic marketing
is necessary.

DEVELOP A MARKETING STRATEGY

Start by defining the target audience and their needs and preferences. Then, play up
the Unique Selling Points (USPs) - the features that make the space stand out from
the competition - such as advanced technology, eco-friendly design or superior location.
Take a multichannel approach, using a combination of online and offline marketing
including social media, email marketing, public relations and traditional advertising.

BRANDING AND VISUALS

The brand identity and visual representation should resonate with the target audience.

A brand should have a logo and a consistent design theme that can be used across
all marketing materials. Investing in high-quality photographs of the new space will
showcase it elegantly.

DIGITAL MARKETING

Use digital tools to the best of your advantage.

Create or update your website with a dedicated section for the new space, including
photos, features and contact information for inquiries. Leverage social media
platforms to share updates, behind-the-scenes looks during the fit-out process, and
announcements for the launch. Publish blog posts or articles that discuss the design
process, benefits and potential uses of the space.
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PUBLIC RELATIONS

Generate media interest to gain coverage that can amplify your reach by sending out
press releases to local news outlets, industry magazines and business journals.

You can also invite journalists and bloggers for a tour of the new space, providing
them with information packets and interview opportunities with key project members.

LAUNCH EVENT

Organising a launch event is a powerful way to introduce the space to the market.

Plan an event that reflects the style and utility of the space. Consider themes,
catering, entertainment and speeches. Send out personalised invitations to
potential tenants, investors, business leaders and media representatives. Offer guided
tours during the event to showcase the features and potential of the space.

KEY TAKEAWAYS

A marketing strategy should use a combination of digital and offline
marketing and highlight the unique selling points (USPs) of the space or
business.

A brand should have a strong visual representation with a logo, consistent
design theme and professional photographs.

Digital marketing, public relations activity and a well-planned launch can
showcase a new space or business and generate interest in it.

REFER TO OUR MARKETING LAUNCH CHECKLIST ON THE NEXT PAGE TO
HELP YOU WITH YOUR PLANNING.
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CHECKLIST

MARKETING LAUNCH

Here's a checklist to ensure nothing is overlooked in the marketing launch of your new
commercial space.

MARKETING ACTIVITIES

[] Finalise the brand identity and marketing materials.

[] Update the website with a dedicated section for the new space.
[1 Schedule professional photography of the completed fit-out.
[] Plan and create content for social media and blogs.

[] Prepare press releases and media kits.

THE LAUNCH EVENT

[] Define what you want to achieve with the launch, such as media attention, customer
engagement or direct sales.

[] Organise the details of the launch event, including theme, venue, date, guest list
and logistics.

[1 Send out invitations for the launch event. Consider using a digital platform for RSVPs
to manage the guest list efficiently.

[

Send out press releases and invite media personalities to increase coverage of
the event.

Coordinate with caterers, decorators and entertainment for the event.

OO

Plan activities or showcases that highlight the features of the new space. This could
include guided tours, product demonstrations or interactive installations.

Set up a registration desk for attendees at the event.
Prepare information packets and promotional materials for guests.

Conduct a final walk-through of the space before the event.

OO 0O O

Gather feedback from event attendees for future marketing through comment
cards, a digital survey or a dedicated feedback station.

[

Plan a strategy for following up with attendees after the event, which could include
thank you emails, exclusive offers or a highlights reel from the event.
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DONE AND DUSTED!

We hope this e-book has helped you with your fit-out project. At BSG Commercial, we
are experienced and adept at commercial fit-outs. If you'd rather put your project in our
safe hands, give us a call today.

We can create a tailored plan and quote for your project that will take the pressure off
you and give you peace of mind that the pros are getting it sorted.

Building Services Group
/)
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MEET THE TEAM

NIKOLAS KOKOVITCH - FOUNDER AND MANAGING DIRECTOR

28 YEARS IN THE CONSTRUCTION INDUSTRY
FOUNDER OF BSG COMMERCIAL IN 2011

With 28 years in the building industry, Nik has worked on a number of projects
in residential, commercial and industrial construction. From high-end homes in
Sydney’s Eastern Suburbs to multi-level apartments, school construction and
commercial and industrial buildings, Nik has vast experience and expertise.

For the past 13 years, he has been at the helm of BSG Commercial as Founder and
Managing Director.

DEAN MCERLAIN - GENERAL MANAGER

15 YEARS OF GLOBAL EXPERIENCE IN THE CONSTRUCTION INDUSTRY
? YEARS WITH BSG COMMERCIAL

As General Manager of BSG Commercial, Dean brings dedication, knowledge and
expertise from a career spanning 15 years across London, Europe, New Zealand
and Australia. Starting out as a carpenter and then a qualified builder, he has
worked in a wide range of commercial building settings and has developed long-
standing relationships in the industry. Dean consistently strives for excellence and
is committed to delivering optimum results for BSG Commercial's clients.

JOSEPH CARTER - SENIOR PROJECT MANAGER

15 YEARS IN COMMERCIAL CONSTRUCTION
3 YEARS WITH BSG COMMERCIAL

Joe brings 15 years of experience and a background in shopfitting, Base Build,
residential and commercial construction. He holds a diploma in Building and
Construction as well as a Medium Rise QBCC Site Supervisors licence. Joe manages
a range of upgrade projects while developing and maintaining strong, ongoing
relationships with superintendents, consultants, councils, government entities and
other stakeholders.

CHARLIE SEAFORD - PROJECT MANAGER

21 YEARS IN THE CONSTRUCTION INDUSTRY
4 YEARS WITH BSG COMMERCIAL

Starting out as a carpenter and builder in his native UK, Charlie has worked on

a wide range of projects from commercial and residential builds to cruise liner
refurbishments. With professional experience in the UK, Canada, New Zealand and
now Australia, Charlie adapts and applies his international know-how to manage
various commercial projects for BSG.
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KAMA ZHANG - SENIOR PROJECT COORDINATOR

5 YEARS IN THE RETAIL INDUSTRY
2 YEARS WITH BSG COMMERCIAL

With over five years of experience in retail in both client and contractor roles,
and a background as a National Operations Manager, Kama is an ace at project
coordination and operational management. She specialises in client support,
budget control and workflow management, and ensures that every project she
takes on runs like clockwork.

EVELYN LUCY - ACCOUNT MANAGER

15 YEARS IN FINANCE AND MANAGEMENT
5 YEARS WITH BSG COMMERCIAL

Evelyn has been part of the BSG team since 2019. She believes in building
strong working relationships with her clients through being responsive to their
needs. With a background in finance and management, Evelyn is known for her
transparent communication, negotiation abilities, and commitment to excellent
customer service.

NISHOK SAMA - HOARDINGS COORDINATOR
3 YEARS WITH BSG COMMERCIAL

With a Master’s degree in Construction Management from the University of
Adelaide (2020), Nishok is a gun in the hoarding solutions area of the business.
With over three years of industry experience, he excels in scheduling and
organising hoarding installations and removals, ensuring efficiency, safety, and
exceeding client expectations.

LUKE KOKOTOVICH - ADMINISTRATION MANAGER
3 YEARS WITH BSG COMMERCIAL

Luke has been a dedicated member of our administrative team since 2021. With a
passion for organisation and a keen eye for detail, he thrives in ensuring smooth
operations within our company. From managing schedules to coordinating
resources, Luke takes pride in his ability to streamline processes and support our
team'’s success.
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