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FROM THE 
DIRECTOR
Our team at Dthree Studio is delighted to present 
our Fitout Guide to help businesses navigate the 
various steps involved in undertaking an office fitout. 
We have identified and translated any terminology 
that might be confusing for those going through 
this process for the first time, suggested high-level 
budgets for undertaking the work and listed the 
services that would need to be considered. 

Here at Dthree Studio, we pride ourselves on being 
experts in our field. We have worked with all manner 
of organisations – from law firms, technology starts-
ups, co-working businesses, charities – the list goes 
on, but most businesses ask the same questions 
of us during the fitout process. We’ve created this 
Fitout Guide in response to these questions, and 
in the hope that it helps businesses who might be 
considering an office fitout, to plan how they will 
approach the project.

Ben Grave, Director, Dthree Studio

TABLE OF 
CONTENTS
FIT-FOR-PURPOSE FITOUT ....................... 04

DESIGN AND BUILD .....................................06

FITOUT ROUTES ............................................ 07

WHAT ARE YOUR NEEDS? ........................08

DESIGN ............................................................... 10

PROJECT COST SUMMARY ........................12

STEP-BY-STEP GUIDE ....................................14

SERVICES OFFERED ......................................16

FINAL CONSIDERATIONS ............................18

COVID’S IMPACT.............................................20

BREXIT................................................................22

MATERIAL SELECTION................................24

SUSTAINABILITY.............................................26

OUR TEAM........................................................28

DIVERSITY AND INCLUSION.....................30 

CONTINUOUS SUPPORT............................32

WHY DTHREE...................................................34

Client: Point 2 Surveyors
Fitout: CAT B

YOUR OFFICE FITOUT GUIDE

0302

YOUR OFFICE FITOUT GUIDE

02



The COVID-19 pandemic has changed the face of office design and 
forced businesses to think about their workplace requirements and the 
safe spaces that offices need to be when employees return. 

FIT-FOR-PURPOSE FITOUT

Throughout the pandemic, Dthree has focused 
on helping and advising clients to navigate their 
way through the immediate uncertainty and evolve 
their thinking regarding office design.

Dthree is about creatively and commercially 
closing the gap between real estate professionals 
and occupiers. Our approach to design and build 
is laser-focused on activating workplaces in the 
most engaging and appealing way possible to 
best support the needs of the business and the 
talent within it. 

Unlet workplaces are under scrutiny like never 
before, and the rapidly changing landscape 
of available options across flex/serviced office 
providers, and conventional landlord space is 
colliding the requirements of occupiers across the 
capital.

We believe that people are a business’ greatest 
asset, and as a result, their primary concern. The 
pandemic has underlined this more than ever, with 
every business, globally, prioritising the wellbeing 

and safety of staff, not only as a legal right but as 
an important tool to help strengthen morale and 
work culture - thus improving productivity.  

Engaging staff with inspirational yet functional 
working environments has become a central 
requirement of the office, especially for those that 
will work from it.

Accordingly, functional ‘working design’ sits at the 
heart of our project management process and 
everything we do.

We believe that an expertly designed space is not 
just about how it looks but just as much about how 
it works. It’s no secret that these are the sentiments 
of occupiers too. If your space doesn’t speak to 
these principles, then it’s not speaking at all.

Client: Venture X
Fitout: CAT B
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DESIGN AND BUILD

What is it? And how does it differ from the traditional method involving 
architects and large professional teams? 

The answer to this question is principally team and efficiency - it is 
quicker and more efficient to carry out an interior office refurbishment via 
a design and build approach than a traditional one. 

The graphic below illustrates the typical savings of time that our team 
and clients experience. 

For clients that have not been through the process of an office fitout, 
this can seem like a very daunting task, especially when you consider 
everything that goes into finding a suitable office in the first place. To 
help our clients better understand the industry terminology, below is a 
description of the four main fitout categories:

SHELL AND CORE (OR BASE BUILD)

The most self-explanatory of the four categories 
is quite literally the shell (outside) of the build 
along with the core (inside), meaning stairs and 
lift shafts within the space. Often, this means 
lots of concrete and exposed raw surfaces, no 
lighting or other services, just a frame ready for 
everything to be installed within.

CAT A

We like to think of CAT A as the bare 
essentials of an office floor being installed – 
this includes lighting, air conditioning, building 
amenities (reception, lifts, WCs), and white 
painted walls. This type of fitout is how most 
landlords will deliver space within buildings 
as it allows the incoming tenant maximum 
flexibility to create an office setting of their 
choosing.

CAT B

This is the fun bit for our client as it brings 
the ‘big white box’ of a CAT A space to life. 
The CAT B stage involves creating all of the 
rooms a client will use, specifying the flooring, 
gathering all the furniture to choose from, and 
selecting the colour and materials that allow 
them to make their workplace feel like it is 
theirs.

CAT A+

CAT A+ is often referred to as a ‘plug and play’ 
office space. In this situation, the landlord installs 
all the elements of a CAT B fitout. This means that 
typically all that a tenant then needs to do is bring 
its staff and technology. While the tenant may not 
have had the chance to fully design their own 
office space as they would with a CAT B, they also 
would not face significant capital expenditure nor 
wait for it to be built.

Design

Procurement

Construction

Design
Efficient Package Release

TRADITIONAL METHOD

DESIGN & BUILD METHOD Typically  

33%
Faster

Construction Time Saving

Procurement
Cost Certainty
Value Engineering

FITOUT ROUTES

Client: Power Road
Fitout: CAT A+
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HOW SOON IS SOON?

As you start planning for a change to your office, whether 
that is a workplace relocation or a refurbishment, it is crucial 
to narrow down and identify your requirements. A thorough 
analysis of your workspace demands, done in a timely 
fashion, will help you explore the variety of options available 
to you before you land on a finalised decision as to what you 
will require going forward. It will also help contribute to an 
appropriate workplace strategy in light of ongoing pandemic 
circumstances.

CREATING YOUR BRIEF

A thorough plan will help you ideate and structure your brief 
better. This will help you work with the designers from the 
get-go to iron out minor details before delving deeper into the 
detailed design.

WORKSPACE AND WORKPLACE REQUIREMENTS

The advanced planning for a workplace design strategy will 
help identify and incorporate those materials that best suit 
your needs to the overarching strategy. It will also help you 
scope the market for understanding the differences in cost for 
sustainable materials versus others.

THE COST OF AN OFFICE FITOUT

A well thought through brief will help when trying to estimate 
the costs of a fitout, as knowledge of the desired layout, level 
of finish, and expected functionality of the space will narrow 
the ballpark of costs you would expect to fall within. There is 
no exact guide to calculating expenditure, as several external 
factors are involved, but Dthree is here to help advise based 
on our vast experience of delivering these types of projects.

WHAT ARE 
YOUR NEEDS?

It was enjoyable to work with such 
an experienced yet enthusiastic 
team, who we knew would feel 

proud of the end result.
Alex Isaac, Director, EcoWorld

Client: Bumble
Fitout: CAT B
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DESIGN
Some clients know exactly what they want when it comes 
to office space but need help making this a reality. Others 
know what they need in terms of functionality but need 
guidance on the design.
Whichever category (or other) you fall into, the team at Dthree is here to help find 
the correct solution for you. Our best-in-class design team work closely alongside 
our clients from conception to completion and beyond. We take ownership of all the 
details, ensure the design is delivered to the highest standard and ensure a good 
working relationship throughout the project.

PEOPLE

We know that people are a business’ 
biggest asset and overhead. Accordingly, 
we understand the importance of a 
functional and fit-for-purpose physical 
space and how it can and should 
contribute to your collective success. 
Throughout the process, we will focus on 
the people who use the space and check 
we are delivering what they require.

PERFORMANCE

Office design trends will come and go, 
but Dthree is committed to improving 
sustainability in all our designed 
workplaces. So while the layout of 
your office may change, the materials 
we use will be both permanent and 
enduring.

PRACTICALITY

A workspace not only needs to look 
amazing, but it needs to perform its 
function incredibly well. A significant 
amount of attention to detail will 
ensure that the office is designed with 
practicality in mind.

POLICY

Every office space must comply 
with the latest policy that is in 
place, whether Health and Safety, 
accessibility or environmental. 
Dthree will guide you through what 
needs to be considered.

Client: Methods
Fitout: CAT B
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There may not be a ‘go-to’ answer as 
to the cost of an office fitout. However, 
there is a selection of aspects that you 
should consider. 
Below we have listed a guide to the key areas of potential 
expenditure. However, your own project will differ based 
on a number of factors that include size, location and 
requirements. 

PROJECT COST 
SUMMARY

TYPICAL

This is generally the ‘go-to’ for most. It incorporates cost 
efficiency and allows you to achieve a bigger outcome 
once the project has completed. 

VALUE ENGINEERED

Whilst this option is the most cost-efficient, it will not 
compromise on quality. Should you have a small budget, 
this option would be best suited. 

ENHANCED

Choosing the enhanced option allows you to expand on 
your project, utilising the full service. This will ultimately 
provide a grander outcome. 

Typical Cost Per Square Foot

Type of cost Value 
Engineered Typical Enhanced

Fitout £45 £55 £65

Furniture £12 £17 £25

Total £57 £72 £90Client: BRE
Fitout: CAT A
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STEP-BY-STEP GUIDE
Dthree’s team is here to help guide you through 
each step of this process - from the final pitch to 
completion.

BUILDING 
SEARCHES

BROADBAND 
ORDER

DTHREE 
APPOINTED

DESIGN 
CONCEPT

New 
Office

LEASE 
COMPLETION

FURNITURE 
INSTALL

FURNITURE 
ORDER

MOBILISATION & SITE 
WORKS

Client: Power Road
Fitout: CAT A+
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WORKPLACE CONSULTANCY

The first step of any project is understanding its real drivers – 
conducting a thorough investigation, challenging and listening 
are some of the important methods through which we identify 

the unique aspects of our client’s project.

DESIGN

Design is where the data comes to life. Our best-in-class design 
team stay with the project from its conception to completion 

and beyond. Our passionate design team take ownership of the 
details and the relationship throughout the project.

CHANGE MANAGEMENT

People first. Once your new office is built and ready-to-go, it is 
important we walk you through how it should be used. Once the 
project is over, the user experience begins, and we ensure we 

are there as part of that journey too.

PROJECT MANAGEMENT

Control and communication are the two pillars of our project 
management team. In order to control the assignment, our 

project managers are involved at an earlier stage than most of 
our competitors, and like any relationship, communication is key 

to success.

AFTER CARE

We don’t deem one transaction as a success; returning 
clients take a pride place in our business. Once the project 

is complete, we then begin our aftercare service. Our project 
directors and project managers take the lead and take 

responsibility for the on-going relationship.

SERVICES OFFERED

FURNITURE PROCUREMENT

Guidance through your furniture procurement is vital. Our sister 
company, Tribe Furniture, will guide and lead you through the 
options alongside our design and PM team to ensure that the 

process throughout is seamless and consistent.

Client: Power Road
Fitout: CAT A+
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MARKETING 

Launch your PR and Marketing 
initiatives

REDIRECTIONS

Organise all redirections 
(Royal Mail, Phone Etc.)

ADMINISTRATION

Terminate the outstanding 
contracts remaining on your 

previous workplace

Client

PHOTOGRAPHY

Take photos of the new 
space for Social Media 

accounts

CELEBRATE

Invite clients, employees and 
suppliers to see your new space

LANDLORD SIGN OFF

Confirm with the previous 
landlord that they are happy 
with the dilapidation works

Once everything has been agreed upon and finalised, there may 
be a few extra things you will want to consider.

FINAL CONSIDERATIONS

Client: Red Bull
Fitout: CAT B
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COVID-19’S IMPACT  
ON THE MARKET

COVID-19 has changed the way we operate as a business and how we 
deliver our projects. We are proud of how quickly and efficiently we have 
adapted our working practices to overcome these new challenges. 
As a company, we successfully transitioned our model from being predominately office-based to work-from-
home (WFH). It was not something we had planned for, or perhaps thought possible, but thankfully, due to 
our culture, we were able to remodel quickly. Within days, we were working as normal, even hosting virtual 
finishes and furniture tours. 

Safety on site has always been paramount, but we have adapted our delivery to ensure that it reflects the 
new and unseen risks. The industry-leading practices we have pioneered are detailed extensively in our 
Site Operating Procedures. 

For each project, we run a specific COVID-19 Risk Register, covering every material and delivery – to ensure 
we are effectively managing and reducing risks so we can deliver on our promises. 

Despite the challenges that we face as a result of the COVID-19 pandemic, Dthree still believes that 
offices will remain an essential part of our working lives in the future. An office space generates a sense of 
belonging and community amongst co-workers. In an efficiently designed office, reaching out to co-workers 
is easier, resulting in simple queries being resolved faster. An office also helps to create a divide mentally 
between home and work.

CAT A+ IS A MORE APPEALING OPTION THAN EVER BEFORE.

PRE-COVID-19 - TYPICAL CAT A+ POST-COVID-19 - 2M DISTANCING CAT A+

Client: Young Minds
Fitout: CAT B
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BREXIT – WHAT DOES IT MEAN FOR 
COMMERCIAL FITOUT? 

Though the United Kingdom (UK) left the European Union (EU) with 
a zero-tariff agreement, in the short-to-medium term, the impact of 
Brexit on the UK Design and Build industry could be significant due to 
the sector’s dependency on EU-procured materials and labour supply. 
However, this also presents an opportunity, even demands, that UK-based businesses pivot and focus 
on locally sourced products and risk-mitigated supply chain strategies. We are committed to delivering 
the best advice to navigate clients’ through this period and help them mitigate any consequential 
impact of Brexit on project delivery. 

As businesses continue to monitor and adapt to both a post-Brexit and COVID-19 marketplace, many 
landlords and providers will look to reimagine workspaces to ensure they are representative of the ‘new 
normal’ and market demand. We fully expect demand for commercial fitout projects to continue, if not rise, 
in 2021. 

HOW CAN BUSINESSES BE READY FOR BREXIT AND THRIVE POST 1 JANUARY 2021? 

Plan for multiple project scenarios, including 
pipeline and delivery, to ensure you are 
able to respond robustly to changing market 
needs and fundamentals. 

Identify operational risk, including to suppliers 
and stock, to ensure you are able to locate 
and procure alternative sources should the 
need arise.  

Have a communication plan in place to 
ensure transparency across project teams, 
and trust is maintained amongst clients and 
suppliers. 

Ensure future contracts contain contingency 
clauses and list potential inherent risks 
associated with Brexit, including project 
completion dates.  

Identify your key talent and measures 
necessary to ensure your ability to continue 
working with them (this includes contractors 
and furloughed staff). If you plan to employ 
EU workers, ensure that they and your firm is 
eligible for visa sponsorship.  

Client: Venture X
Fitout: CAT B
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CONSIDERED MATERIAL 
SELECTION
As a result of the pandemic, Dthree and our clients are 
even more focused on ensuring that every possible step 
and measure is taken to create a workplace that fully 
supports and promotes employee wellbeing. Below are a 
few simple steps that we can take to achieve this:

B I O P H I L I A

Incorporating elements of nature into the built environment has been demonstrated 
through various research studies to reduce stress, blood pressure levels and heart 
rates whilst increasing productivity, creativity and self-reported rates of well-being.

N A T U R A L  M A T E R I A L S

Many of the materials we specify hold naturally anti-bacterial and anti-microbial 
properties.  Elements such as timber, specifically pine and oak, eliminate around 99% 
of all potential contaminants.  Woollen fibres are naturally water and soil-resistant, 
with a surface layer that is less attractive for microbes which make them perfect for 
heavy traffic spaces such as meeting room furniture and breakout areas.  

M A T E R I A L  A P P L I C A T I O N

Part of designing a successful environment requires consideration for every function 
and behaviour within your team, and in turn providing, an appropriate material 
response. For all suggestions, we will consider cleanability, resilience and practicality.  

R E S P O N S I B L E  S O U R C I N G

Woollen fibres are naturally water and soil-resistant, with a surface layer that is 
less attractive for microbes. Wool is known to have anti-microbial properties. Other 
materials that are less prone to be exposed to microbial growth are polyester, 
polypropylene and polyacrylics. 

25
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We can provide a step-by-step plan to help your organisation design a more 
environmentally friendly workplace and source the most sustainable materials. 

At Dthree, we are committed to ensuring that 
sustainability is a top priority through all aspects 
of the office design and build process. Our culture 
and services are fully aligned with the 2019 United 
Nations Sustainable Development Goals (SDGs).
We have helped many clients realise their sustainability aspirations in 
buildings which in turn have been awarded BREEAM Outstanding, SKA Gold, 
and LEED Gold assessment ratings and certifications.

BREEAM Assessments BREEAM is the world’s leading sustainability assessment 
method.

SKA Rating Assessment   SKA rating is an environmental assessment method, 
benchmark, and standard for non-domestic fitouts.

LEED Certification  Projects pursuing LEED certification earn points for various 
green building strategies across several categories.

WELL Building Standard 
 The WELL Building Standard is an assessment scheme 
for the built environment that focuses on the impact of the 
building on the occupant’s well-being.

OUR COMMITMENT 
TO SUSTAINABILITY

BRE
CAT A+

WELL CERTIFIED

WELL is the leading tool for advancing 
health and well-being in buildings globally. 

We are proud to say that all of Dthree’s 
designers are in the process of becoming 

WELL Accredited Professionals. 

TOILET TWINNING

We partner with a toilet twinning scheme 
to give vulnerable communities worldwide 
access to improved education, clean water, 

and life-saving hygiene practices.

FLOORING

Dthree partners with several contractors 
who focus on minimising waste, responsible 

disposal and who use recycled materials 
within their specification.

FABRICS & JOINERY

Longevity is a core element of sustainability. 
At Dthree, we will ensure that the fabric used 

in your office space is both durable and 
long-lasting.

FURNITURE

Tribe Furniture, our in-house furniture 
supplier, advise and guide clients to use 
the most sustainable furniture that is also 

durable, modular, and is selected due to its 
performance and low carbon footprint 

during the manufacturing process.

FSC

The Forest Stewardship Council system 
allows businesses and consumers to identify, 

purchase and use wood, paper, and other 
forest products made with materials from 

well-managed forests or recycled sources. 

Client: GAW Capital
Fitout: CAT B
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OUR PEOPLE, YOUR TEAM

SINGLE POINT OF CONTACT

It is recommended that one person within the 
company is given responsibility for running the 
project. They do not necessarily need to be the final 
decision-maker, but someone who can ensure that 
the process and information flow runs smoothly. 
They are likely to need to give the project a lot of 
attention, so they would need to have time set aside 
in their week to work closely with Dthree. 

WIDER INTERNAL TEAM

The size of your company will depend on how many 
people are needed in the internal decision-making 
team, whether this is a small team that reports to 
a steering committee or just a handful of trusted 
management within the business. This team will be 
important to agree to key decisions on behalf of the 
organisation.

LEGAL COUNSEL

Whether your legal counsel is internal or external, 
it is recommended to involve solicitors as early 
as possible to ensure paperwork is present and 
accurate. The solicitors’ work will typically run 
alongside your lease negotiations and will require 
input from Dthree when completing the lease as we 
provide drawings and specification of the scope of 
fitout work being undertaken. 

BUDGET-HOLDER

Any process of moving office or refurbishing an 
existing workspace will be closely monitored by 
finance teams, and it is recommended to involve 
the budget-holder, in some capacity, throughout the 
project. As the project develops, there are likely 
to be decisions that impact the budget one way 
or another – so having someone involved to sign 
these off in a timely fashion is important. 

TECHNOLOGY

Another significant part of any office refurbishment or 
relocation involves your IT team (whether internal or 
external). From crucial responsibilities such as ensuring 
your business stays online during the move to smaller, 
but equally important, factors such as making sure the 
television screens are at the right height on the walls. 
Indeed, this is a coordination piece between Dthree 
and your IT department – one which we will lead, but 
where their input will be vital. 

The nature of an office fitout means 
several people are required to be 
involved throughout the process. 
Dthree will do nearly all the ‘heavy 
lifting’, but a decent amount of time 
and decision-making is needed to 
ensure smooth project delivery.

Client: Point 2 Surveyors
Fitout: CAT B
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FOSTERING A DIVERSE AND 
INCLUSIVE WORKPLACE
Dthree is committed to fostering a diverse and inclusive culture 
in our workforce and workplace environment. Our talented team 
has a wide range of expertise and offers unique perspectives, 
skillsets, and experiences to serve our client’s needs. 
Dthree is committed to promoting equal opportunities regardless of race, nationality, 

age, gender, disability, marital status, religion, or sexual orientation. At Dthree, we 
want to ensure that every employee can grow professionally and thrive within our 
organisation regardless of their background. 

Dthree is part of the DeVono Cresa Group, which means we have access to the Cresa 
Global Diversity Council, whose initiatives include regular training for our leadership 
on the importance of fostering diversity and inclusion. We conduct regular employee 
surveys to gauge the current inclusivity climate, implement hiring plans with diversity in 
mind, and utilise survey metrics to identify areas for improvement. We are committed to 
ensuring that diversity and inclusion are at the heart of every part of our business and 
service offering.

Client: Bumble
Fitout: CAT B
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At Dthree, we believe in not only working closely with our 
clients to advise them on their Design and Build journey 
but also offering them support in the years to come. We 
are here to hold your hand through the process and after 
completion. 
We offer regular check-ins and also provide a twelve-month inspection following 
completion of the project. Additionally, we also suggest that our clients conduct regular  
appraisals to ensure that their office layout is functional and fit for purpose. 

In times of the pandemic, when government guidelines are constantly changing, and 
offices are expected to adapt to them, we recommend that clients work with us to ensure 
that close attention is paid to any potential future regulatory amendments. 

CONTINUOUS SUPPORT

Client: Venture X
Fitout: CAT B
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WHY DTHREE
OUR MISSION

Is to help businesses achieve their goals by focusing on their workplaces and creating inspiring, 
innovative and purposeful working environments for them to thrive in.

OUR PROMISE

Is to improve your talent satisfaction and productivity, your company culture and your overall business 
performance.

OUR SUCCESS

Is reflected in the global and local brands we have helped grow within the workspaces we have 
created for them.

The journey to your new office begins here, and we’re with you every step of the way. From helping 
you find and secure a new space to understanding your business and helping you build your brief, 
through to the design and build, including sourcing the furniture with our in-house furniture team. And 
it doesn’t end when we hand you the keys; our dedicated aftercare team is there to help with any 
concerns beyond completion.

With Dthree by your side from day one, processes are streamlined, budgets are safeguarded, and 
your employees get the office they deserve. So, dream big, and we’ll take care of the rest.

CONTACT US

If you would like to speak to the team at Dthree about starting your fitout project or any fitout advice 
you may need, please do not hesitate to contact us.

BEN GRAVE
Director

benjamin@dthreestrudio.co.uk 
020 7096 9520

TEGAN THOMAS
Client Relations

tegan@dthreestrudio.co.uk
020 7096 9520

Client: Goodspace
Fitout: CAT B
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