By Stephanie A. Hood, Hemenway & Barnes LLP 

and Christopher O’Sullivan Gesmer Updegrove LLP
A renovation can be a daunting task for a law firm. This column offers some pointers intended to assist you once the decision to upgrade your offices is made.

· Hire a project management consultant — For lease review, planning, design, team selection, budgeting and construction management, an independent project manager can be very helpful. An experienced consultant knows and understands the various complex components of managing this type of project.  Having this resource can ultimately save you money.

· Communicate — Develop an effective communication plan that will work in your firm. Conduct meetings with all employees before the project begins to discuss the changes and schedule. Also, during the project provide a newsletter or use firm meetings or daily e-mails to share information about the progress. 

· Assemble your project team — Keep this group a manageable size. Assign a lead person to run the project within your firm (for example, the law-firm administrator, or director of operations).  
Along with the lead person the team should consist of one or two partners, other important staff members, the project manager, construction company team an architect and a building representative. Furniture dealers, moving companies, interior designers and the like should be available as you need them. 

· Develop a working budget — Create a comprehensive budget and update it throughout the project. There will be additional costs for a phased renovation. Try to determine if you can tolerate work being done during normal working hours because that can save money in overtime and weekend work.  

Moving expenses, building-related expenses, furniture installation and other associated costs tend to be higher in phased renovations. Also, include “soft” costs, such as financing expenses, additional insurance, employee overtime and employee relations expenses.  

If you have been given a tenant-improvement allowance from the landlord, it is critical that you have a handle on what those funds can be used for and how/when it will paid out. Determine your additional financing needs or whether the costs will come directly from operations.

· Establish a realistic schedule — Because a project can be very disruptive to normal operations, establish a realistic schedule and keep the project on a set timeline to avoid overruns that can cost money and interrupt your normal working environment.  Also, evaluate at the beginning whether you need to look into short-term additional space for storage or space for people.

· Request for Proposal process — Request an RFP from all the major team members (architects, contractor, movers and others). Try to interview at least three of each type of vendor to get a sense of the best fit for your firm and project. Make sure they listen and have a good understanding of what your firm is looking for in your project and are willing to work within your budget limitations with the utmost of creativity. 

· Understand your building: Understand the rules and regulations of your building.  Discuss the building charges for freight elevator use, building management costs and fire/safety. Determine what are the time restrictions on the use of freight elevators during/after business hours and if the building requires union workers. These factors will affect your project timeline and costs.    

· Limit change orders — Try to elicit and explore as many ideas and design elements up front and get them worked into the initial pricing estimates. Give some extra thought to upgrades of equipment and cabling at the beginning. It may be cost-effective to undertake a phone or network cabling project when the ceilings or walls are “open.”

If change orders are necessary, make sure you review the change order and sign off before authorizing the work.

· Stay involved with the project on a daily basis — The firm’s lead person should ensure that the project goes smoothly and stays on schedule and budget. 
Be reasonable about the amount of time the project will take and defer other major projects that might overburden your internal team until the renovation is completed.

· Make it fun — Lastly but most importantly, try creative ideas to keep the project enjoyable and exciting. Whatever you do, keep in mind that laughter is the best medicine.
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