
How to rent 
an office space 
step by step!

How do they get to work? 
Who will visit our office?
Do we need storage?

Reception area?
Conference rooms?
Private offices?

Where are my customers?
Where are my key partners? 
Where are my executives 
and employees?

STEP 1
Identify Your Needs 

Before you begin your search, take some 
time to think about your workplace demands.

By the end of this process, you will have a better outline of what to look for in an office space: “I’m 
looking for approximately 1500 square feet of traditional office space for up to 12 employees in North 
Houston.” A statement like this is a great starting point!

Here are some rules of thumb for different 
office uses: 

Consider where your major customers might 
be located: 

Typical Office 
200 SF/person

Medical 
200 SF/person

Call Center 
100 SF/person

Tech Start-up 
150 SF/person

Law Office 
300 SF/person

Showroom
400 SF/person

Cubicle Land 
175 SF/person

Government GSA 
215 SF/person

OFFICE
SIZES

Many Law Firms, 
Government-Related, 

Financial.

Downtown 
CBD 

Import, Export, 
Aviation, Heavy 
Travel Needs.

AIRPORT 

General Business, 
Proximity to Workforces 

& Customers.

SUBURBAN

Space Type

EXECUTIVE SUITES:
Companies rent individual 
offices and share common

spaces.

FLEX SPACE:
Part office, part warehouse, 

flex space is great for 
companies that assemble or 

ship products.

TRADITIONAL OFFICE:
A self-contained unit for 

typical office needs, including 
work areas, reception, 

conference and break rooms.

STEP 2
Start Your Search
Conduct a search

STEP 3
Negotiate A Lease
Process overview
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Pre-Construction

Legal

Discuss 
Basic Terms

Construction

Letter of Intent 
(optional)

Finalize Terms & 
Execute Lease

Commencement

Move-InDetermine 
Layout Needs

Acceptance of 
Premises

You found a space 
in a building you

like...

Now the real
work begins...

CONTACT US 

GIVE US A CALL (877)777-7368 SCHEDULE YOUR TOUR NOW!

boxerproperty.com

https://www.boxerproperty.com/contact-us/?utm_source=linkedin_ads&utm_medium=cpc&utm_campaign=bp_leasing_guide&utm_id=692955426&utm_content=schedule_tour_btn
https://www.boxerproperty.com/contact-us/?utm_source=linkedin_ads&utm_medium=cpc&utm_campaign=bp_leasing_guide&utm_id=692955426&utm_content=schedule_tour_btn

