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Lease Agreement

· Lease agreement finalised

· Guarantees in place

· Re-instatement of current premises

· Appointment of  space planner

· Budget confirmations

· Appoint contractor for construction / fit out

· Confirm occupation date


	
	
	

	Voice

· Relocate existing PABX vs new

· If PABX is under rental agreement, owner must move system

· Confirmation of availability of new lines on site

· Detailed break-down of line requirements : digital, analogue, broadband etc

· New numbers : telephone & fax, have message on old cellphone routers or redirect to new 


	
	
	

	Data
· New network points

· Existing / new service provider

· Relocation of server & related infrastructure

· Server room specs

· UPS

· Generator

· Cut off & switch over management

· Relocation of patch panels / routers

· Reprogramming of server

· Server room set up 


	
	
	

	Facilities
· Fax – new : quotes on options ; existing : current service provider to relocate if under guarantee

· Printers - new : quotes on options ; existing : current service provider to relocate if under guarantee


	
	
	

	Physical Relocation
· Appointment of removal company

· Packaging material

· Prepare relocation schedule

· Moving of furniture, fittings / buy new

· Moving of server & desktop computers & PCs, plotters & printers, AV equipment

· Moving of files

· Moving of safes & bulkfilers (confirm floor loading capabilities of new premises)


	
	
	

	Signage
· Relocate existing / new – internal & external

· Landlord approval on signage


	
	
	

	Accounts / Finance
· Inform change of address details – SARS, CIPRO, DTI, banks, shareholders, affiliated businesses; insurance companies (short term, life, group), debtors & creditors, associations, full supplier list, full client list


	
	
	

	Stationery
· Letterheads – templates (financial & other)

· Email signatures

· Website

· Yellow & White pages

· Compliment slips

· Business cards

· Company vehicle branding

· Outdoor advertising / signage

· Marketing material


	
	
	

	Site Handovers
· Landlord

· COC (electrical)

· Keys

· Access cards / codes

· Alarm codes

· A/C certificate & remotes

· Fire safety equipment

· Site walk-through for items needing repair

· Parking pay confirmation

· Tenant fit-out

· Snagging

· COC

· Occupation certificate

· Approved fire rationale

· A/C certificate & remotes

· Final site handover

· Maintenance contracts

· All keys & codes
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