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Chapter 1: page 7
Planning
The first steps in the relocation
process include setting a moving
schedule and chaosing the pro-
fessicnals that will help organize
your mave. The following work-
sheets are designed to assist with
both of these tasks.
1. Master Calendar
Checklist
2. Master Relocation
Calendar
3. Prcfessicnal Interview
4. Real Estate Professicnal
interview
Chapter 2: page 15
Selling Yourself
Once ycou have chosen the
spaces that you would like to
negotiate for, prepare to prove
your financial and professional
credibility. By selling yourself as
a good risk, ycu increase your
negotiating strength. A business
plan, monthly or quarterly
profit/loss statements, balance
sheet and, if you are a small or
start-up business, a personal
financial statement will prove your
credibility.
1. Business Plan Qutline
2. Personal Financial
Statement
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Chapter 3: page 21
Lease vs. Buy
While there is no magic formula
far deciding whether to lease or
buy, the following worksheets are
designed te analyze your financial
position befere and after 10 years
of each alternative.

1. Lease vs. Buy Worksheet

Instructions
2. Lease vs. Buy Worksheet
Sample

3. Lease vs. Buy Worksheet
Chapter 4; page 27
Space
Use moving as a way to design a
more functional working environ-
ment. The following worksheets
will help analyze your space
needs, the first step in designing
an effective working envirenment.

1. Amenities Checklist
Office Plan Worksheet
Space Needs Analysis
Oftice Staff Space Needs
Manufacturing/Warehouse
Facility Space Needs
6. Summary of Speciaiized

Space Needs

oA

Chapter 5: page 36
Location
Location is cne of the most impor-
tant factors for many businesses.
The worksheets contained in this
chapter will help you analyze the
lacations that you are looking at
and choose the location that will
be the most beneficial to your
company.

1. Locaiion Questicnnaire

2. S5ite Restrictions

Questionnaire
3. Project Notes

Chapter 6: page 40
Inspection
Theoroughly inspect each building
that you are considering. Tear
out the space inspection and the
lease rate terms and take them
along with when you inspect each
space. They will organize the
impartant atiributes of each space
for later review and compariscn.

1. Space Inspection

Worksheet

2. Lease Rate Worksheet
Chapter 7: page 43
Mechanics
After your sign your lease, you
pay for the upkeep and medern-
izaticn cf the mechanics of your
space. Make sure they are in
good condition and fit your needs’
before you move in. Take the fol-
lowing form along when you
inspect each space to note the
type and condition of the mechan-
ical and electrical system.

1. Worksheet on Electrical

and Mechanical Data




Chapter 8: page 45
Negotiating
Negotiating for space is probably
the single most important aspect
of relocating. It will determine if
you get the space you desire and
how much you have tc pay for it
per month. The following work-
sheets will help prepare for nego-
tiations by comparing each space
you are negotiating for, determin-
ing your bottom line and analyz-
ing your negotiating position.
1. Negotiable Iltems
Checklist
2. Negotiating Strengths
Analysis
3. Office Lease Review
Worksheet Sample
4. Office Lease Review
Worksheet
5. Office/Warehouse Lease
Review Worksheet
Sample
6. Office/Warehouse Lease
Review Worksheet
7. Building Comparison
Worksheet
Chapter 9: page 54
Leases
Read your lease before you sign
it. The following worksheets are
designed to familiarize you with
your lease clauses and summa-
rize your lease for easy future
access to important provisions.
1. Leasing Data Worksheet
2. Lease Checklist

Chapter 10: page 58
Communications
Your communications system will,
in large part, determine how
smoothly your company process-
es information. Take the time to
analyze your needs and chocse
the communications system that
will help your business grow. The
worksheets in this chapter are
designed to do just that.

1. Communications Provider

Interview

2. System Evaluation

3. Options Checklist

4. Options Glossary
Chapter 11: page 66
Moving
Use the worksheets in this chap-
ter to prepare for your moving
day. By being organized, you can
move smoothly with only minor
inconveniences to your employ-
ees and clients.

1. Moving Company

Interview
2. Moving Calendar
3. Notification Checklist

Chapter 12: page 71
Post-Move
An organized post-move is just as
important as an organized pre-
move. Use the following work-
sheets to survey employee com-
ments about the move and to
organize your post-move file.
The infermation will be useful
when organizing your next move.
1. Tenant Improvement

Punchlist
2. Employee Relocation

Suggestions
3. Post-move File Checklist
Chapter 13: page 76
Business Continuation
Now that you are settled in your
new space, protect the future of
your company with a business
continuation plan. These work-
sheets will help organize your
business priorities and test your
continuation plan.

1. Business Continuation

Plan
2. General Impact Rating
3. Disaster Impact Rating
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e Corporate Real Esiate Planner and the Coiporate Real Estate Guide are designed as companion
neces. Together they offer methods by which you can plan, find and occupy a space that fits your
wusiness needs.

Before you use the Planner, read the Giride. It is the master reference, a narrative description of the process
involved in relocating. The Planner is a workbook, a step-by-step guide that contains worksheets, checklists
and calendars. The chapters i the Planner correlate directly to the corresponding chapters in the Guide.
Once you have familiarized yourself with both books, you can use them to your best advantage,

Use the Planner to help you work through the decisions involved in your relocation. While the Guide offers
you an abundance of information, the Planner offers the tools by which you can apply that information to
your situation. You may find it useful to keep many of the Plasnner forms in the book. However, it could be
helpful to tear some of the worksheets out and have your employees use them as they work on different
aspects of your relocation.

Included in the Planner are worksheets and checklists for every step of the process. The process reflected
here has been carefully considered by professionals with years of experience. Take advantage of their

expertise and your relocation can be smeother than you ever dreamed possible.

When you decide you need new space, you may be tempted to begin by immediately looking ai available
spaces. Don't start in the middle of the process! Follow the order laid out in the Plamier.
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Worksheet for master calendar

Careful planning and paying attention to details go far toward making refoeation a manageable
process. When you:decide you will be moving, make a master calendar-and fill it in with the follow-
ing items,

Date
Start

E;n_d | Person Responsible/Comments

Identify need to move

Identify move date

Appoint internal relocation group

Interview real estate brokers

Interview space planners

Interview interior designers

Interview communications experts

Interview architects

Interview engineers

Interview attorneys

Interview moving companies

Choose professionals

Analyze space needs

Analyze location needs

Design three space plans

Analyze communications nceds

Shop for space

Check wiring at spaces for phones and computers

Decide on communications system and equipment

Negoliate with three owners/managers

Choose one space

Negotiate lease

Schedule movers

Decide what new equipinent and furniture you need

Call utilities to order service
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Date

Start | End

Person Responsible/Comments

Order furniture and equipment

Order comimunications system and equipment

Work with architects and engineers on space design

Get bids for building out space

Choose contractor for build out

Review contractor’s plan

Approve plan

Get plan approval from owner/manager

Apply for huilding permits

Sign lease or purchase property

Begin notifying customers, associates, suppliers, etc.

Checl list of people to notify regarding move

Order carpet and other finishing materials

Begin construction

Call communications providers to order service

Order stationery, brochures, ete. with new address

Get contractor's punehlist

Install communications system

Set up computers

Check phones

Check evmputers

Check punchlist progress

Move in furniture and equipment

Move in people

Open for business

‘Notes:
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MaSter Relﬂcathn Calendar Make a calendar for all the steps in the reloca
.

Month

Comments/Person Responsible Week

Identify need to move

Identify move date

Appoint internal relocation group

Interview real estate brokers

Interview space planners

Interview interior designers

Interview communications experts

Interview architects

Interview engineers

Interview attorneys

Interview moving companies

Choose professionals

Analyze space needs

Analyze location needs

Design three space plans

Analyze communications needs

Shop for space

Check wiring at spaces for phones and computers

Decide on communications system and equipment

Negotiate with three owners/managers

Choose one space

Negotiate lease

Schedule movers

Decide what new equipment and furniture you need

Order furniture and equipment

Order communications system and equipment

Work with architects and engineers on space design

Get bids for building out space

Choose contractor for build out

Review contractor's plan

Approve plan

Get plan approval from owner/manager

Apply for building permits

Sign lease or purchase property

Begin notifying customers, associates, suppliers, etc.

Check list of people to notify regarding move

Order carpet and other finishing materials

Begin construction

Call communications providers to order service

Call utilities to order service

Order stationery, brochures, etc. with new address

Get contractors punchlist

Install communications system

Set up computers

Check phones

Check computers

Check punchlist progress

Move in furniture and equipment

Move in people

Open for business
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process. Include the following items:
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Real Estate Professional Interview

Name:

Company: Phone Number:

Address:

When interviewing real estate professionals, ask about their experience working with:

Yes No Comments;
Architects 1 1
Contractors | |
Engineers | D
Real estate attorneys D |:|

Blueprints m |
Financial analyses D D
Leases and purchase agreements 1 )
Space plans 1 )
Ask about:

Property database

|

A
State licensing D
A

Freedom to show all properties

Professional affiliations:

Years of experience:

References:

- Notes:
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Chapter 2:

The business plan that works

A good presentation increases vour chances of negotiating a better deal!

easing space Is & two-way process. You are shopping for a space and building own-
ers are shopping for lenants. Put yoursell in the best possible position to negotiate

bility.

[y

for a space by assuring the building owner of your professional and financial credi-

Once you are seriously considering a few spaces. offer proof that you are a good

financial risk by offering the following documents: business plan, financial state-

industry.

Business Plan Outline

1. Company
Ao Descrlptlon af husiness
B. Descelption of prduct 2
(. Historlcal development uf

1. frmation
2 legul tructuce

3. slgnificant changes
4, vuksidlaries

1. Ownership

A, Maoagermant stoc kisolders
1. numes and addrese
1 professional siM|laflone

0. Hoard of directors
1. nures 1od addresses
2 prefessional afflllations
3 wrew o cxprrnice
& role uf hoerd of dirertnrs

C Armuunt of aock author lzed and lssoed

1L Product or Service

A Besaripton of product line ar service line
1. xalen valume
2. sales prjections

L. Freduct evalualivn
1. quellty and prrfonanice
1. comparison 10 compriliors priducls
3 compelitie pdvaninge over comnpetitor

I¥. Management
A Orgaolzsilonsl chari
. Key Indh idusls
1. vespansibillides
2 resumes
3. salatles und orher campensatlen
", Other employees
1. number of total emplny rew
2. total payroll nnd compenstion for lur
five yeurs

V. Finarciat Information
A, Avdlter
1. name and addreese
B. Legal counvel
1. name and addresn

incorporation papers, partnership agreement, portfolio. client/customer con-
tract lists. Provide as much information as you can. Ask tbe building owner or
property manager to sign a letter of confidentiality if you are concerned about

keeping this information private,

The following outline suggests a medel from which to write a business plan.
It is only a suggested model. Adapt it to fit your particular business and

€. Bune
1. nnme and address
2. conlacl afffeer
. Contrals
1. roslsystem
1, budgel zysiem
E. Floanciul etatements und prajections for nest
ez years
1. mantily profit and 055 r ineome
Statemens
2. quartetty profit and o or Income
ratemants
3. end of year hulance sheets
A ensh budgess urd cahNlow Troject ois
5. capltal budgels hur equipment nod otker
<npltal equlsieons

VL Marketing

A Descriplicn of Indusiry
1. Geerriptinn nf Indusiry, lausts) el k
and rends
2. priripul murke(s and prm ectians for next
10 yeoars
B. Rfajor roctomers
1. names
2 bcatlons
3 eamimucis
€. Praspectus customens.
. Majur competitors
E. Markellng ucils Ites

VIL Technalogy

A Research and deselopment
1. wew techrologles belng deseloped
2. products belng developed

B. Technkal tuilie reqplred 10 develap aud
manufaclure products

(. Patents or copyright

VIOL Preduetion Opermtions
A. Manufacturing process descripion
H. Physical fuelllites
a. present
b. planned
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Chapter 3:
Owning vs. leasing

Review your options. What's best for your neighbor, may not be best for you.

hile there's no magic formula for deciding whether to buy or lease a
\J\/ space, consider a number of factors to help you decide how to finance :
your new space. Too many factors vary to generalize about which is the | -Begin the process by apply-
- ing the following questions
| fo your company:

hetter financial cheice for any company.

Consider the following factors: your company's future plans, need for security,
need for flexibility, cash flow, tax consequences and corporate image. An effec- 1.
live way to analyze the measurable factors is to draw up a 10-year plan for your
company (or a five-year plan if a 10-year projection isn't realistic).

The following pages provide you with forms for comparing the costs of lease or 2.
purchase options.

‘Do we have excess
capitalior available.
borrowing power?

3. Does owning our own
| building enhance our

4. Which will offer us
the greatest security - |
buying.or feasing? :

5. Which will offer us {

buying or leasing?
| 6. How does leasing
impact our tax
sityation?

— [ 7. How does buying.
_ impact our fax:

sitiation?
. 8. How important or
) | : appropriate is.it far
= flexibility + security ; our company 1o
» eash flow ' = investment j -investin real estate?
- uncertain growth » image |
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Buy vs. Lease Worksheet Introduction

' counting is-especially important for an auurate tumpar son.

se this worksheel to estimate the present valiie of cashi flows in'the lease virsis buy deeision making pro-

¢ess. Bepin by estimating the cash flows (positive und negative) associiated with each alternative over a fen

vear period, Remeniber, thie pattern of expenditures makes a.difference; a dollar today is worth.more tidn
a dollar one year from-now, Because cash Now: patterns vary widely between fleasi'njg_- and owning, present value-dis-
-Tlre discount rate you choose to equate future sums
to: theu present vilue should reflect yu nit nvesbment. Discount future cash flows at thisrate
using a financial caleulator or an annull‘y table (lf yourare unfamll[al with present value formulas, consult a
finance téxtbook of voinr accountant), Lastly, don't forget that.a lease versus:huy decision often involves strategic
conisidérations that ¢annot be quantified:

Buying:

Terms Defined:

A, BUILDING PRICE: total cosi of building.

B. DOWN PAYMENT: the percentage uof the purchase price paid at the time of closing, usually 5-20% of the total price.

C. DEBT SERVICE: the total amount paid each year to pay off the loan (principle and interest).

D. PRINCIPLE: the portion of debt service allocated to reducing the loan amount (not tax decuctible).

E. INTEREST: the charge on the loan assesscd by the lender, usually a percentage of the total loan amount based on the prime lending rate plus a
risk factor (tax deductible).

F. DEPRECIATION: the loss in value of a huilding with time. Real estate depreciation is fignred over a 31.5 year period {tax deductible), Land is
not depreciated. {annual depreciation = total cost of the building/31.5 vears)

G, INTEREST AND DEPRECIATION TAX BENEFTT: the tax deduction attributed to the purchase or ownership of a building.

H. SALE VALUE: the future markct value of the property at the time of the sale. In this case, after L years.

I. OQUTSTANDING DEBT AT SALE: the amount of the loan remaining at the time of salc. In this case, after 10 years.

J. PLUS DEPRECIATION; in this equation, depreciation is added back because it is a non-cash expenditure not aflecting cash flows,

K. CASH FLOWS: the annual total of cash flows (positive and negative) related to the acquisition and ownership of the building. This does
not include non-cash items such as depreciation.

L. SUM OF CASH FLOWS: fotal of annual cash flows over a 10 year period.

M. PRESENT VALUE OF CASH FLOWS: annual cash Mows discounted to their present value using the present value formula.

Leasing:

Terms Defined:

AL SECURITY DEPOSIT: the amount paid at the beginning of the lease in addition to the first month's rent. The amount returned at the end of
the lease is variable, determined by the final condition of the leased space.

B. NET RENT: annual total of each month's base rent (tax deductible).

C. OFFSETS AND INCENTIVES: the value of free rent or other incentives offered by the building owner as incentive to lease the
space,

D. DEBIT SERVICE FOR IMPROVEMENTS: the annual payment (principle and interest) on the loan used for build outs or tenant
improvements not covered by the lease.

E. PRINCIPLE: same as above (not tax deduetible).

F, INTEREST: same as above (tax deductible).

(. DEPRECIATION ON IMPROVEMENTS: the loss in value of the improvements over the length of the lease (total cost of improvements/length
of the lease).

H. RENT EXPENSE, INTEREST EXPENSE AND DEPRECIATION TAX DEDUCTION: the tax deduction associated with leasing property.

IR PLUS DEPRECIATION: same as above.

I CASH FLOWS: same as above.

K. SUM OF CASH FLOWS: same as above

L. PRESENT YALUE OF CASH FLOWS: same as above,

L
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Chapter 4:
The perfect space

Your space is a reflection of you. Here's your chance to make it just right.

oving is an opportunity to create an entirely new 1
M space for yourself. This is really a two-part pro- |}
cess: dreaming and analyzing. Work withyour |l ppa amount of space needed by different
staff and space experts to determine how your business : staff positions véﬁes- as shown in the fol-
needs can best be met in a new space. : fowmg suggesrions Use the foliowing
. square foot suggestions:fo-pian your space.
Visualize an ideal space, one which includes all the - qual POt S gg 0] rpian y pa
amenities and technologies that will help you grow. . chief executive officer: 175-600
Then identify your actual needs (both present and antic- || vice preé’iﬂeﬁ'f' 22'5_:300'
ipated) and those fearures you see as optional, m-an:ﬁger- 150"225
- assistant manager: 100-150
The following forms and worksheets will help you énatyst‘i nanag B0-125
determine your space needs and plan your new space. : audlto s 80*1-25
Use these worksheets to plan a design that offers your cornpuier programmer: 50-125
emiployees a safe. aesthetically pleasing and productive engi‘heer'— o 80-125
new work space, ?XBQWWG secretary: HJD
drafter: 85
secrefary: 75
computer operator: 75
accountant: 75
bookkeeper: 75
clerk:. 65
typist: 65
4 534 Ul
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Office Plan Worksheet

f Check the 'féa'tures important to you to help youw decide which basic office plan will best fit y(i)lgli'
-needs. If you check several features as important in both.plans; a combination plan will be your
choice. |

Open office features Very Important | Important | Not Important

flexibility

quick cost-effective renovations

open communications

open supervision

easy access to equipment and files

easy to light, heat, cool and ventilate

easy Lo maintain

Closed office features

aural privacy

visual privacy

confidentiality

undisturbed concentration

status recognition

Notes:
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Space Needs Analysis

Use this worksheet to determine your general office space requirements,

Executive

 Private Offices

' Numberof - :

Offices. _

Square
Feet

Small - 12 x

14 1168 square feef)

T

 Medium 12 x

CLarge 14 x|

16 (224 square feet)

(—

' :CuS?t(J;iI:lj { : ) x

i .fﬁ(ﬁ ]

Nomber of

Offices

: 'Sq;u“ii?ré s
_ Feet

' 10 x

12 {120 square feet) C

e | — .. I ¢ 4’squa-re feel)

k|

14 (168 square feet)

g1

Cusmm 1 %

- Computer programmer/analystiengineering/sales

Number of
Offices -

Medium 10 x

10 (100 sqiiare feet)

[E I

Lirie. 0 x

12 (120 squarefeet) | -

- JF

Custom () x

1kl

' Total private offices, programmers/analysts
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Estimated
Requirerrent

1 Required

General (Open) Office Areas

Number

Square
Feet

Excoutive sécretary.

| Secretary t

anager

Accountant/bookkeeper

| Computer gperator

Total general office for persadnel:

- Office Equipment

Number

Required

i "I"Gta'lﬁ. ot

" Square-Feet

Work tahle

Microform reader/printer

| Computer terminal

Standard filing cabinet

Storage cabinet {3:.0" x.1.3")

Fireproof cabinet

Open-shelf unit (4 linear ft)

Customstorage units

Total general office For equipment:

Rest Rooms

Rest room requirements vary from-city to city. ‘Check :r:eq.uirements in your area:

Room Name: |

Square Feet (cheek local requirements)

| #of Rooms

.' "Total Square. Fé_et.. :

Mens:

Wornens
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Special Areas

Seating st/Person | _Avg, Number Seated | Square Feet
_Central reception area 25sf |

-plus- Reception desk w/wmputer termmal

[ Seating | Numberof | Recommended | ot sf
Conference roem Capacity | Rooms ‘st/person

uptoBu_. _ 25

8-20 | 00 20

. 20 - 40 : : 18

. Séhi-i[lg T Numberof | Recommended |  Totalsf
Classrooms 1 Capacity  |: Rooms sf/person* : :

¥ from 24-60 net sf/person

Other Roums o

Square ¥ eet Number Uf | Total

Rooin name _ - ; |  Rooms |  sf

Total other rooms sq pare feet: |

Warehouse/Productmn Area

Areapame 0000000 ... . ;3_': 'S.(lu-a;re. Feet_ #nf Arms Totalsf ‘

Total warehnuqe/‘pmductmn gguare feet

'__Subtotal all areas

% load factor for office flow (i e hal]wavs‘, lobby, etc ) 115% - 20%) | _' '
Total office sqy re footage -

Total warehouse/produttmn ‘qu.lal ‘e Iuotage

Total square footage requirement
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Office Staff Space Needs Worksheet

Usé-thi?s worksheet to further define your office staff space needs.

Number of employees:

Number of departments/divisions:

Number of office support staff:

Communications:
(1 Facsimile

[ Telecopying

O Telex

Office support:

71 Binding

71 Collating

M Duplicating

1 Filing

(0 Word processing

Aceounting:

Nuimnber of data processing personnel:

‘Comments:

0 Microprocessing

71 Photography

M Transcribing

1 Typing

Square feet required

Accountants

Accounts payable

Accounts receivahle

Payroll

File clerk

Inventory control

Purchasing agents

Mailroom

Messenger

Mail clerk

Personnel

Printing

Offset

Copying

Collating

Binding

Receptionist

Secretarial

Typing

Word processing

Microprocessing

Transcribing

Storage

Supplies

Total square feet required
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Manufacturing/Warehouse Facility Space Needs

Use this worksheet to determine total space requirements for your manufa:cit.uring/warehouse
facility space needs, '

Number of employees:

permanent:

seasonal:

Production volume: Annually

Quarterly

square feet requirements:

Square feet needed for shop managers office:

Square feet needed for production:

Square feet needed for laboratories/clean room environments:

Square feet needed for raw materials storage:

Square feet needed for finished product storage:

Square feet needed for product testing:

Square feet needed for flammable materials storage:

Square feet needed for shipping and receiving:

Square feet needed for maintenance area:

Square feet needed for quality control area:

Square feet needed for:

Square feet needed for:

Total square feet:

Number of loading docks/drives:

Ventilation needs:

Washroom:

lockers:

toilets:

Waste treatment:

liquid waste disposal:

solid waste disposal:

solvent disposal:
Water:
Wiring/power:

Fire requirements:

sprinklers:

fire alarms:

Safety requirements:
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Summary of Specialized Space Needs

o . .

Care-considered.

ammE

Food Service _
Number of employees projected to use

company food service.
Do you plan to move to an area with nearby
restaurants?
Number of meals projected to be served:

1. each day

2.  each week
Number of seats needed in food service area.
Hours of company operation.
Hours of food service operation.
Type of room:

1. formal dining room

2. cafeteria-style lunch room

3. lunch room/lounge/conference room
Types of service:

1. full service (hot food)

2. salads and sandwiches

3. snacks

4. self-service cafeteria

5. completely automated service
Will the service be company-run or
franchised?
Will the room be used for any other
purposes?

- Health Service

Extent of services you intend to provide:
1.  basic first aid
2.  medically-attended first aid
3.  pre-employment physical
examinations
4,  physical examinations for employees
Type of facility needed:
1. examination roomis)
2. first-aid supplies cabinet or
dispenser
3. infirmary cots
4, office space for nursing staff

D.

ining all of your information. 'When preparing vour research, make sure the following factors

5.  office space for clerical stafl
6. physicians' offices

7. reception room

8. storage area

9.  secured storage area for drugs

10.  toilet
11. treatinent room(s)
12, waiting room
Nearest hospital or trauma center.
Emergency services:
1. transportation for emergency
service
2. entrance/exit for emergency service

III 'Ig?ib’=1%a_riy=/Re50_urce Center

A.

B.
C.

D.

Types of materials:

1. books
2. conference reports
3. films
4. periodicals
5.  tapes
Rate of acquisition,
Staff;

1. librarians

2. assistants

3. clerical

4. technical
Types of space:

1. administrative
clerical
circulation
material processing
reading:
a. number of carrels
b. number of chairs
¢. number of tables
6. stacks
7.  storage

S
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Location Questionnaire

Clarify your location needs by deciding how close yoit want to be to the following:

Very Close 'Clds_'e'g” ~ [Not I--r_;npor-téﬁi Distance

Employees homes

Clients/customers

Associated businesses

Commercial areas

Hotels

Restaurants

Airlines

Rail

Waterways

Major freeways

Mass transit

Day-care facilities

Schools

Health care facilities

Recreational areas

Waste Facilities

Post Office

Package/delivery

Notes:
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Space Inspection Worksheet

Use this worksheet for every space you're considering.

Name of inspector:

Name of real estate broker:

Building owner:

Property manager/broker:

Zoning:

Year building was buili/renovated:

Condition of building:

Date space is available:

Location comments:

Square feet in space/square feet in building:

Square footage rate:

Operating expenses:

Floor number/number of floors in building:

Elevators (number):

passenger:

freight elevator:

Parking:

type:
number of spaces reserved/total parking:

Special facilities/amenities;

computer rogm:

conference room/center:

food service:

health/fitness Facilities:

training room/center:

reception area/concierge:

Expansion options:
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Worksheet on Electrical and Mechanical Data

Fill in the following information each time you inspect a space.

Property name:

Address:

Building owner:

Property manager: Contact phone number:

Air conditioning system:

Heating system:

Solar:

Oil:

Propane:

Natural gas:

Alternate fuel:

Humidity control:

Building insulation:

Lighting:

Electrical power:

Water:

Safety equipment:

Fire detection system:

Extinguishers:

Sprinklers:

Communications:

Antennae:

Satellite reception:

Microwave:

Radio:

Services at site;
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Negotiating Strength Analysis

Use this worksheet to analyze your negotiating position. Assess your strengths in each of the follow-
ing areas, Then add up your total points. Scoring eategories are on the back. of this:sheet.

Points Category

Company Size

W = otn

- =

Fortune 500 or similar

Sales in excess of $10 million

Sales between $1 and $10 million
Sales between $500,000 and $1 million
Sales less than $500,000

Start-up company

Company linage

= = bk R

Highly desirable (" household name'")
Locally known and respected

Established and stable but not well known
Stronger image than actual product
Unknown

Negative

Years in Business

3 10 years or more
2 5 - 10 years
1 More than 1 year
0 Start-up company
Competitiveness of Industry ’—]
5 Government agency or utility
4 Unique technological or service niche
3 Small number of large firms
{high barriers to entry)
2 Strong, healthy compelition
1 Highly competitive

{low barriers to entry)

Financial Condition

[T T T PR S

Highly profitable, stable

Highly profitable, unstable

Profitable

Breaking even, good prospects
Temporary losses (extraordinary)
Startup or sustaining continued losses

44

Points Category

Credit History

- = W B

Great

Good

Mixed

Prpblems several years back - okay, now
Questionable

Poor

Use of Property

5

— b W

Complimentary (adds to building amenities)
Consistent with other uses

Inconsistent but not detrimental

Potential nuisance (e.g., inordinate parking needs)
Likely nuisance (odor, noise, vibrations, etc.)

Negotiators

5

Combination of principal(s), real estate broker,
attorney, architect and engineer involved in
negotiation process. Final approval of
contested points detached from negotiations (i.e.,
hoard of directors).

Third party with non-binding authority
negotiates for the principle with support from
the above professionals. Principle does not
participate directly in the negotiations though
he/she maintains final approval authority.
Principal, real estate attorney and broker
participate in negotiations. Final approval
power available at negotiating table.

Principal negotiates alone, relying on either
extensive real estate experience or previous
expert advice.
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Points Category

Market Conditions

5

Ll S BN PVR SN

Specific Property Considerations

High vacancy rates in area desired, with additional space under construction
High, stabilized, vacancy rates

Average but rising vacancy rates

Average but falling vacancy rates

Minimal space availability in area

—_ b2 e o

Space needed

New construction, pre-sold with leasing contingencies
New construction with plans for sale within 3 to 5 years
Older property being prepared for sale

New construction held for long-term investment

Older property held for long-term investment

5 100% of building

4 More than 50% of building

3 25 - 530% of the huilding

2 A smaller amount of space than is typical for the property type

Lease Term

5 15 years or more

4 10 - 14 years

3 5 -9 years

2 3 -4 years

1 Month to month

Scoring

45 - 58 You are in a strong position to negotiate because of a numher of factors, Take advantage of
this by asking for favorable lease terms and added incentives.

35-44 You are in a fairly strong position to negotiate. Choose possible spaces carefully before you
begin negotiations. Have a clear picture of your bottom lire.

25-34 You are in neither a strong nor a weak bargaining position. Increase your negotiating
strength by studying the market thoroughly and determining as accurately as possible the
building owner's hottom line.

7-24 You are in a weak position to negotiate. Hire expert negotiators. You will prohably have to

offer a personal guarantee or other financial security for your lease.

CURPFUNRALE KEAL EXTATE FLANINETS O
















Building Comparison Worksheet

- Office Lease Review or Office/Warehouse Lease Review for guidance when completing this form.

Net Rent

Building 1

Building- 2

Building.3

Average annual net rent®

Average monthly net renl

Average net rent psf per year®*

Operating Expenses

Average annual operating expenses

Average monthly operating expenses

Average operating expenses psf per year

Additional Improvements

Tenant's cost for improvements (if any)

Interest rate

Term of amortization

Total yearly amortization

Average amortization cost psf per year

Incentives

Months of free rent

Value of net free rent

Months of free operating expense

Value of free operating expense

Value of other incentives

Total value of incentives

Average value of incentives pst per year (over term)

Summary

Average net rent psf per year

Average operating expense psf per year

Average amortization cost psf per year

Average incentives psf per year

Average total rent payable psf per year

Average total monthly rent

Average total annual rent

similar, the advantages of a present value approach are not as compelling,
I office snace. nse "nsable" souare feet in per sauare foot cost determinations.

Technically, present value analysis should he used rather than averages. However, since cash flow patterns of most leases are
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Leasing Data Worksheet

Property name:

Address:

Building owner:

Property manager: Contact phone number:

Filk in the fﬂllowing:.inf?ﬂlf.lﬁatioin whenmegotiating:

Type of lease:

Lease term:

Lease commencement date:

Occupancy date:

Square Footage of space/total square footage in building:

Floor/total floors in building:

Permissible uses:

Number of parking spaces:

Base annual cost:

When due:

Grace period:

Operating expenses:

Taxes:

Insurance:

Commuon area maintenance costs:

Escalations:

Real estate taxes:

Building operating expenses:

Basis for escalation (CP1, etc.):

Caps on escalations:

Insurance coverage:

Owner:

Tenant:

Owner liability:
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Tenant liability:

Leasehold improvements on leased space:

Party responsible for construction:

Date of construction:

Date of construction completion:

Construction description:

Leasehold improvements allowance:

Alteration and improvement rights:

Responsibility for repairs:

Responsibility for conformity with building codes, laws:

Title, zoning and other restrictions on use of land:

Building services furnished by building owner:

Janitorial:

Window cleaning:

Building maintenance:

Security:

Parking:

Exterminating:

Exterior grounds maintenance:

Utilities furnished by building owner and hours supplied:

Water:

Heat:

Air conditioning:

Expansion options:

Purchase options:

Renewal options:

Availability of month-to-month tenancy after lease term:

Subletting options:

Right to erect signs/other advertising:

Default by owner:

Default by tenant:

Termination rights of owner:

Termination rights of tenant:

Penalty for early termination:

Destruction/condemnation terms:
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Communications Provider Interview

il this form to decide which communications provider you will use fn your new

Company:

Contact name:

Phone number:

Address:

How many years has the company been in business?

Does the [irm provide a warranty?

What is the cost of the warranty?

What does the warranty cover?

Does the firm provide a long-term service contract?

How quickly will the service be provided under the contract?

Does the service include labor, materials and parts?

What is the cost of the service under the contract terms?

Does the firm provide a service guarantee if it stops manufacturing or representing the equipment you

buy or lease?

Are the provider's service technicians trained by the manufacturer of the equipment?

What emergency service does the provider offer?

What is the average wail to obtain new parts?

Will the provider give you a personal demonstration of the system?

Names of companies similar in size and communications patterns which have contracted with this

provider:
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Favorable impressions:

Reservations:
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System Evaluation
|

Use this worksheet to determine which communications system will be beést for your business needs.

What type of system do you currently have?

Age of system

Centron:

K'ey system

PBX

What do you like about your current system?

What do you dislike about your current system?

What would you like your current system to do that it does not?

Where are incoming calls answered?

How many lines do you have now?

How many lines will you need at your new location?

How many private lines will you need?

Does your business have more than one location?
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Options Checklist

Current
Svstem

Current
System

Proposed
System

Proposed
System

Alarm monitoring
All-call paging
Attendant station

Auvtomatic callback

Automatic identified outward dialing

Busy override

Call forwarding

call forwarding (busy line)

call forwarding (don't answer)

call forwarding (outside}

eall forwarding (variable)

Call hold

Call initiation

Call pick up

Call request packet

Call termination

Call transfer (all calls)

Call waiting
call waiting (standard)
call waiting (intergroup)
call waiting {originating)

Conference calling

Consultation hold

Customer changeable speed call

Data link

Data network address

Dedicated line

Dial-up access

Direct access

Direct inward dialing

Direet outward dialing

Direct station selection

QOO0 d00a0 OO Qa3
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Display

Do not disturh

Exchange network access
Exclusive hold

Fast select

Hands-free intercom
Intercommunication (unlimited)
Internal/external page
Last number redial
Least-cost routing

Line queuning

Meet-me answer
Message waiting

Night transfer

On-hook dialing
On-hook monitor
Off-premises extensions
Off-premises station
Paging access

Pick up

Privacy button

Private line

Remote diagnostics
Speaker phone

Speed dialing

Station hunting

Station message detail reeording
Three-way calling

Toll restriction
Touch-tone

Zone paging

(I N A N [ [ [ [ [ [ [ A A O (N
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Options Glossary

All-call paging
Paging that reaches all stations at
the same time.

Attendant station
Incoming calls can be temporarily
directed to another station.

Automatic call back

Places a call in queuing order and
automatically connects two lines
when they are free.

Automatic identified out-
ward dialing (AIOD)

An accounting device attached to
phone system that details each
long-distance call made from each
individual station.

Busy-lamp field
Tells at a glance which stations
are in use.

Busy override
Allows access to a busy station.

Call forwarding

Allows you to forward calls to
another number outside of your
system.

Call waiting
A tone lets you know when
another call is incoming.

Callback

Automatically rings your phone
when a previously busy number
becomes free.

LURKPFUKALTE KEAL ESNTATE PLANNERKY

Central office system
Known as Centron or Centrex, the
switching hardware and software
at the telephone company's cen-
tral office which routes calls and
adds unigue calling features for
telephones located at your busi-
ness. These sysiems are owned
and maintained by the telephone
company.

Conference calling

Ability to add on internal/external
calls or a combination of both to
an existing call.

Consultation hold

A popular convenience feature
enabling your personnel to place a
current call on hold, reach a third
party for private consultation, then
return to the original call.

Customer premise
equipment (CPE)

Any hardware, including phones,
key systems and/or a PBX, locat-
ed on your premises that you own
or lease.

Direct inward dialing

A communications option that pro-
vides a separate line (and num-
ber) for each station in the office.

Direct-station selection

A feature that allows the main
console operator or station user to
reach any station by pushing one
button corresponding to that sta-
tion.

Display

Allows visual readout of such
information as time, date, number
called, duraticon of call, alarm time
and extension.

Lo

Do not disturb

A feature that allows only one
designated person 10 interrupt
your call.

Exclusive hold
Prevents other stations from acci-
dently picking up held calls.

External page
Allows all stations access to pag-
ing capability.

Hands-free intercom
Allows answering of intercom
without picking up the handset.

Key system

An on-site programmable control
unit, with a number of extension
telephones, which gives shared
access to a number of lines and
calling features.

Last number redial

Stores a number that is busy,
unanswered or which you plan to
call back for automatic redialing.

Least-cost routing

A system which is equipped to
select the most economical route
available for each outgoing call,
based on calling station, class of
service, available facilities, times
of day and other conditions.

Line queuing

Automatically puts a station in line
for the next available outgoing
line.

Meet-me answer
Allows a paged party to respond
to the page from any station.




Options Glossary

Message waiting

A tlashing signal alerts you when
you return to pick up waiting mes-
sages.

Night transfer

Allows calls coming in after the
main censele is closed to route to
departments which are open after
hours.

Off-premises extensions
Interconnects main system to
departments at different physical
locations, such as warehouses or
local branch offices.

On-hook dialing
The ability to dial the number
without lifting the handset.

On-hook monitor

Allows station users to work
hands-free while parties have
them on hold.

Park
Any station can pick up a call on
hold.

Private branch exchange
(PBX)

A customer-owned or leased sys-
tem with on-site hardware that
channels calls and coordinates
calling features.

Pickup
Users can pick up unanswered
extensions without leaving their
stations.

Privacy button

Conversalions are totally private
unless you invite others to join the
call.

Private line

Allows for the connection of sepa-
rate incoming numbers set up in
designated offices.

Remote diagnostic

Allows for off-premises instant
reprogramming of features for
each station. Parlicularly useful
when changing toll-usage autho-
rization.

Speaker phone
The ahility to conduct a call with-
out lifting the handset.

Speed dialing

Allows you to program a few keys
to automatically dial your most
frequently called numbers.

Station hunting

Incoming calls find an idle line
automatically when the direct-dial
line calied is busy.

Station message detail
recording (SMDR)
Sophisticated automatic tracking
of phone charges by extension.
Can include number dialed, date,
time, duration of call, destination,
accounting code and cost of call.

Station trunk answer

A valuable "after hours" communi-
cation feature that allows any line
to be answered from any phone.

Teleconferencing
Allows more than two parties
access to the same line.

Toll restriction
Each station can be programmed
to restrict long-distance access.

Zone paging

Aliows you to restrict pages to
specific stations, designations or
designated areas.
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Employee Relocation Suggestions

onth after the move is completed.

1. Were you adequately informed of relocation details? | yes o
2. Were you asked for your suggestions thronghout the relocation process? 1 yes 1 no

3. 1f you worked with the following professionals, how helpful were they to the process?

Very helpful Helpful Not Helpful
Accountant 3 ] 1
Explain:
Architect O ] )
Explain;
Attorney m | .
Explain:
Building owner 7 ) 1
Explain:
Communications expert 1 ] )
Explain:
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Very Helpful Helpful Not Helpful

Engineers 1 m 1
Explain:
Interior designer . . B
Explain:
Movers 1 1 1
Explain:
Property manager ] ) )
Explain:
Real estate broker 3 3 3
Explain:
Space planner 3 3 m
Explain:

What parts of the relocation process were the most well organized and executed?

What parts of the relocation needed to be better organized and executed?

Whal suggestions would you make Lo facilitate the next relocation?

What changes would you recommend for the next relocation?
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Business Continuation Plan Worksheet

|
Begin developing a business continuation plan by d'iscuSsi'ngf::'th'e following questions:

Who are the key people in the company?

What are the critical functions of the company?

What are the basic services of the company?

How can we keep business interruption to a minimum?

Who is responsible for assessing damage?

Who is responsible for declaring emergencies?

Who will be the spokesperson(s) in the event of a crisis?

What key customers, clients and associates should be notified personally?

How will we work with the media to inform our employees and our customers about the disaster?

Who will brief receptionists in the event of a crisis?

What fax, telex and computer equipment at off-site locations will help keep our operations going?

What are our options for getting replacement equipment?

Do we need a generator to insure an uninterruptible power supply?

- Notes:
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General Impact Worksheet

When a disaster occurs, you are left trying to recover the and industry to industry, define them to (it your company
pieces. The probability of such a disaster occurring is and business situation. Each area listed below may be at
suddenly meaningless. Use this worksheel to begin assess- more than one type of risk. Put the appropriate letter(s)
ing the damaging effects a disaster may have on your in each column that define the type of risk involved (L =
business. legal, O = operational, F = financial).

List all of the disasters that could occur in your region When thinking of possible disasters, consider everything
and industry, Assess the areas of your business that are at from nature-related disasters (floods, hurricanes, earth-
risk by defining the types of risks that are involved (legal, quakes, blizzards) to human-created disasters (fires, sabo-
financial or operational). Since the definition of legal, tage, burst pipes, power failures, strikes, terrorism),

financial and operational risks vary from state to state

Areas Affected

‘Equipment Products/

Disaster |
o Raw Materials |
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Disaster Impact Rating

Study the previous. worksheet and list the-disasters in-order of perceived probability. List the disas-
ters you see as most likely at the top of your list. Also note each disaster according to the type of
risk (legal, financial, operational) involved and the total impact (high, moderate, low) of the risk on

your-business.

- Rated by likelihood

Legal

Financial

QOperational

L ANIY LN
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