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Legal Business Name, Purchasing Entity Name or Lease Signators

Briefly describe your business and how it functions.

I.
Site Location

General Area:
 
Freeway Access:


Client Base:
 
Employee Base:

Amenities (hotels, restaurants, shops, etc.):


II.
Building Type/Image

Low Rise (1-2 stories):
 
Mid Rise (3-5 stories):

High Rise (6-12 stories):
 
Rate Range:

How do you feel about your present office environment?

What type of image would your business like to portray?

Are there any areas that need special consideration?

Do you deal with the public on a regular basis?
Yes:

No:

If so, how often?
Light

moderate 

heavy 

Signage

Would signage be important to your firm?
Yes:

No:

III.
Space Requirements

Approximately what is the total square footage to be leased?

List the departments or areas within your firm and their respective square footages:

Which departments or areas require adjacency to each other?

Reception Area

How large of a reception area is needed?


 Seating for two 

 Seating for four 

 Seating for six or more?

Will the receptionist be responsible for work other than answering phones?

Conference Rooms

How many of each size conference rooms are required?

Large:

Seating:

Medium:

Seating:

Small:

Seating:

What audio/visual equipment will be required?

Training Rooms/Demonstration Rooms

Will a training or demonstration room be required?

Number:

Seating:

What audio/visual equipment will be required?

Kitchen/Dining Rooms

Will a coffee room be required?  If yes, indicate below what equipment will be required?


 Sink

 Coffee maker

 Tables to seat 


 Disposal

 Microwave

 Under counter refrigerator


 Dishwasher

 Vending Machine

 Full size refrigerator

Storage Areas

Will a storage area or file room be required?
Room Size:

Shelving:

File Room:

Shelving:

Standard:

Lateral:

Any specific or unique type of cabinetry needed? ____________________________________

Library Room
Will a library room be required?
Yes:

No:

Room Size:

Cabinetry or Shelving:

Equipment Requirements

Will a separate computer room be required?
Yes:

No:

Will this room require 24 hour air conditioning?
Yes:

No:

Indicate equipment required and locations:

Copier:

Mail/Postage:

Facsimile:

Computer:



Other:

Will a separate telephone equipment room be required?
Yes:

No:

IV.
Other Requirements

Parking

Reserved:

Unreserved:

Surface:

Structure:

Parking Ratio:

Visitors:

T1 Line:
Yes:

No:

DSL Line:
Yes:

No:

Fiber Optic Line:
Yes:

No:


Air Conditioning

Will after hours air conditioning be required?  Will zoning be required?

Are there any special air conditioning requirements for equipment like computers?

Electrical Requirements
General Office:

Lighting:

Telephone System:

Computer:

Alarm/Security System:

Any dedicated unique or specialized outlets:

Janitorial Service

Days per week:

Special Times:

Expansion

Square Footage:

Time Schedule:

Right of First Refusal:

Must-take:

Offices

For each department list the amount of private offices required:

Department
Large (15’x15’)
Medium (15’x10’)
Small (10’x10’)


 / 
 / 
 /  




 / 
 / 
 /  




 / 
 / 
 /  




 / 
 / 
 /  



Workstations
For each department, how many workstations are required?

Department
Workstation
Size


 / 
 / 



 / 
 / 



 / 
 / 



 / 
 / 

Secretarial

For each department, how many secretarial areas are required?

Department
Workstation
Size


 / 
 / 



 / 
 / 



 / 
 / 



 / 
 / 

Miscellaneous Questions:

If a lease:

Length of Lease Term: _____________________________


If a purchase:

Amount of down payment: __________________________


Have you been pre-qualified by a lender? ______________


Lenders name: ___________________________________
 



