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BUILDING OPERATION START UP LIST

DATE:


__________
PROPERTY:

__________________________
ADDRESS:

__________________________
OFFICE TELEPHONE NUMBER:
_______________
MECHANICAL ROOM TELEPHONE NUMBER:  ______________
SECURITY TELEPHONE NUMBER:
______________
1. Inspection of Building

(Use Building Inspection Report)

2. Administration

a. Obtain all owner files (originals) and collateral materials (correspondence, work orders, etc.).

b. Obtain copies of all contracts:

1) Answering Service

2) Elevator

3) Insurance Policies

4) Janitorial/Trash Removal

5) Landscape/Irrigation

6) Leasing Commissions

7) Music Service

8) Mechanical

9) Parking Lot Sweeper

10) Pest Control

11) Plant Care (Interior)

12) Security

13) Tenant Finish-Out

14) Vending Machines/Telephone

15) Window Wash

c. Obtain copy of latest tax bills (if appropriate) and proof of payment.

d. Obtain copy of last twelve (12) months of utility bills.

e. Obtain all accounting information (see Accounting Take-Over Checklist).

f. Prepare Lease Fact Summary (for Owner Tenants)

1) Commencement Dates

2) Expiration Dates

3) Options – Dates/Terms

4) Allowances

5) Other

g. Set up files and tickler system for important dates.  

3. Owner/Tenant Relations

a. Written Notification to owners/tenants of management change, personal introduction.

b. Change payee and address to remit rents and other fees.  

c. After initial take-over, use questionnaire to determine tenant satisfaction.  

4. Management/Leasing Office

a. Establish location (if appropriate).

b. Build-out

c. Furnish.

d. Phones.

e. Supplies and treatment.

f. Establish emergency phone lists:

1) Fire department

2) Police department

3) Ambulance

4) Utility companies

5) Trade contractors

6) Security service

7) Janitorial service

8) Tenant liaisons

5. Staffing 

a. Employ Property Manager.

b. Employ Assistant Manager (if required).

c. Employ secretary (if required).  

d. Chief Engineer (if required).

1) Should be employed and on-site prior to start-up of central plant.

e. Other maintenance personnel (if required).

1) Should be employed as building progress dictates.  

f. Uniforms.

1) Selection of uniforms.

2) Obtain contract for uniform supply.  

6. Keying – Obtain all keys

a. Inventory existing key system – determine schedule and access.  

b. Establish systems for keying cylinders and control of duplication of keys.  

c. Choose locksmith and coordinate master system.  

7. Security Service

a. Determine security needs of building.

b. Select security contractor – review uniforms and schedules.

c. Purchase special equipment if needed.

d. Write security procedure in conjunction with contractor.  

e. Revise 24-hour emergency notification list.  

8. Janitorial Service

a. Develop cleaning specifications.

b. Selection of a general contractor.

c. Work with contractor on cleaning schedule to insure adherence to lease commitments and project goals.

d. Work with contractor on selection of equipment and cleaning supplies.

e. Review plans with contractor to determine areas requiring other than Building Standards for cleaning.  Determine method of billing by contractor so these areas can be charged back to the respective tenants.  

f. Trash removal.  Type, frequency, cost, etc.  

9. Waste Removal

a. Determine type of receptacle (compactor, dumpster, etc.)

b. Determine location of receptacle.

c. Obtain waste removal service contract (if required).

d. Establish policies and procedures for waste removal and clean up of waste area.  

10. Warranties and Operation Manual

a. Obtain warranties for all mechanical items in building.  

1) Elevators

2) Pumps

3) Chillers

4) Cooling towers

5) Air handling units

6) Compressors and thermostats

7) Other

b. Obtain certificates from contractors regarding start up records for warranty dates. 

c. Obtain operating manuals for appropriate equipment.

11. Supplies

a. Obtain supplies necessary for HVAC operation.

1) Water treatment

2) Filters

3) Belts

4) Testing kits

b. Electrical

1) Light bulbs

2) Ballasts

3) Miscellaneous supplies (plugs, wires, etc.)

c. Additional supplies as dictated by location of project; i.e., salt for snow, etc.

d. Determine storage area.  

12. Pest Control

a. Select pest control contractor. 

b. Determine start date of service.  

c. Review leases for exceptions; i.e., restaurants, etc.

13. Utilities

a. Establish and/or review local contracts for rates, methods of billings and discounts available.  

b. Investigate local methods of receiving rebates from utility companies; i.e., metering of make-up and discharge water, net payment of billings.  

c. Establish billing procedures and record keeping of billings.  

d. Where necessary, secure additional agreements to clarify billing and collection methods.  

14. Landscaping

a. Determine interior and exterior plant and planter schedule.  

b. Determine method of financing interior plants and planters; i.e., lease or purchase.  

c. Purchase or lease interior and exterior plants.  

d. Select interior and exterior landscape installation contractor(s).

e. Select interior and exterior maintenance contractor(s).

f. Coordinate installation with building completion and tenant move-in.

15. Parking

a. Determine method of parking garage operation; i.e., in-house or contract operation. 

b. Determine ratios of parking spaces   

c. Determine rates if appropriate. 

d. Determine method of control. 

e. Review of parking lot or garage operation.  

16. Music Service

a. Determine the type of music service for building.

1) Lease

2) Purchase

b. Negotiate service with contractor.

17. Food Service (if applicable)

a. Establish location and size.

b. Establish contractor/supplier and negotiate lease/contract.

c. Evaluate operations effect on remainder of the building.

18. Graphics

a. Meet with Board concerning required graphics.

b. Review graphics package for public areas.

c. Obtain graphics for all areas.

d. Meet with Board concerning directory board requirements (if applicable).

e. Obtain a supply of directory board strips.

f. Establish pricing for each type of graphics.

g. Establish installation procedures. 

19. Preventive Maintenance

a. Record keeping.

b. Schedules.

20. Owner’s Manual

a. Write  manual to include:

1) Building hours

2) Ingress and egress to building

3) Elevator and escalator service

4) Stair exit paths

5) Fire alarm and equipment available 

6) Janitorial services and schedules

7) Maintenance services and schedules

8) Security

9) Parking

10) Building rules and regulations

11) Floor plan 
12) Schedule of fees

13) Construction

14) Emergency manual

b. Meet with Owner/tenant to review manual prior to move-in.

21. Budgets

a. Establish budgets for upcoming operating year.  

1) Income

2) Operating expense

3) Taxes and insurance

4) Debt service

5) Alterations

6) Capital expenditures

7) Other categories

b. Relate budget to pro forma.

22. Other

a. Develop/review property game plan.

b. Develop/review goals and objectives of Board.

c. Relate all Manuals/Procedures to Property One, Inc.’s Policies and Procedures Manual.

