CUMBERLAND OFFICE PARK

PRE-MOVE-IN CHECKLIST

COMPANY NAME:

______________________________________________

BUILDING ADDRESS:
______________________________________________

SUITE NUMBER:

______________________________________________

TENANT CONTACT:
______________________________________________

1. MOVING PREPARATIONS:

A. Review the Moving Policy and Insurance Requirements (Exhibit E) and the Building Rules and Regulations (Exhibit I) included in this package.

B. Provide a copy of the Moving Policy and Insurance Requirements (Exhibit E) to the Moving Company that you have selected for your move to Cumberland Office Park. 
Please note: The Management Office must receive a Certificate of Insurance from the Moving Company prior to the scheduled move. If said certificate is not received and approved by Management, the move will not be allowed.

C. Schedule your move-in date with the Management Office no less than one week prior to the actual move-in date, using the Tenant Move-In Request form (Exhibit F).  A representative from the Management Office will call you to confirm the arrangements and answer any questions that you may have.

D. Have the Moving Company contact the Management Office at (770) 434-0571 at least 48 hours prior to the move, to discuss the moving policy/walk the route.

E. Please inform the Management Office of any requests for after hours HVAC during your move by submitting the Overtime HVAC Request (Exhibit H).  Please note: You are not charged for after hours HVAC during your move-in.

F. The Postal Service will assign you a mailbox at 2580 Cumberland Parkway, 1st floor (“2580 Building”).  The mailroom area is staffed by the Postal Service from 12:00 p.m. to 2:00 p.m. Monday through Friday.  The mailbox key for your suite can be picked up during those hours at the 2580 Building.

G. You may pick up your suite entry keys and security access cards at the Management Office one or two days prior to your move-in.  You will be contacted by Property Management to set up a pre-move-in meeting.

H. Please submit the Tenant Directory Board Request (Exhibit C) and the Tenant Suite Entry Sign Request (Exhibit D) as soon as you receive this Pre-Move-in Checklist package.  The signage company needs two to six weeks to process the orders.

I. Inform your accounting department of the new remittance address for rent and other payments associated with your Lease at Cumberland Office Park. All payments should be made payable to Prentiss Properties Acquisition Partners, L.P., and remitted to P.O. Box 905161, Charlotte, NC  28290-5161.  Payments will not be accepted at the Management Office.

J. Have your Insurance Company issue a Certificate of Insurance naming Prentiss Properties Acquisition Partners, L.P. and Prentiss Properties Limited, Inc., their Agents, Employees, Partners, Affiliates and Representatives as Additional Insured.  Please refer to your Lease for insurance coverage requirements.

2. JANITORIAL:

A. Notify the Management Office of the date that you would like the janitorial Services to begin on the Tenant Cleaning Request (Exhibit J).

B. Prior to the janitorial service commencement date, the janitorial supervisor will contact you to discuss your cleaning requirements.  Above standard cleaning services are provided at a fee.

3. SECURITY:

A. Make sure that you have submitted the Tenant Move-In Request (Exhibit F) prior to the scheduled move-in date.  Security will be informed of your move-in date and will be able to assist you during your move should any problems occur.

B. If the Management Office does not receive the Tenant Move-In Request (Exhibit F) prior to your move-in, it could result in access being denied.

