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	TENANT MOVING IN FORM



	SITE DETAILS
	Building name


	

	
	Office number


	

	
	Tenant name


	

	PAYMENT POLICY
	Tenant given payment policy letter


	YES

	BILLING ADDRESS
	Would billing via email be acceptable to the tenant?
	YES / NO

	
	If yes, what is the email address it’s to be sent to?
	

	
	If no, is the tenant’s billing address if different from this site?
	

	METER READINGS AND PHOTOGRAPHS

(must be taken even if direct supply)
	Water 


	Photo taken

YES / NO
	

	
	Gas 


	Photo taken

YES / NO
	

	
	Electric 


	Photo taken

YES / NO
	

	SIGNAGE
	Name to be shown on site signboard


	

	SECURITY
	Password (must not exceed 12 characters)


	

	
	Tenant informed of location of the security alarm panel main box
	YES / NOT APPLICABLE

	
	Tenant informed the telephone connection point for the alarm system must be installed within 1 metre of the main box in order for the alarm to be connected and monitored.
	YES / NOT APPLICABLE

	
	Tenant issued with security helpdesk card
	YES / NOT APPLICABLE



	
	Tenant advised of gate times and codes
	YES / NOT APPLICABLE



	FIRST EMERGENCY CONTACT
	Name


	Position

	
	Telephone number


	Email

	SECOND EMERGENCY CONTACT
	Name


	Position

	
	Telephone number


	Email

	THIRD EMERGENCY CONTACT
	Name


	Position

	
	Telephone number


	Email

	TENANT MANUAL
	Received by tenant


	YES / NOT APPLICABLE
	QUANTITY:

	
	Health & Safety content checked by tenant


	YES / NOT APPLICABLE

	PUBLICITY
	Is the tenant happy for us to use their name in press releases and relevant marketing material?
	YES / NO
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Print name:

Signed on behalf of tenant:





Print name:

Date: 





