

























































































FLOOR PLAN DRAWINGS SHALL CONTAIN:
1, Cross hatch of the area which graphically defines the space to it's wall limits.

2. The name and date of the planner preparing the original drawing or revising the floor plan. The
final square footage calculation shall remain constant unless a major tenant improvement
project takes place, which MAY require updating of the drawings and it’s calculations for all of
the tenants located on the individual floor involved. A new calculation MAY also be nesded
for al! of the tenants located on the individual floor involved if a tenant expands or reduces the
size of their space. This will be documented through an Amendment to Lease and executed by
the BOS,

3. The table on the floor plan will only show the space pertinent to the tenant signing the lease or
amendment. If a floor of a building has more than one tenant who shares space with other
tenants, separate floor plans shall be drawn for each tenant showing their specific space as well
as any “shared spaces”. The intent is to prepare individualized lease exhibits for each tenant’s
lease.

STORING AND SAVING THE FLOOR PLAN:

Once the tenant’s floor plan is completed with information provided by both the Real Estate and
Planning or Design Divigions, the AntoCad version will be saved in the originating Division and a
PDF file saved to an FM shared folder to be accessible as “read only” by Real Estate Support workers.

The person responsible for saving the drawing should also copy the Planning Division Manager so that
he can update the Access database to be used for periodic reports provided by the Planning Department
1o the Financial Department. Projects generated and completed in the Planning Division shall be
forwarded to the Design Division for inclusion in the master plan files.

OTHER ITEMS:
On newly constructed buildings, the monthly rent will include an amount to be used for capital
replacement items such as roofs or air conditioning chillers which is held in a separate general ledger

account or cost unit from the base rent and operating expenses.

Rent for shared space on a floor will be calculated using the tenant’s pro-rata percentage of their space.



