Receive lease expiry list 120 days
prior to lease expiry date
- Lease Coordinator -

v

Check details
- Lease Manager -
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Forward list to BU
- Lease Coordinator -
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Receive BU confirmation 105days
prior to lease expiry date
- Lease Coordinator -
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Forward 1% lease renewal notification
90days prior to lease expiry date
- Lease Coordinator -

Send 2™ reminder 60days prior
to lease expiry date
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Send notification to vacate
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No expiry date
- Lease Coordinator -
77777777777777777777 A 4
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Prepare lease agreement & notify BP

- Lease Coordinator -

Send 2™ reminder 10days prior
to lease expiry date.
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Sign Lease Agreement & collect
payment
- Business Counter Coordinator -

v

Forward signed copy to Authorized
Signatory
- Business Counter Coordinator -

v

Notify BP to collect the signed
renewed lease agreement
- Lease Coordinator - 20 May 2008




