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Forward new file to R&L
- Sales Dept. -

Incorporate / register the company & 
forward file to Leasing Dept.

- R&L Dept. -

Receive file from R&L & review 
documents.

- Lease Coordinator -

Prepare Lease Agreement & PSA
- Lease Coordinator -

Ensure BP signs lease agreement & 
PSA

- Lease Coordinator -

Notify BP to collect the signed Lease 
Agreement

- Business Counter Coordinator -

Return File to R&L Dept.
- Lease Coordinator -

Send 2nd reminder allowing 
another 7days.

- Lease Coordinator -

Send lease cancellation letter
- Lease Coordinator -

BP 
responds

Approved

BP 
responds

BP 
responds

Yes

No

27 May 2008

Yes

Notify Business Parnter
- Lease Coordinator -

Yes

Lease Agreement to be signed by 
Authorized signatory in TECOM

- Lease Coordinator -

No

Yes

No
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