FORMAT FOR PROPOSAL- Annex 1 A (EU office building)
The proposal should be based on long term lease OR if possible for purchase
For independent / detached building (sizes in sq.ft and sq.mtrs):
1) Address of the property – please mention the complete address with pin code and short description of the area. 
2) Description of the property/ building – description must include – 
· Total area of the property / plot – useable (office rooms, corridors, toilets, lobby, reception area, meeting rooms, archive, internal staircase, pantry, cafeteria etc.) AND super area including open space, car parking etc.)
· Total number of floors with area of each floor Including rooms/offices and common area
· Total number of office / rooms available with sizes
· Number of toilets in each floor (both male & female)
· Number of meeting rooms with sizes
· Number of internal stairs in the building
· Number of elevators/lifts
· Space for archive and storage rooms with size
· Entrance & exit gate and back gate (YES/NO) 
· Number of car parking inside the premises with size of the area
· Any provision for staff car parking (inside or outside premises) with tentative number
· If with basement,  then composition with size
· Provision of security check room at the entrance which can accommodate 3 security personnel, X-ray machine and other security equipment like fire alarm control panel, monitor for CCTV, metal detector frame- mention size of the area or room 
· Condition of the building – New, renovated or to be renovated
· If renovation required, who will bear the cost
· If owner is ready for renovation –tentative list  of works to be carried out  at the rent proposed by the owner
· Central air –purification system- YES/NO
· Description of the front, back and sides of the building  (occupants of adjacent plot)
· Fire safety installation – whether equipped with the installation (YES/NO)
· NOC from fire department (YES/NO)
· Pollution NOC (YES/NO)
· Sanctioned electricity load - 
· Earth quake resistant  - (YES/NO)
· Any provisions in the building for air-purification- (YES/NO)
· Equipment to be provided by the owner – for e.g.  ACs, generator etc.
· Maintenance of equipment-Responsibility –(Owner / Tenant)
· Occupancy status – Please inform about the legal status of occupancy whether the building can be used for  EU Delegation office as per local laws
· Building status – Residential, Commercial or mixed land use
· Municipal authority – The property falls under which municipal or other authorities – for e.g- Municipal Corporation of Delhi (MCD), etc.
· Building plan approved by concerned authority –(YES/NO)
· Permission from Resident welfare Association- (YES/NO)
Rental proposal
· Rent per month in INR (indicate also per sq.ft rate)
· Terms & Conditions of maintenance of building and equipment provided by the owner – for e.g elevator, air-conditioners, generator etc.
· Any additional charges (provide list of items or services)
· Purchase cost  in INR (if interested to sell)
 For multi-storied building - floor wise (sizes in sq.ft and sq.mtrs)
1) Address of the property – please mention complete address with pin code with short description of the area. 
2) Description of the property/ building – description must include – 
· Number of floors available  
·  Which floor level in the building
· Floor size  (usable & super area)
· Bare shell/core (YES/NO)
· If bare shell- describe the facilities / fit out available  and the equipment at the rent proposed
· Renovation or fit out responsibility – Owner / tenant
· Renovated  with offices / cabins (YES/NO)-  if renovated  then indicate number of cabin & their sizes
· Toilets facilities on floor (male & female)-  please indicate numbers
· Meeting rooms with sizes
· Entrance to the floor (security check area) – (YES/NO) with size
· Power backup- centralized or dedicated
· Fire safety installation – Is the building equipped with fire safety installation
· Maintenance of equipment-Responsibility –(Owner / Tenant)
· Brief description of the security access of the building
· Other occupants / office in the building – please give details
· Occupancy status – Please inform about the legal status of occupancy whether the building can be used for  EU Delegation office as per local laws
· Building status – Residential, Commercial or mixed land use
· Municipal authority – The property falls under which municipal or other authorities – for e.g- Municipal Corporation of Delhi (MCD), etc.

[bookmark: _GoBack]Rental  & purchase proposal
· Rent per month in INR (indicate also per sq.ft rate and total chargeable area)- mention also useable and super area
· Terms & Conditions of maintenance of building and equipment provided by the owner – for e.g elevator, air-conditioners, generator etc.
· Any additional charges (provide list of items or services)
· Purchase cost (if  interested to sell)

Legal status of the property
· Ownership – Individual, HUF, company owned
· If property is for sale then whether lease hold or free hold
Please note – Once property is shortlisted, relevant ownership or legal documents will be sought by EU for investigation.

Your fee
 – For rental 		-
-  For purchase		- 



Name of the  your company / agency    		-
Name of the contact person			-
Contact number				- 
Signature with company/ agency seal		- 
(if available)

