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	EXECUTIVE OFFICE HANDOVER ( KEY) FORM



	Date:
	


CLIENT DETAILS
	Company Name:
	

	Contact Number:
	
	Fax Number:
	

	Email Address:
	


	Lease Deed    
	From:
	
	
	-
	
	
	-
	
	
	
	

	
	To:
	
	
	-
	
	
	-
	
	
	
	


A. FACILITY DETAILS

	Facility Location:

	Business Center # 
	
	

	

	FACILITY TYPE
	OFFICE NO
	AREA/M2
	FURNITURE MATTERS 

	
	
	
	FURNISHED 
	NOT FURNISHED 

	 FORMCHECKBOX 
 Executive Office
	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 
 Special Executive Office
	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 
 Standard office 
	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 
 Standard office Plus
	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	
	
	


B. FITTINGS & FIXTURES – THIS SECTION SHOULD BE FILLED BY THE SECURITY OFFICER / OPERATIONS DEPT.
	NO.
	FACILITY  ITEMS
	QUANTITY
	REMARKS

	1.
	Executive Table
	
	

	2.
	Executive Chairs
	
	

	3.
	Visitor Chairs
	
	

	4.
	Cabinet
	
	

	5.
	Others
	
	


C. KEY HANDING OVER – THIS SECTION SHOULD BE FILLED BY THE OPERATIONS DEPARTMENT
	HANDOVER DATE
	KEY HANDING OVER BY

[OPERATION DEPARTMENT]
	KEY HANDOVER TO

	
	
	


	

	Applicant Name:
	
	Applicant Signature: 
	

	Position:
	
	Date : 
	

	DECLARATION:-

· I hereby certify that I am authorized person to collect the key(s) for the above said company as per the authorization letter submitted to RAK FTZ. 
· I acknowledge and understand that any modification to the facility and change in office lock is not permitted without prior written approval from RAK FTZ.
· I hereby acknowledge receipt of the warehouse in good condition.

· We abide by the Rules & Regulations of RAK Free Trade Zone Authority.
	

	
	Authorized Signatory



	FOR RAK FREE TRADE ZONE USE ONLY


	RESPONSIBILITIES
	DEPARTMENT NAME
	RESPONSIBLE STAFF
	DATE
	SIGNATURES

	Form’s Preparation 
	Commercial Leasing Section
	
	
	

	Submitted By 
	 FORMCHECKBOX 
 Licensing & Facility Section
	
	
	

	
	 FORMCHECKBOX 
 Sales Section
	
	
	

	
	 FORMCHECKBOX 
 Commercial Leasing Section
	
	
	


D. TERMS AND CONDITION
Companies that are leasing furnished offices from RAK FTZ are to adhere to the following conditions:-

1. The client should report immediately if any damage to the leased furniture, in absence of report RAK FTZ do not take responsibility for damages incurred during leasing and on end of lease deed.
2. The client shall be responsible for maintaining the furniture in good condition under ordinary use. In case if there is any damage to the furniture, the client shall bear the charges incurred in repairing or replacing the property beyond that required for normal wear and tear.

3. The client is responsible for the damage or loss of the furniture caused by negligence, or misuse.

4. RAKFTZ shall not be liable for any personal injury that might occur as a result of using the furniture.

5. RAKFTZ retains the title and ownership to the property at all times. The client may not sell, pledge, pawn, or dispose of the property.

6. Unauthorized transportation or concealment of the furniture may subject the client to theft or robbery charges under applicable criminal statutes.

7. All furniture supplied to Client for his/her exclusive use shall be returned to RAK FTZ at the end of the lease deed in the same condition as handed over to the client, normal wear and tear accepted.

8. The clients shall not sub lease the furniture to other clients or offices without prior written approval from RAK FTZ.

THE END

	Issue No:
	11
	1
	Issued by:
	QEMR

	Issue Date:
	November 09, 2011
	
	Ref:
	CLS- 002
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