New Tenant Setup Checklist
Setup Actions

1. Tenant must sign license agreement.

2. Tenant must pay security deposit and first month of rent (can either be one check or two separate checks).

3. Micro Office will issue a drawer key if desired by tenant.

4. Micro Office will issue a proximity card for access to the floor. Micro Office issues one proximity card per cubicle.

5. Micro Office will set up the phone if tenant has ordered phone service.

6. Micro Office will set up a mailbox for tenant.

Fines and Penalties

1. Rent is due on or before the 1st of the month. Finance charges will be assessed for late payment.

2. If you lose your proximity card, you will be charged $25 for a new proximity card.

3. If you lose your drawer key, you will be charged $20 for a new key.

Separation/Termination Policy

1. If you leave before your term is up, you will lose some or all of your security deposit.

2. Return your drawer key(s).

3. Return your proximity card(s).

4. If you leave after your term is up and everything is in order (no outstanding balances, no damage to cubicle or the premises, and also all keys and cards returned), you will receive your entire security deposit back.

5. If you have outstanding balances or have caused damage to the cubicle or the premises, your security deposit will be applied to the outstanding balance or to the repair of the damage.

6. If you neglected to return keys or cards, you will be charged for the cards and keys missing according to the schedule of fines and penalties. The amount will be deducted from your security deposit.

House Rules
1. There will be a $25.00 Replacement fee for each lost key card.

2. Rules on receiving packages: Our receptionist is here during normal office hours, Monday through Friday,    between 9AM-5PM.  Packages are to be picked up from the receptionist the same day as arrival.  All packages arriving before or after regular hours will not be signed for.
3. Regulations on night and weekend access to the conference rooms: conference rooms are only available during normal business hours 8AM-6PM.

4. Cleanliness: please be considerate of other tenants in shared spaces, i.e. kitchen, restrooms, corridors and conference rooms. Please clean up after your meeting as well.

5. Noise control: Please set your office (and cell) phone ringer to low volume: you should only be able to hear it if you are sitting at your desk, not if you are in the restroom.  Please refrain from using your speaker phone as well.  Remember you are in a shared office environment: the more you respect others, the more others will respect you.

6. Non-employees are not allowed in the office areas under any circumstances.  We must be introduced to new hires as well as get a scanned copy of their ID.  We also need to be notified and need an ID copy for computer tech people who may need to get access periodically.

7. Regulations on moving in and out: Access to the freight elevator is Monday through Friday between 9AM to 5PM only.  For any items that are big and bulky or in a box, you will need to get an “item removal pass” from David, Wellie, Yvonne or Molly, 24 hours in advance.  We will not be able to provide an on-demand exit pass.  This is a security precaution so that the management approves who is removing what items to prevent the chance of theft, so please respect the security rules.
8. Service: if you need something around the office or have any issue of any sort that needs our attention, email service@microoffice.com.

9. Improvements: please let us know your thoughts and in what areas you think we can improve our facility. We are always looking for ways to improve the work environment and the services we provide.

