
1. Clarify organizational strategy 
2. Assess current space usage 
3. Record current occupancy costs 
4. Define future space requirements  
5. Revenue generation and co-location 
6. Mapping future space needs 
7. Budget forecasting 
8. Learning the “language” 
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Current Space 

 What space are we using now? 

 How functional is our current space? 

 What programming changes do we anticipate in the next 5 - 10 
years? 

 Record all current occupancy related expenses 

 
Defining Future Space 

 Clear description 

 Room by room listing (with 
room size estimates) 

 “Must” have’s versus 
“want” to have’s 

 Take a walk through a 
variety of other spaces to 
compare 

 Draw it out  

 



Occupancy Costs

Base rent

Additional rent

Utilities

Gas

Electricity

Water/sewer

Insurance

Administration

Services - Garbage/Snow removal

Security/Access system

Fire protection

HVAC & Heating

Property Taxes

Building Repair & Maintenance

Systems Repair & Maintenance

Janitorial

Landscaping

Elevator maintenance

Parking

Building Mangement Fees
Replacement Reserve

TOTAL $0

Tenant Improvements Budget - Sample
Opening

Clean up $800

Walls $6,500

Washroom fixtures $3,300

Electrical $4,000

wiring for sound system $2,200

cabling for office telecom $800

room lighting $2,200

Lighting Grid Installation $6,200

Plumbing $5,400

Heating $3,500

Insulation $2,500

Painting $4,200

Sprung floor (main studio) $12,000

Kitchen renovation $20,000

Storage cupboards $4,500

Blackout Curtains $2,400

Contingency (10%) $10,000

TOTAL $90,500



 TI's – Tenant Improvements 
◦ interior renovations to alter the 

space to suit your specific needs 

◦ often paid by the tenant 

◦ sometimes an amount towards 
this is offered by the landlord as 
an incentive to encourage you to 
sign up 

◦ the base rent may be different 
depending on the TI offer 

 

 Tenanting period 
◦ may be a period of one or more 

months once you get access 
during which you don't pay base 
rent while you complete tenant 
improvement work 

 functional program - architect speak 
for how the rooms are laid out 
(nothing to do with your social 
programs and community 
programming and services) 

 know your total sq ft requirement 

 know what you can afford in base 
rent (quoted by the sq ft annually) 

 and what you would expect for 
additional rent (quoted by the sq ft 
annually) 

 might look like $18/sq ft triple net 
plus $8.05 additional rents 

 shared space sometimes quoted as 
$1.50 per foot - all in 

◦ this rate is monthly 

◦ be very clear on what is included in 
the "all" in 

 


