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For corporations that own or lease a
portfolio of real estate properties,
the responsibility of managing

assets can be overwhelming, and often it
is neglected. 

Critical lease details, such as termina-
tion dates and rent bumps, easily fall
through the cracks while a company car-
ries on its daily business. In many cases,
lease agreement information is haphaz-
ardly recorded and stored, as owners
often forget to refer to these records to
refresh their memories on notification
dates or expansion options. 

That’s why proactive companies are
trading up to Web-based software pro-
grams to help organize, track and man-
age lease and owned-property informa-
tion. 

These programs make lease informa-
tion accessible and can help corpora-
tions reduce risk in current property
investments and plan appropriately for
future real estate transactions.

Link to lease terms 
Companies with a network of proper-

ties — offices, storage facilities, manu-
facturing sites, etc. — easily can lose
track of specific lease terms for each
location. This is especially problematic
when lease agreements are managed by
the individual entities (properties) ver-
sus a more efficient, centralized
approach. When one lease expires,
another might require attention regard-
ing expansion options. 

Or, while one lease might automatical-
ly renew, another property’s rent may be
scheduled for an automatic rate bump.
Organizing information in a software
tool that is dedicated to real estate lease
management ensures that companies
don’t get blindsided by lease terms. 

Rather than leaving leases in file cabi-
nets to collect dust, owners can scan
actual lease documents and upload
information to those systems. Then they
can create links to specific sections in
leases that they refer to often, such as
rent escalation or expiration terms. By
building a link to these items, owners
avoid wasting time searching for critical

dates or terms.

Program reminders
Relying on memory alone to manage

contract activity is risky, especially
when more than one lease is concerned.
Lease-management programs allow
owners to program e-mail alerts to
remind themselves of critical dates and
to create helpful alert dates leading up to
the more critical, hard dates. 

For example, if a lease will expire in
one year, a quick e-mail reminder noti-
fies the owner that it’s time to initiate
due diligence on other location options
and/or to begin renewal negotiations. 

Remote access
One pitfall of most filing systems is

that information is inaccessible if the
owner is not in the office. Because many
of the leading leasing software programs
are Web-based, the information in the
program can be accessed on the road,
from a home office — just about any-
where. 

Remote access to lease information
not only enables owners to stay abreast
of critical dates, but to also administer
and conduct informed discussions while
traveling.

Translating international leases 
More sophisticated programs convert

multiple currencies and measurement
units. For instance, a software program

can convert the standard square foot
measurement prevalent in North
America to the European square meter
or to the Pyung measurement in Korea.

One company tried using a spread-
sheet program as a holding area for lease
information. The leases were in various
foreign languages that weren’t properly
input into an Excel spreadsheet.
Eventually, the data system became
such a burden that the company hired a
consultant to translate and standardize
the data before migrating to lease man-
agement software. The company could
have saved a lot of money and anguish if
they used a lease management program. 

Managing property taxes 
By organizing and tracking lease infor-

mation through a software management
program, business owners can also bet-
ter manage property taxes, which cer-
tainly adds up for corporations that own
multiple locations or a few large proper-
ties.

Managing expenses and risks and put-
ting a system in place that creates
accountability will ensure that property
owners better understand and realize
the full value of their real estate assets. 

Technology to track lease terms
Using a lease management program can save time and money.   By Jon Jessup
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M oving our company twice over the
past 24 months has provided new
insight to the phrase, “What you do

not know cannot hurt you.” For us, it now
means, “What you do not know can and
will hurt you in subtle and multiple ways.”

The granddaddy of these unexpected
problems is your loss of time and focus on
the core business during a necessary relo-
cation. There are key components to every
move that consume time and attention,
such as telecommunications and data, fur-
niture, stationery and business cards, con-
struction and interior design, as well as the
actual physical move.

� Telecommunications and data. Are
you buying a new system or relocating the
old? When will phones be cut off and for
how long during the physical move? Who
will be there to ensure everything is up and
running come Monday morning? 

These questions are basic yet critical. If
clients and customers cannot reach you by
phone or e-mail, you may not be able to
conduct business. In most cases, there are
separate providers for voice and data. 

The phone company can get you a dial
tone, but accessing the Internet is someone
else’s problem. Computer consultants can
get your network problems addressed, but
leaving your partner in the next office a
voicemail requires a different service
provider.

In all situations, coordination is the key.
Consider implementing new systems be-
fore the physical move in order to work out
the bugs, and don’t try to install everything
at once. Do it in stages.

� Furniture. Relocating always involves
furniture. You’ll need to decide whether to
purchase more than you already have,
what stays and goes, and what to do with
old furniture that won’t be moved. The list
and level of detail can be overwhelming. 

If you are contemplating furniture sys-
tems, check out the parts list of one office
cubicle. The decision to choose a furniture
vendor will result in several meetings and
presentations that require decisions from
the top. In addition, discarding older furni-
ture takes some effort. Selling it on the sec-

ondary market or donating it to a nonprof-
it organization will also require time.

� Stationery and business cards. The
letterhead and all the peripheral docu-
ments need to be changed. You’ll need to
determine how much to order between the
decision to move and the physical move.
And you also have to determine what type
of relocation announcement to send out to
clients and vendors. The key is planning
ahead so that once you’ve moved, you’re
not sending out material with old address-
es and phone numbers listed.

� Construction. Assign a point person
who will be responsible for maintaining
construction budgets and schedules, as
well as collecting and maintaining the list
of material selections, such as paint, carpet
and wall coverings. This will make it easier
to oversee the process and catch any mix-
ups early in the process.

� Interior design. This can be related to
construction to some degree, but the real
issue is how everything looks and if it pro-
motes the corporate statement that you
want. Where do the pictures go and who
hangs them? What type of chairs should be
in the reception area? What colors go with
the carpet and the wall coverings? 

� Physical move. The final piece is deter-
mining who to use to actually move your
company. Choosing the proper moving
company may be impacted by various
equipment warranties for computers and
furniture. Picking two or three companies
to bid on the move is always wise. You will
be surprised at the range in quotes.

To ensure the entire process goes
smoothly, you may want to consider hiring
a project manager to oversee and coordi-
nate all aspects of the relocation. And
appointing an internal team member to
coordinate with that project manager helps
at all steps along the way. 

Nothing can assure a perfect move, but
planning ahead will certainly mitigate the
risks.

Relocating your business
Consider these moving issues before you pack up the boxes.   By Bill Ehret
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