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HUMAN RESOURCES 

Jerry Forbes Centre Foundation was created as a collaborative, innovative shared space 

for charities to work together.  

General Conduct 

Employees are expected to carry out all job responsibilities to the best of their ability. In 

a fast paced workplace with large numbers of volunteers it is necessary that all 

communications with others are undertaken in a respectful manner. This respect must 

be demonstrated in all interactions with other staff, volunteers, donors and members of 

the public. 

Terms of Employment, Offer of Employment, Employment Contract 

Terms of Employment are laid out in the Offer of Employment which becomes the 

employee’s Employment Contract.  The Employment Contract will outline the period of 

employment with start and end dates, the rate of pay and a job description.  The 

employee will be expected to sign their Employment Contract in duplicate as an 

acceptance of the offer and commitment to the contract.  One copy is for the employee 

and the other is retained by Jerry Forbes Centre Foundation for the employee’s 

Personnel File. 
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HUMAN RESOURCES – EMPLOYEES 

HR policies for staff pay and benefits have been adopted from the Christmas Bureau of 

Edmonton.  Seniors Association of Greater Edmonton (SAGE), Santas Anonymous and 

others provided informed examples. 

1. RECRUITMENT AND ASSIGNMENT – EXECUTIVE 
DIRECTOR 

1.1 When required, the Board will establish an Executive Director Recruitment 

Committee led by the Chair of the Board. The Committee will be responsible for the 

recruitment and recommendation of a candidate to become the Executive Director 

with final appointment being the responsibility of the Board of Directors. 

1.2 The Executive Director is an ex-officio (non-voting) member of all Board 

Committees and shall participate in all meetings of the Board of Directors and 

endeavor to attend all Committee meetings. 

1.3 Recruitment, selection and discipline of all other staff will be the responsibility of 

the Executive Director. 

1.4 No immediate family member including spouse, child or parent of a JFCF Board 

member or staff will be hired by the JFCF 

1.5 The Executive Director shall serve a probationary period of three (3) months that 

may be extended to six (6) months at the discretion of the Board of Directors. 

1.6 Policies for Leave of Absence, Vacation Accrual and Health and Dental benefits are 

detailed below under Benefits Administration.  Additional benefits for the 

Executive Director will outlined in the employment contract. 

1.7 The Board Chair shall prepare a written evaluation of the Executive Director's 

performance on an annual basis. 

1.8 The Executive Director must never place his or herself in a position of obligation 

that would result from accepting gifts, excessive entertainment, or fees involving 

personal gain from persons or organizations seeking favours from the JFCF. 

1.9 If the Executive Director is in a compromising position regarding conflict of interest 

policy, he or she must discuss it with the Board Chair immediately. 
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1.10 The Executive Director shall give at least one month’s notice for 

resignation/termination of employment. 

1.11 In its employment of the Executive Director, the JFCF Board of Directors 

shall adhere to all employment standards and practices as identified in Alberta 

Employment Standards Act and other relevant legislation. 

2. RECRUITMENT AND ASSIGNMENT – EMPLOYEES 

The Executive Director shall hire employees and contract help as per the approved 

budget.  The following policies apply for all: 

Confidentiality 

All employees will be required to sign an oath of confidentiality as staff members are 

likely to be privy to personal information.  All personal information is strictly 

confidential and is not to be shared or discussed in any way outside of the Centre.  To 

further protect confidentiality, JFCF documents and work projects will not be taken 

home. 

Hours of Work 

Work weeks are defined to be 37.5 hours typically from 8:00 am to 4:30 pm.  On 

occasion, regular operations may exceed normal hours.  Salaried staff are not provided 

overtime but rather have flexibility to take time-in-lieu as banked hours.  Banked hours 

must be pre-approved by the Executive Directors for hourly staff.  

Jerry Forbes Centre positions have wages/salaries set according to the role.  The 

role/pay is reviewed at least bi-annually against industry standards, (Boland Survey or 

others used as references).  In addition, factors such as the level of knowledge, the 

degree of complexity, autonomy and judgment required in the job are considered. It is 

also recognized that some roles do not lend themselves to a regimented time-keeping 

routine.  

Except in highly unusual circumstances, compensation for overtime will not be paid to 

overtime exempt employees, as this will be contemplated in establishing the pay level 

for the job. Such unusual circumstances shall be dealt with on a case by case basis by 
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the Executive Director, in consultation with the Human Resources Committee of the 

Board of Directors. 

Lunch and Rest Breaks 

Alberta Employment Standards; Employees who work a standard day, normal shift or 

at least 5 consecutive hours will be allowed an unpaid lunch period of not less than 

thirty (30) minutes. Two 15 minute rest breaks will be paid, one in the morning and one 

in the afternoon.  Breaks cannot be accumulated if not taken.  All breaks are expected 

to be taken during an employee’s shift.  

JFCF pays staff for a lunch break taken during their shift. Lunch breaks cannot be added 

before or after a shift to allow the employee to arrive late or leave early. 

Attendance 

It is expected that staff members will be at work on time each day and will stay until the 

entire day.  Rarely, a staff member may work from home. 

Reporting an Absence or Late Start 

All employees must inform the Executive Director with as much notice as possible if 

they are going to be late or absent from work.  Employees are requested to contact the 

Jerry Forbes office by telephone, not text or email except as an additional measure. 

3. COMPENSATION 

Pay Periods 

All Employees are paid monthly on the second last banking day of the month. 

Vacation Pay 

Salary employees receive vacation days as per their individual contracts. Vacation pay is 

paid out each pay period for hourly employees and starts at 4%. 
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Payroll Advances 

Jerry Forbes Centre Foundation will not provide any staff a payroll advance. 

Mandatory Deductions from Pay 

Jerry Forbes Centre Foundation follows all laws and requirements related to payroll 

deductions.  As required, these deductions will be withheld from every pay cheque and 

submitted to the appropriate government agency. These include the employee’s share 

of Canada Pension Plan (CPP), Employment Insurance premiums (EI) and provincial and 

federal income taxes. 

Jury Duty 

Jerry Forbes Centre Foundation recognizes the importance of, and will support those 

who are selected for, jury duty or to have been asked to appear as a witness in a court 

proceeding.  Compensate for any time missed by employees.  Employee should discuss 

the details of the court request with the Executive Director. 

Employment Records 

Jerry Forbes Centre Foundation collects personal information for inclusion in an 

employee’s personnel file.  This information is only available to the employee through 

the Executive Director.  This information is kept in a secure location and is not shared 

with anyone. The file will contain items such as:  résumé, letter of offer/employment 

contract, performance reviews, amendments to job descriptions, disciplinary notices, 

copies of letters of reference, and other personnel records. Any documentation related 

to medical information will be kept in a separate secure file. 

Record of Employment  

According to Alberta’s Employment Standard’s Code, Jerry Forbes Centre Foundation 

is required to keep an up-to-date record for each employee including: >>> 
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4. BENEFITS ADMINISTRATION 

Health and Dental Benefits 

The Jerry Forbes Centre will provide a health and dental benefit plan (currently Oassis 

Enhanced Plan) with Life and disability insurance for staff working more than 24 hours 

per week (defined to be the minimum required for Health Benefits enrolment). 

RRSP Contribution – Will be provided for all full time staff 

A monthly contribution equal to the percentages prescribed below will be made to a 

RRSP in the name of the Employee. 

Years of Full-time Permanent Service Percentage of Gross Monthly Income 
Less than 1 year (after three month 
probationary period). 

3% 

Greater than 1 year, but less than 2 years 4% 
Greater than 2 years 5% 
Greater than 9 years 10% 

Additional Benefits 

Benefit Detail 
Casual Illness Up to 10 days per year with absences of three or more 

days to be supported by a doctor’s note. 
Special Leave Up to 6 days per year for bereavement or family illness. 
Annual Vacation • 1 to 4 years:  three weeks 

• Greater than 5 years:  four weeks  
• Greater than 9 years:  five weeks 

General Holidays Include: New Year’s Day, Family Day, Good Friday, 
Easter Monday, Victoria Day, Canada Day, Civic Holiday, 
Labour Day, Thanksgiving Day, Remembrance Day, 
Christmas Day, and Boxing Day. 

Compassionate Leave Provision of this leave and whether it is with or without 
pay will be at the discretion of the Chairperson of the 
Board. 

 

Other policies needed…  



 
 

Jerry Forbes Centre for Community Spirit  |  9 

Professional Registration 

Education, Training, and Personal Development  

Reimbursement 

5. TERMS AND CONDITIONS OF EMPLOYMENT 

Dress Code and Professionalism 

 As Jerry Forbes Centre Foundation is a highly respected and responsible employer, 

employees should choose to dress in a manner which presents a professional image to 

the public and is respectful to others and is suitable to our working environment. 

Additionally, all employees and volunteers are expected to use appropriate language 

while acting on behalf of Jerry Forbes Centre Foundation of its constituents and donors.    

All employees and volunteers authorized to operator forklift equipment, must wear 

proper PPE (CSA approved). 

Personal Telephone Calls, Use of Office Equipment and Property 

Jerry Forbes Centre Foundation expects professional behaviour when engaging in the 

use of business resources. There is an expectation that the use of personal 

communication devices (e.g. cell phones) and the use of business resources for personal 

matters are completed during lunch breaks and rest periods.  

Jerry Forbes Centre Foundation phone numbers may be shared for emergency 

situations but employees are asked to notify friends and family to only phone them at 

work in the case of an emergency.    

Personal computer software and/or games are not permitted to be installed on Jerry 

Forbes Centre Foundation resources.   

Long Distance Telephone Calls 

Long distance phone calls unrelated to the business of Jerry Forbes Centre Foundation 

are not permitted.   
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Internet and Email Use 

Employees who have computer access are entitled to use the internet only for work-

related purposes. The use of personal email or personal social networking sites is not 

permitted during working hours. All sites accessed shall hold appropriate (no obscene, 

harassing, offensive or discriminatory) content.  

The prime purpose of this access is to better allow Jerry Forbes Centre Foundation to 

meet its goals and objectives.  With the ever-advancing technological changes in 

communication to conduct business and exchange information we need to be 

accessible to our clients, donors, volunteers and supporting agencies.  Access to this 

additional source of communication will be used solely to promote Jerry Forbes Centre 

Foundation in a professional and ethical manner. 

Email should only be for Jerry Forbes Centre Foundation Business  

Employer Property 

Upon termination of employment for any reason, all items of any kind created or used 

pursuant to the employee’s service, or furnished by Jerry Forbes Centre Foundation, 

including but not limited to: keys, computers, reports, files, confidential information 

and manuals shall remain and be considered the exclusive property of Jerry Forbes 

Centre Foundation and shall be surrendered to the Executive Director in good condition 

and without being requested to do so. 

General Workplace Rules 

Complaints, Allegations and Whistle Blowing 

Code of Conduct – Employees 
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6. JOB DESCRIPTIONS 

Executive Director/Chief Executive Officer 

The Executive Director/CEO leads and manages the overall operation of the Centre, 
creates, develops and evolves its operations and sustainable strategies, coordinates 
the implementation of those strategies, and continues the legacy of volunteerism in 
the Edmonton community. 

 

Organization Reporting Relationships 

Reports to the Jerry Forbes Centre Foundation (JFCF) board of directors; collaborating 
at least monthly on key tactics and strategies in alignment with the organization’s 
overall strategic plans, and exchanging formal feedback at mid-year and at the end 
of the year on his/her performance. The Executive Director/CEO will actively 
participate in these performance reviews by offering a self-assessment of her/his 
performance, and by sharing information with the board of directors about its 
support of the Centre’s strategic goals and operations. 

 

Directs the work and overall job performance of a staff responsible for the daily 
operations of the Centre, including, but not limited to:  tenant partners and their 
client services, reception, administration (budget management, accounting, 
bookkeeping, scheduling, donor support, human resource management, payroll), 
operations, internal communication, information technology support, marketing, 
safety, security, grounds and facilities maintenance. 

 

In addition to offering regular guidance to staff members, Executive Director/CEO 
will conduct formal individual performance feedback discussions at mid-year and at 
the end of the year. Staff members will be expected to participate in these 
performance reviews by offering a self-assessment of their performance, and by 
sharing information with the Executive Director/CEO about her/his support 
throughout the year. 

 

Position Classification 

The Executive Director/CEO job is a full-time, salaried executive management 
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position. 

 

Duties and Responsibilities 

 

JFCF Mission Collaboration and Innovation 

Fully understands and articulates the concept of the Centre and is committed to 
maintaining and enhancing its capacity to serve the Centre’s tenant partners and 
the community. Promotes the Centre through community involvement and 
networking. Accepts speaking engagements, hosts tours of the Centre, and seeks 
prospective tenants for the Centre’s campus of services. Maintains a working 
knowledge of developments within the social and human services arenas. Serves 
as the Centre’s spokesperson for planned and unplanned media events, and 
other external communication opportunities. 
Actively and regularly participates in social and networking events which have 
either a direct or indirect connection to various community relationships which 
promote the Centre. Is a lead advocate of the Centre and its tenant partners, and 
seizes the opportunity to educate supporters, other non-profits and prospective 
supporters. 

 

Fiscal Accountability, Funding and Sustainability Goals 

Demonstrates leadership in achieving goals of JFCF’s strategic plan through 
advancing of the priorities of shared spaces and services that are financially 
responsible.  Ensures fiscal responsibility and compliance with grant guidelines 
and donor restrictions; assists board of directors with oversight of the 
management of endowments and other organizational funds by qualified 
organizations having proven records of compliance with all applicable orders of 
government codes and regulations. 
Creates, communicates and helps to implement an annual. Tracks and 
communicates the organization’s achievement of established goals.  Guides and 
assists board members and patrons in the execution of fundraising strategies and 
goals if additional funding is required once in operations.  Acts as an intermediary 
when necessary to obtain support from prospective donors, sponsors and 
foundation and government representatives. 
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Board of Director Engagement, Involvement and Succession 

Fosters an active and collaborative partnership with the board of directors in 
efforts to achieve the fundamental and aspirational successes of the Centre. 
Creates agendas to promote and guide important discussions, encourages the 
involvement of each board member, and offers brief overviews as needed to the 
board so that all may be apprised of special developments within the JFCF 
community, therefore creating the opportunity to recognize the contributions of 
JFCF staff members and tenant partners. 
Identifies future opportunities to further diversify the make-up of the board, 
and offers suggestion for Executive Committee composition and succession. 
Also anticipates the need for focus on certain issues and may recommend the 
creation or revival of committees. 

 

Professionalism and Ethics 

Executive Director/CEO will be a leader and consummate representative of the 
Centre; its integrity and its commitment to community. As such, the Executive 
Director/CEO will conduct himself/herself in a manner that serves only to 
improve the positive image of the Centre and its tenant partners. He/she will 
employ discretion and discernment at all times, but especially when faced with 
difficult matters affecting the Centre’s internal community, or the communities 
in which its tenants operate. The board of directors will provide counsel and 
guidance as needed. 
Guides the board in discussions of best practices for governance as well as 
improvements in board structure and operation. 

 

Skill, Knowledge and Ability 

 

• Senior leadership and management 
experience in leading non-profit or for-
profit organization 

• Proven ability to leverage myriad 
resources 

• Practical current and 0ngoing 
knowledge of the Edmonton 
community and Capital region 

• Possesses masterful relationship- 
building skills 
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• Excellent verbal and written 
communication skills 

• Proven ability to communicate with wide 
and diverse range of individuals 

• Minimum of 2 years of supervisory 
experience 

• Practical knowledge of codes, 
regulations and laws affecting the 
non-profit arena 

• Excellent and proven interpersonal 
skills 

• Ability to interpret and analyze 
complex information for board and 
other presentations 

• Ability to anticipate and articulate 
relevant issues 

• Multi-tier management experience – to 
influence, train and guide 
subordinates, peers and her/his 

i  • Experience in budgetary performance 
planning, tracking and translation 

• Knowledgeable about technology 
solutions for non-profit operations, 
communications,  marketing and 
fundraising 

• Experience in identifying and 
implementing cost-effective solutions 

• Uses objective critical thinking, 
inductive and deductive reasoning to 
make decisions affecting people, 
operations and community reputation 
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Communications and Community Animator 

 

Job Purpose 

The purpose of this position is to bring brand awareness for the Jerry Forbes Centre in 

Edmonton and launch our new multi-tenant centre operations. This position will 

support the team during this transition and opening of a fully leased Centre for charities 

opening in 2016 and 2017.  The position will inform all stakeholders through the 

implementation of a formal, robust communications strategy.   

 

This position is intermediate level, full time with benefits for the period of up to 18 

months and has potential to transition to an operations position.  Salary range: $55,000 

to $65,000 annually. 

Authority 

This position reports to the Chief Executive Officer (CEO) and has the authority to plan 

and coordinate activities within the scope of approved initiatives and works in close 

collaboration with small staff team and volunteer Communications Committee. 

Duties and Responsibilities 

• Develop a communications strategy to raise the profile of the Jerry Forbes Centre 
for Community Spirit, and support the Foundation’s strategic 
priorities.  Continuous analysis and reporting on the effectiveness and 
achievement of the plan is required. 

• Manage the provision of high quality communications to a broad spectrum of 
internal and external audiences and create excellent and innovative media 
campaigns as we launch the building. 

• Manage all streams of digital marketing including but not restricted to the 
website (WordPress), e-newsletter (Constant Contact), Facebook and Twitter.  

• Build and maintain strong working relationships with regional, national and 
specialist journalists to ensure regular media coverage. 

• Work to deliver the Charity’s busy press office, handling pro and reactive press 
queries. 
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• Build and maintain our online presence through electronic communication and 
digital marketing ensuring a multi-media approach to communication.  This 
includes development of online community groups (both internal tenants and 
external charities) focused on engaging and sharing knowledge across the sector. 

• Oversee the creation and development of the Charity’s printed and online 
information including working with a contractor to redevelop the website. 

• Write articles for publication in our own and others’ publications. 

• Manage the charity’s brand to ensure the charity portrays a consistent and 
positive image to all audiences including development of the key messages that 
support this. Act as a spokesperson for the Charity, in line with agreed policies and 
messages. 

• Maintain and build upon the relationships with our stakeholders, supporters and 
the representatives of our foundation.  

• Advise other staff and stakeholders of issues relating to the media and 
communications issues.  

• Manage the communications budget.  
 

• Work with Communications Committee to plan and deliver key media events. 

• Build and maintain key relationships with the non-profit sector in the Capital 
Region and tenant applicants. 

Responsible to report activities and progress to the COO (Chief Operations Officer), 

Committees and JFC Foundation Board. 

Qualifications:     a combination of education and/or experience in the following: 

• Post-secondary education in business marketing, or community development, 
communications 

• Social and online marketing using various platforms 
• Clear criminal record check 
• Experience: 2-5 year, marketing/communications experience preferred  

 

Competencies 

Essential Attributes: 

• Excellent communication skills, both written and verbal 
• Demonstrable experience of planning, implementing and evaluating successful PR 

and media campaigns  
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• Strong media relations skills, experience of working with specialist and national 
news media; responding to media enquiries 

• Writing for a variety of audiences, including news articles, features, press releases 
and for the internet 

• Liaising with and influencing people at all levels – i.e. government, professionals, 
volunteers, media 

• Proven ability to meet tight deadlines 
• Excellent project management, facilitation and negotiation skills 
• Excellent problem solving and decision making skills 
• Eye for detail 
• Strategic thinker but with the ability to operationalise. 
• Ability to understand conflicting needs and priorities and ability to resolve these. 
• Education to degree level or equivalent evidence of the ability to understand and 

analyse complex subjects quickly 
• Proven ability with social media, webpage maintenance, and other online 

platforms (Constant Contact, database knowledge) 
• Demonstrate proficiency with Office 365 

 

Desirable 

• Working in the co-working and/or charity sectors 
• Knowledge of the non-profit sector in Edmonton 
• Experience of managing external agencies 

  

Working Style 

• Team player, with the ability to work independently 
• Enthusiastic, creative, pro-active 
• Good listener, influencer and negotiator 
• Well organised and a good planner, but flexible enough to respond to a fast 

moving environment 
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Jerry Forbes Centre Foundation – Interim Property Manager (Sept 2016) 

 

Background: This role is required until a Property Management contract is formally 

tendered. (likely following the announcement of move-out of J. Ennis Fabrics, who 

currently provide most the oversite for contracts with vendors (utilities, snow removal, 

custodial etc.) 

 

Property Maintenance and Repairs - Plan and Implementation (Nov 2016 - ?) 
Property managers are responsible for the physical management of the property, including 

regular maintenance and emergency repairs. 

• Oversee Contracts for Preventative Maintenance, janitorial and other 
contracts as required for current Jerry Forbes Centre Tenants, except J. Ennis 
Fabrics 

• Maintenance- they are in charge of performing preventative property 
maintenance to keep the property functioning in top condition. For example, 
they are personally in charge of, or must hire someone to, exterminate, check 
for leaks, landscape, shovel snow and remove trash. This maintenance aims to 
keep current tenants happy and attract new tenants. 

• Repairs-when there is an issue, the property manager must attend to it 
themselves or must hire someone to attend to it. They often have a large 
network of reliable plumbers, electricians, carpenters and other contractors. 

 Responsible for Knowledge of Landlord-Tenant Law - have a thorough knowledge 
of all laws regarding the proper ways to: Terminate a lease, Evict a tenant, Comply 
with property safety standards. 
 Managing Budget- support with Executive Director the budget preparation and 
reporting for the building operations.  The manager must operate within the set 
budget.  Maintain records of the capital asset.  In certain emergency situations 
when the occupants (tenants) or physical structure (investment property) are in 
danger, they may use their discretion to order repairs or likewise without concern 
for the budget. Budget preparation and reporting for Facility operations 
 Maintaining Records- the property manager should keep thorough records 
regarding the property. This should include all income and expenses; list of all 
inspections, signed leases, maintenance requests, any complaints, records of 
repairs, costs of repairs, maintenance costs, record of rent collection and insurance 
costs. 
• Quality Assurance Plan, implement and report for renovated space and 

warranty work 

https://www.thebalance.com/landlord-property-maintenance-tips-2124896
https://www.thebalance.com/landlord-property-maintenance-tips-2124896
https://www.thebalance.com/types-of-investment-properties-2124869
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• Implement Safety Plan and conduct regular inspections and drills 
• Administer security and keyless entry access 

 

 Monthly reporting to Operations Manager/Executive Director of all building 
performance issues 
 Tenant & Partner liaison to Coordinate Tenant move in and out logistics and 
onboarding 
 Key communicator with Interior Design expert (this design expert will be required to 
look at standards, advice on universal access,  open vs. closed offices and how to 
educate/manage tenant expectations as we seek an affordable solution .   
 Assist Communications staff with gathering Tenant data for Impact Assessment 
tool (baseline and follow-up) 

 
 Lease Management 

One of the main responsibilities of the property manager is to manage tenants. They are 
involved in all capacities, from configuring space, managing tenant improvements to 
moving in-out of the tenants and dealing with complaints to initiating evictions. 

• Handling Complaints/Emergencies- they are paid to deal with maintenance 
requests, noise complaints and have the necessary contacts to handle 
emergency situations. 

• Handling Move Outs-when a tenant moves out, the manager is responsible 
for inspecting the unit, checking for damages and determining what portion 
of the security deposit will be returned to the tenant. After move out, they 
are responsible for cleaning the unit, repairing any damages and finding a 
new tenant. 

• Dealing With Evictions –when a tenant does not pay rent or otherwise 
breaches the terms of a lease, the property manager understands the proper 
way to file and move forward with an eviction. 

• Maintain, communicate Issues/resolution log with respect to tenants and the 
space 

• Tenant Space requirements and space mapping for likely best fit scenario to 
meet their requirements (communicate with Owners Rep) and for available 
empty space 

• Support the Tenant and Partner work of the Executive Director including 
data gathering, reporting and follow-up from intent-to-lease 

 communicate professionally when dealing with sensitive issues of tenant 
programs, use-of-space 
 Appointment scheduling and site visits 
 

https://www.thebalance.com/find-renters-for-your-property-2124981
https://www.thebalance.com/find-renters-for-your-property-2124981
https://www.thebalance.com/common-eviction-mistakes-2125247
https://www.thebalance.com/devise-a-plan-for-maintenance-requests-2125248
https://www.thebalance.com/devise-a-plan-for-maintenance-requests-2125248
https://www.thebalance.com/how-to-handle-tenant-complaints-2125270
https://www.thebalance.com/resolving-security-deposit-dispute-2125253
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 Manage commissioning of the Facility (Aug 2017- April 2018)(design is 90% 
complete, likely re-engage August 2017 with Construction Management once 
Board go-ahead received and J. Ennis exit understood.) 
• Lead, plan and implement the facility commissioning 
• Communicate Boards & Operations Manager’s Objectives for renovations from 

tenant requirements to CM (Synergy Projects) 
• Oversee Facility Renovation and Design including  
• Design charrette with Construction Manager, Tenants and others required 
• Design issue log and resolutions; communication with all stakeholders 
• Tenant Improvement policy and process 
• Initial Capital Reserve Study once renovation is completed 
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