Kushti Bok Premises Policy

Kushti Bok rents office space from a commercial landlord to support its
organisational activities. This policy provides simple guidance to support
this.

Rental Process

The designated administrator (currently the Chair) at Kushti Bok is responsible
for managing the office rental process. They are authorised by the Board of
Trustees to liaise with the commercial landlord to negotiate terms and conditions
of the lease.

Lease Agreement

A lease agreement will be signed between Kushti Bok and the commercial
landlord and agreed by the Board of Trustees. The agreement will specify the
terms of the lease, including the rental duration, rental amount, payment
schedule, and any additional terms agreed upon.

Rental Payments

Rental payments will be made in accordance with the terms outlined in the lease
agreement. Payments will be processed by Kushti Bok's Chair and submitted to
the commercial landlord on time via a Direct Debit.

Maintenance and Repairs

Details and photographs of the condition of the office at the beginning of the
lease agreement will be held on file. Kushti Bok will be responsible for
maintaining the rented office space in the same condition. Any necessary repairs
or maintenance work will be promptly addressed by Kushti Bok or coordinated
with the commercial landlord as per the terms of the lease.



Compliance

Kushti Bok will adhere to all applicable laws, regulations, and building codes
related to the rented office space. Any modifications or alterations to the office
space will be carried out with the approval of the commercial landlord.

Insurance

Kushti Bok will maintain appropriate insurance coverage for the rented office
space as required by the lease agreement and agreed by the Board of Trustees.

Security and Access

Kushti Bok will ensure the security of the rented office space by implementing
access control measures and safeguarding keys or access cards. Only
authorised personnel designated by Kushti Bok will have access to the office
space.

Termination of Lease

If necessary, Kushti Bok may terminate the lease agreement in accordance with
the terms specified in the agreement. Proper notice will be provided to the
commercial landlord as required by the lease agreement.

Records Keeping

Records related to the office rental, including lease agreements, rental payments,
and correspondence with the commercial landlord, will be maintained for
documentation and reference purposes.

Communication

Any communication with the commercial landlord regarding the rental of the
office space will be handled by the designated administrator (currently the Chair)
at Kushti Bok.
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