
1©Copyright Corporate Locations Singapore 2024

Office Leasing Kit
Singapore | Edition 2.0 | April 2024



2©Copyright Corporate Locations Singapore 2024

Index

Maps

Singapore CBD

Financial District

Out of Town Locations

MRT System

Office Leasing Kit

Finding Office Space in Singapore

Space Calculator

Office Fit Out Costs

Project Timeline

Associated Costs

Leasing Procedures

Leasing Terminology

FAQs

Tenant Guides

Useful Contacts

3

4

5

6

7

10

11

12

14

15

16

18

20

21



3©Copyright Corporate Locations Singapore 2024

Amoy St

P
ekin S

t Battery Rd

C
hulia St

Central Expressway (CTE)

Central Expressway (CTE)

East C
oast P

arkw
ay (

ECP)

Ayer Rajah Expressway (AYE)

Marina Bay

Chinatown

Tiong Bahru

Orchard

Little India

C
ross S

t

P
ickering S

t
C

hurch S
t

C
anal R

d

C
irc

ul
ar

 Rd

Fullerton Rd

Cecil St

Robinson Rd

South Bridge Rd

South Bridge Rd

South Bridge Rd

St Andrew’s Rd

Connaught Dr

H
igh S

t

Beach Rd

R
affles A

ve

R
affles B

oulevard

Shenton Way

Cecil St

Robinson Rd

New Bridge Rd

New Bridge Rd

New Bridge Rd

New Bridge Rd

Eu Tong Sen St

Eu Tong Sen St

Eu Tong Sen St

Chin Swee Rd

Chin Swee Rd

Anson Rd

Tanjong Pagar R
d

Keppel Rd

C
an

to
nm

en
t R

d

C
an

to
nm

en
t R

d

O
utram

 R
d

Tiong B
ahru R

d

Zion R
d

Zi
on

 R
d

Zi
on

 R
d

O
ut

ra
m

 R
d

K
im

 S
en

g 
R

d

Ki
m

 S
en

g 
R

d

Irw
el

l B
an

k 
R

d

Hoo
t K

iam
 R

d

H
avelock Rd

O
utram

 R
d

Tiong Bahru Rd

Delta Rd

De
lta

 R
d

Tanglin Rd

G
ra

ng
e 

R
d

Orchard Blvd

O
rchard R

d

O
rchard R

d

O
rchard R

d

O
rchard Rd

O
rchard Rd

Prinsep St

B
ras B

asah R
d

B
ras B

asah R
d

B
ras B

asah R
d

Orchard Boulevard

O
rchard B

oulevard

D
evonshire Rd

Penang Rd

Exeter Rd

Eber Rd

O
xley R

ise

Grange Rd

Grange Rd

Grange Rd

Killiney Rd

River Valley Rd

River Valley Rd

River Valley Rd

Ri
ve

r V
alle

y C
lose

M
ar

tin
 R

d

Clemenceau Ave

Cle
m

en
ce

au
 A

ve

R
iver Valley R

d

R
iver Valley R

d

Mohamed Sultan Rd

Killiney Rd

Pa
te

rs
on

 H
ill

Paterson Rd

Scotts Rd

Bideford Rd

Orchard Link

Scotts Rd

C
ai

rn
hi

ll 
R

d

C
ai

rn
hill R

d

St
ev

en
s 

Rd

C
le

m
en

ce
au

 A
ve

 N
or

th

Cavenagh Rd

Ca
ve

nagh Rd

C
avenagh R

d

Scotts Rd

Alexandra Rd

Ganges Ave

G
anges Ave

Delta Rd

Tiong Bahru Rd

M
axw

ell R
d

M
axw

ell Rd

P
rince Edw

ard R
d

Neil Rd

Neil Rd

Kg Bahru Rd

Jln B
ukit M

erahKg Bahru Rd

Shenton Way

C
entral B

oulevard

M
arina B

oulevard

B
ay

fro
nt

 L
in

k
Esplanade Dr

Republic
 B

lvd

Nicoll Highway

North Bridge Rd

Te
mas

ek
 Ave

Hill St

Victoria St

Victoria St
Kallang Rd

Queen St
Queen St

Waterloo St

Bencoolen St

M
iddle R

d
M

iddle R
d

R
ochor C

anal R
d

R
ochor C

anal R
d

R
ochor C

anal R
d

S
ungei R

d

B
ukit Tim

ah R
d

B
ukit Tim

ah R
d

B
ukit Tim

ah R
d

Newton Rd

Keng Lee Rd

Kampong Java Rd

Bukit Tim
ah Rd

Th
om

so
n 

R
d

Newton Rd

K
am

pong Java R
d

K
eng Lee R

d

B
ukit Tim

ah R
d

Ophir Rd

M
iddle R

d

Selegie Rd

Serangoon Rd

Serangoon Rd

Serangoon Rd

Tessensohn Rd

Moulmein Rd

M
oulm

ein Rd

R
angoon R

d

R
angoon R

d
K

itchener R
d

K
itchener R

d
Race Course Rd

Jln Besar

Jln Besar

Bencoolen St

Fort Canning Rd

Stamford Rd

S
tam

ford R
oad

North Bridge Rd

North Bridge Rd

Victoria St

North Bridge Rd

C
ra

w
fo

rd
 S

tBeach Rd

Beach Rd

Nicoll Highway

Nicoll Highway

Nicoll Highway

Republic Avenue

Republic
 B

lvd

Victoria St

Armenian St

North Bridge Rd

H
igh S

t

Marina View Link

Raffles  Quay

Newton

Somerset

Little India

Farrer Park

Lavender
Bugis

City Hall

Raffles Place

Tanjong 
Pagar

Outram Park

Tiong Bahru

Marina Bay

Novena

Dhoby Ghaut

Chinatown

Downtown

Telok Ayer

Bayfront

Esplanade

Bras Basah

Promenade

Nicoll Highway

Clarke Quay

Orchard

Fort Canning

Bencoolen

Rochor

Jalan Besar

330
Wheelock 
Place

248
Shaw 
House

149
Liat 
Towers

247
Shaw 
Centre

Pacific 
Plaza

201
Orchard 
Towers

136
International 
Building

175
Ngee Ann 
City Tower B

336
Wisma 
Atria

ION 
Orchard

174
Ngee Ann 
City Tower A

291
The Heeren

198
Orchard 
Building

311
TripleOne
Somerset

Great 
World
City

115
West 
Tower

114                                                                                      
East 
Tower

325
Valley 
Point

Orchard 
Point

9
51 Cuppage 
Road

200
Orchard Plaza

91
Faber 
House

The 
Paragon

80
Comcentre

333
Winsland 
House 1

224
Regency 
House

334
Winsland 
House 2

307
Tong 
Building

305
Thong 
Teck Building

209
Palais 
Renaissance

98
Forum

202
Orchard 
Towers 
(rear tower)

277
Tanglin Shopping
Centre

Tangs Plaza

Lucky 
Plaza

Far East 
Plaza

106
Goldbell 
Towers

219
Prudential 
@ Scotts

110
Goldhill 
Plaza

171
Newton
200

324
United 
Square

176
Novena Square Tower A

227
Revenue 
House

177
Novena Square Tower B

317
UOB 
Kay Hian

8
50 Scotts 
Road

326
Visioncrest
Commercial

Orchard 
Central

323
United 
House

Seng Kee Building
246             

31
AIG Building

315
UE Square 

70
Central 
Mall

154 
Manhattan House

61
CES 
Centre

146
King’s 
Centre

71
Central
Plaza

167
Merchant 
Square

229
Riverside 
Point

123
Havelock II

74
Chinatown 
Point

165
Maybank Kim 
Eng Building

69
Central

129
Hill Street 
Centre

216
Peninsula 
Plaza

222
Raffles City Tower

133
147

260
Stamford
Court

237
Royal Merukh
SEA Building

Peoples 
Park 
Complex

128
High Street 
Centre

Chijmes

The 
Treasury

Funan 
Digitalife
Mall

Singapore
Art Museum

National 
Museum 
of Singapore

Registry 
of Marriages

Fort 
Canning 
Centre

Clarke Quay

Armenian 
Church

Parliament 
House

St. Andrew’s 
Cathedral

Supreme 
Court

National Gallery
Singapore

283
The 
Adelphi

6
30 Hill 
Street

332
Wilmer
Place

53
Beach Centre4

11 
Beach Road

335
Wisma
Alsagoff

299

97

60
103

218

255
Skyline 
Building

264
Sunshine 
Plaza

37
Albert
Complex

286
The 
Bencoolen

Fortune 
Centre

155
Manulife 
Centre

251
Sim Lim 
Tower

59
Burlington 
Square

205
POMO

331
Wilkie Edge

58
Bulkhaul House

109
Golden 
Wall 
Centre

215
Peace 
Centre210

285
The Atrium 
@ Orchard
152
MacDonald 
House

211
Park 
Mall125

Haw Par 
Glass Tower

124
Haw Par 
Centre

288
The 
Gateway 
East

107
Golden Mile
Complex

108
Golden Mile
Tower

287
The 
Concourse

289
The 
Gateway 
West

Plaza Pan Pacific
Apartments

168

68  
Centennial 
Tower

269
Suntec City 
Tower 5

265
Suntec City Tower 1

266
Suntec City 
Tower 2

267
Suntec City 
Tower 3

268
Suntec City 
Tower 4

169
Millenia 
Tower

193
One Raffles 
Link

Suntec 
City

Millenia 
Walk

Marina 
Bayfront

Singapore 
Flyer

National 
Library

Ministry of 
Manpower

People’s
Park Centre

Chinatown 
Complex

Oriental 
Plaza

Pearl’s 
Centre

Cantonment 
Complex

Singapore 
Conference 
Hall

Raffles 
Hospital

Plaza 
Singapura

Singapore 
Shopping 
Centre

Mt Elizabeth 
Hospital

The 
Istana

KK Women’s 
& Children’s 
Hospital

The 
American 
Club

Embassy 
of Thailand

Asian 
Civilisations 

Museum 

Victoria 
Concert 
Hall

Singapore 
Cricket Club

Esplanade

Lau 
Pa Sat

One Shenton

Golden 
Shoe 
Carpark

Hong 
Lim
Park

The Sail at 
Marina BayMarina 

Bay 
Suites

249
Shaw Tower

Marina Bay
Financial 
Centre

Marina Bay
Residences

Odeon Towers
212

Bugis 
Junction 
Towers

57

187

41

56

228

Parkview 
Square

Concourse 
Skyline 

Cathay 
Building

Sim Lim 
Square

Rochor 
Centre

Balmoral 
Plaza

49

Marina Bay Sands

Marina Bay 
Sands Hotel

26
182 Clemenceau 
Avenue

Centrepoint 
Shopping Ctr

H Meritus 
Mandarin 
Singapore

H Concorde Hotel

H Holiday Inn
Park View

H Sheraton 
Towers

H Goodwood 
Park

H Grand 
Hyatt

H Marriott

H Hilton
H Four 

Seasons

H Orchard 
ParadeH The Regent

H Traders 
Hotel

H Orchard

H

H Miramar

H The 
Gallery

H Copthorne 
King’s

H Grand 
Copthorne

Holiday Inn
Singapore
Atrium

H Robertson 
Quay

H ParkRoyal
on Pickering 

H Swissôtel 
Merchant Court

H Raffles

H

H Carlton

H Victoria

H Hotel Grand 
Pacific

H Inter-Continental

H Oriental

H Marina 
Mandarin

H
Rendezvous

H Albert 
Court

H ParkRoyal 
on Beach 
Road

H Conrad 
International
Centennial

H Pan 
Pacific  

H Grand Plaza 
Parkroyal

H Fullerton 
Bay Hotel

H Fullerton

Amara
Hotel

H

H Orchid
Hotel

H M Hotel

Sofitel 
So Hotel

H

H Swissôtel 
The Stamford

H Ritz-Carlton
Millenia

V on Shenton

LASALLE
College
of the Arts

Singapore 
General Hospital

313
Somerset

Scotts
Square

SOTA

Alfa Centre

Boon Siew Building

Rex House

199
Orchard Gateway 
@ Emerald

253
Singapore Pools
Building

H Hotel

H

Bugis +

Bugis 
Junction

Link Bridge

Capitol
Building

257
South Beach 
Tower 

86
Duo 
Tower

93   
Far East 
Shopping 
Centre

298
The Plaza

301
The 
Riverwalk

Orchard
 Gateway

32
ARC
380

Parklane
Shopping 
Mall

75
Chye Seng Building

140
KH Kea 
Building

173
NTUC 
Trade 
Union 
House

Residential 
& Retail

Duo
Residential

7
36 Prinsep 
Street

CityGate

Paragon 
Medical Centre

Valley Point
Shopping Centre

H

One Raffles 
Quay

OUE Tower

Clifford Pier
Fullerton
Pavilion

Custom
s

House

H Grand Park 
Orchard

268 Orchard 
Road

Somerset
Grand Cairnhill

309
Tourism 
Court

Fairmont
Hotel

Proposed
Development

CBD

CBD

CBD

CBD

CBD

CBD

CBD

CBD

CBD

CBD

CBD

CBD

CBD

CBD

CBD

Asia Square

Marina One

Ocean
Financial
Centre

Guoco
Tower

OUE Downtown

6 Battery
Road

UOB
Plaza

China Square
Central

191
One George Street

Republic
Plaza

One
Marina
Blvd

OUE
Bayfront

SGX Centre

Capital
Tower

Southpoint

Maxwell
Food Court

PWC
Building

CBD

CBD

AXA
Tower

87

CBD



4©Copyright Corporate Locations Singapore 2024

Collyer Quay

Raffles Quay 

C
ross S

t

P
ickering S

t

C
hurch S

t

C
anal R

d

C
irc

ul
ar

 R

d

Fulle
rto

n Rd

Cecil St

Robinson Rd

South Bridge Rd

South Bridge Rd

South Bridge Rd

St Andrew’s Rd

Connaught Dr

H
igh S

t

Cecil St

Robinson Rd

Anson Rd

Tanjong Pagar R
d

Keppel Rd

C
an

to
nm

en
t R

d

C
an

to
nm

en
t R

d

M
axw

ell R
d

M
axw

ell Rd

Prince Edw
ard R

d

Neil Rd

Neil Rd

Shenton Way

M
arina B

oulevard
Esplanade Drive

B
ay

fro
nt

 L
in

k

C
hulia S

t

B
attery R

d

Amoy St

P
ekin S

t

Marina Way

Marina View

Malacca St

M
ar

ke
t S

t

Phillip
 St

Telok Ayer St

China St

H
okkien S

t

M
ar

ke
t S

t

Fl
in

t S
t

Bon
ha

m
 S

t

Lor Telok

George St

Amoy St

Telok Ayer St

Stanley St

Maxwell Link

M
cC

allum
 S

t

B
oon Tat S

t

Club St

An
n 

S
ia

ng
 R

d

B
oon Tat S

t

Marina View

Straits View

Marina View Link
Shenton Way

Downtown

Telok Ayer

Raffles Place

Tanjong Pagar

M Hotel

H Fullerton

H

Chinatown

Marina Bay

S
in

ga
po

re
 R

iv
er

CBD

CBDCBD

CBD

CBD

CBD

CBD

62

146
Robinson
Road

23

Hong 
Leong 
Building

131

259

28
ABI Plaza

179
OCBC
Building

44
Anson 
House

322
Union
Building

223
Realty
Centre

105
Genting Centre

137
International 
Plaza

156
Mapletree
Anson

150
MAS 
Building

54
Bestway 
Building

164
Maxwell 
House

42
Amara 
Corporate 
Twr/100 AM

258
Southpoint

144
Keppel 
Towers

132
Hub 
Synergy
Point

Springleaf 
Tower

100
Fuji Xerox 
Towers

278
Tanjong 
Pagar 
Complex

139
Jit Poh 
Building

313
Twenty 
Anson

310
Tower
Fifteen

H Amara

AXA
Tower

34

78 Shenton 
Way Tower 2

13

12
78 Shenton 
Way Tower 1

14
79 Anson 
Road

262
St Andrew’s
Centre

Eon 
Shenton

Robinson 77

71 
Robinson 
Road

46
Asia Square
Tower 147

Asia Square
Tower 2

9617

11

6 Raffles 
Quay

3

AIA
Tower

30
80 Robinson
Road

15

City 
House

78

The 
Globe

290

SGX Centre 1
242

SGX Centre 2
243

Shenton 
House

250

Robinson
Point

233

230

OUE 
Downtown 1

184

OUE 
Downtown 2

185

120 Robinson 
Road

18
Oxley
Tower

203

234

GB 
Building

101

231

297
The 
Octagon

232
Robinson 
Centre

21
137 Telok Ayer
Street

Lumiere
Residence

Tokio
Marine 
Centre

306 158 
Cecil 
Street

25

Afro Asia
Building

36

PIL
Building

204 Cecil 
Court

67

150 
Cecil 
Street

24

135
Cecil 
Street

19

95

142
Keck 
Seng 
Tower

SIF
Building

240

BEA Building
48

Tong Eng 
Building

308

90 Cecil 
Street

16

Bangkok 
Bank 
Building

50

160
Tower 2

159
Tower 1

161
Tower 3

117
HSBC Building

318
UOB
Plaza 1

319
UOB Plaza 2

190
One Fullerton 

One 
Raffles Place 

194
Tower 1 

Tower 2 
195

PWC 
Building

208

134 271 141

33
92

Singapore 
Land 
Tower

252

Far East
Square

94

China 
Square 
Central

73

One George 
Street

191

Great 
Eastern 
Centre

113

Capital 
Square

65

OCBC 
Centre

180OCBC 
Centre
South

182

Republic Plaza 1
225

221
153

The 
Arcade

284

102
GSH 
Plaza

55
Bharat 
Building

111

Income 
@ Raffles

135

10

52

OUE Bayfront
183

The House 
of Eden

292

Asian 
Civilisations 
Museum

Victoria 
Concert 
Hall

Parliament 
House

Singapore
Cricket 
Club

Clifford 
Pier

National Gallery
Singapore

Golden 
Shoe 
Carpark

Singapore 
Conference 
Hall

Lau 
Pa Sat

One Shenton

The Clift
Residence

V on Shenton

The Sail at 
Marina Bay

Marina Bay
Residences

Marina Bay
Financial 
Centre

Marina 
Bay
Suites

196
North 
Tower

197
South 
Tower

CPF Building

66
Capital 
Tower

2
6 Battery 
Road 166

Maybank Tower51
Bank of 
China Building

163
Maxwell 
Chambers

One Raffles 
Quay

220
Prudential
Tower

Marina Bay 
Sands

ArtScience 
Musum

238

112
Grand
Building

H Fullerton 
Bay

H Ascott

20 
Collyer 
Quay

5

CapitaGreen
64

148
Lian Huat
Building

239
SBF 
Centre

162
Marina One

5 on 
Shenton

1

C
arpark

One Marina 
Boulevard

192

OUE Tower

Customs House

Ocean
Financial 
Centre

186

C
hange A

lley

Straits Trading
Building

263

OCBC Centre 
East

181

189
One
Finlayson 
Green

Maxwell 
Food 
Court

226
Republic 
Plaza 2

SingTel 
Complex

Tung Ann 
Association 
Building

312

276

Robinson 
Tower

235

300

Clifford
Centre

79

72
Chevron 
House

43
Anson
Centre

116
Guoco 
Tower

170
Nehsons
Building

236

244
Samsung 
Hub

Fullerton 
Pavilion

Esplanade
321
URA
Centre

151
MND 
Complex 

137
Cecil 
Street

20

Marina One 
Residences

H Sofitel So 
Hotel

H Amoy

H PARKROYAL
On Pickering

Fraser’s
Tower

99

83

328
Wallich
Building

22

145
Keppel

Towers 2

O
U

E Link

Financial District



5©Copyright Corporate Locations Singapore 2024

Braddell Road

Lo
rnie Road

Bukit Timah Road

U
pper B

ukit Tim
ah R

oad

Q
ue

en
sw

ay

C
lemen

ti 
 R

oa
d

M
ar

ym
ou

nt
 R

oa
d 

   
   

  A
ng

 M
o 

K
io

 A
ve

nu
e 

6

Ta
m

pi
ne

s 
 A

ve
nu

e 
10

Xilin Avenue

Paya Lebar Rd

Upper P
aya Lebar R

d

Haw Par 
Technocentre

Connection One

Surbana 
One

Aperia

Eastgate 

Parkway Parade

Singapore 
Post Centre 

Cisco Centre 2 

Techlink 
Techview

Techpoint 

Keppel Bay
Tower Harbourfront

Tower 2 Harbourfront Tower 1
Harbourfront Centre

Paya Lebar
Square

SLF
Building

PSA
Vista

Singapore 
Changi 
Airport

Ayer Rajah Expressway (AYE) 

Ayer Rajah Expressway (AYE) 
West Coast Highway

Pan-Is
lan

d E

xp
re

ss
w

ay

 (P
IE)

Kranji  E
xp

ress
way (

KJE
)

B
ukit Tim

ah E
xpressw

ay (B
K

E )

Pan-Island Expressway (PIE )

Pan-Island Expressway (PIE)

East Coast Parkway (ECP)

East Coast Parkway (ECP)

( K
P

E
)

C
entral E

xpressw
ay (C

TE
)

Tampines Expressway (TPE)

( K
P

E
)Pan-Island Expressway (PIE)

F

E

D

G

H

A

B

Jurong 
East

Ang Mo Kio

Serangoon

Clementi

Queenstown

Marina 
South

Marina 
East

Pasir 
Ris

Bishan

Tampines

Toa 
Payoh
HDB Hub Changi

Business 
Park 

Singapore
Science 
Park

International
Business Park 
Jurong (IBP) 

Alexandra
Business 
Park 

Technopark @
Chai Chee

Out of Town Locations



6©Copyright Corporate Locations Singapore 2024

MRT Map



7©Copyright Corporate Locations Singapore 2024

Finding Office Space in Singapore

Define Requirements

Size, budget and location are the most important criteria. 
This will determine the choice, quality, level of specification 
and facilities available to the tenant.

Office Space Calculator
Office Fit Out Costs
Associated Leasing Costs
Office District Guide

It is essential that your chosen agent 
is ‘totally conflict free’. We only act 
for tenants and don’t market any 
building exclusively for any specific 
landlord / owner. Corporate Locations 
cover all established office buildings 
in Singapore (over 350+ properties) 
and happy to co-broke with a landlord’s 
agent when necessary.

The firm has been operating in the 
Singapore Office Lease Market for over 
25 years and is well known by all in 
the industry.

Our service saves you time, and is 
completely FREE with no obligations.

Timing of Possession

Tenants should be mindful that at least one to two months 
are required to order materials and furniture before taking 
possession, so it is important to set a realistic target date for 
possession, otherwise the unit will be standing idle during 
the rent-free fitting out period.

Project Timeline
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Finding Office Space in Singapore

Need more Details?

Then request a summary of available space, which a senior 
member of our team will collate and email within 60 minutes 
(Singapore business hours).

Will match exactly your specific requirements
Shows Lowest Negotiable Rate (our website can only show 
official Asking Rates)
Includes confidential space not on the open market
Total transparency - Will include ALL options
Request Office Listing

Time to View

After you have set your shortlist, we will advise further to 
ensure your choice is right for your business plan objectives. 
We will then arrange a viewing so that we can show you each 
space, and will include a fact sheet and floor plan for each 
building.

We will set the optimal sequence, so as to save you time
All buildings on the viewing list will be prepared for your 
arrival
All transport will be arranged from start to finish

Viewing Schedule

Initial Search

Our online search tool offers the simplest, yet most 
comprehensive search experience you are likely to find.

Search by budget, size and location
400+ properties covered
Detailed fact page on every building
Office Search Tool
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Finding Office Space in Singapore

Define Requirements

Size, budget and location are the most important criteria. 
This will determine the choice, quality, level of specification 
and facilities available to the tenant.

Office Space Calculator
Office Fit Out Costs
Associated Leasing Costs
Office District Guide

Timing of Possession

Tenants should be mindful that at least one to two months 
are required to order materials and furniture before taking 
possession, so it is important to set a realistic target date for 
possession, otherwise the unit will be standing idle during 
the rent-free fitting out period.

Project Timeline



10©Copyright Corporate Locations Singapore 2024

Space Calculator

As a general rule of thumb, most businesses allow 
between 100 sq ft to 140 sq ft (net) of office space 
per person, depending upon the overall headcount, 
culture of the company (open plan or many 
enclosed offices), and the need for amenities eg. 
break out rooms, pantry, library and storage.

Use our online space calculator to work out exactly 
how much space you need.

Space Calculator
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Office Fit Out Costs

ESTIMATED COSTS	 Economy	 Mid-Range	 Premium

Leasehold Capital Expenditure	 Per sq ft	 Per sq ft	 Per sq ft
GRAND TOTAL	 S$75.00	 S$100.00	 S$150.00

Fixtures & Fittings and Finishes	 S$22.00	 S$28.00	 S$42.00
Carpets / Floor finishes	 ($3.50)	 ($4.00)	 ($8.00)
Wall Finishes	 ($3.50)	 ($5.00)	 ($7.00)
Ceiling Finishes	 ($3.50)	 ($4.00)	 ($6.00)
Partitions (glass / gypsumboard)	 ($7.50)	 ($9.00)	 ($12.00)
Doors, frames and iron mongery	 ($4.00)	 ($6.00)	 ($9.00)

Furniture	 S$25.00	 S$38.00	 S$62.00
Custom and loose furniture
Filing and storage cabinets
Conference table and presentation cabinets
Pantry and equipment cabinets

M & E Services	 S$16.00	 S$18.00	 S$25.00
Electrical Works & Networking
Fire Protection System
Air-conditioning Works

Miscellaneous	 S$6.00	 S$8.00	 S$11.00 
Signage
Plumbing Works
Plantings / Graphics / Blinds

General Services	 S$6.00	 S$8.00	 S$10.00
Insurance and preliminaries
Consultancy fees: Architect / M&E / Structural

GRAND TOTAL	 S$75.00	 S$100.00	 S$150.00

11

Reinstatement Costs* now stand at around $20+ per sq ft, depending 
upon the extent that a tenant renovated a particular space.

*To strip an office unit to original bare condition at the end of the lease/on relocating.
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Project Timeline

An office move can take months, even after selecting the 
office space for rent and a lease has been signed. Most 
tenants will work back from their lease expiry date, making 
allowance for moving out of their current space early, to 
factor in sufficient time to reinstate. However, many tenants 
still take are too an optimistic view over the time schedule 
when dealing with offices for rent, which leads to serious 
complications later.

One of the most common mistakes 
with any office relocation, is 
starting to plan too late, either 
evaluating your office rental needs, 
selecting the best office leasing 
agent to find the right offices 
for rent, selecting contractors / 
designers etc.

To reinstate your current office premises can take between 
2-6 week and fitting out usually takes 1-3 months. Ordering 
of materials before fitting out can take over 1 month and 
settling the legal paperwork can take longer than many 
expect. Before you know it you are already behind schedule 
so it is essential to be well prepared. On average you should 
start to plan your office relocation 7-12 months in advance, 
depending on the size of your requirement.

Cont. on next page
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Project Timeline

When delays happen, many tenants try compressing the 
schedule. Trying to make up for lost time or a late start by 
reducing the allotted time for completion is very dangerous. 
It is important to plan for enough time to allow each vendor 
to complete his task as agreed. Your designer planned for 
this project, based on information you provided during your 
competition. They were selected based in part on their ability 
to get the project completed on time and on budget. Now, you 
must reduce the available time because of some schedule 
slippage caused by another vendor or unforeseen event. 

How can your designer get the same quality job done in less 
time? One way is by throwing extra bodies at the project. 
Another is by working overtime (longer days, double-shifts 

and weekends). You can’t expect your designer to eat this 
additional cost, since it is beyond their control. They will 
expect to be paid extra for this. If you decide to play tough 
guy and refuse to pay for the overtime your schedule 
slippage has caused, your designer’s only defense is to treat 
your project as a loss leader. This means that will take their 
A-Team off the project, replacing them with less experienced 
employees who earn less money. Now, you have placed your 
project at risk.

General contractors are notorious for compressing parts of 
the construction schedule. If they can’t obtain their permit to 
close up the walls, they will spend the time installing ceiling 
tiles. While this sounds like they are making good use of 

their time while maintaining their OVERALL schedule, think 
about how this one change will affect other vendors. Your 
cabling vendor will have far less time to install the cabling 
than planned. Who pays for their overtime? If the carpet is 
delayed, you already know how other vendors are affected. 
Will the general contractor pay for the overtime required of 
the furniture vendor, cabling vendor, and telephone System 
vendor? Even his small actions have major consequences.

The above is an extract from one of our Tenants Guides: 
Seven Deadly Sins – when moving office space and how 
to avoid them (also found under our Tenants Resources 
link) and illustrates the importance proper planning for new 
commercial offices for rent.

Start Initial 
Review

Site 
Inspection

Shortlist Options
and Negotiate

Sign Letter 
of Offer

Sign 
Lease

Take 
Possession

Move into 
New Location

Time in months - Back dating from expiry date

7 6 5 4 3 2 1

Start Here

Current Lease 
Expiry Date

Select Designer
3 weeks

Planning
1 week

Design and Approval
4 weeks

Construction
5 - 6 weeks

Reinstatement
2 - 3 weeks

Review Period / Site Selection 12+ weeks Design & Fitting Out Stage 13+ weeks

Typical Project Timeline for standard 5,000 sq ft office move
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Associated Costs

Advanced Rental

Upon signing a binding offer/booking form or tenancy 
agreement the tenant is normally required to make an 
advanced payment equivalent to one month’s gross rent 
inclusive of service charge and GST.

Security Deposit

Tenants are required to lodge a cash deposit equivalent 
to 3 months gross rent, inclusive of service charge and 
government rates. The deposit is refundable at the end of the 
lease to the tenant, but without interest

Extra deposit money is normally an additional 3 months 
rental is required when the tenant paid capital is less than the 
equivalent of 6 months rental.

Stamp Duty – always paid by the tenant

Stamp duty is payable on all lease documents and is always 
paid by the tenant at the time the lease is stamped. The 
amount of tax is fixed based on 0.4% of the total rent payable 
across the length of the lease. As a rough rule of thumb it 
works out to be around 15% of one month rental.

Insurance

The Tenancy Agreement will contain provisions for insurance 
liabilities. Tenants will normally be required to provide 
additional cover for contents and public liability.

Agency Fees - None

Corporate Locations’ agency fees are paid by the landlords 
for the successful introduction of a tenant to their building, 
even when it is recognized that we are acting for the tenant.

Property Tax / Government Rates

Property owners are liable to pay property tax. This is paid by 
the landlord but this is always recovered through a provision 
in the service charge. Any increase on property tax is usaully 
passed onto the tenant though the service charge.

GST on Rental Payment

In the vast majority of cases the tenant will need to pay 
GST (Government Service Tax) on all rental payments. This 
currently stands at 9%. Tenants can offset the GST they 
pay against the GST they receive, provided they are GST 
registered.

Legal Costs - tenant’s responsibility

The tenant normally pays both sides legal fees i.e. the 
tenant pays for the cost of the preparation of the tenancy 
agreement. Sometimes the landlord will use his in-house 
legal team and use their standard lease template so may only 
be charged an administration fee.

The usual admin fee is around S$500. Outsourced lawyer 
fees have no fixed scale, but are often around 10% of one 
month’s gross rental.

Car Parking Charges 
 
The number of lots allocated to each tenant is usually based 
on the total floor area leased. The average ratio is often 1 
lot per 1,000 to 4,000 sq ft. Costs average $200 to $450 per 
month per lot, exclusive of GST and are not included in the 
office rental. Additional spaces are sometimes offered on a 
seasonal quarterly basis, subject to availability.
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Leasing Process

Checklist for Office Leasing Procedures

1. Define Requirements

Size, budget and location are the most important criteria. 
This will often determine the quality, the level of specification 
and facilities available to the tenant.

2. Timing of Possession

Tenants should be mindful that at least one to two months 
are required to order materials and furniture before taking 
possession, so it is important to set a realistic target date for 
possession, otherwise the unit will be standing idle during 
the rent-free fitting out period.

3. Appraisal of Options

Corporate Locations will provide a complete list of 
opportunities available to the client, but will also offer 
accurate guidance on those buildings that will suit their 
needs best.

4. Site Inspections

Once a shortlist of buildings has been drawn up, Corporate 
Locations will arrange a site inspection with full itinerary 
prepared, transport organized and refreshments laid on.

5. Building Selection

Usually the client will have 2-3 buildings in their final shortlist 
and this is the time to check with an interior designer that 
the size, layout and specification will suit their needs. 
Corporate Locations will be able to give the client a list of 
the most suitable designers according to the nature of the 
requirement.

6. The Negotiations

Corporate Locations are completely independent agents, so 
we are one of the best qualified to negotiate the strongest 
possible terms for any occupier. We prepare the initial ‘heads 
of terms’ proposal in the form of a ‘Letter of Intent’ – which 
is always ‘Subject to Contract’ and thus non-binding until the 
landlord issues a formal offer for acceptance. Subsequent 
offers and counter-offers will all be scrutinized vetted and 
coordinated through Corporate Locations.

7. Documentation

Once heads of terms are agreed, the landlord will issue 
a formal Letter of Offer (LOO) or Booking Form, which is 
binding once signed. Often this refers to the lease agreement 
so this does need to be checked by the tenant before signing 
any LOO but sometimes a copy of the draft lease is not 
always provided which can cause issues.  
 
The tenant will need to sign the LOO/ Booking Form with a 
company chop/stamp marked on the document and return 
with an initial security deposit (usually 1 month’s rental). 
Before taking possession, the landlord will insist the actual 
lease documentation is signed and the remainder of the 
deposit money paid over.

8. Letter of Offer

This will be prepared by the landlord and most landlords 
insist on sticking with their standard template for Letters 
of Offer and Leases. The terms need to be checked and the 
draft lease approved ‘in principle’ at the same time because 
this will be mentioned in the Letter of Offer and will be legally 
binding.

Have a local legal expert review the lease, and have the space 
surveyed if you can (the size of all subdivided spaces will 
always be ‘subject to survey’ but might not be ready in time 
– Beware). Upon signing, all payments will need to be made 
e.g. security deposit, advanced rental, landlords legal fees 
and stamp duty etc. 
 
9. Signing the Lease

At the time of signing, the following conditions must be met:
a)	Must be signed by a Director or someone who is an 	
	 authorized signatory (may need a Director Resolution in 	
	 such cases)
b)	Pay over the remaining of the deposit monies. The initial 	
	 deposit that was paid at the time of signing the Letter of 	
	 Offer can be put towards to this.
c)	Must pay over the stamp duty and any final legal fees
d)	Be chopped / stamped and each page initialled.

10. The Handover

It is recommended that the client’s interior designer/
contractor be present at the time of handing over to take 
an accurate record of the condition of the premise at that 
time and to highlight repairs that the landlord should be 
responsible for. 
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Leasing Terminology

Rentals

Generally office rentals are nearly always quoted at a gross 
rate per sq ft per calendar month. This includes service 
charge, but excludes Goods and Service Tax (GST) which is 
currently 9%. There are no other hidden rental overheads. 
Rental is usually paid quarterly in advance, but monthly 
rental agreements also exist.

Service Charge

The charge covers landlords costs such as property tax, 
maintenance and management of common parts and air 
conditioning of the offices and common parts during normal 
office hours. The average service charge is between $0.80 to 
$1.50 per sq ft but is included in the gross rental. The exact 
figure will be specified in the lease but can change during the 
lease term.

Legal Fees

The ingoing tenant is normally responsible for both parties 
reasonable legal costs incurred in connection with the 
preparation of the lease documentation. The scale varies 
from landlord to landlord but this is not a major expense item.
See page 14 for more details on Legal Costs

Length of Lease

Normally 3 years but 2 year leases are also quite popular. 
Longer leases over three years are now difficult to negotiate 
because this is a rising market. A five year lease with a 
rent review is possible in many cases but then the tenant is 
locked in even if they are unhappy with the then market rate.
 
Options to Renew
These are standard and lease renewals for 1 to 3 years 
should be no problem. Care should be taken in the drafting 
the revised rental clause in the option, which is sometimes 
worded “at a rate to be agreed” or “at market rate” with no 
provision to settle any disputes as to what is a fair rate.

Utilities

Electricity is usually supplied to the premises and the 
charges for consumption are paid by the tenant. The tenant 
is responsible for connection charges and opening an 
account with the relevant authorities. See later notes.
Maintenance.

Tenants are only responsible for internal repairs (excluding 
structural items). The repair and maintenance of the exterior 
and common parts is the owners/management corporations 
responsibility.

Cont. on next page
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Leasing Terminology

Reinstatement

All tenants are required to put the premises back into their 
original state (fair wear and tear excepted) at the termination 
of their lease. This normally takes a period of 3-4 weeks for 
the average unit,  and costs now average around $20.00+ per 
sq ft, as mentioned on page 11.

Rent Free / Fit-Out Period

This will depend upon the size of the premises and is 
normally one month. For larger space users 2 to 3 months 
is often possible. This will always be given outside the lease 
term.

Stamp Duty

The ingoing tenant is also responsible for the cost of the 
stamp duty fees payable on the lease documentation. As an 
estimated guide, the amount payable on a standard 3 year 
lease would be approximately 10% of the monthly rental.

Air Conditioning

Normally provided by the landlords during normal office 
hours. Usually:

Weekdays: 8.00am to 5.30 - 6.00pm
Saturdays: 8.00am to 1.00pm

After office hours air conditioning can often be provided on 
an hourly basis on giving sufficient notice. Costs range from 
$40 to $80 per hour depending on the size of the floor/area.

Alternatives include fitting your own air handling unit and 
tapping into the landlords chilled water supply. Costs are 
charged per ton of chilled water. Some tenants install their 
own split unit/condenser but not all buildings will allow 
external fittings to their buildings.

For regular out-of-hours use, tapping into the landlords 
water supply is the most cost effective. For infrequent use 
free standing / portable air conditioning units are commonly 
used.
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FAQs

Why are there two prices quoted in the lease agreement?

The two figures, namely “Rent” and “Service Charge” are 
broken down to show:

“Rent” payable for the premises and;
“Service Charge” associated with tenant’s contribution 
toward the apportioned costs and expenses for services (like 
central air-conditioning) supplied in relation to or in respect 
of the Building (common areas and shared facilities like 
toilets, pantry etc.).

In most cases, rent will be maintained as per the agreed 
terms throughout the lease, while service charge may 
be revised anytime during the terms of lease whenever 
necessary.

Why does the landlord have the rights to revise “Service 
Charge” during the lease term and is this clause negotiable?

“Service charge” is payable by all tenants of the building 
and fees (based on per square feet/metre) are the same 
regardless of the leased space. The revision of service charge 
may be due to changes in utility rates or tariffs imposed by 
the service provider and/or statutory boards. Any revision 
will be imposed on all tenants and for reasons of fairness, 
landlords will not allow any tenants to be exempted from the 
change.

Why do tenants need to bear the increase in property tax 
when they are not the owners of the property?

The landlord is responsible to pay property tax for the annual 
value that is up to the annual rent for the premises paid 
by the tenant based on the prevailing tax rate. The tenant 
is only required to pay the difference in property tax if the 
annual value of the premises exceeds the annual rent for 
the premises and/or the tax rate is revised upwards. The 
costs are imposed on all tenants and for reasons of fairness, 
landlords will not allow any tenants to be exempted from this.

Insurance – Why do tenants need to take out insurance 
policies for the premises?

It is imperative that tenants take up adequate insurance 
policies to protect them against any theft, loss or damage to 
their property within the leased premises in the event of fire, 
any unforeseen or unfortunate situations, as the landlord’s 
insurance coverage will mainly be in the common areas and 
the structure of the building.

What does yielding up and reinstatement at the expiry of 
term mean?

It is the duty of tenants to yield up and reinstate the lease 
premises back to the original bare condition at the expiry 
of the lease regardless of the unit’s handover condition. 
However, landlords will generally as much as possible pre-
market the unit in the fitted up state to tenants interested in 
taking over the fittings/fixtures.

A selection of frequently asked 
questions about lease agreements 
in Singapore.

Cont. on next page
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FAQs

Why is there no pre-termination clause in the lease 
agreement?

Commercial leases, unlike residential, do not allow pre-
termination of leases or provision of diplomatic clauses.

A tenant looking to pre-terminate their lease can sometimes 
be allowed to do so (even if the lease prohibits this) provided 
a suitable replacement is found at the then current market 
rate or existing rate (whichever is greater). However, nothing 
to this effect will be put in writing – not even a side letter.

Deeds of Novations/assignments are unusual and such 
cases are often handled by way of a simultaneous surrender 
and renewal. The outgoing tenant will be responsible for 
all costs and any rental shortfall - as there is no way any 
landlord will want to be out of pocket by accommodating 
such a request.

Are we able to sublet the premises?

Subletting of space is not allowed under the terms of the 
lease. Exceptions though can be made for associate/sister 
companies of the main tenant to share or sublet the premises 
with the landlord’s agreement. In any case, there should be 
no monetary gains to be made by the main tenant.

Who can execute the Letter of Offer and Lease agreement?

A Director or Authorised Representative of the company as 
reflected in the company business profile will be able to sign 
off the legal documents. Any other person not listed in the 
business profile will require a Board resolution.

Why is there a redevelopment clause?

A redevelopment clause is commonly present in lease 
agreement in the event that the owner of the building 
have intentions to redevelop or plan major improvements/
refurbishment works. Tenants will need to ensure that a fair 
amount of notice period be given for relocation to take place. 
There will however, be no compensation given to tenants 
whether they are a new or a long term tenant.

More reading
The bane of redevelopment break clauses in office leases. 
What can tenants do to deal with them?

Option to renew – When?

Tenants typically need to inform the landlord 3, 6, or 9 
months (sometimes longer for much larger space users) 
ahead of their intention to renew or return the premises. This 
is to allow the landlord sufficient time to market the space 
to the next tenant, and tenants should also take note of the 
notice period in order not to jeopardize their relocation plans.

Why do tenants have to pay the landlord’s lawyer’s fee when 
they are not acting for me.

For Singapore’s commercial market, it is common practice 
that tenants pay for the landlord’s legal costs when a landlord 
engages a law firm for the preparation of legal documents 
and providing advice in the event of any comments and 
enquires from tenants on the lease agreement. This is not 
negotiable.

Tenants however, do have the option on whether to hire 
lawyers to review and advise them on the lease agreement. 
For situations when only an administration fee is charged, 
legal fees may still be payable if there are substantial 
changes to the original legal documents as the landlord will 
seek a lawyer’s advice.
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Tenant Guides

When looking for office space for rent in Singapore it can be a minefield of 
obstacles, which is why it is important to use a professional Office Leasing Agent. 

Our Tenants Guides outline some of the most common mistakes when leasing 
commercial office space, such as starting your search to rent offices too late or 
picking the wrong commercial property consultant, where not all offices for rent are 
introduced. Other mistakes include using too many office agents and tenants end 
up viewing the same property several times with different agents.

Click to download PDFs
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Useful Contacts

Interior Designers

These contacts are recommended companies only, and have no contractual 
agreements with Corporate Locations. 

These are all trusted companies that have been recommended to us by our clients at 
some time and we only include firms that we would use ourselves.

CDplusA	 Melvyn See
	 9616 1858
	 melvyn@cdplusa.com
	 www.cdplusa.com

I.Dezign	 Linna Lim
	 9118 7972
	 linna@idezign.com.sg
	 www.idezign.com.sg

Conexus Studio	 Wendy Tan
	 9438 5061
	 wendy.tan@conexus.sg
	 www.conexus.sg

Crown Workspace	 Jarrad Brownlee
	 8778 8550
	 jbrownlee@crownww.com
	 www.crownworkspace.com

Facilitate Corporation	 Tang Wai Ko
	 9450 1098
	 waikoktang@facilitatecorp.com
	 www.facilitatecorp.com

Generate Property Group	 Adrian Canning
	 9159 0553
	 adrian@generatepropertygroup.com.sg
	 www.generatepropertygroup.com.sg

MKS Global	 Arthur Wu
	 9459 1022
	 arthur@mksingapore.com
	 www.mksingapore.com

M. Moser Associates	 Stephen Lyon
	 8128 1102
	 stephenl@mmoser.com
	 www.mmoser.com

Onestop Creative 	 Mr Tony Chen
Associates (OSCA) 	 8181 7555
	 tony@osca.asia
	 www.osca.asia

   

Contractor 
 
Mint Building Services	 Mark Donlon
	 9296 9625
	 mark@mintbuildserv.com
	 www.mintbuildserv.com
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Useful Contacts

Office Movers

Crown Worldwide	 Andrew Soon
	 6861 6818
	 asoon@crownwrelo.com
	 www.crownworldwide.com

AGS Four Winds	 Jasmin Tan
	 6777 1166
	 jasmine.tan@agsfourwinds.com
	 www.agsfourwinds.com

Asian Tigers K.C. Dat	 Desmond Lim
	 6261 8116
	 desmond.lim@asiantigers-singapore.com
	 www.asiantigersgroup.com

Shalom Transport	 Gideon Lam
	 6287 6117
	 gideon@shalom.com.sg
	 www.shalom.com.sg

SIR Movers Services	 Charlie Scott / Shyla Mathews
	 6534 7345
	 talk2us@sirmove.com	
	 www.sirmove.com

First Aurora	 Greg Parkhurst
	 9633 3057
	 greg@firstaurora.com
	 www.firstaurora.com

Acuutech	 Hitan Mehta
	 6709 4933
	 hitan.mehta@acuutech.com
	 www.acuutech.com.sg

Telecommunications and System Integration

Offitek	 Joey Tok
	 6282 1655
	 sales@offitek.com.sg
	 www.offitek.com.sg

JEB Asia	 Vanessa Chiam
	 8885 2154
	 vanessachiam@jebgroup.com
	 www.jebgroup.com

C + R Interiors	 Lynn Khoo
	 6372 0428
	 admins@cnrinteriors.com.sg
	 www.cnrinteriors.com.sg

Office System Furniture Suppliers Creative Infrastructure Solutions	 Eduard Moix
	 8738 1387
	 emoix@c-infrasolutions.com
	 www.c-infrasolutions.com
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Useful Contacts

Government Bodies

IRAS	 Stamp Duty
	 1800 356 8300

	 Inland Revenue Authority of Singapore
	 Revenue House
	 55 Newton Road
	 Singapore 307987
	 www.iras.gov.sg

URA	 Permitted Use / Change of Use
	 6221 6666

	 Urban Redevelopment Authority
	 The URA Centre
	 45 Maxwell Road
	 Singapore 069118
	 www.ura.gov.sg

EDB	 Grants / General Assistance
	 6832 6832

	 Economic Development Board
	 250 North Bridge Road
	 #28-00 Raffles City Tower
	 Singapore 179101
	 www.edb.gov.sg

Many companies overlook the support that various Government agencies can provide 
new and existing businesses in Singapore. The Economic Development Board is probably 
one of the most important of them all.

Tel: 6832 6832
client_services@edb.gov.sg
www.edb.gov.sg

Some of the schemes available include the following:

Pioneer Certificate Incentive (PC) & Development and Expansion Incentive (DEI)
Finance & Treasury Centre (FTC) Incentive
Aircraft Leasing Scheme (ALS)
Research Incentive Scheme for Companies (RISC)
Training Grant for Company (TGC)
Intellectual Property (IP) Development Incentive (IDI)
Resource Efficiency Grant for Energy (REG(E)

Click here for further details on the above grants.

Government Support / Grants - EDB




