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Retail Design & Delivery Process

Unit design & delivery is a complex, significant, and rewarding process. It begins with the contract
negotiation and culminates in the operations of the unit and how the tenant & his guests enjoy our
healthier environment and the considerable savings on operational costs achieved by energy efficiency
solutions.

Objective

The success or failure of the unit design and delivery depends on how well the tenants' contractors’ work
is defined, detailed, and managed. The clearer the design and delivery steps are, the easier the process of
tenants’ occupancy and the subsequent phases will be.

The objective of this document is to outline the flow of activities, events, and processes necessary to
assist the tenant in moving into his unit and starting operations while controlling the design criteria to
match our building's brand. Some of the tasks might include:

* Facilitate the tenants’ contractors’ work inside our premises.

* Make sure that the tenants and their contractors are aware of our site rules and design criteria.
* Inspect the contractors’ work and communicate the progress to all stakeholders.

¢ Handle the closeout and the transition to Operations Team.

Unit Delivery Phases

The process by which a unit is delivered may be divided into the following phases:

1. Design Review & Approval
2. Works Monitoring & Controlling
3. Closeout & Operations
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Authorized Tenant
Representative (ATR)

Retail Delivery Pack (RDP)
Checklist For Fitting-Out Prior to
Commencement of Work.

Work Program. Statement of Completion.

Electrical Material Inspection. Handover to Operations.

Light Current Material
Inspection.

Plumbing Material Inspection.

Concept Design Submission. HVAC Material Inspection.

Detailed Design Submission. Fire Protection Material

Pre-Start Documents. Inspection.

Notice to Take Possession. Electromechanical Submittals.

Summary

During the design review & approval (also, it's called the planning & programming phase), the unit design is defined,
detailed, and managed.

1. Design Review & Approval

During the design review & approval (also, it's called the planning & programming phase), the unit design
is defined, detailed, and managed. Some of the design review & approval phase required documents are:

1. Authorized Tenant Representative (ATR)

2. Retail Delivery Pack (RDP)

3. Checklist for Fitting-Out Prior to Commencement of Work
4. Concept Design Submission

5. Detailed Design Submission

6. Pre-Start Documents

7. Notice to Take Possession
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1. Upon closing the lease deal, the Leasing Manager will invite the RDD Coordinator to meet with
the client to discuss the unit technical specifications.

2.The RDD Coordinator will collect any related technical data of the unit.

3. During the meeting, all questions asked by the new tenant will be answered and contacts will be
exchanged.



4. After the meeting, the RDD Coordinator will send all the design & delivery checklist & all the
required documents to the new tenant.

5. The Tenant will prepare the files and send them with the concept design to the RDD Coordinator.

6. The RDD Coordinator will review the design with the Projects Team.

7.0nce approved, the RDD Coordinator will send approval notification to the new tenant to start the
next phase of the unit delivery which is related to the contractors’ works and work monitoring &
controlling.

2. Works Monitoring & Controlling

Prior to the commencement of the fit-out or reinstatement works the tenant is required to submit a work
program to the RDD Coordinator to schedule the inspections and monitoring tasks. The RDD
Coordinator will communicate the work progress and inspection notes to all stakeholders during this
phase.

The required inspections:

* Electrical Material Inspection.

® Light Current Material Inspection.
* Plumbing Material Inspection.

* HVAC Material Inspection.

* Fire Protection Material Inspection.
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1. The tenant will send the work program to the RDD Coordinator.

2. The RDD Coordinator will create an inspection schedule and follow-up programs to inspect the
contractor's works with the Projects Team.

3. The RDD Coordinator & the Projects Team members will start the inspection after every milestone
using the relevant inspection form.

4. For any issues or unapproved materials, the RDD Coordinator will communicate the inspection
findings to the tenant and all stakeholders.

5. The tenant and his contractor will work to fix the issues.

6. The RDD Coordinator will keep a log of all the solved and unsolved issues.

7. After every milestone, the tenant will have to provide the required submittals according to the
Electromechanical Submittals Checklist.

3. Closeout & Unit Operations

Once the unit is sufficiently complete, the RDD Coordinator will work with the Projects Team to conduct
a substantial completion inspection to confirm that the work is complete in most respects. Also, the
contractor is required to provide a set of record drawings (available in the Electromechanical
Submittals Checklist).
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1. The RDD Coordinator will create a file for every new tenant containing all the inspection forms,
and the submitted drawings and files.

2. Once the unit is sufficiently complete, the RDD Coordinator will invite the Projects Team for the
final inspection.

3. Any issues discovered during the final inspection will be communicated to the tenant and all
stakeholders.

4. Once all issues are fixed, the RDD Coordinator will Statement of Completion and gather the
required approvals.

5. The RDD Coordinator will communicate the work progress to the Operations & Leasing Teams to
prepare for the handover and welcome process.

4. Design & Delivery Manual




The purpose of this manual is to outline the specific design criteria for all the Tenants, the Tenants'
designers and the Tenants' contractors, as required by the Landlord. These criteria act as a guide for the
design of all works by the Tenants in conjunction with the provisions of the Tenants’ lease with the
Landlord. Furthermore, these criteria are subject to revision by the Landlord, and the Landlord’s
interpretation of these criteria is final and governing. The Tenants shall be encouraged to express their
own unique design statements within the parameters of the design criteria as outlined in this manual.

4.1 Manual Creation & Update Policy

1. The manual should be reviewed once every six months.

2. The names, titles, and contacts inside the manual must be updated regularly and upon any change.

3. Any requirements change must be added to the manual immediately.

4. The content of the manuals to be written by the RDD Coordinator.

5. The content must be clear, understandable, and user-friendly.

6. The design of the manual must be premium, modern, and matches the identity and level of our
company.

4.1 Manual Creation & Update Guide

e Design & Delivery Manual  |-----------mmmmmmmmmmmmmmmaeee oo

SITE RULES & REGULATIONS

¥ TENANT CONSTRUCTION & SITE REGULATIONS & HOARDING & ENCLOSURE OF PERMISES (&1 HEALTH & SAFETY @ INSURANCES & PERMITS

ARCHITECTURE DESIGN CRITERIA SIGNAGE & GRAPHICS ENGINEERING CRITERIA
& LANDLORD CONTROL ZONE @ GENERAL SIGNAGE CRITERIA B GENERAL INFORMATION
B DESIGN GUIDELINES 9= SECONDARY SIGNAGE CRITERIA % MECHANICAL SYSTEM
f? STORE FRONT CLOSURES & SIGNAGE TYPE A PLUMBING SYSTEM
88 FINISHING STANDARDS 2% GENERAL SIGN SPECIFICATION 4 ELECTRICAL SYSTEM
@ LIGHTING SUBMITTAL REQUIREMENTS ® | OW CURRENT SYSTEMS
™ SECURITY SYSTEMS 0, SPRINKLER / STAND PIPE SYSTEM
@ EQUIPMENTS FOR RESTAURANTS & CAFES R] STRUCTURAL SYSTEM
i SCHEDUAL "A”

SUBMISSION GUIDELINES

¢ GENERAL GUIDELINES = PRELIMINARY / CONCEPT SUBMISSION  fk ARCHITECTURAL DRAWINGS SUBMISSION

& M.E.P. DRAWINGS SUBMISSION 9 SAMPLE BOARDS SUBMISSION

ANNEXES

2 AUTHORISED TENANT REPRESENTATIVE (ATR) ‘& RETAIL DELIVERY PACK (RDP) := CHECKLIST FOR FITTING-OUT & CONCEPT DESIGN SUBMISSION

& DETAILED DESIGN SUBMISSION & PRE-START DOCUMENTS B2 PRE-START INFORMATION SUBMISSION @ NOTICE TO TAKE POSSESSION

<2 HANDOVER OF DEMISED PREMISES  [] CONSENT TO TRADE  [2] STATEMENT OF COMPLETION TENANT VARIATION REQUEST FORM

& LIST OF ELECTROMECHANICAL DRAWINGS g2 LIST OF APPROVED CONTRACTORS



5. Forms & Documents

Inspection Forms & The Required Documents

J/uwlé/ulw%

Signed by Hend El Sady
Signed on:June 13, 2021

HAhmed Lbrarim

Signed by Ahmed Ibrahim
Signed on:june 15, 2021

Signed by Ayman Mohamed El Said
Signed on:June 14, 2021


https://process.rayasmartbuildings.com/wp-content/uploads/2021/03/Forms-Documents.zip

Signature Certificate

Document name: Retail Design & Delivery Process
& Unique Document ID: 7803B3D3D6C1841B451CEQ7AF20F6F195F69FEES

Hend El Sady Digital Si
Party ID: 826219b8-d43c-42a5-a10a-1cf8f1 4df799 igital Signature:

IP Address: 41.33.250.213

Security Level: E-mail ﬂ&ﬂd 6/ J&Lﬁ?
ittt
Digital Fingerprint Checksum f564ebe2e6b50df5034b44eb3adbdfde X '

Ayman Mohamed El Said ital si
Party ID: 0754daf1-40a9-4521-ac2b-7df8a5ecf48c Digital Signature:

IP Address: 196.132.103.51

Security Level: E-mail "‘__2—\/&
et
Digital Fingerprint Checksum a55a6f90f582b422559be3dd9511c5dd \

Ahmed Ibrahim
Party ID: cceaec13-c5fe-4cfa-a049-fa03e7faadfo

IP Address: 41.33.13.21 ﬁ E / \/jé ; .

Security Level: E-mail

Dl Fing LRI
Digital Fingerprint Checksum 22347b51fd843af61640a7c88178ab54 . d

Timestamp Audit

Digital Signature:

June 13,2021 11:02 AM EET  Retail Design & Delivery Process Uploaded by Mohamed Shamoon -
mohamed_shamoon@rayacorp.com IP 41.33.250.213

June 13,2021 11:19 AM EET  Document sent for signature to Hend El Sady -
hend_alsady@rayacorp.com

June 13,2021 11:20 AM EET = Document viewed by Hend El Sady - hend_alsady@rayacorp.com IP
41.33.250.213

June 13,2021 11:20 AM EET = Document viewed by Hend El Sady - hend_alsady@rayacorp.com IP
41.33.250.213



June 13,2021 11:21 AM EET  Document signed by Hend El Sady - hend_alsady@rayacorp.com IP
41.33.250.213

June 13,2021 11:21 AM EET  Document sent for signature to Ayman Mohamed El Said -
ayman_elsaid@rayacorp.com

June 14,2021 11:14 AM EET  Document viewed by Ayman Mohamed El Said -
ayman_elsaid@rayacorp.com IP 41.33.13.21

June 14, 2021 9:56 PM EET Document viewed by Ayman Mohamed El Said -
ayman_elsaid@rayacorp.com IP 196.132.103.51

June 14, 2021 9:57 PM EET Document signed by Ayman Mohamed El Said -
ayman_elsaid@rayacorp.com IP 196.132.103.51

June 14,2021 9:57 PM EET Document sent for signature to Ahmed Ibrahim -
ahmed_ibrahim@rayacorp.com

June 15,2021 1:20 PM EET Document viewed by Ahmed Ibrahim - ahmed_ibrahim@rayacorp.com IP
41.33.13.21

June 15, 2021 1:23 PM EET Document signed by Ahmed Ibrahim - ahmed_ibrahim@rayacorp.com IP
41.33.13.21

June 15,2021 1:23 PM EET The document has been signed by all parties and is now closed.

June 15, 2021 1:24 PM EET Document viewed by Ahmed Ibrahim - ahmed_ibrahim@rayacorp.com IP
41.33.13.21

This audit trail report provides a detailed record of the
online activity and events recorded for this document.

https://process.rayasmartbuildings.com/ & Audit Trail Serial# f044c6959f4329837f73c3f3374ec9e9


https://process.rayasmartbuildings.com/

