
THE MANAGEMENT CORPORATION STRATA TITLE PLAN NO. 2197 
(SUNTEC CITY) 

FITTING- OUT/ RENOVATION MANUAL 

OFFICE TOWER 

The information contained in the Manual and Appendices are subject to change without prior notice. While every 
reasonable care is taken to provide the information, MCST PLAN NO. 2197 or APM PROPERTY MANAGEMENT 
PTE LTD or its representatives cannot be held responsible for any inaccuracies in the Manual and Appendices. 







1.0 

1.1 

1.2 

2.0 

2.1 

3.0 
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4.0 

4.1 

GENERAL 

OCCUPANT'S CONSULTANTS 

Occupant's Consultants (Qualified Person) Responsibilities 

Occupants are required to abide by all building by-laws to submit and obtain approval from the 
relevant Government Authorities for all proposed fitting-out works and any future alteration and 
addition works to the premises. For this, occupants are to engage a Qualified Person (QP) for 
submission of plans. Occupant's Qualified Person (QP) is required to forward to Suntec with a 
undertaking letter indicating their full responsibility for submission and obtaining the final 
certification from the Authorities. 

Base Project Consultants 

Occupants may engage Suntec's Project Consultants for their fitting-out work (where 
applicable). The scope of works of Suntec's Project Consultants are in Appendix B. The 
Occupants should approach them direct to negotiate on the details. 

INTERIOR DESIGNER/ SPACE PLANNERS 

Registered Interior Designers 

Suntec maintain a list of registered Interior Designers. The list of registered Interior Designers 
is available for OCCUPANT'S Information upon request. Occupants may approach these 
Interior Designers direct for quotations and negotiations on other details. Other Interior 
Designers may be considered. However, this is subject to Suntec's prior review of these 
designer's credentials. 

GENERAL FITTING-OUT CONTRACTORS 

Suntec maintain a list of registered fitting-out contractors. The list of registered fitting-out 
contractors is available for Occupant's Information upon request. Occupants may approach 
these contractors direct for quotations and negotiations on other details. other fitting-out 
contractors may be considered. However, this is subject to Suntec's prior review (for 
contractors that are debar from working in Suntec City). 

MECHANICAL (M & E) CONTRACTORS 

Inhouse Fire Protection System Contractor 

To maintain the system design integrity and the consistent fire safety standards, Suntec has 
for the fire protection system, occupants are therefore required to engage the base Fire 
Protection System Contractors to carry out the fitting out woks: 

Fire Fighting Protection - Office 
(ie. Sprinkler Work) 

Chubb Singapore Pte Ltd
1. Mr. Gary Ho Soo Twang (Account Manager)

Mobile no: 9693 1827
 Email address: gary.ho@chubb.com.sg

2. Mr Jason Teo (Operation Manager)
Mobile no: 9862 1404

 Email address: jason.teo@chubb.com.sg
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II SUBMISSION OF DRAWINGS 

1.0 OVERVIEW 

1.2 

1.3 

1.4 

The Occupant shall submit their Fitting-out Drawings in phases; Preliminary Phase and Final 
Phase. The submission procedure is summarised in Table 1. 

Drawing Size 

In each submission, the drawings shall be uniform sizes of AO, A 1 and A2. The drawings shall 
be in metric scales of 1:10, 1:20, 1:50, 1:100 and 1:200. Following the Building Authorities' 
guidelines, there shall be a title block at the bottom right hand corner of the drawings, giving 
full information on the location of premises and the Occupant's name and address. 

Number of Copies 

Each submission shall consist of one (01) set of black or blue line prints of AO and A 1 size. 

Improper and / or incomplete drawings will not be entertained or endorsed by Suntec and 
Suntec shall not be responsible for any delay in the fitting-out works and / or commencement 
of Occupant's business operations as a result of non-compliance. 

Routing of submissions 

The submissions shall be made to the Facilities Management & Customer Services 
Department of APM Property Management Pte Ltd. (Located at the MCST Office, Suntec 
Tower Four, #B1-65). 

1.5 Approval from Building Authorities 

1.6 

1.7 

The Occupant is not allowed to start Fitting-out Work after obtaining Suntec's endorsement to 
their Drawings without a valid Permit to Work. They must also submit Drawings to the Building 
Authorities for approval within 21 days after completion of work for MAA (Minor Addition & 
Alterations). If there are comments and amendments from the authorities, the Occupant's 
Consultants shall be responsible to the Occupant to follow up and comply. 

Changes after Suntec's Comments 

Any changes required after Suntec's comments on the Drawings must be re-submitted to 
Sun tec for further comments. 

As-built Drawings 

Upon completion of fitting-out work, the Occupant is required to submit to Suntec with 02 sets 
of paper prints of architectural and 03 sets of mechanical and electrical "as-built" drawings for 
records. 
"As-built" drawings to be submitted with PE/LEW endorsement:-
1. As-built drawing for Electrical (electrical and power layout) and Single line drawing
2. As-built drawing ACMV and balancing report
3. As- built drawing for fire protection and FSSD Certification
4. As-built drawing for plumbing (with installation of wet pantry)
5. Any other drawings if required
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TABLE 4: Guide to Occupant's Work (Sanitary & Plumbing) 

ITEM SUNTEC'S 

PROVISION 

Cold Water Supply Supply to toilets in common areas 

Drainage Floor traps and drainage in common toilets 

Toilet Toilets in common areas 

Cleaners' Room Common areas 

TABLE 5: Guide to Occupant's Work (Fire Protection) 

ITEM SUNTEC'S 

PROVISION 

Sprinkler System Sprinklers within ceiling 
void and office areas. 

Wet Risers / Hose Reels According to SCDF / 
(FSB's) requirement. 

Portable Fire Extinguisher Common Areas only. 

Fire alarm Common Areas. 

OCCUPANT'S WORK 

Any addition / alteration 
of sprinkler to suit layout. 
However, a charge of S
$107/ (inclusive GST) is 
payable for each 
draining of water. 

Any Alteration to the 
system. 

Any addition required by 
Building codes. 

Any addition required by 
Building codes. 
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3.5 The Right to Search 

a) To safeguard Occupant's interests Suntec reserves the right to check and search the
contents of bags or containers or any other article used to transport equipment,
building materials and debris to or from the Premises.

b) If there is any theft or mischief detected, Suntec will hand the case to the Police for
investigations.

4.0 INSURANCE 

4.1 Coverage 

The Insurance Policies that the Occupant must take are All Risk Insurance Policy (Public 
Liability coverage) for any one claim and Worker's Compensation Policy for the workers. The 
Occupant must furnish Suntec with copies of the Insurance Policy Certificates or Cover Note 
(with payment receipt) before starting work. 

Office Tower Under Suntec REIT, the insured parties are: "Occupant, Contractor, HSBC 
Institutional Trust Services (Singapore) Limited as Trustee for Suntec REIT, MCST Plan 
No. 2197, APM Property Management Pte Ltd, ARA Trust Management (Suntec) 
Limited". 

Office Tower Under Other SPs, the insured parties are: "Occupant, Contractor, MCST Plan 
No. 2197 and APM Property Management Pie Ltd". 

The insured amount are as follows: 

Cost of Fitting Out/ Renovation 

Renovation Costs >S$300,000.00 

Renovation Costs BETWEEN S$100,000.00 to $300,000.00 

Renovation Costs <S$100,000.00 

5.0 FITTING-OUT/ REINSTATEMENT WORK DEPOSIT 

5.1 Amount ofDeposit 

Insured Amount 

$3,000,000.00 

$2,000,000.00 

$1,000,000.00 

The Occupant is required to place with Suntec a refundable deposit as stipulated below: 

AREA OF PREMISES DEPOSIT AMOUNT 

Less than 5,000 sq ft $ 5, 000 
5,001 Sa ft to 10,000 sq ft $ 10,000 
10,0001 sq ft to 20,000 sq ft $20,000 
More than 20,000 sa ft $30,000 

Cheque to be made payable to "MCST Plan No. 2197'. Suntec will request for the above 
deposit to be topped up if there is excessive penalties (non- compliance of guidelines and/ or 
damages caused) before renewal of the Work Permit. 
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9.3 Spray Paint/ Works that Generate Smell and Dust 

For Spray painting, contractor needs to cover all aircon return grilles. Proper protection shall 
be taken to separate the working area. 

Spray Painting has to be scheduled on weekend. For weekdays where there are gluing/ 
repainting, the work must stop at 5am. 

Contractor to provide their own extraction fan and to discharge air into the stairwell, opened 
door at Level One and discharge to the Open space. 

All above works need 2 working day's advance notice informing Suntec's Engineering office 
(Aircon section) to arrange for purging of air. 

10.0 REINSTATEMENT WORKS (APPLICABLE ONLY TO UNITS UNDER SUNTEC REIT) 

10.1 

Unless otherwise stated, the scope of reinstatement works for office units as follows: 

Electrical 

• All wiring, cables, Distribution Board and switchboard to dismantle.
• Incoming cables from Electrical Riser to dismantle.
• Non original light fittings to dismantle and reinstate back to original one.
• To reinstate all approved flooring metal covers to original positions.
• All telephone and data cables to be removed.
• To arrange Service Provider(s) to remove incoming fibre optic cables (if any).
• To dismantle the security alarm and CCTV systems.
• To reinstate the PA speakers to original position as specified in the drawing provided,

come with testing to ensure all speakers are in working condition.
• To maintain existing Singtel/M1/Starhub antennas at their current positions.
• To supply, install, test and commission one (1) no. of maintained fluorescent exit light

fitting c/w 2-hour rating emergency power pack and one (1) no. of non-maintained
emergency light fitting c/w 2-hour maintenance-free battery and accessories inclusive of
all associated FR/FRT wiring and all accessories at each exit access. The lighting
point(s) shall be tapped from the existing emergency lighting circuit(s) along the common
corridor.

• All decommissioned KWH meters shall be returned to the relevant Authorities.

10_2 Aircon 
• To dismantle the independent aircon system
• To dismantle the four way aircon diffuser/ addition VAVs and reinstate back to original

ceiling condition.
• To reinstate the landlord aircon system and return diffuser.
• To dismantle meter and water pipe for the aircon system internal unit to AHU room.

• To provide air flow readings

10.3 Plumbing

• Water pipe and drain pipe for wet pantry to be removed totally and plug off.
• All decommissioned water meters shall be returned to the relevant Authority.
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10.4 Fire Protection 

10.5 

• For reinstatement of fire protection system, you are required to engage our nominated 
contractor, Tyco Services Singapore Pte Ltd (Gary Ho@ 9693 1827) Email : 
gary.ho@chubb.com.sg 

Building Floor 

• To strip bare all finishing and to remove all stains accordingly. (cement with smooth
finishing screed). Concealed floor trunking and end caps must be in place.

• To dismantle and make good furniture & fittings including terminations at water and waste
pipes.

• To dismantle raise floor/ carpets/ tiles and reinstate to original floor condition (cement
screed); concealed floor trunking and end caps must be in place

10.6 Wall/ Door/ Partition 

• To remove all wallpaper, partition, door, baffle partitions, and to make good any damage
to walls. Walls are to be painted with 2 coats of approved white emulsion paint.

• To paint the interior wall in white colour
• To hoard up the main entrance with grey door. Door lock & closer to use" Hafele" brand
• To make good, sand down and re-spray window sill.
• To dismantle and remove all partitions, partition doors, main entrance door, cabinet,

furniture, all fixtures include certain false ceiling that is not original provision by the
landlord (the tenant's false ceiling should be reinstate to landlord's provision ceiling
boards)

• To dismantle the curtain blind and seal the unplugged holes.
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For Hafele lronmongeries specifications for Standard timber door -
The details as follows: 
a. Door closer - TS4000
b. Door hinge - Hafele 4 inch , base 304
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c. Door cylinder - Hafele
d. Door handle - Hafele

10.7 Ceiling 

10.8 

10.9 

10.10 

• To remove fiber plaster ceiling( if any) and reinstate to landlord's original ceiling system,
as in accordance to landlord's drawing

• To replace any damaged or worn out ceiling boards/grids. Example of worn out ceiling -
holes, discolored, broken, with white patching, etc
(Brand: Armstrong-Cirrus #574 Slim Cirrus, 600mm x 600mm x 3/4inch/SE).
Chip Soon Aluminum Pie Ltd
NO 54 & 56 Bendemeer Road Singapore 339 936
Tel: 6292 0203
Contact Person: Mrs Phua/ Melvin

Paint Code/ Carpet Specifications / Ceiling Board  (Non- Renovated Floors at Tower 2 and 3) 

• Paint codes for common corridor of office towers only
Tower 1, 2 and 5: Nippon 0005: Vinyl silk barley white 
Tower 3 and 4: Nippon 006: Vinyl silk lily white 

• Common Corridor Floor Carpet

Supplier: Arista Interior Decor Pte Ltd

625 Aljunied Road #02-05, Aljunied Industrial Complex Singapore 389836

Tel: 6748 3333    Contact Person: Terry 9126 4318 (terry@arista.com.sg)

Brand: Shaw          Style: Peto II 26 Tiles 59371

Colour: 71455 Bluegrass Jazz

• Ceiling Board

Supplier: Chip Soon Aluminum Pie Ltd 
NO 54 & 56 Bendemeer Road Singapore 339 936 
Tel: 6292 0203 
Contact Person: Mrs Phua/ Melvin 

Brand: Armstrong 
Detail: #574BM Slim Cirrus, 600mm x 600mm x ¾ inch/SE 

Setting off for Office units inter-tenancy wall 

The taking off of the floor area has to be done by you. As a general guideline: 
The end of the partition wall should finished and flushed with the window mullion. In the 
event if this is impossible, a kink should be constructed and finished to the nearest 
window mullion. 

Construction Method of office unit inter-tenancy wall 

* 105mm thick, single layer of 15mm 1 hour fire-rated gypsum board & insulated with 80kg/m3 
rockwool.

* 600mm x 300mm Z-shaped return air transfer duct above the false ceiling, comprising of internal 
insulation with rockwool, black tissue and aluminium sheet, including supports, hangers and 
brackets  (2 nos. per inter-tenancy wall, subject to site feasibility, alternative proposals subject to 
approval by the Landlord)

* Minimum 2-coat white painting to both sides of the inter-tenancy wall for wall surfaces below the 
false ceiling
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Ceiling board installation for inter-tenancy wall as follows: 
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12.3 

12.4 

13.0 

13.1 

13.2 

13.3 

14,0 

14.1 

15.0 

15.1 

The Tower's Service lifts will be available to transport equipment and materials. When using 
these lifts, the Occupant's Contractors must follow Suntec's approved delivery schedules and 
must not exceed the lifts' load capacity limit. The Contractors or their workmen are not 
allowed to use the passenger lifts for this purpose. 

Toilet 

A designated toilet will be available for the Contractor's use. Occupant's Contractor must 
ensure that this facility is not misused and shall ensure that it is clean at all times. Suntec 
reserves the right to withdraw the facility. Any Contractor or workmen found urinating and / or 
defecating in any area other than the toilet will be barred from the site. 

Accommodation for Workers 

No worker is allowed to dwell at the site or at the Premises. Please notify Suntec City 
Management if you have a station security guard deployed. 

DEBRIS REMOVAL AND OFFICE CLEANING 

Debris Removal 

The Occupant's contractor is required to make use of the central debris removal services 
provided by Suntec for which he will be charged a fee. The Occupant's contractor shall 
arrange to convey the fitting-out debris to the open top container, provided at basement level, 
which will then be removed by Suntec's contractor. 

Debris Removal Fee /subject to review) 

Renovation Work debris contractor: 
800 Super Waste Management Pte Ltd
Contact Person 
Ken Ong: 9785 6800 

Cleaning 

The Occupant's contractors are required to carry out cleaning to all affected common areas 
including corridors, ceiling, toilets, storerooms, lobbies and walkways as and when these 
areas affected by the fitting-out work. 

FLAMMABLE OR DANGEROUS MATERIALS 

Contractor's Responsibility 

The Occupant shall obtain prior permission from Suntec to use or keep at site flammable or 
dangerous materials. These materials must be properly kept and stored with all necessary 
precautions. 

SCAFFOLDINGS 

Contractor's Responsibility 

The Occupant shall obtain Suntec's prior approval before erecting the scaffolding. 
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16.0 

16.1 

16.2 

16.3 

16.4 

17.0 

17.1 

POWER TOOLS AND MACHINERY 

Contractor's Responsibility 

The Occupant's contractor must inform Suntec in advance of any heavy electrical equipment 
or machines that are to be brought to the site. If approved, the assembly of machinery shall 
be completed before they are brought to site. 

Power Tools 

If power tools are used, they must not exceed 5 amp. 

Welding 

The Occupant's contractor must obtain Suntec's approval before carrying out welding works. 
A 'Hot Works Permit' is needed for welding work. Should the contractor need extension of the 
permit, they need to renew the permit on a daily basis. The Contractor must arrange for prior 
notification to isolate the fire detector system. During the welding, the Contractor must provide 
sufficient fire safety precautions (ie. standby 2 extinguishers -dry powder type and other fire 
safety measures) as required by Suntec. 

Fire Protection System (ie. Sprinkler System) 

The fitting-out work may include re-location of the sprinkler pipes / heads. The Occupant's 
Contractors shall give at least 2 working days' advance notice to Suntec before the sprinkler 
system is drained. During the work period when the system is drained, the Contractor shall 
provide fire extinguishers and other safety measures as required by Suntec. Suntec 
will impose a Water borne fees of $107/ (inclusive GST) has to be paid to MCST 2197 per 
draining & recharging of sprinkler water at Suntec City / Tower. Payment can be made by 
cheque payment or fast payment for recovery of water charges due to draining and for 
re-charging of the sprinkler system. All re-charging must be completed by 6pm on the 
same day and additional charges may be imposed if extension of time is require, subject 
to Suntec's approval. 

All new sprinkler installation to submit to Authorities for approval and forward the As- built 
drawings to Suntec. 

UPON COMPLETION OF WORK 

Joint Inspection of Premises a) The Occupant shall notify Suntec for a joint-inspection to verify that the fitting-out
work has been completed satisfactory. During this inspection, the ceiling shall be left
open.

b) The Occupant shall rectify defects pointed out and act on comments made during this
inspection.

17.2 Documentation 

The Occupant shall submit to Suntec: 

b) A certificate from his Architect or Designer or Contractor stating that all works have
been completed as per approved drawings. Actual fitting-out period is to be
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APPENDIX B 

For Reference Only: 

A&A or MAA (Minor Addition/ Alterations) Submission to SCDF (FSB) 

Team Design Consultants Mr Har Choong Meng 
Hp : 9368 9815

Consultation on Placement of Compactus/ Safe/ Coring/ Hacking Works 

Mega- Consult 

TEG Engineering 

Base Fire Protection System Contractor 

Fire Fighting Protection - Office 
(ie. Sprinkler Work/ FM200 / 
Novec 1230 / Kitchen Gas 
Suppression & FSSD 
Submission) 

Suntec City Office Fitting Out J Renovation Manual Version 12 (Updated August 2015) 

Mr. Dennis Chin 
Hp: 9675 1209 

Mr. Teoh 
Hp: 9030 7491 

Chubb Singapore Pte Ltd
28 Teban Gardens Crescent  
Singapore 608926 
Tel: 66292 8421  
Fax: 6298 7310





















APPENDIXE 

SUNTEC CITY OCCUPANTS FITTING OUT CHARGES 

Reimbursement of Electrical Charges (Office Tower) 

Areas of Occupant's Premises Charge per Day 
(During fitting out} 

1. Not exceeding 5,000 ft2 $10 per day 

2. 5,001 -10,000 ft' $20 per day 

3. Exceeding 10,000 ft' $40 per day 

Reimbursement of Water Charges 

Office premises 

Sprinkler Works (Drainage & Charging of water) 

Office premises 

Charge per Day+ 

(Business starts} 

$20 per day 

$40 per day 

$70 per day 

Charge per month 
(During fitting out} 

$50 per month 

One Time Charge 

Water borne 
fees of $107/ 
(inclusive GST)  

For 3 Phase 

$100 per day 

$150 per day 

$200 per day 

Charge per month+ 

(Business starts} 

$100 per month 

+ Rates levied after business one month commencement of business/ occupation will be based on
TWO times the above rates to deter occupants from delaying in their application of PowerGrid
meter

All Above subject to GST 

Suntec City Office Fitting Out I Renovation Manual Version 11 (Updated August 2015) 1/1 







rachaelang
Stamp



Work Permit (Ver. 5.1) – W.e.f  27 June 2018 Page 1 of 3 

THE MANAGEMENT CORPORATION STRATA TITLE PLAN NO. 2197 (SUNTEC CITY) 
. 

 
 Da 

 

In accordance to the Workplace Safety and Health Act, all applicants must attach a copy of their Risk 
Assessment if any for the work to be carried out, with this Work Permit. 

* Delete where applicable 

(A) – PARTICULARS

Name of Tenant / Company Stamp : Name of Applicant (Authorised Contractor): 

Contact person: Contact person: 

Contact nos.:    (O)    (HP) Contact nos.:  (O)    (HP) 
Email : Email: 

(B) DETAILS OF WORK

Nature of work: Duration of work: 

Date: From ________________ to ________________ 

Time:  From ________  am / pm  to ________ am / pm 

Location of work: (Please tick the appropriate box) 

 Suntec Tower * 1 / 2 / 3 / 4 / 5    Unit No. ______________ 

 Suntec City Mall / Retail Tower   Unit No. ______________ 

 Basement * 1 / 2   Colour Zone: ______________________ 
 Near Pillar No.: ____________________ 

 Others, please state details _________________________ 
 _______________________________________________ 

NB: To enclose location plans for works to be carried out in the 
basement carpark and open space. 

Type of key(s) required (if applicable): 

 Work at Heights (Please tick the appropriate box)

         Yes (to submit separate WAH Permit) No 

Hot work (Please tick the appropriate box) 

         Yes (to submit separate Hot Work Permit) No 

NB:   2 nos. of Dry Powder Fire Extinguishers are to be 

provided at hot work site at all times.

(C) DECLARATIONS

1. TO BE COMPLETED BY APPLICANT (AUTHORISED CONTRACTOR):

I declare that the above information given by me is true and accurate. I fully agree to abide by all terms & conditions and further undertake to be fully 
responsible for the fire safety of the area which has been isolated as a result of the above-mentioned work. 

Signature: __________________________________________ Date: ______________   HP No. __________________ 

Name (as in Identity Card / Passport): _________________________________ NRIC / Passport No.: _____________________ 

(D) FOR OFFICIAL USE ONLY:
SPECIAL INSTRUCTION(S) TO:  * CENTRAL FCC   /   FCC  *  1   /   2   /   3   /   4   /   5   (* please circle as appropriate)

To isolate smoke detectors at __________________________________________________________________________. 

 To isolate flow switches at ____________________________________________________________________________. 

 Others: ____________________________________________________________________________________________ 

* FM / CS / OES Department

Signature: 
Name: 
Date: 

CCS Department 

Signature: 
Name: 
Date:

(E) CHECKLIST FOR APPROVAL OF WORK PERMIT (TO BE COMPLETED BY THE APPROVING OFFICER):

NB:   Approving officers are to ensure that all necessary documents have been submitted prior to approving this work permit. 

1) Licence Agreement
2) Certificate of Insurance or Cover Note
3) Letter of Indemnity
4) PE / QP Certification
5) BCA  /  iDA Licence No.

6) FSSD Approval
7) PELU Approval
8) Risk Assessment
9) Others (please specify)

_____________________________________________

WORK PERMIT FS / PSN:
RENEWAL 

Expiry date: ___________ Expired FS/PSN: ___________ 

Submission via online PTW. Not  require to fill up this form
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TERMS & CONDITIONS 

1. The permit is valid only for the duration of the work specified above.
2. A replacement fee of S$50.00 shall be charged to the applicant for the loss of each temporary pass.
3. A penalty of S$200.00 shall be charged to the applicant for the loss of each key drawn or failure to return the key within

the same day of work, i.e. no key shall be kept overnight by any external parties.
4. A penalty of S$1,000.00 shall be charged to the applicant for each false fire alarm activated.
5. All doors to common areas shall be locked at the end of the day.
6. Duplication of keys drawn is strictly prohibited.
7. In the event of an emergency, e.g. fire alarm activation, all works shall cease immediately and notify Central FCC (Tel

no: 6825 2660) without delay.
8. The “WORKERS LIST” form shall be completed for exchange of temporary passes obtainable from B2 Loading Bay (For

Mall & Office Tower) or West wing Level 2 (For Mall) before the commencement of works.
9. All works shall be confined to within the premises and no workers shall be permitted to loiter in other areas of the

development.
10. All debris shall be cleared at the end of the day. The workplace shall be kept clean and free of hazardous materials at all

times.
11. All noisy works (e.g. drilling & knocking etc.) and work creating odour / smell (e.g. painting, carpet gluing etc.)

shall be avoided during office hours - i.e. for Office Tower: 7.30 a.m. to 7.30 p.m. daily and for Mall: 8.00 a.m. to
11.00 p.m. daily.

12. All works creating odour / smell that affecting other tenants shall stop by midnight and purging shall continue till 6.00
a.m. of the following day.

13. The completed PTW with necessary supporting documents must be submitted at least three (3) working days prior to
the actual work for processing.

14. A five-full-working-day advance notice shall be given prior to carrying out any works that produce odour / smell, in order
that arrangements are being made to purge the odour / smell through the mechanical ventilation system as a secondary
measure. Contractor must provide extraction fans and flexible ducts to facilitate odour extraction at the respective floors
during and after the works.

15. Safety caps shall be provided for all compressed gas cylinders.
16. All work areas shall be properly barricaded and standard safety / warning signs (obtainable from Suntec City) shall be

displayed at all times. Workers shall also observe all industrial safety practices, particularly the wearing of safety
helmets, belts & boots etc.

17. A S$500.00 penalty shall be imposed on the applicant for each violation of items (5) to (15) as stated above.
18. All installation and subsequent maintenance / reinstatement and other costs for signs / fixtures / fittings, etc. if approved

for installation at the common areas (subject to a formal licence agreement, where applicable) shall be borne by the
subsidiary proprietor / occupier or tenant / licensee solely.

19. The applicant shall provide proof of insurance, i.e. Public Liability of S$3 million for fitting-out works above S$50,000; or
S$1 million for works S$50,000 and below, naming "The Management Corporation Strata Title Plan No. 2197 (Suntec
City) and/or its Managing Agents, APM Property Management Pte Ltd and/or ARA Trust Management (Suntec)
Limited and/or HSBC Institutional Trust Services (Singapore) Limited (as trustee of Suntec Real Estate
Investment Trust) for their respective rights and interests" as joint insured, as well as Work Injury Compensation,
when submitting this application.

20. The applicant shall also submit a Letter of Indemnity to indemnify "The Management Corporation Strata Title Plan No.
2197 (Suntec City) and/or its Managing Agents, APM Property Management Pte Ltd and/or ARA Trust
Management (Suntec) Limited and/or HSBC Institutional Trust Services (Singapore) Limited (as trustee of
Suntec Real Estate Investment Trust) for their respective rights and interests" when submitting this application.

21. This work permit does not constitute approvals to design, method statements, usage of materials / equipment
or approvals from relevant authorities whatsoever. The applicant shall be solely responsible for compliance
with all statutory requirements and regulations set out by all relevant authorities, including but not limited to
FSSD, BCA, URA, NEA & LTA etc.; and shall conform in all respects with the provisions of such laws, rules and
regulations.

22. The Applicant shall ensure full and strict compliance of the Workplace Safety and Health (Risk Management)
Regulations and the Workplace Safety and Health Act (WHSA). The Applicant shall hereby agree and undertake to
indemnify "The Management Corporation Strata Title Plan No. 2197 (Suntec City) and/or its Managing Agents,
APM Property Management Pte Ltd and/or ARA Trust Management (Suntec) Limited and/or HSBC Institutional
Trust Services (Singapore) Limited (as trustee of Suntec Real Estate Investment Trust) for their respective rights
and interests" and/or its representatives, for all claims and expenses that may arise as a result of the Applicant’s non-
compliance of the said Act and its Regulations.

23. Fitting-out deposits not claimed after six months from the completion of works shall be forfeited.
24. Others (if applicable):
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WORKERS’ LIST (To be completed by applicant) 

This is for the purpose of issuance of temporary passes. Temporary passes are obtainable from B2 
Loading Bay (For Mall & Office Tower) or West wing Level 2 (For Mall). 

Important NOTE: Please BE INFORMED that the employment of illegal workers is strictly prohibited by law. 
    Any offender will be handed over to the police immediately. 

S/N Name NRIC / Work Permit No. 

Submission via online PTW. Not  require to fill up this form
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THE MANAGEMENT CORPORATION STRATA TITLE PLAN NO. 2197 
(SUNTEC CITY) 

 
Serial No. FMCS: _________________ 

 

 

FITTING-OUT DEPOSIT RECEIPT & REFUND RECORD 
(To be completed during the submission of deposit) 

Building & Unit No.  : 

Deposit Amount : Cheque No : 

Deposit Paid By (Tenant ) : 

Deposit Refund to (“Party”) : 

Scheduled Fitting-Out Period 

(Est.) : 

 

We confirm that the deposit will be refunded to the “Party” as mentioned above.  

We agree that this deposit, after deducting all charges or penalties where applicable, will only be refunded 

when the fitting-out works and all the required submissions to MCST 2197 is completed within 2 months from 

the date of tenant’s business commencement. Failing which, MCST reserves the right to forfeit the fitting out 

deposit. Fitting-out deposits not claimed after 6 months from the completion of works shall be forfeited. 

 

 

 

 
UNIT OCCUPIER (SIGNATURE & DATE)  

Name 

Title 

 CONTRACTOR  (SIGNATURE & DATE) 

Name 

Title 

Company & Address  

 

 

 
 

 Company & Address 

 

For MCST 2197 (Suntec City) use only: 

  Acknowledgement for receipt of above mentioned cheque by: 

Facilities Management  Finance Dept (MA)  Finance Dept (MA) 

     

Name, Initial & Date  Name, Initial & Date  Snr Mgr, Name Initial & Date 

 Approval for Refund / Forfeiture by: 

Facilities Management  Finance Dept (MA)  Finance Dept (MA) 

     

Name, Initial & Date  Name, Initial & Date  Snr Mgr, Name Initial & Date 
 

 



 

RENOVATION DEPOSIT REFUND FORM 

Terms and Conditions: 
1. The tenant/ contractor are required to submit all the drawings/ documents to the MCST Office. Incomplete 

submission will not be accepted. 
2. A joint inspection with the MCST’s Engineering Dept will be arrange after the receipt of all drawings/ documents 
3. The renovation deposit will be refunded only upon the rectification of all defects highlighted by the MCST 
4. The renovation deposit refund form is to be submitted to the MCST office within 1 month after the completion of 

the renovation, failure which the deposit will be forfeited.  
 

A. PARTICULARS 

Name & Address of *Subsidiary Proprietor/Occupier/ Tenant: 
 

Name & Address of Applicant (Authorised * Designer/ 
Contractor): 

Contact Person: Contact Person: 

Contact No:                                (O)                                (HP) Contact No:                                (O)                                (HP) 
B. DETAILS OF WORK 

Nature of Job: 
 

Suntec Tower  * 1  /  2  /  3  /  4  /  5  Unit No: #__________________ 

C. Please submit the following drawings with PE /LEW endorsement to MCST office 

Description Y / N / NA Remarks 

1. Electrical   

a) Single line drawing with LEW endorsement   

b) Lighting layout plan with LEW endorsement   

c) Power layout plan with LEW endorsement   

d) CS3 Form / SP services Electrical test report   

2. ACMV   
a) As-built drawing for ACMV 

(Include all ducts, additional FCU location and specifications)   

b) Air flow readings    

3. Fire Protection   

a) As-built drawing for Fire Protection System with PE endorsement   

b) FSSD certification   

4. Plumbing and Sanitary (If Any)   

a) As-built drawing for plumbing and sanitary c/w private meter with 
Licensed Plumber endorsement   

b) Pantry system specification   

5. Others   

a) PA system layout plan (incl Building PA speakers)   Alternatively, to indicate on lighting plan / 
reflected ceiling plan 

b) Engraved tag at riser stating Company Name & Unit #   

c) Engraved tag at DB (ELR Setting) (if applicable)   

d) Antennal layout plan (if applicable)   

Submitted By: Received By: 

Signature: 
Name: 
Date: 

Signature: 
Name: 
Date: 

  



 

Updated 1 June 2017 

Suntec Tower  1  /  2  /  3  /  4  /  5  Unit No: # _____________________ (SP / SR Unit) 

 

For Office Use Only 

1
st

 Site Inspection Date & Time 
 
 

Representatives Defects/ Outstanding Works 
Refund 

YES NO 

Common Area 

Name & Signature:  
 

 
 

  

ACMV 

Name & Signature:  
 
 

  

Electrical 

Name & Signature: 
 

 
 

  

Fire Protection System 

Name & Signature: 
 

 
 

  

PA Speakers 

Name & Signature: 
 

 
 

  

Plumbing and Sanitary (if any) 

Name & Signature: 
 

   

For Office Use Only 

2
nd

 Site Inspection Date & Time 
 
 

Representatives Defects/ Outstanding Works 
Refund 

YES NO 

Common Area 

Name & Signature:  
 

 
 

  

ACMV 

Name & Signature:  
 
 

  

Electrical 

Name & Signature: 
 

 
 

  

Fire Protection System 

Name & Signature: 
 

 
 

  

PA Speakers 

Name & Signature: 
 

 
 

  

Plumbing and Sanitary (if any) 

Name & Signature: 
 

   

 

**TO PROCEED WITH REFUND OF THE RENOVATION DEPOSIT:     YES   /   NO 



Basement 2 
Loading / Unloading Bays 

OT5 
BC1 

OT1 

OT2 

BC2 

OT3 

OT4 
LIFT 
4104 

LIFT 
250 

LIFT 
149 

LIFT 
 

LIFT 
384 

LIFT 
525 

Legend: 

Bin Centre 

OT 

BC 

Office Tower 

Delivery Route 

LIFT 
Office Tower 
Service Lift 
number 

Loading / 
Unloading Bay 

Security Pass 
Exchange Post 

Max  2m / 2.2m From 

This Point Onwards 

Appendix C 
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Typewritten Text
OTC Holding Area -
B2 Loading Bay (Pillar Y38 & Z37)

Permitted Hours: 10pm to 6am 
		  (to clear out daily)

Please notify management of details (date & duration) upon confirmation. 






