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Ofis Yonetim Hizmetleri

Kendi idari isler birimi olmayan ya da dis kaynakli destek almak isteyen isletmeler, ofiste 5+ kisi
calisan, 200 m2 alan ve daha buyik, ya da 1-2 plaza kati ofisler icin yonetim hizmetleri sagliyoruz.

Hizmet kapsami ve bedeli, isletmelerin asagidakilerden ihtiyaci olan hizmetler segilerek
belirlenmektedir. Her isletmenin ihtiyacina 6zel hizmet tasarimi yapilmakta ve boylece

misterilerimize esneklik ve maliyet avantaji saglanmaktadir.

Yapici-Leoteam tarafindan saglanan hizmetler,

v’ Elektrik, su, dogalgaz, telefon, internet vb. fatura takibi ve 6demelerin yapilmasi
v Aboneliklerin yapilmasi (elektrik, su, dogalgaz, internet, telefon, dergiler...)
v' Ofis temizlik hizmetleri

v Ofis aidat/kira takibi, 6demelerin yapilmasi

v Bina ydnetimi ile iliskilerin saglanmasi ve koordinasyon

v Cay/Kahve servisi (ikram hizmetleri)

v" Mutfak ekipmanlari tamir/bakim takibi

v' Ofis handyman hizmeti

v" Acil durum destegi

v Ofis yerlesim ve alan yonetimi

v/ Tasinma ydnetimi

v' Kargo/kurye takibi,

v' Kirtasiye ve gida ihtiyaclari tedarigi

v' Temizlik ve teknik malzeme tedarigi

v" Maske, dezenfektan ve tiim cesitli Covid-19 tedbirleri icin Griin tedarigi

v Resepsiyon hizmetleri

v" Danismanhk

v' Egitimler

Yapici-Leoteam ¢6zUiim ortaklarinin destegi ile saglanan hizmetler,

Ofis teknik altyapi cihazlarinin bakim hizmeti (havalandirma-iklimlendirme, zayif akim,
elektrik ve

mekanik tesisat)

Ofis alanlari 6zel dezenfeksiyon

Network yazici kiralama ve kurulum hizmeti

Ofis elektronik giivenlik hizmetleri (alarm, kamera izleme, yangin uyari)
Fiziki gtivenlik hizmeti

Tasima yemek hizmeti (covid-19 tedbirlerine uygun olarak)

Personel ve misafirler igin servis/ulastirma hizmeti

Ozel i¢ ve/veya dis alan ilaglama ve hasere kontrol hizmeti

Bitki ve bahge bakim hizmetleri

Siva boya ve algi panel tamirat isleri

Ofis tasarim dizayn ve mimarlik hizmetleri

Dekorasyon destegi/mobilya isleri/sanat

Ozel etkinlikler ve organizasyonlar
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Office Management Services

We provide management services for businesses that do not have their own administrative affairs
department, want to get external support, have more than 5 employees in the office, covers 1-2
floors in an office building and/or is more than 200 m2 in size.

The scope and cost of service are determined by selecting the services that businesses need from the
listing below. Each service is designed and tailored to the needs of the business, thus providing our
customers with flexibility and cost advantages.

Services provided by Yapici-Leoteam are:
v Follow-up of invoices and making payments for electricity, water, natural gas, telephone,
internet etc.
Subscriptions (electricity, water, natural gas, internet, telephone, magazines...)
Office cleaning services
Follow-up and making payments of office service charges / rent
Coordination and relationship with building management
Tea / Coffee service (catering services)
Kitchen equipment repair / maintenance follow-up
Office handyman service
Emergency support
Office layout and space management
Moving management
Cargo / courier tracking,
Stationery and food needs supply
Cleaning and technical material supply
Supply of masks, disinfectant and all other Covid-19 measures
Reception services
Consulting
Trainings
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Services provided with the support of Yapici-Leoteam solution partners:

Maintenance service of the technical office infrastructure (ventilation-air conditioning, low
voltage systems, electrical and mechanical installations)

Office areas special disinfection

Network printer rental and installation service

Office electronic security services (alarm, camera monitoring, smoke detection)
Physical security service

Food service delivery (in accordance with covid-19 measures)

Service / transportation for staff and guests

Special indoor and / or outdoor fumigation and pest control service

Plant and garden care services

Painting and gypsum board repair works

Office design and architectural services

Decoration support / furniture works / art

Special events and organizations
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