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Welcome to Vasakronan! 
 

We look forward to welcoming you as a tenant, and we are now making sure everything is in order in your 

premises. We are also making adaptations for your business as agreed in the contract. So the only thing you 

need to think about is the next step, the move itself. 
 

Renovations 

If we have agreed to adaptations of the premises, to be carried out by us, our internal project managers will 

have accepted and begun this work. The project manager will feed back to your contact if there are any 

queries. It is important that you assist us by responding promptly on decisions that need to be made on the 

renovation. Late responses and decisions will delay the renovation work and, thereby, the probability of your 

moving into the premises on time. 
 

Moving in inspection 

Before you move in, there will be an inspection and inventory where we will together review the condition of 

the premises. The details from this inspection will form our joint documentation used to compare the state of 

the premises if/when you decide to move out. At this point we will also hand over the keys. We will be in 

contact with you to arrange a moving in inspection. 

 
Moving in 

Before moving in, there is a lot to think about. To make it a bit easier, we have put together a checklist of the 

most common items to think of before the move (see next page). 
 

When the move is approaching, we will help you book load lifting machinery and inform other tenants in the 

building about your moving in, as it may be crowded and messy on the day. Don’t forget to let us know about 

major work that will be done, so that we can warn the other tenants in the building. Note that disruptive 

works may not be carried out during office hours. 
 

If you intend to carry out major renovations, you must first obtain written permission from us. This is so that 

we know exactly what work will be done, whether the work will impact the building and the property, and if 

so, how. 
 

We will put up information signs in entrances, lifts and stairwells that will remain on site until your arrival. 
 

Servicing activities 

Vasakronan has several partners who supply servicing activities to make your daily life as simple as possible. 
 

 Office or store services from Coor 

 Electricity contract from Energi Sverige 

 Internet and IT services from Excanto 

 Waste management from Ragn-Sells 
 

More on their services, how you can order, plus contact details, can be found in the Servicing Activities tab, 

under Rental Tenant Info on www.vasakronan.se. 

http://www.vasakronan.se/


 

Vasakronan AB (publ) | +46 (0)8 566 205 00 | vasakronan.se | Mäster 
Samuelsgatan 56 

| Box 30074 | 104 25 Stockholm | Corporate ID No. 556061-4603 

Moving-in meeting 

When you have moved into the building, we will meet you for a moving in discussion, where the property's 

customer team will come to the premises and explain more about the property, the premises, who we are 

and how we can help you during your rental period. The meeting will cover the following: 
 

 Access with keys, codes and cards 

 List of responsibilities in terms of maintenance and replacements 

 Climate control in the premises (tips and advice) 

 Supplier and service activities in the building 

 Tour of the recycling and waste areas 

 Cycle storage, car parking, pool cars 
 

In larger premises there will be a lot of waste that needs to be managed. Your waste may contain both 

hazardous and valuable substances. By sorting your waste, the undesirable material is safely dealt with and 

anything recyclable is sorted as such. Precisely sorted waste protects both people and the environment, and 

saves our energy and natural resources. We can help you with signs for waste containers in the premises to 

ensure a high level of waste sorting and recycling. 
 

Information for tenants 

Even before you move in, you may of course have many queries. There are many ways to get answers. 

Contact us or read more about what we can help you with, under Tenant Info (Hyresgästinfo) at 

www.vasakronan.se. You can find more specific information about the property you are moving in to. Tenant 

info is also available as an app. 
 

Most of what you need to know as a rental tenant can be found on the website, such as tips before moving, 

various servicing activities that we offer, and what we can help with during your rental period. There are also 

loads of good tips and information on making environmentally-friendly choices for your business, what you 

can do to reduce your energy usage, how to get going with recycling, and much more. 

 
The Tenant Info app (Hyresgästinfo-appen) provides more specific information about the property you have 

moved in to. Just search using your address to find everything you need, for example: 

 Contact details for your customer team and customer service 

 Forms to report problems 

 News on what’s going on in the building 

 Information about the property: available services, environmental 

area, security and access, and more 

 Information about the premises: data, telephony, IT, indoor air conditioning, and more 

 Local public transport, cycle and car parking, car pool, and more 

 
Reporting faults 

In the rental contract under the chapter Responsibilities, you will find the division of responsibilities for 

maintenance and operation of the premises, i.e. what Vasakronan is responsible for and what your 

responsibility is. If there is a fault in the premises or building that is down to Vasakronan to resolve, simply 

report it in one of the following ways: 
 

- via our website form www.vasakronan.se/felanmalan 

- via our Tenant Info app (Hyresgästinfo-appen) 

- via e-mail to kundtjanst@vasakronan.se 

- via telephone +46 (0)8 566 20 600 (24/7) 
 

Feel free to get in touch with us if you have any questions. Welcome to Vasakronan! 

http://www.vasakronan.se/felanmalan
mailto:kundtjanst@vasakronan.se


 

 

Checklist before moving in 
 

 Moving  Locks, alarm and monitoring 

 Sort out what is to be moved with you to the 
new premises 

 Fitting your own lock cylinders 

 Sort out what can be reused and recycled  Sign the contract for any security monitoring 
 Book a moving firm (we recommend 'Grön 

flytt' that you can read more about at Rental 
Tenant Info) 

 
Install CCTV cameras and burglar alarms 

 Book waste collection from your current and 
new 
premises 

 
Arrange keys, codes and cards for employees 

 Ensure everything has been reset in your old 
premises 

 Sign the necessary insurance documents 

  
Daily life at the office 

  
Data and telephony 

 Order waste containers and signs for the kitchen 
area 

 Create network for data communication in the 
premises 

 Sign cleaning contract for the premises  Order subscription for data communication 
 Sign contracts for plants and their care  Create network for telephony in the premises 
 Sign contracts for coffee machines, fruit 

deliveries, etc. 
 Order subscription for telephony 

 Sign contract for office materials  Order phone number for door phone 
 Sign contract for flooring   
 Sign contract for paper recycling   
 

Change of address, business cards and post 
 

Fire 
 Inform the necessary parties of your change of 

address 
 Install fire alarms and evacuation alarms 

 Order new business cards, office materials, etc.  Nominate a fire marshall and safety officer 
 Update the address on external 

 information materials and your website 
 

Set up an evacuation plan and signs in the 
premises 

 Review mail deliveries and management (PO 
box/post box) 

 Install the appropriate fire extinguishers 

  
Signage on the facade 

  
Other 

 Contact Vasakronan for options for 
sign placement contracts for the facade 

  

 Send proposal for the design of sign(s)   
 Apply for building permit for signs and 

associated items 

  

 Order signage   

 


