Standard Space Lease Checklist


Lease #: <insert lease number>      Location: <insert location>  Facility: <insert facility>
Legend explains the types of leases to use this space lease checklist and  what is required in the file for the different type of leases.  Please note the RECO may add notes to the comments section when something has been listed as required for a certain lease type when  it does not apply to that particular lease case.
	Type of Lease
	Symbol for Required Column
	Definition

	
	
	

	Standard Lease
	STL
	Standard Lease form for existing buildings and new lease actions with complex requirements.  Attachment A is part of the Standard Lease form which provides the requirements for the lease.

	
	
	

	Succeeding/Renewal Lease
	RL
	Succeeding/renewal lease is for a lease that will expire at the end of the current term and no renewal options remain 

	Supplemental Lease Agreement
	SLA
	Need to use Supplemental Lease Agreement for adding modifications, updates, extensions to existing lease form.  The SLA should always include any updated clauses to the base lease.

	Tower Lease
	TL
	Special provisional agreements for Air Traffic Control Towers.

(This template is under development)


 Deleted the Narrative Column
	Description 
	Required
	Not Required
	In File
	Comment

	Section 1 – Lease Contract
	
	
	
	

	Executed Lease Document 
	
	
	 
	

	Estoppel Certificates 
	
	
	 
	

	Corporate/Municipality/Limited Liability Company Certificate
	
	
	
	

	Previous Expired Leases, if applicable
	
	
	 
	

	Section 2 – Financial Records
	
	
	
	

	Lease Evaluation Determination Form
	
	
	
	

	Business Case (ATO Leases only)
	
	
	
	

	PRISM ACTIONS
	
	
	
	

	           Purchase Order/Purchase Order Modification 
	
	
	
	

	           Purchase Requisition/Request for Modification 
	
	
	 
	

	Vendor Miscellaneous Payment Form/ACH
(Automated Clearing House) Form
	
	
	
	

	DELPHI Vendor Entry Worksheet
	
	
	 
	

	FPDS (Federal Procurement Data System) Form for all cost leases over $100K
	
	
	 
	

	W-9 Form – Do we still need this?
	
	
	 
	

	Sections 3 & 4 – Correspondence/Communications
	
	
	
	

	Letter to Lessor for Acceptance of Space
	
	
	 
	

	Award Letter
	
	
	 
	

	Initial Offers and Related Correspondence
	
	
	 
	

	COR Letter
	
	
	
	

	Formal Letters, Memos, and E-mails
	
	
	 
	

	Section 5 – Support Documentation
	
	
	
	

	Justification for Delineated Area for all new leases
	
	
	
	

	Space Requirement Questionnaire
	
	
	
	

	Special Requirements
	
	
	
	

	Advertisement and Responses
	
	
	
	

	Lessor’s Annual Cost Statement
	
	
	
	

	Market Survey Form
	
	
	
	

	Solicitation For Offers
	
	
	
	

	Legal Review in writing – Sole Source Acquisition>$10,000; Total Value>$100,000/ Deviation from Standard Lease Clauses
	
	
	
	

	Chief Financial Officer Review for procurements over $10 million
	
	
	
	

	Negotiator’s Report
	
	
	
	

	RDA (Rural Development Act) Checklist Form
	
	
	
	

	ABAAS Compliance Report
	
	
	
	

	Certificate of Seismic Compliance Form
	
	
	
	

	Space Safety and Environmental Form
	
	
	
	

	Security Form 1600-77
	
	
	
	

	REMS  (Real Estate Management System) 610 Summary Report
	
	
	
	

	Scan Lease in REMS - show record
	
	
	
	

	Scan File in REMS – show record
	
	
	
	

	RETS (Real Estate Tracking System) Notes (need to do this throughout the entire process)
	
	
	
	

	Section 6 – Drawings/EDDAs/ Misc.
	
	
	
	

	Drawings, Misc.
	
	
	
	


Lease file checklist prepared by ______________________      Date: __________________

 

Lease file reviewed by ___________________________    Date: ____________________

 

In accordance with the ISO SOP for Lease Document and File review, a document and file review for conformance to FAA Policy Standards is required for all Standard and Small Leases.  The File Review needs to be dated and signed by a person who has reviewed the file, which is intended to provide a quality control check of the file for completeness.  The review is not intended to replace the judgment exercised by the contracting officer.  A second realty specialist, team coordinator/lead performs the review.
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