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Policy OR Guidance: This is a new Small Lease Form with updates to the space matrix and space guidance #19, Documents Section.

Affected Section/Text Location:  The Small Lease Form would be placed under the Space Lease Form section.  Also note updated changes to Space Matrix and paragraph #19, Documents, in Space Guidance to reflect current documents required for lease acquisitions.

Summary of Change:  This is a new Small Lease Form for the real estate acquisitions under 3,000 square feet or less than a year.

Reason for Change:  Currently only have template for larger lease acquisition and needed to address the needs of small lease acquisitions for the real estate contracting officer.

Development, Review, and Concurrence:  This was developed with region real estate, AXX-50s, input and review and concurred by AGC-520, Emmett Fenlon. 

Target Audience: This clause will affect the AXX-50s, real estate contracting officers.

Potential Links in FAST for the Change:  In the clause we have made a request to link to the full version of the Contract Dispute clause and Protest clause and link to Space Lease Form for clauses incorporated by reference.

Attachments: Below is the list of attachments and changes:

· Small Lease Form – new form

· Space Matrix – shows changes to Small Lease column with appropriate designations for usage.  Also shows change to ON/OFF lease column to Standard Lease column.

· Space Matrix redline - shows redline changes to Small Lease column with appropriate designations for usage.  Also shows change to ON/OFF lease column to Standard Lease column.

· #19 Space Guidance update redline – updated redline language on usage of space forms.

· #19 Space Guidance update – updated language on usage of space forms

Briefing Planned:  No
ASAG Responsibilities:  None

	GUIDANCE 

	Real Property and Facilities /  Real Estate Guidance/ Space Acquisition Guidelines


19.Documents 
The following documents/formats are provided to assist in space leasing actions.

a. FAA Expedited Small Lease - The expedited small lease consists of clauses derived from the standard Space Lease and Attachment A. the two (2) page (front and back) document titled "Federal Aviation Administration Lease For Real Property". Also, to be attached to this document is the clause "Electronic Funds Transfer (EFT) Payment" and "Vendor/Miscellaneous Payment Form". The expedited small lease document does not provide all of the protections associated with housing personnel for long periods of time or clauses designed to contractually protect the FAA. This should be used for small blocks of space, typically approximately 3,000 square feet or less, or short term (i.e., approximately 1 year). Additional clauses may be added as determined by the RECO.

b. FAA Standard Space Lease - This document is generally suitable for existing buildings and new lease actions with non-complex requirements. On large, complex, or new construction the standard space lease with the GSA lease package should be considered for use. The standard space lease may consist of the following documents: 

· Federal Aviation Administration Lease For Real Property Space Lease Form- Mandatory 

· Attachment A - Mandatory (See clause matrix) 

· Electronic Funds (EFT) Payment clause - Mandatory (See clause matrix) 

· Certification of Seismic Compliance – Mandatory
· Vendor/Miscellaneous Payment Information Form ? - Mandatory 

· SFO Cover - Optional 

· Space Solitication Information SFO Instructions - Optional 

· Lessors Annual Cost Statement with instructions - Optional 

· Proposal To Lease Space - Optional 

c. Facility Security Checklist - The purpose of this checklist is to ensure that the security requirements are considered at the beginning of the space planning process – Optional

d. Rural Development Act Checklist - Check appropriate reason for not considering location in rural area. However if the RECO would like concurrence from the program office, they can get the program office to sign the checklist when site selection is based upon program needs.

c e. Space Lease Clause Matrix - This document lists dated space lease clauses with legend and prescription on appropriate use. See legend for definition of mandatory, recommended and optional.Those clauses designated as "mandatory" may be modified or deleted only with approval from legal counsel.

d f. Safety and Environmental Checklist - This form should be used when the local municipality does not provide occupancy permits. In those situations that the FAA is unable to obtain a completed form from the lessor/offeror the RECO may complete the form for the lease file however, in this situation the FAA has assumed the responsibility for accuracy. RECO's may use this form in any space leasing action. 
e g. Space Action Summary - This document provides a format in which to document the rational for an award. - Optional

f h. Space Market Survey - This document provides a format in which to document information obtained at each location visited during a market survey. – Optional

i. Space Requirements Questionnaire - The purpose of this questionnaire is to gather as much information as possible at the beginning of the space planning process – Optional.

j. Supplemental Lease Form (SLA) – This document is used for adding supplemental lease agreements to existing lease form – Optional







2 of 3

