LAND LEASE AND MOA FILE REVIEW CHECKLIST

Lease #: <insert Lease Number>
Location/Facility: < Insert location/facility name>
Legend:
(R) Required – When applicable these documents shall be included in lease acquisition file.

(NR) Not Required – In general, other documents may provide useful protection for the Government but may not be required in the lease file for a particular acquisition.
(N/A) Not Applicable – If an item in the checklist is listed as required under the narrative however it is not applicable for the particular acquisition, the RECO must place a N/A and a note in the comment field stating why it is not applicable for this acquisition.

	CHECKLIST ITEM
	OFF-AIRPORT
	ON-AIRPORT
	MOA
	IN FILE
	COMMENT: State why a required item is not in file for this acquisition unless not applicable for type of acquisition.

	Section 1 - Lease Contract Documents
	
	
	
	
	

	Executed Lease Document and modifications
	R
	R
	R
	
	

	Supplemental Lease Agreement
	R
	R
	NR
	
	

	Recording Documentation
	R
	NR
	NR
	
	

	Ownership Verification/Tract/Title Search
	R
	NR
	NR
	
	

	Corporate Certificate
	R
	R
	NR
	
	

	Evidence of Authority
	R
	R
	NR
	
	

	Death Certificates
	R
	NR
	NR
	
	

	Transfer of Ownership
	R
	R
	R
	
	

	Assignment of Rents
	R
	NR
	NR
	
	

	Right-of-Entry Permit
	R
	NR
	NR
	
	

	Previous Expired Leases
	R
	R
	R
	
	

	Section 2 – Financial Records
	
	
	
	
	

	PRISM Purchase Requisition, PRISM Purchase Order, PRISM Request for Modification, and PRISM Purchase Order Modification
	R
	R
	R
	
	

	Lease Determination Form (Evaluation of Lease to Determine Accounting Treatment)
	R
	R
	NR
	
	

	Verification of Lessor set up in DELPHI financial system.  
	R
	R
	R
	
	

	Signed Exemption from Electronics Fund Transfer (EFT)  
	R
	R
	NR
	
	

	Verification of Lessor in SAM or RECO’s signed exemption of Vendor from SAM 
	R
	R
	NR
	
	

	Section 3 & 4 – Correspondance/Communications
	
	
	
	
	

	All correspondence (electronic and paper)
	R
	R
	R
	
	

	Section 5 – Support Documentation
	
	
	
	
	

	REMS Data Entry
	R
	R
	R
	
	

	RETS Notes
	R
	R
	R
	
	

	Negotiator’s Report
	R
	R
	R
	
	

	Determination to Lease/Lease vs. Purchase Analysis
	R
	NR
	NR
	
	

	Appraisal Contract/Market Survey
	R
	NR
	NR
	
	

	Survey Contract/ Legal description/ Restricted Areas
	R
	R
	NR
	
	

	EIS/FONSI
	R
	NR
	NR
	
	

	EDDA (Environmental Due Diligence Audit)
	R
	NR
	NR
	
	

	Rural Development Act Checklist Form
	R
	NR
	NR
	
	

	Legal Review - Single Source Acquisition Review/ Contracts over $10 K
	R
	NR
	NR
	
	

	Legal Review – Deviation from Standard Lease Clauses
	R
	R
	R
	
	

	CFO Review of acquisitions with contract value over $10 million
	R
	NR
	NR
	
	

	Section 6 – Drawing/Misc.
	
	
	
	
	

	Drawings, Misc.
	R
	R
	NR
	
	


Lease file checklist prepared by _________________________      Date: ___________________

Lease file reviewed by _________________________________     Date: ___________________
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