Off Airport Land Lease - Checklist

Lease #: <insert lease #>         Location: <insert location>  Facility: <insert facility>
 Property owner contact data (Place adhesive label on front of folder)

	Section 1 - Lease Contract Documents
	Required
	Not Required
	In File

	Executed Lease Document
	
	
	

	Supplemental Lease Agreement
	
	
	

	Notary Acknowledgement
	
	
	

	Recording Documentation
	
	
	

	Ownership Verification/Tract/Title Search
	
	
	

	Corporate Certificate
	
	
	

	Evidence of Authority
	
	
	

	Death Certificates
	
	
	

	Transfers of Ownership
	
	
	

	Estoppel Certificate(s)
	
	
	

	Assignment of Rents
	
	
	

	Right of Entry Permits
	
	
	

	Previous Leases
	
	
	

	This Checklist – Off Airport Land Lease - Checklist
	
	
	

	Land Lease Review Checklist
	
	
	

	Section 2 - Financial Records        
	Required
	Not Required
	In File

	PRISM Purchase Order
	
	
	

	Verification of Vendor setup in DELPHI: NOTE Do NOT keep copies of Vendor entry worksheet, Vendor Misc form or optional W-9 form in file as they contain sensitive personal information. 
	
	
	

	PRISM Purchase Requisition
	
	
	

	PRISM Modification
	
	
	

	PRISM Request for Modification
	
	
	

	Lease Determination Form
	
	
	

	Verification of Lessor in CCR (Print Out) or documentation of exemption from CCR
	
	
	

	Approved Exemption from EFT, if applicable 
	
	
	

	ATO Business Case
	
	
	

	Sections 3 & 4 - Correspondence/Communications
	Required
	Not Required
	In File

	Formal letters, memo's, E-mails             
	
	
	 

	Section 5 - Support Documentation
	Required
	Not Required
	In File

	REMS  (Real Estate Management System) 610 Detail  Report
	
	
	

	Scan Lease into REMS- show record
	
	
	

	RETS (Real Estate Tracking System) Notes
	
	
	

	Advertisement
	
	
	

	Negotiator Report
	
	
	

	Lease vs Purchase Analysis
	
	
	

	Appraisal Contract/Market Survey
	
	
	

	Survey Contract/Legal Descriptions/Restricted Areas
	
	
	

	EIS/FONSI
	
	
	

	EDDA (Environmental Due Diligence Audit) or signed exemption (Legal and Environmental)
	
	
	

	RDA (Rural Development Act) Form
	
	
	

	Legal review – Sole Source Acquisition>$10,000; Total Value>$100,000
	
	
	

	Legal Review - Deviation from Standard Lease Clauses
	
	
	

	Section 6 - Drawings / Misc.
	Required
	Not Required
	In File

	Drawings, Misc.
	
	
	


 

Lease file checklist prepared by ____________________      Date: __________________

 

Lease file reviewed by ___________________________      Date: __________________

1.3.5 Off-Airport Land Lease File Checklist
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