FILE CHECKLIST:  SPACE LEASE 

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.

Phases of Space Acquisition –  
	SPACE ACQUISITION PHASE
	DEFINITION

	Pre-Award
	Phase 1 in space acquisition prior to the lease award

	Award
	Phase 2 in the space acquisition when the lease contract is awarded

	Post Award
	Phase 3 in the space acquisition when beneficial occupancy is completed or occupancy continues under succeeding lease


	CHECKLIST ITEM
	SPACE ACQ. PHASE
	STAN-DARD LEASE
	SMALL LEASE
	SUCC-EEDING LEASE
	ANTENNA/ RACK SPACE LEASE
	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
	
	
	
	
	
	
	

	Supplemental Lease Agreement(s)
	Post-Award
	R
	R
	R
	R
	
	

	Executed Lease Document – Standard/Small Lease; Antenna/Rack Space; Attachment A
	Award
	R
	R
	R
	R
	
	

	Corporate/ Municipality/ LLC Certificate
	Award/
	R
	R
	R
	NR
	
	

	Tower Lease Agreement
	Pre-Award
	R
	R
	R
	NR
	
	

	Estoppel Certificates
	Post-Award
	R
	NR
	NR
	NR
	
	

	Previous Expired Lease
	Pre-Award
	NR
	NR
	R
	NR
	
	

	Section 2 – Financial Records
	
	
	
	
	
	
	

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

	DELPHI Vendor Entry Worksheet
	Award
	R
	R
	R
	R
	
	

	Lease Determination Form
	Award
	R
	R
	R
	R
	
	

	FPDS (Federal Procurement Data System) Form
	Award
	R
	R
	R
	R
	
	

	Vendor Miscellaneous Payment Form/ACH (Automated Clearing House) Form
	Post-Award
	R
	R
	R
	R
	
	

	Section 3 & 4 – Correspondence/ Communications
	
	
	
	
	
	
	

	Initial Offers and Related Correspondence
	Pre-award
	R
	NR
	NR
	NR
	
	

	Award Letter
	Award
	R
	NR
	NR
	NR
	
	

	Letter to Lessor for Acceptance of Space
	Post-Award
	R
	NR
	NR
	NR
	
	

	Formal letters, memos, E-mails
	Pre-Award
	R
	R
	R
	R
	
	

	Section 5 – Support Documentation
	
	
	
	
	
	
	

	REMS Data Entry
	Award
	R
	R
	R
	R
	
	

	Scan Lease in REMS - show record
	Pre-Award
	R
	R
	R
	R
	
	

	Negotiator’s Report
	Pre-Award
	R
	R
	R
	R
	
	

	RETS Notes
	Pre-Award
	R
	R
	R
	R
	
	

	Legal Review - Single Source Acquisition Review
	Pre-Award
	R
	R
	R
	R
	
	

	Legal Review – Deviation from Standard Lease Clauses
	Pre-Award
	R
	R
	R
	R
	
	

	CFO Review of acquisitions with total contract value over $10 million
	Pre-Award/ Award
	R
	R
	R
	R
	
	

	Space Safety and Environmental Form
	Award
	R
	R
	R
	NR
	
	

	Occupancy Permit
	Post-Award
	R
	R
	NR
	NR
	
	

	Proposal to Lease Space
	Pre-Award
	NR
	NR
	NR
	NR
	
	

	Lessor Annual Cost Statement
	Pre-Award
	R
	R
	R
	NR
	
	

	Space Solicitation Information
	Pre-Award
	NR
	NR
	NR
	NR
	
	

	Security Form 1600.77
	Pre-Award
	R
	R
	R
	NR
	
	

	Completed Market Survey Form(s)
	Pre-Award
	R
	R
	R
	NR
	
	

	Advertisement and Responses
	Pre-Award
	R
	NR
	NR
	NR
	
	

	Space Requirement Questionnaire
	Pre-Award
	R
	R
	NR
	NR
	
	

	Special Requirements
	Pre-Award
	R
	NR
	NR
	NR
	
	

	Justification of Delineated Area
	Pre-award
	R
	R
	NR
	NR
	
	

	Rural Development Act Checklist Form
	Award
	R
	R
	R
	R
	
	

	ABAAS Compliance Report
	Award
	R
	R
	R
	NR
	
	

	Certification of Seismic Compliance Form
	Award
	R
	NR
	R
	NR
	
	

	Business Case Approval
	Pre-award
	R
	R
	N/R
	NR
	
	

	Section 6 – Drawing/Misc.
	
	
	
	
	
	
	

	Drawings
	Award
	R
	NR
	R
	NR
	
	

	Independent Government Cost Estimate for space build-out or alterations
	Pre-Award
	R
	NR
	R
	NR
	
	


	See ISO 9001 Real Estate File Review Work Instruction to determine if a secondary review is required by AMS and check with the Service Area Quality Assurance person to determine if the Service Area Real Estate Group Manager requires additional reviews.   

Check One:

____ File Checklist Review is not required for this action

____ File Checklist Review is required by AMS/ISO 9001 
         (Attach file review to checklist.)

____ File Checklist Review is required based on Real Estate Group Manager’s discretion 
         (Attach file review to checklist.)

The secondary review is not intended to replace the judgment exercised by the contracting officer.  

File Checklist prepared by:

__________________________________________
______________
Signature of preparer if different than RECO


Date

_________________________________________

______________
RECO Signature        





Date        
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