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Attachment 2 
 

SAMPLE “SUCCEEDING LEASE” ADVERTISEMENT TEMPLATE 
 
 

Expressions of Interest Sought 
 
Requirement:   
 
The United States Government currently occupies office and related space in a building 
under lease in [city, State], that will be expiring.  The Government is seeking to lease 
approximately [amount of square footage] contiguous rentable square feet of office and 
related space.  The rentable space must yield a minimum of [amount of square footage] 
contiguous ANSI/BOMA Office area square feet (OASF).  The lease term requirement is 
for [length of lease term] years.  The space must be available for occupancy by [Date].  
The delineated area is [insert delineated area for agency requirement]. 
 
Other applicable requirements include: 
 

• Proximity to Metrorail. 
• Sole tenancy [indicate if this is a requirement]. 
• Parking (number of on site, reserved spaces (structured vs. surface) for official 

Government vehicles). 
• Security (i.e. lobby, loading dock access, parking, setbacks etc, where and as 

applicable). 
• Others. 

 
The Government is considering alternative space if economically advantageous.  The 
Government will use the information it receives in response to this advertisement as a 
basis to develop a cost-benefit analysis and to determine whether to compete the lease 
requirement or pursue a sole source justification to remain at its current location.  In 
making this determination, the Government will consider, among other things, the 
availability of alternate space that potentially can satisfy the Government’s 
requirements, as well as costs likely to be incurred through relocating, such as physical 
move costs, replication of tenant improvements and telecommunications infrastructure, 
and non-productive agency downtime.   
 
Please send expressions of interest to: 
 
[Realty specialist/broker name] 
Address:  [                              ] 
Telephone:  [                              ] 
Fax:  [                              ] 
Email:  [                              ] 
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Expressions of Interest must be submitted to the above address by 5:00 PM on [Date], 
and must include the following information: 

• Building name and address and location of the available space within the 
building. 

• Rentable square feet available and expected rental rate per rentable square foot, 
fully serviced. 

• ANSI/BOMA Office area square feet (OASF) to be offered and expected rental 
rate per OASF, fully serviced.  Indicate whether or not the quoted rental rate 
includes an amount for tenant improvements and state the amount, if any. 

• Date of space availability. 
• Method of rentable space measurement. 
• Building ownership information. 
• Amount of parking available on-site and its cost.  Include whether expected rental 

rate includes the cost of the required Government parking (if any). 
• Energy efficiency and renewable energy features existing within the building. 
• List of building services provided. 

 
The Government’s decision regarding whether to relocate will be based, in part, on 
information received in response to this advertisement.  
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PLEASE READ FIRST



INSTRUCTIONS FOR INSERTING TEXT INTO THE RSL TEMPLATE


All instructions for creating this RSL TEMPLATE are in BLUE HIDDEN text.  They will not print unless you specifically tell your printer to print hidden text.


A special "RSL" tool bar was created for this RSL template. It contains two buttons:



INSTRUCTIONS (to show instructions)
CTRL+SHIFT+I



HIDE INSTRUCTIONS (to hide instructions)
CTRL+SHIFT+H


This template includes FORM FIELDS (gray boxes). Think of the FORM FIELDS as variables, which require text. To insert text into a gray box, click on the gray box, and begin typing. Once you type text into a gray box, the FORM FIELD will be removed from the template.


You may not need all the FORM FIELDS provided. If a FORM FIELD is not needed, just highlight that paragraph, and delete it.


If you need additional paragraphs, highlight an existing paragraph, copy it and then paste it where you need it. This will ensure that the proper formatting is used.


Please do not make any formatting changes, such as font, font point size, margin, etc.


If this document is on a Local Area Network (LAN) drive, where everyone has access to common files, it may be a READ ONLY document.  Since you cannot alter a READ ONLY document, save it to your local drive by using the SAVE AS command under the File menu.  Once the document is saved on your local drive, you may make changes.
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SAMPLE “SUCCEEDING LEASE” ADVERTISEMENT TEMPLATE

Expressions of Interest Sought


Requirement:  


The United States Government currently occupies office and related space in a building under lease in [city, State], that will be expiring.  The Government is seeking to lease approximately [amount of square footage] contiguous rentable square feet of office and related space.  The rentable space must yield a minimum of [amount of square footage] contiguous ANSI/BOMA Office area square feet (OASF).  The lease term requirement is for [length of lease term] years.  The space must be available for occupancy by [Date].  The delineated area is [insert delineated area for agency requirement].


Other applicable requirements include:


· Proximity to Metrorail.

· Sole tenancy [indicate if this is a requirement].

· Parking (number of on site, reserved spaces (structured vs. surface) for official Government vehicles).

· Security (i.e. lobby, loading dock access, parking, setbacks etc, where and as applicable).

· Others.

The Government is considering alternative space if economically advantageous.  The Government will use the information it receives in response to this advertisement as a basis to develop a cost-benefit analysis and to determine whether to compete the lease requirement or pursue a sole source justification to remain at its current location.  In making this determination, the Government will consider, among other things, the availability of alternate space that potentially can satisfy the Government’s requirements, as well as costs likely to be incurred through relocating, such as physical move costs, replication of tenant improvements and telecommunications infrastructure, and non-productive agency downtime.  


Please send expressions of interest to:


[Realty specialist/broker name]


Address:  [                              ]

Telephone:  [                              ]


Fax:  [                              ]


Email:  [                              ]


Expressions of Interest must be submitted to the above address by 5:00 PM on [Date], and must include the following information:


· Building name and address and location of the available space within the building.


· Rentable square feet available and expected rental rate per rentable square foot, fully serviced.


· ANSI/BOMA Office area square feet (OASF) to be offered and expected rental rate per OASF, fully serviced.  Indicate whether or not the quoted rental rate includes an amount for tenant improvements and state the amount, if any.

· Date of space availability.


· Method of rentable space measurement.


· Building ownership information.


· Amount of parking available on-site and its cost.  Include whether expected rental rate includes the cost of the required Government parking (if any).


· Energy efficiency and renewable energy features existing within the building.


· List of building services provided.


The Government’s decision regarding whether to relocate will be based, in part, on information received in response to this advertisement. 









