Attachment 1
MANDATORY OPERATING PROCESURES

 FOR REALTY SERVICES LETTER (RSL) 2007-04
1. Price Negotiation Memorandum (PNM):  Federal Acquisition Regulation (FAR) 15.406-1 states, “The contracting officer shall establish pre-negotiation objectives before the negotiation of any pricing action.”  FAR 15.406-3 states, “The contracting officer shall document in the contract file the principal elements of the negotiated agreement,” as well as providing required elements.  It also requires documentation on pricing used by the contracting officer to determine that pricing is fair and reasonable.
Attachment 2 to this RSL contains a template for a PNM to document the fair and reasonable pricing determination.  It contains blue instructional text to assist those preparing the PNM for the contracting officer’s signature.  At the effective date of this RSL (March 31, 2007), this template will be available in eLease.  An alternative document may be used, but it must conform to the FAR Part 15.4 requirements.
The realty specialist or contract support person must prepare the PNM and obtain the contracting officer’s signature before issuing a Notice to Proceed for Tenant Improvements (NTP).

2.
Notice to Proceed for Tenant Improvements:  Most leases contain language requiring a contracting officer to issue an NTP upon determination of adequate competition (or per FAR--in the absence of competition, cost and pricing data) and acceptance of the cost proposal.  

Attachment 3 to this RSL contains a template NTP letter.  It contains blue instructional text to assist those preparing the NTP for the contracting officer’s signature.  At the effective date of this RSL (March 31, 2007), this template will be available in eLease.  An alternative document may be used, but it must contain essentially the same information.
3.
Supplemental Lease Agreement (SLA) for Excess Tenant Improvements (TIs):  In many leases, the TI allowance amortized in the rent is less than the TI cost determined to be fair and reasonable.  Before issuing the NTP, the realty specialist must ensure that the customer agency has accepted this additional cost and that it has provided sufficient Reimbursable Work Authorization (RWA) funds for the excess TIs.  Under these circumstances, an SLA ordering the excess TIs must accompany the NTP.  At the time the SLA is drafted, the amount ordered by the SLA must be entered into Pegasys to account for the obligation against the RWA and to get the Pegasys Document Number (PDN) number for the SLA.

Attachment 4 to this RSL contains a template SLA to order excess TIs.  It contains blue instructional text to assist those preparing the SLA for the contracting officer’s signature.  At the effective date of this RSL (March 31, 2007), this template will be available in eLease.  An alternative document may be used, but it must contain essentially the same information.
4.
Attachments 2-4 are formatted with blue instructional hidden text.  Please be sure “Hidden Text” is turned on in Tools, View in your application to see all instructions for use.
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