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 STAR PROJECT NUMBER:    LOCATION:    

OA NUMBER:    AGENCY:    

LEASE NUMBER:    CBR NUMBER:    

LOCATION CODE:    SQUARE FOOTAGE:    

BROKER CONTRACT NO.    TASK ORDER NO.    

CONTRACT LEASING AGENT:    PHONE NUMBER:    

CONTRACTING OFFICER:    

 
 

 I. REQUIREMENT  REQUIRED  NOT REQUIRED  
DOCUMENT 

IN FILE  
ESTIMATED 

DELIVERY DATE 

 * A. SF-81 or Other Request for 
Space         

 * A.1 Transaction Management 
Playbook (TMP) - Product 
Information and Associated 
Correspondence 

        

 * B. Special Requirements (Specs)         

 * C. Title 10 Clearance for Armed 
Services          

 * D. Notification to City Official          

 * E. Justification of Delineated Area          

 * E.1 Rural Development Act         

 * F. Draft OA         

 * G. Scoring Evaluation         

 * H. Broker Contract Information         

 * I. Emergency/Disaster Leasing – 
miscellaneous records/ 
information 

        

  J. Other 
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 II. PRE-SOLICITATION  REQUIRED  NOT REQUIRED  
DOCUMENT 

IN FILE 
 

ESTIMATED 
DELIVERY DATE 

 * A. Task Order Orientation Meeting         

 * B. Project Orientation Meeting         

 * C. Acquisition Plan         

  D. Justification for Other Than Full 
and Open Competition 

        

  E. Historic Building Check         

  F. Flood Plain Check         

 * G. Prospectus/Notification of 
Approval         

  H. Copy of Advertisement or 
FedBizOps Printout         

  I. Responses to Advertisement         

  J. Market Survey, Market Survey 
Report, and Agency 
Concurrence 

        

  K. CATEX Checklist         

 * L. Source Selection Plan (Signed) 
and Related Correspondence         

 * M. Award Factor Evaluation         

 * N. Vending Facilities         

  O. Other 
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 III. SOLICITATION  REQUIRED  NOT REQUIRED  
DOCUMENT 

IN FILE 
 

ESTIMATED 
DELIVERY DATE 

  A. Draft Solicitation for Offers         

  B. Agency Approval of SFO         

 * C. OA Revision         

  D. Final SFO         

  E. SFO Distribution List         

  F. SFO Amendments/Addenda         

  G. Correspondence to Offerors         

 * H. Davis-Bacon Wage Rates         

 * I. SFO Review by Technical Staff         

  J. Other 
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 IV. EVALUATION/PRE-NEGOTIATION  REQUIRED  NOT REQUIRED  
DOCUMENT 

IN FILE 
 

ESTIMATED 
DELIVERY DATE 

  A. Negotiation Objectives         

 * B. Appraisal         

  C. Estimates 
Tenant Improvement Cost 
Overtime Rates 

 
 
   
   

 
 
   
   

 
 
   
   

 
 
   
   

  D. Competitive Range 
Determination/Notification         

 * E. Request for FPS Pre-Lease 
Security Survey         

 * F. Review of Pre-Lease Forms for 
Fire/Safety         

 * G. Request for Contractor Support 
Services Related to Lease 
Acquisition (IOS, CQM, etc.) 

        

  H. Required Security 
Documentation per SFO         

  I. Other 
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 V. UNSUCCESSFUL OFFER(S)  REQUIRED  NOT REQUIRED  
DOCUMENT 

IN FILE 
 

ESTIMATED 
DELIVERY DATE 

  A. Initial Offer and Related 
Correspondence         

  B. Abstract of Offers         

 * C. Evidence of Fire/Safety Review 
of Pre-Lease Forms and 
Certificate of Occupancy 

        

  D. Scaling of Offered Space         

  E. Present Value Price Evaluation         

  F. Pre-Award Notice and Rejection 
Letters         

 * G. Pre-Award Debriefing         

  H. Request for Final Proposal 
Revision 

        

  I. Offers Received After Final 
Proposal Revisions 

        

  J. Post-Award Notice and 
Rejection Letters         

 * K. Post-Award 
Debriefings/Protests and 
Resolution/Congressional and 
Responses 

        

  L. Negotiation Record(s)         

  M. Other 
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 VI. SUCCESSFUL OFFER AND 
AWARD DETERMINATION 

 REQUIRED  NOT REQUIRED  
DOCUMENT 

IN FILE 
 

ESTIMATED 
DELIVERY DATE 

  A. Initial Offers and Related 
Correspondence         

  B. Abstract of Offers         
 * C. Evidence of Fire/Safety Review 

of Pre-Lease Forms and 
Certificate of Occupancy 

        

 * D. Negotiations of Environmental 
Remediation         

  E. Scaling of Offered Space         
  F. Request for Final Proposal 

Revision (otherwise known as 
Best and Final Offer) 

        

  G. Present Value Price Evaluation         
  H. Price Negotiation Documentation         
  I. Award Factor Evaluation Report         
  J. Source Selection Evaluation 

Report (Initial and Final)         

  K. Conflict of Interest Acknowledgement 
and Nondisclosure Agreement         

 * L. Source Selection Authority 
Decision Document         

 * M. Revised Scoring Evaluation and 
Final Scoring Analysis         

 * N. Agency Recommendation Letter 
(from GSA) and Return Letter of 
Acceptance (from Agency) with 
Revised and Signed OA 

        

  O. Small Business Subcontracting Plan         
  P. Affirmative Action Plan         
  Q. Seismic Certification         
  R. Flood Plain Compliance 

Documentation         

 * S. Responsibility Check 
Excluded Parties List 

(Debarred Bidders List) 
Past Performance 
Financial Responsibility 

 

 
   
 
   
   

 

 
   
 
   
   

 

 
   
 
   
   

 

 
   
 
   
   

  T. EEO Compliance Review         
 * U. Randolph Sheppard Act Info.         
  V. Evidence of Compliance with 

SFO Security Documentation 
and Requirements 

        

  W. Evidence of Compliance with Green 
Lease and/or LEED SFO Criteria         

 * X. Receipt of RWA and Required 
Certification         

  Y. Lessor/Signor Proof of Authority 
and Ownership         

  Z. Other 
  
  
  

  
   
   
   

  
   
   
   

  
   
   
   

  
   
   
   



Lease File Checklist 
 

NOTE 1:  The Estimated Delivery Date column is optional and is provided as a project schedule planning tool. 
NOTE 2: The asterisk (*) identifies items that remain the responsibility of the Government in broker contract projects. 
 

PAGE 7 OF 29  GSA FORM 3681 (REV 6/05) 

 VII. (A) CONTRACT  REQUIRED  NOT REQUIRED  
DOCUMENT 

IN FILE 
 

ESTIMATED 
DELIVERY DATE 

  A. Award Letter         

 * B. Legal Review and Comment         

  C. Fully Executed Lease         

  D. Supplemental Lease 
Agreements 

        

  E. Other 
  
  
  

  
   
   
   

  
   
   
   

  
   
   
   

  
   
   
   

 
 

 VII. (B) TI SFO DOCUMENTS  REQUIRED  NOT REQUIRED  
DOCUMENT 

IN FILE 
 

ESTIMATED 
DELIVERY DATE 

  A. TI Cost Breakdown (In CSI 
Format)         

 * B. GSA Review of TI Costs         

  C. Evidence of Competitive 
Bidding Process or Cost or 
Pricing Data for TI Costs 

        

  D. Drawings/Layouts from Agency         

  E. Other 
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 VIII. APPROVAL DOCUMENTS  REQUIRED  NOT REQUIRED  
DOCUMENT 

IN FILE 
 

ESTIMATED 
DELIVERY DATE 

 * A. Pre-Validation of B/A 53 
Funding         

 * B. Final Occupancy Agreement         

 * C. Legal Concurrence         

  D. Drawings/Layouts from 
Agency/Lessor (Design Intent 
Drawings-DID’s) 

        

 * E. Fire/Safety Approval of Layout 
Drawings         

  F. Layouts to Lessor         

  G. Finish Selections to Lessor         

  H. Other 
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 IX. PRE-OCCUPANCY  REQUIRED  NOT REQUIRED  
DOCUMENT 

IN FILE 
 

ESTIMATED 
DELIVERY DATE 

  A. Post Award Synopsis         

  B. Copy of Correspondence 
Transmitting Lease to Field 
Office 

        

  C. Copy of Correspondence 
Transmitting Lease to Agency 

        

 * D. Notification of Lease Location to 
FPS by letter or email         

 * E. Request to GSA PMC for Utility 
Contract         

 * F. COR Letters to Lessor         

 * G. COR Letters to Designated 
Agency Representative         

  H. Construction Inspection 
Reports/Meeting Minutes/ 
MSDS 

        

  I. Davis-Bacon Interview Forms 
and Wage Payment         

  J. Acceptance of Space/Condition 
Survey 

    Measurement of Space 
Correction of Deficiencies 
Credits/Debits 
Punch List and Resolution 

 

 
 
  
  
  
  

 

 
 
  
  
  
  

 

 
 
  
  
  
  

 

 
 
  
  
  
  

  K. Change Orders Related to 
Initial Occupancy 

        

  L. Request Periodic Services 
Schedule from Lessor         

 * M. Provide Periodic Services 
Schedule to Property 
Manager/Lease Administrator  

        

  N. SBA Reporting Letter 
        

  O. Other 
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 X. ADMINISTRATION  REQUIRED  NOT REQUIRED  
DOCUMENT 

IN FILE 
 

ESTIMATED 
DELIVERY DATE 

 * A. EFT Enrollment         

 * B. Operating Cost Escalations         

 * C. Tax Escalations/Appeals         

 * D. Change of Ownership         

 * E. DUNS Number         

 * F. Central Contractor Registration 
(CCR) Information 

        

 * G. Lease Digest (R620)         

 * H. RWA’s - Properly Certified         

 * I. Miscellaneous Correspondence         

 * J. Appeals/Claims/Disputes 
Correspondence 
Contracting Officer Decision 
Resolution 
Unresolved Claim(s) 
GSBCA or Claims Court 

Decision 
Payment 

 

 
   
   
   
   
   
 
   

 

 
   
   
   
   
   
 
   

 

 
   
   
   
   
   
 
   

 

 
   
   
   
   
   
 
   

 * K. Task Order Documentation         

 * L. CAD As-Builts to CIFM         

  M. Other 
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A.  I. REQUIREMENT 

A.1. * A. SF-81 OR OTHER REQUEST FOR SPACE.  IS NO LONGER REQUIRED; HOWEVER, 
SOME AGENCIES ARE STILL USING THIS FORM.  OTHER METHODS TO REQUEST SPACE ARE 
ACCEPTABLE SUCH AS A DOCUMENTED PHONE CALL OR LETTER FROM THE AGENCY.  
HOWEVER, WHEN NO SF-81 IS SUBMITTED, THE SPACE REQUEST MUST STILL ADDRESS 
CUSTOMER FUNDING AVAILABILITY. 

A.1.1.  1. Transaction Management Playbook (TMP) - Product Information (P-1 
through P-4: Formal Requirements Document, Project Management and Communication 
Plan, Options Package, Proposal Package) and Associated Correspondence related to the 
five interactions: the requirements interview, requirements confirmation, presenting 
options, solution agreement documentation and delivering as promised.  All TMP 
documentation from commencement to completion of the process shall be filed here. 

A.2. * B. SPECIAL REQUIREMENTS (SPECS).  SPECIFICATIONS AND PLANS IDENTIFYING 
AGENCY NEEDS ABOVE THE SHELL AND TENANT IMPROVEMENT LANGUAGE IN THE SFO. 

A.3. * C. TITLE 10 CLEARANCE FOR ARMED SERVICES.  TITLE 10 USC 2662(E) STATES – 
NO ELEMENT OF THE DOD SHALL OCCUPY ANY GENERAL PURPOSE SPACE LEASED FOR IT 
BY THE GSA AT AN ANNUAL RENTAL IN EXCESS OF $500,000 (EXCLUDING THE COST OF 
UTILITIES AND OTHER OPERATION AND MAINTENANCE SERVICES).  DOD STILL HAS TO 
REPORT UNDER TITLE 10 IF THIS IS A NEW LEASE, AND/OR IF THE LEASE STARTED WITH AN 
ANNUAL RENTAL UNDER $500K AND WILL CROSS THE THRESHOLD THROUGH RENT 
ESCALATION.  ACQUIRING THE TITLE 10 CLEARANCE IS A DOD RESPONSIBILITY AND NOT 
GSA’S. 

A.4. * D. NOTIFICATION TO CITY OFFICIAL.  LETTER TO MAYOR OR CITY PLANNING 
BOARD.  EXECUTIVE ORDER 12072 

http://www.gsa.gov/Portal/gsa/ep/contentView.do?pageTypeId=8199&channelId=-
13339&P=PLAE&contentId=16907&contentType=GSA_BASIC 

A.5. * E. JUSTIFICATION OF DELINEATED AREA.  REQUIRED IF NOT IN CBD.  ALSO 
REQUIRED WHEN CROSSING OVER CONGRESSIONAL DISTRICTS.  REFERENCE: E.O. 12072, 
E.O. 13006 AND THE RURAL DEVELOPMENT ACT (RDA) 

A.5.1.  1. Rural Development Act.  PE-2003-01 Requires customers to submit a 
written statement to GSA to affirm that first priority was given to locating in a rural area.  
This is required for all lease acquisitions. FMR 102.83 

A.6. * F. DRAFT OA.  FIRST DRAFT OF THE OCCUPANCY AGREEMENT SENT TO THE 
AGENCY FOR CONCURRENCE TO PROCEED WITH PROJECT.  OA SHOULD IDENTIFY 
ESTIMATED MARKET RATE, TENANT IMPROVEMENT ALLOWANCE, AND ANY AD HOC 
CLAUSES UNIQUE TO THIS SPACE ACTION.  EXAMPLES OF AD HOC CLAUSES WOULD 
INCLUDE, BUT ARE NOT LIMITED TO, ANY ENVIRONMENTAL RESTORATION LANGUAGE UPON 
LEASE TERMINATION, WAIVER OF 120-DAY NOTIFICATION REQUIREMENT… 

A.7. * G. SCORING EVALUATION.  OMB CIRCULAR A-11, CRITERIA AND SCORING 
RAMIFICATIONS FOR OPERATING AND CAPITAL LEASES.  REFERENCE THE PORTFOLIO WEB 
SITE TITLED "LEASE SCORE KEEPING MODEL." 

http://www.whitehouse.gov/omb/circulars/a11/current_year/a_11_2004.pdf 

http://www.gsa.gov/Portal/gsa/ep/contentView.do?pageTypeId=8199&channelId=-13339&P=PLAE&contentId=16907&contentType=GSA_BASIC
http://www.gsa.gov/Portal/gsa/ep/contentView.do?pageTypeId=8199&channelId=-13339&P=PLAE&contentId=16907&contentType=GSA_BASIC
http://www.whitehouse.gov/omb/circulars/a11/current_year/a_11_2004.pdf
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A.8. * H. BROKER CONTRACT INFORMATION. MISCELLANEOUS 

A.9. * I. EMERGENCY AND DISASTER LEASING – MISCELLANEOUS RECORDS/INFORMATION.  
I.E. FEMA, COOP PROCEDURES – PROJECT/REQUIREMENTS INFORMATION. 

A.10.  J. OTHER 
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B.  II. Pre-Solicitation 

B.1. * A. TASK ORDER ORIENTATION MEETING.  NOTES FROM THIS MEETING BETWEEN 
THE REGIONAL CONTRACTING OFFICER (RCO), BROKER AND CONTRACTING OFFICER’S 
TECHNICAL REPRESENTATIVE (COTR) [REALTY SPECIALIST/CONTRACTING OFFICER] 
COVERING THE ROLES AND RESPONSIBILITIES OF THESE PARTIES EXCLUSIVE OF THE 
CUSTOMER, AND PRELIMINARY PROJECT SCHEDULE.  REQUIRED FOR ALL BROKER 
CONTRACT PROJECTS.  MUST TAKE PLACE PRIOR TO THE PROJECT ORIENTATION MEETING. 
CUSTOMER’S REQUIREMENTS, AS AGREED TO IN THE TMP PROCESS MUST BE PRESENTED 
AT THIS TIME. 

B.2. * B. PROJECT ORIENTATION MEETING.  MEETING OF THE COTR, BROKER AND 
CUSTOMER (TENANT AGENCY).  REQUIRED FOR ALL BROKER CONTRACT PROJECTS. FILE 
MEETING NOTES DISCUSSING THE CONTRACTUAL RELATIONSHIP BETWEEN ALL PARTIES IN 
ADDITION TO SCOPE OF REQUIREMENTS, EXPECTATIONS FOR TASK ORDER DELIVERY AND 
ESTIMATED PROJECT SCHEDULES. 

B.3. * C. ACQUISITION PLAN.  REQUIRED FOR LEASES EXCEEDING SIMPLIFIED 
ACQUISITION THRESHOLD.  THIS SHOULD BEGIN AS SOON AS THE AGENCY NEED IS 
IDENTIFIED, PREFERABLY WELL IN ADVANCE OF THE FISCAL YEAR IN WHICH CONTRACT 
AWARD IS NECESSARY AND ISSUANCE OF THE SFO. IT WILL BE APPROVED BY THE 
CONTRACTING OFFICER EXCEPT AS STATED IN GSAM 507.102.  IN ACCORDANCE WITH GSA 
ORDER OGP 2800.1, DATED JANUARY 1, 2004, WRITTEN ACQUISITION PLANS ARE REQUIRED 
FOR ALL ACTIONS OVER THE SLAT. MOST OF THESE WILL BE LIMITED ACQUISITION PLANS, 
HOWEVER COMPREHENSIVE PLANS ARE NECESSARY. COMPREHENSIVE PLANS ARE 
NECESSARY FOR ALL ACQUISITIONS/NEW (LEASE) CONSTRUCTION OVER $50M INCLUDING 
OPTIONS, AND COMPLEX, POLITICALLY SENSITIVE PROJECTS OF ANY SIZE OVER SLAT. ALL 
PLANS ARE TO BE SIGNED BY THE RA, ARA OR THEIR DESIGNEE IN ADDITION TO THE 
CONTRACTING OFFICER. 

http://internotes.gsa.gov/insite/gsad.nsf/d918e928855e021285255faa007aa137/104da1511db6520885256
e1c004afab2?OpenDocument 

http://internotes.gsa.gov/insite/gsad.nsf/d918e928855e021285255faa007aa137/104da1511db6520885256e1c004afab2?OpenDocument
http://internotes.gsa.gov/insite/gsad.nsf/d918e928855e021285255faa007aa137/104da1511db6520885256e1c004afab2?OpenDocument
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B.4.  D. JUSTIFICATION FOR OTHER THAN FULL AND OPEN COMPETITION.  FAR 6.303 – A 
CONTRACTING OFFICER SHALL NOT COMMENCE NEGOTIATIONS FOR A SOLE SOURCE 
CONTRACT WITHOUT WRITTEN JUSTIFICATION IDENTIFYING THE CAUSE AS OUTLINED IN FAR 
6.302 AND REQUIRED APPROVALS ARE OBTAINED AS REQUIRED BY FAR 6.304.  ALSO 
REFERENCE GSAM 502.101 AND GSAM 504.803. 

B.5.  E. HISTORIC BUILDING CHECK.  PUBLIC BUILDINGS COOPERATIVE USE ACT OF 
1976, EXECUTIVE ORDER 13006, AND SECTION 106 OF THE NATIONAL HISTORIC 
PRESERVATION ACT. 

B.6. HTTP://WWW.GSA.GOV/PORTAL/GSA/EP/CONTENTVIEW.DO?PAGETYPEID=8199&CHAN
NELID=-13339&P=PLAE&CONTENTID=10723&CONTENTTYPE=GSA_BASIC 

B.7. HTTP://WWW.ACHP.GOV/REGS-REV04.PDF AND HTTP://WWW.NR.NPS.GOV/ 

B.8.  F. FLOOD PLAIN CHECK.  EXECUTIVE ORDER 11988 AND NEPA CALL-IN FACT 
SHEET (WEB-SITE) DATED 9/97. 

B.9. HTTP://WWW.GSA.GOV/PORTAL/GSA/EP/CONTENTVIEW.DO?PAGETYPEID=8199&CHAN
NELID=-13339&P=PLAE&CONTENTID=16905&CONTENTTYPE=GSA_BASIC 
AND HTTP://ESRI.COM/HAZARDS/MAKEMAP.HTML 

B.10. * G. PROSPECTUS/NOTIFICATION OF APPROVAL.  GSA ORDER PBS P7000.12, 
CHAPTER 5, OMB BULLETIN 91-02, AND OMB CIRCULAR A-11.  CHECK WITH REGIONAL 
PORTFOLIO MANAGEMENT OR THEIR WEBSITE FOR THE CURRENT THRESHOLD AS IT IS 
ADJUSTED ANNUALLY. 

B.11.  H. COPY OF ADVERTISEMENT OR FEDBIZOPS PRINTOUT.  GSAM 505.101 NOTICE 
MUST BE PUBLISHED IN THE NEWSPAPER OR IN FEDBIZOPS IF 1) THE ACQUISITION IS FOR 
LEASEHOLD INTERESTS IN REAL PROPERTY ESTIMATED TO EXCEED 10,000 SQUARE FEET; OR 
2) THE ACQUISITION IS FOR A LEASEHOLD INTEREST IN A BUILDING TO BE CONSTRUCTED ON 
A PRE-SELECTED SITE. THE NOTICE MUST INCLUDE MANDATED ELEMENTS IN ACCORDANCE 
WITH GSAR 570.402-2. 

B.12.  I. RESPONSES TO ADVERTISEMENT.  ALL EXPRESSIONS OF INTEREST SHOULD 
BE DOCUMENTED IN WRITING FOR THE FILE, INCLUDING PHONE CALLS.  

B.13.  J. MARKET SURVEY, MARKET SURVEY REPORT, AND AGENCY CONCURRENCE.  
GSAM 570.301 

B.14. HTTP://WWW.ACQNET.GOV/GSAM/CURRENT/HTML/PART570.HTML#WP1854967 

B.15.  K. CATEX CHECKLIST. 40 CFR 1508.9 AND GSA DIRECTIVES AS WELL AS THE NEPA 
DESK GUIDE.  ENVIRONMENTAL CHECKLIST REVIEW SHOULD BE COORDINATED WITH THE 
REGIONAL ENVIRONMENTAL QUALITY ADVISOR. THE CHECKLIST CAN BE FOUND AT 
HTTP//INSITE.GSA.GOV, (SELECT BUILDINGS/ENVIRONMENTAL PROGRAMS/GSA NEPA 
IMPLEMENTATION/NEPA DESKGUIDE). YOU WILL FIND THE CATEX CHECKLIST IN CHAPTER 5 
OF THE DESKGUIDE AS EXHIBIT 5-1. ALSO SEE E.O. 12873. 

B.16. * L. SOURCE SELECTION PLAN (SIGNED) AND RELATED CORRESPONDENCE.  THE 
SOURCE SELECTION PLAN MAY BE A SIMPLE GO/NO GO ACCEPTABLE LOWEST PRICED PLAN 
WHICH IS ABBREVIATED OR A BEST VALUE TRADEOFF PROCESS USED WHEN IT IS IN THE 
BEST INTEREST OF THE GOVERNMENT TO CONSIDER AWARD TO OTHER THAN THE LOWEST 
PRICED OFFER OR OTHER THAN THE HIGHEST TECHNICALLY RATED OFFER.  FAR 15.101.1 

B.17. * M. AWARD FACTOR EVALUATION 

http://www.gsa.gov/Portal/gsa/ep/contentView.do?pageTypeId=8199&channelId=-13339&P=PLAE&contentId=10723&contentType=GSA_BASIC
http://www.gsa.gov/Portal/gsa/ep/contentView.do?pageTypeId=8199&channelId=-13339&P=PLAE&contentId=10723&contentType=GSA_BASIC
http://www.achp.gov/regs-rev04.pdf
http://www.gsa.gov/Portal/gsa/ep/contentView.do?pageTypeId=8199&channelId=-13339&P=PLAE&contentId=16905&contentType=GSA_BASIC
http://www.gsa.gov/Portal/gsa/ep/contentView.do?pageTypeId=8199&channelId=-13339&P=PLAE&contentId=16905&contentType=GSA_BASIC
http://esri.com/hazards/makemap.html
http://www.acqnet.gov/GSAM/current/html/Part570.html#wp1854967
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B.18. * N. VENDING FACILITIES. THIS PARAGRAPH IS REQUIRED IN THE SFO WHENEVER 
THE REQUIREMENT 1) INVOLVES 100 OR MORE OCCUPANTS OR 2) AT LEAST 15,000 SQUARE 
FEET OF SPACE.  MINIMUM OF 250 SQUARE FEET MUST BE OFFERED TO THE BLIND.  
CONTACT THE REGIONAL CONCESSIONS GROUP FOR AMOUNT OF SPACE TO BE ENTERED. 
EXCEPTION INFORMATION CAN BE FOUND AT USC TITLE 20, SECTION 107A. [34 CFR 395.1 (Q)] 

B.19.  O. OTHER 
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C.  III. Solicitation 

C.1.  A. DRAFT SOLICITATION FOR OFFERS.  (GSAM 570.302 AND 570.303-1) THE TENANT 
IMPROVEMENT (TI) SFO IS NOT MANDATORY; HOWEVER, CURRENTLY IT IS THE SFO THAT IS 
BEING UPDATED WITH REQUIRED CLAUSES AND CLAUSE MODIFICATIONS.  IF USING A 
VARIATION OF THE SFO, ENSURE ALL MANDATORY CLAUSES ARE INCORPORATED.  LEGAL 
REVIEW AT THE DISCRETION OF THE CONTRACTING OFFICER. 

http://www.acqnet.gov/GSAM/current/html/Part570.html#wp1854967  

C.2.  B. AGENCY APPROVAL OF SFO.  THE AGENCY IS REQUIRED TO REVIEW AND 
APPROVE THE SFO AND SPECIAL REQUIREMENTS BEFORE THE SOLICITATION IS SENT TO 
POTENTIAL OFFERORS. 

C.3. * C. OA REVISION.  A REVISED OA SHOULD BE SENT TO THE AGENCY REFLECTING 
ANY CHANGES TO THE DRAFT OA THAT WERE IDENTIFIED DURING OR AFTER THE MARKET 
SURVEY. 

C.4.  D. FINAL SFO.  THE SFO SENT TO PROSPECTIVE OFFERORS WITH ALL AGENCY 
CHANGES INCORPORATED AND ALL APPROPRIATE FORMS SUCH AS GSA FORMS 3516, 3517, 
3518, 1364, 1364A AND 1217, SENSITIVE BUT UNCLASSIFIED FORM, SECURITY FORMS AS 
NECESSARY, AND THE RATE STRUCTURE SHEET IF NOT USING THE 1364A. YOU MAY ALSO 
INCLUDE THE EFT VENDOR FORM AT THE DISCRETION OF THE CONTRACTING OFFICER. IF 
SFO WAS ISSUED ELECTRONICALLY (CD, EMAIL…), A COPY OF THE DISK MUST BE FILED 
HERE. 

C.5.  E. SFO DISTRIBUTION LIST.  INDICATES ALL POTENTIAL OFFERORS RECEIVING 
THE SFO, AND DATE THE SFO WAS ISSUED. ALSO INDICATES WHO FROM THE CUSTOMER 
RECEIVED A COPY AND ANYONE ELSE RECEIVING A COPY AS DETERMINED BY THE 
CONTRACTING OFFICER SUCH AS FPS, OR THE GSA PROPERTY MANAGER. 

C.6.  F. SFO AMENDMENTS/ADDENDA.  ALL CHANGES TO THE SFO ARE TO BE 
DOCUMENTED AS AN AMENDMENT OR ADDENDA TO THE SFO.  ALL AMENDMENTS/ADDENDA 
ARE TO BE SENT TO ALL POTENTIAL OFFERORS THAT RECEIVED THE SFO. GSAM 570.303-4 

http://www.acqnet.gov/GSAM/current/html/Part570.html#wp1854967 

http://www.acqnet.gov/GSAM/current/html/Part570.html#wp1854967
http://www.acqnet.gov/GSAM/current/html/Part570.html#wp1854967
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C.7.  G. CORRESPONDENCE TO OFFERORS.  THIS INCLUDES COVER LETTERS SENT 
WITH THE SFO AND AMENDMENTS/ADDENDA.  ALSO INCLUDES PHONE CONTACT RECORDS 
OF CONVERSATIONS WITH THE OFFEROR(S) AND ANY LETTERS OF CLARIFICATION PRIOR TO 
THE RECEIPT OF INITIAL OFFERS. 

C.8. * H. DAVIS-BACON WAGE RATES.  IS REQUIRED FOR NEW (LEASE) CONSTRUCTION 
OR COMPLETE REHABILITATION OR RECONSTRUCTION OF AN EXISTING BUILDING WHEN THE 
GOVERNMENT WILL BE THE SOLE OR PREDOMINANT TENANT, SUCH THAT ANY OTHER USE 
OF THE BUILDING WILL BE FUNCTIONALLY OR QUANTITATIVELY INCIDENTAL TO THE 
GOVERNMENT'S USE AND OCCUPANCY.  

C.9.   HTTP://WWW.ACCESS.GPO.GOV/DAVIS BACON/ 

C.10. * I. SFO REVIEW BY TECHNICAL STAFF. ENGINEERS, FPS, SPACE PLANNER, ETC., AS 
REQUIRED, BUT ALWAYS FOR NEW LEASE CONSTRUCTION. 

C.11.  J. OTHER 
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D.  IV. Evaluation/Pre-negotiation 

D.1.  A. NEGOTIATION OBJECTIVES.  ESTABLISHES THE GOVERNMENT’S NEGOTIATION 
POSITION AND ASSISTS IN THE CONTRACTING OFFICER'S DETERMINATION OF FAIR AND 
REASONABLE PRICE.  OBJECTIVES SHALL BE ESTABLISHED BEFORE NEGOTIATION OF ANY 
PRICING ACTION.  FAR 15.406-1 

D.2. * B. APPRAISAL.  REQUIRED WHEN ADEQUATE COMPETITION OR MARKET PRICE 
DATA DOES NOT EXIST. 

D.3.  C. ESTIMATES 

D.3.1.  1. Tenant Improvement Cost.  A government estimate is not required if three 
or more offers are received to compare build-out costs.  

D.3.2.  2. Overtime Rates.  Should be compared between the offers in the same 
geographic area.  If offers have a large variance, the Offeror's rates should be questioned 
and justified by the Offeror. 

D.4.  D. COMPETITIVE RANGE DETERMINATION/NOTIFICATION.  FAR 15.503(A) AND FAR 
15.306(C) 

D.5. * E. REQUEST FOR FPS PRE-LEASE SECURITY SURVEY. THIS IS OPTIONAL AND 
SHOULD BE REQUESTED IF THE CONTRACTING OFFICER DETERMINES IT IS NEEDED. 

D.6. * F. REVIEW OF PRE-LEASE FORMS FOR FIRE/SAFETY.  USE GSA FORMS 12000 AND 
12001.  SEE REALTY SERVICES LETTER PQ-2005-04, DATED MAY 4, 2005. 

D.7. * G. REQUEST FOR CONTRACTOR SUPPORT SERVICES RELATED TO LEASE 
ACQUISITION (IOS, CQM, ETC). THIS SHOULD BE COORDINATED WITH THE APPROPRIATE 
REGIONAL GSA PERSONNEL.  THIS CAN INCLUDE, BUT IS NOT LIMITED TO, ALL VENDORS IN 
RELATION TO AGENCY MOVES OF FURNITURE, TELECOMMUNICATIONS (PHONES, 
COMPUTERS) AS WELL AS SPACE PLANNING SERVICES. 

D.8.  H. REQUIRED SECURITY DOCUMENTATION PER SFO. SUCH AS: THE SENSITIVE 
BUT UNCLASSIFIED FORMS A AND B AND THE PRE-LEASE BUILDING SECURITY PLAN (BPS) 
WHICH INDICATES THE OFFEROR’S PROPOSED COMPLIANCE WITH THE LEASE SECURITY 
STANDARDS IN THE SFO.  FOR NEW (LEASE) CONSTRUCTION, WRITTEN CERTIFICATION FROM 
A LICENSED STRUCTURAL ENGINEER THAT THE BUILDING CONFORMS WITH REQUIREMENTS 
FOR WINDOW GLAZING PERFORMANCE CONDITIONS, FAÇADE PROTECTION LEVEL, SET-
BACK DISTANCE, AND RETURN-AIR SPECIFICATIONS. PROGRESSIVE COLLAPSE 
CERTIFICATION CAN BE OBTAINED IF REQUESTED BY THE CUSTOMER. 

D.9.  I. OTHER 
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E.  V. Unsuccessful Offer(s) 

E.1.  A. INITIAL OFFER AND RELATED CORRESPONDENCE.  INCLUDES ALL WRITTEN 
DOCUMENTATION AS WELL AS PHONE RECORDS OF TELEPHONE CONVERSATIONS WITH 
EACH OFFEROR.  INITIAL OFFERS SHOULD BE REVIEWED TO ENSURE OFFEROR SUBMITTED 
ALL REQUIRED INFORMATION.  OBTAIN AND REVIEW GSA FORMS 1364A OR 1364 (USED FOR 
NON-TI SFO’S), 1217, 3517 AND GSA 3518 TO ENSURE ALL INFORMATION HAS BEEN PROVIDED 
AND ALL REPRESENTATIONS AND CERTIFICATIONS ARE CHECKED. EVIDENCE OF 
OWNERSHIP IS REQUIRED.  SEE TAB VI, SECTION Y. 

E.2.  B. ABSTRACT OF OFFERS.  SPREADSHEET SHOWING ALL OFFER PRICE 
COMPONENTS FROM THE GSA FORM 1364 OR 1364A AND RELATED DOCUMENTS.  THIS 
DOCUMENT IS REQUIRED TO BE FILED FOR ALL NEGOTIATED PROCUREMENTS. 

E.3. * C. EVIDENCE OF FIRE/SAFETY REVIEW OF PRE-LEASE FORMS AND CERTIFICATE 
OF OCCUPANCY. OBTAIN THE PRE-LEASE FORMS FOR EACH BUILDING OFFERED AND THE 
CERTIFICATE OF OCCUPANCY FOR THE SUCCESSFUL OFFEROR. REFERENCE REALTY 
SERVICES LETTER PQ-2005-04. USE GSA FORMS 12000 AND 12001. 

E.4.  D. SCALING OF OFFERED SPACE.  EACH FLOOR PLAN SHOULD BE MEASURED TO 
DETERMINE IF EACH OFFEROR MEETS THE MINIMUM USABLE SQUARE FOOTAGE OF THE 
SFO.  

E.5.  E. PRESENT VALUE PRICE EVALUATION 

E.6.  F. PRE-AWARD NOTICE AND REJECTION LETTERS.  FAR 15.503(A) 

E.7. * G. PRE-AWARD DEBRIEFING.  FAR 15.505 

E.8.  H. REQUEST FOR FINAL PROPOSAL REVISION.  MUST HAVE SPECIFIC SUBMITTAL 
INSTRUCTIONS TO EACH OFFEROR INCLUDING THE DUE DATE. 

E.9.  I. OFFERS RECEIVED AFTER FINAL PROPOSAL REVISIONS.  FOLLOW THE 
PROCEDURES IN FAR 15.208. 

E.10.  J. POST AWARD NOTICE AND REJECTION LETTERS.  MUST BE SENT TO EACH 
UNSUCCESSFUL EVALUATED OFFER.  FAR 15.503(B) 

E.11. * K. POST AWARD DEBRIEFINGS/PROTESTS AND RESOLUTION/CONGRESSIONAL 
AND RESPONSES.  GSAM 515.5, AND 533.1, ALSO FAR 15.506. 

http://www.acqnet.gov/GSAM/current/html/Part515.html#wp1867342 
http://www.acqnet.gov/GSAM/current/html/Part533.html#wp1859161 

E.12.  M. NEGOTIATION RECORD(S) 

E.13.  N. OTHER 

http://www.acqnet.gov/GSAM/current/html/Part515.html#wp1867342
http://www.acqnet.gov/GSAM/current/html/Part533.html#wp1859161
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F.  VI. Successful Offer AND Award Determination 

F.1.  A. INITIAL OFFERS AND RELATED CORRESPONDENCE.  (SEE TAB V, SECTION A.) 

F.2.  B. ABSTRACT OF OFFERS.  (SEE TAB V, SECTION B.) 

F.3. * C. EVIDENCE OF FIRE/SAFETY REVIEW OF PRE-LEASE FORMS AND CERTIFICATE 
OF OCCUPANCY. ITEMS FOUND IN THIS SECTION SHOULD INCLUDE THE FIRE/SAFETY 
REQUEST AND REPORT AND A COPY OF THE CERTIFICATE OF OCCUPANCY. MUST BE 
OBTAINED PRIOR TO OCCUPANCY. PLEASE REFERENCE REALTY SERVICES LETTER PQ-2005-
04 AND SEE TAB V, SECTION C. 

F.4. * D. NEGOTIATIONS OF ENVIRONMENTAL REMEDIATION.  REQUIRED IF RESULT OF 
SITE ASSESSMENT INDICATES ENVIRONMENTAL DEFICIENCIES. COORDINATE THIS EFFORT 
WITH THE REGIONAL ENVIRONMENTAL QUALITY ADVISOR. 

F.5.  E. SCALING OF OFFERED SPACE.  (SEE TAB V, SECTION D.) 

F.6.  F. REQUEST FOR FINAL PROPOSAL REVISION (OTHERWISE KNOWN AS BEST AND 
FINAL OFFER).  (SEE TAB V, SECTION H.) 

F.7.  G. PRESENT VALUE PRICE EVALUATION 

F.8.  H. PRICE NEGOTIATION DOCUMENTATION. (MEMORANDUM) GSAM 570.307 AND 
FAR 15-3 AND 15.406-3 

http://www.acqnet.gov/GSAM/current/html/Part570.html#wp1854967 

F.9.  I. AWARD FACTOR EVALUATION REPORT 

F.10.  J. SOURCE SELECTION EVALUATION REPORT (INITIAL AND FINAL).  GSAM 515.3 

http://www.acqnet.gov/GSAM/current/html/Part515.html#wp1865062 

F.11.  K. CONFLICT OF INTEREST ACKNOWLEDGMENT AND NONDISCLOSURE 
AGREEMENT.  GSAM 515.305.  REQUIRED FOR EACH GOVERNMENT AND NON-GOVERNMENT 
INDIVIDUAL SERVING AS AN EVALUATOR ON A SOURCE SELECTION BOARD. 

http://www.acqnet.gov/GSAM/current/html/Part515.html#wp1865062 

F.12. * L. SOURCE SELECTION AUTHORITY DECISION DOCUMENT 

F.13. * M. REVISED SCORING EVALUATION AND FINAL SCORING ANALYSIS. FILE BOTH 
HERE. THESE SHOULD INCLUDE NEGOTIATED RATES. 

F.14. * N. AGENCY RECOMMENDATION LETTER (FROM GSA) AND RETURN LETTER OF 
ACCEPTANCE (FROM AGENCY) WITH REVISED AND SIGNED OA 

F.15.  O. SMALL BUSINESS SUBCONTRACTING PLAN.  REQUIRED IF AGGREGATE RENT IS 
OVER $500K & LESSOR IS LARGE BUSINESS.  FAR 19.702 

F.16.  P. AFFIRMATIVE ACTION PLAN.  GSAM 522.8 AND FAR 22.8 (SEE OFFEROR’S 
REPRESENTATION ON GSA FORM 3518). AS REQUIRED BY FAR 22.804-1 NONCONSTRUCTION: 
"...EACH NONCONSTRUCTION PRIME CONTRACTOR (LESSOR) AND EACH SUBCONTRACTOR 

http://www.acqnet.gov/GSAM/current/html/Part570.html#wp1854967
http://www.acqnet.gov/GSAM/current/html/Part515.html#wp1865062
http://www.acqnet.gov/GSAM/current/html/Part515.html#wp1865062
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WITH 50 OR MORE EMPLOYEES AND EITHER A CONTRACT OR SUBCONTRACT OF $50,000 OR 
MORE...IS REQUIRED TO DEVELOP ITS WRITTEN AFFIRMATIVE ACTION PROGRAM WITHIN 120 
DAYS FROM THE COMMENCEMENT OF ITS FIRST SUCH GOVERNMENT CONTRACT...” 

http://www.acqnet.gov/GSAM/current/html/Part522.html#wp1859325 

F.17.  Q. SEISMIC CERTIFICATION.  COMPLIANCE CERTIFICATION MUST BE OBTAINED 
FROM SUCCESSFUL OFFEROR CONSISTENT WITH EXECUTIVE ORDER 12699 FOR NEW 
BUILDINGS (NEW LEASE CONSTRUCTION) AND EXECUTIVE ORDER 12941 FOR FEDERALLY-
OWNED OR EXISTING (LEASED) BUILDINGS. 

F.18.  R. FLOOD PLAIN COMPLIANCE DOCUMENTATION.  OBTAINED PER REQUIREMENTS 
OF TAB II, SECTION D. EXECUTIVE ORDER 11988 

http://www.gsa.gov/Portal/gsa/ep/contentView.do?pageTypeId=8199&channelId=-
13339&P=PLAE&contentId=16905&contentType=GSA_BASIC 

F.19. * S. RESPONSIBILITY CHECK 

F.19.1.  1. Excluded Parties List (also known as Debarred Bidders List).  Check 

http://epls.arnet.gov 

F.19.2.  2. Past Performance checked through references 

F.19.3.  3. Financial Responsibility - GSAM 570.108 

http://www.acqnet.gov/GSAM/current/html/Part570.html#wp1860796 

http://www.acqnet.gov/GSAM/current/html/Part522.html#wp1859325
http://www.gsa.gov/Portal/gsa/ep/contentView.do?pageTypeId=8199&channelId=-13339&P=PLAE&contentId=16905&contentType=GSA_BASIC
http://www.gsa.gov/Portal/gsa/ep/contentView.do?pageTypeId=8199&channelId=-13339&P=PLAE&contentId=16905&contentType=GSA_BASIC
http://epls.arnet.gov/
http://www.acqnet.gov/GSAM/current/html/Part570.html#wp1860796


Lease File Checklist 
 

NOTE 1:  The Estimated Delivery Date column is optional and is provided as a project schedule planning tool. 
NOTE 2: The asterisk (*) identifies items that remain the responsibility of the Government in broker contract projects. 
 

PAGE 23 OF 29  GSA FORM 3681 (REV 6/05) 

F.20.  T. EEO COMPLIANCE REVIEW.  REQUIRED TO BE OBTAINED FROM THE 
DEPARTMENT OF LABOR IF AGGREGATE RENT IS OVER $10 MILLION. 

F.21. * U. RANDOLPH SHEPPARD ACT INFORMATION.  USC: TITLE 20, SECTION 107A 

F.22.  V. EVIDENCE OF COMPLIANCE WITH SFO SECURITY DOCUMENTATION AND 
REQUIREMENTS.  SUCH AS THE FINAL BUILDING SECURITY PLAN (BSP) 

F.23.  W. EVIDENCE OF COMPLIANCE WITH GREEN LEASE AND/OR LEED SFO CRITERIA. 
SUCH AS GREEN LEASE SUBMITTAL DOCUMENTATION, WRITTEN DOCUMENTATION RELATIVE 
TO MEETING THE SFO SPECIFIED LEED RATING SYSTEM, IF REQUIRED, ETC. 

F.24. * X. RECEIPT OF RWA AND REQUIRED CERTIFICATION. MUST BE IN COMPLIANCE 
WITH ACQUISITION LETTER V 05-06 “PURCHASES ON BEHALF OF OTHER AGENCIES” DATED 
4-27-05.  AN AGENCY CERTIFYING OFFICIAL MUST VERIFY THAT ALL UNIQUE FUNDING AND 
PROCUREMENT REQUIREMENTS, INCLUDING STATUTORY OR REGULATORY REQUIREMENTS 
APPLICABLE TO THE FUNDING BEING PROVIDED, HAVE BEEN DISCLOSED TO GSA; AND ALL 
INTERNAL REVIEWS/APPROVALS REQUIRED PRIOR TO PLACING THE ORDER WITH GSA HAVE 
BEEN COMPLETED. CERTIFICATION IS REQUIRED ON ALL SUBMITTED RWA’S IN EXCESS OF 
THE SLAT WITH THE EXCEPTION OF CONGRESSIONAL REQUIREMENTS. 

F.25.  Y. LESSOR/SIGNOR PROOF OF AUTHORITY AND OWNERSHIP. EVIDENCE OF 
OWNERSHIP IS REQUIRED SUCH AS A COPY OF A WARRANTY DEED, OR MASTER LEASE 
AGREEMENT.  AUTHORIZATION TO EXECUTE A LEASE IF A CORPORATE, PARTNERSHIP OR 
LIMITED LIABILITY COMPANY OWNERSHIP, AND A TRUE LEGAL DESCRIPTION OF THE 
PROPERTY TAKEN FROM THE DEED (NOT SIMPLY A STREET ADDRESS) IF REQUIRED. 

F.26.  Z. OTHER 
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G.  VII. (A) Contract 

G.1.  A. AWARD LETTER.  FAR 15.504, ALSO GSAM 570.308 

http://www.acqnet.gov/GSAM/current/html/Part570.html#wp1854967 

G.2. * B. LEGAL REVIEW AND COMMENT. THIS IS OPTIONAL AND THE CO WILL 
DETERMINE THE NEED FOR THE REVIEW. 

G.3.  C. FULLY EXECUTED LEASE 

G.4.  D. SUPPLEMENTAL LEASE AGREEMENTS.  FAR 4.803. INCLUDE A LOG TO KEEP 
TRACK OF ALL SLA NUMBERS AND A SHORT DESCRIPTION OF THE PURPOSE FOR EACH SLA. 

G.5.  E. OTHER 

http://www.acqnet.gov/GSAM/current/html/Part570.html#wp1854967
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H.  VII. (B) TI SFO Documents 

H.1.  DUE TO MOST OF THE TENANT IMPROVEMENT SFO DOCUMENTS AND NEGOTIATIONS OCCURRING 
AFTER LEASE AWARD, A SEPARATE SUB-TAB FOR THESE DOCUMENTS HAS BEEN CREATED.  
LAYOUT DRAWINGS SHOULD BE FILED IN THIS TAB IF A TI SFO IS BEING USED.  AT A MINIMUM, THE 
TAB SHOULD INCLUDE: 

H.2.  A. TI COST BREAKDOWN (IN CSI FORMAT) 

H.3. * B. GSA REVIEW OF TI COSTS 

H.4.  C. EVIDENCE OF COMPETITIVE BIDDING PROCESS OR COST OR PRICING DATA 
FOR TI COSTS. SUCH AS A LETTER OR E-MAIL FROM THE LESSOR AND/OR A COPY OF THE 
BIDS OBTAINED. 

H.5.  D. DRAWINGS/LAYOUTS FROM AGENCY 

H.6.  E. OTHER 
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I.  VIII. Approval Documents 

I.1. * A. PRE-VALIDATION OF BUDGET ACTIVITY 53 FUNDING.  MUST GET BUDGET 
APPROVAL BEFORE LEASE IS AWARDED. 

I.2. * B. FINAL OCCUPANCY AGREEMENT.  MUST SHOW ALL NEGOTIATED RATES AND 
INCLUDE GENERAL CLAUSES AS WELL AS ANY AD HOC CLAUSES, AND BE SIGNED BY THE 
AGENCY UNLESS APPROVED BY REGIONAL PORTFOLIO TO PROCEED WITHOUT A SIGNED 
OA.  COMPARE AGAINST THE FULLY EXECUTED LEASE PRIOR TO DISTRIBUTION TO CUSTOMER FOR 
SIGNATURE. 

I.3. * C. LEGAL CONCURRENCE.  IF REQUIRED (WILL DIFFER FROM REGION TO REGION). 

I.4.  D. DRAWINGS/LAYOUTS FROM AGENCY/LESSOR (DESIGN INTENT DRAWINGS-
DID’S).  WILL BE FILED UNDER TAB VIII IF THE SFO IS NOT A TI SFO. WHERE DOCUMENTS AND 
NEGOTIATIONS OCCUR AFTER AWARD, FILE IN SUB TAB VII (B), SECTION D. 

I.5. * E. FIRE/SAFETY APPROVAL OF LAYOUT DRAWINGS.  ANY CHANGES TO LAYOUT 
FROM FIRE/SAFETY REVIEW MUST BE RE-SUBMITTED TO THE AGENCY FOR CONCURRENCE. 

I.6.  F. LAYOUTS TO LESSOR.  LAYOUTS WITH AGENCY APPROVAL SIGNATURE AND 
FIRE/SAFETY APPROVAL SIGNATURE. 

I.7.  G. FINISH SELECTIONS TO LESSOR.  WITH INTERIOR FINISHES SELECTED AND 
APPROVED BY THE AGENCY.  CORRESPONDENCE RELATING TO FINISHES IS TO BE FILED 
HERE. 

I.8.  H. OTHER 



Lease File Checklist 
 

NOTE 1:  The Estimated Delivery Date column is optional and is provided as a project schedule planning tool. 
NOTE 2: The asterisk (*) identifies items that remain the responsibility of the Government in broker contract projects. 
 

PAGE 27 OF 29  GSA FORM 3681 (REV 6/05) 

J.  IX. Pre-Occupancy 

J.1.  A. POST AWARD SYNOPSIS.  POSTED IN FEDBIZOPS.  REQUIRED IF > $25,000 
ANNUAL RENT. 

J.2.  B. COPY OF CORRESPONDENCE TRANSMITTING LEASE TO FIELD OFFICE 

J.3.  C. COPY OF CORRESPONDENCE TRANSMITTING LEASE TO AGENCY 

J.4. * D. NOTIFICATION OF LEASE LOCATION TO FPS BY LETTER OR EMAIL 

J.5. * E. REQUEST TO GSA PMC FOR UTILITY CONTRACT.  WHEN SEPARATELY 
METERED. 

J.6. * F. COR LETTERS TO LESSOR.  GSAM 542.2 

http://www.acqnet.gov/GSAM/current/html/Part542.html#wp1858097 

J.7. * G. COR LETTERS TO DESIGNATED AGENCY REPRESENTATIVE.  GSAM 542.2 

http://www.acqnet.gov/GSAM/current/html/Part542.html#wp1858097 

J.8.  H. CONSTRUCTION INSPECTION REPORTS/MEETING MINUTES/MSDS 

J.9.  I. DAVIS-BACON INTERVIEW FORMS AND WAGE PAYMENT.  GSAM 522.406 

http://www.acqnet.gov/GSAM/current/html/Part522.html#wp1859266 

J.10.  J. ACCEPTANCE OF SPACE/CONDITION SURVEY.  GSAM 570.111 

http://www.acqnet.gov/GSAM/current/html/Part570.html#wp1860796 

J.10.1.  1. Measurement of Space 

J.10.2.  2. Correction of Deficiencies 

J.10.3.  3. Credits/Debits 

J.10.4.  4. Punch List and Resolution 

J.11.  K. CHANGE ORDERS RELATED TO INITIAL OCCUPANCY.  MAJOR CHANGE ORDERS 
FOR LEASE ALTERATIONS SHOULD BE KEPT IN A SEPARATE LEASE FILE FOLDER. 

J.12.  L. REQUEST PERIODIC SERVICES SCHEDULE FROM LESSOR. OBTAIN A LETTER 
ADDRESSING THE PERIODIC SERVICES SCHEDULE FROM LESSOR. 

J.13. * M. PROVIDE PERIODIC SERVICES SCHEDULE TO PROPERTY MANAGER/LEASE 
ADMINISTRATOR 

J.14.  N. SBA REPORTING LETTER.  SENT TO LESSOR WHEN A SMALL BUSINESS 
SUBCONTRACTING PLAN (SBSP) IS OBTAINED. 

J.15.  O. OTHER 

http://www.acqnet.gov/GSAM/current/html/Part542.html#wp1858097
http://www.acqnet.gov/GSAM/current/html/Part542.html#wp1858097
http://www.acqnet.gov/GSAM/current/html/Part522.html#wp1859266
http://www.acqnet.gov/GSAM/current/html/Part570.html#wp1860796
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K.  X. Administration 

K.1. * A. EFT ENROLLMENT.  GSAM 552.232-76 

http://www.acqnet.gov/GSAM/current/html/Part552_Sub2B.html 

K.2. * B. OPERATING COST ESCALATIONS.  ADJUSTED IN ACCORDANCE WITH THE 
CONTRACT LANGUAGE. 

K.3. * C. TAX ESCALATIONS/APPEALS.  PROCESSED IN ACCORDANCE WITH THE 
CONTRACT LANGUAGE. 

K.4. * D. CHANGE OF OWNERSHIP.  GSAM 542.12 

http://www.acqnet.gov/GSAM/current/html/Part542.html#wp1858165 

K.5. * E. DUNS NUMBER.  A NEW DUNS NUMBER MUST BE OBTAINED EACH TIME A 
CHANGE OF OWNERSHIP TAKES PLACE. 

K.6. * F. CENTRAL CONTRACTOR REGISTRATION (CCR) INFORMATION. CONFIRMATION 
OF ACTIVE REGISTRATION UPDATED WITHIN THE PAST YEAR IS REQUIRED.  REGISTRATION 
MUST BE UPDATED ANNUALLY. NEW REGISTRATION IS REQUIRED EACH TIME A CHANGE OF 
OWNERSHIP TAKES PLACE. 

K.7. * G. LEASE DIGEST (R620). REQUIRED FOR LESSOR PAYMENT (STAR) 

K.8. * H. RWA'S - PROPERLY CERTIFIED. THIS SECTION CONTAINS ALL RWA’S ISSUED 
AFTER OCCUPANCY FOR ALTERATIONS… IN CONJUNCTION WITH THE CERTIFICATION 
REQUIREMENT FOUND IN TAB VI, SECTION X. 

K.9. * I. MISCELLANEOUS CORRESPONDENCE 

K.10. * J. APPEALS/CLAIMS/DISPUTES.  GSAM 533.2  -  CONSULT LEGAL 

http://www.acqnet.gov/GSAM/current/html/Part533.html#wp1859213 

http://www.acqnet.gov/GSAM/current/html/Part552_Sub2B.html
http://www.acqnet.gov/GSAM/current/html/Part542.html#wp1858165
http://www.acqnet.gov/GSAM/current/html/Part533.html#wp1859213
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NOTE 1:  The Estimated Delivery Date column is optional and is provided as a project schedule planning tool. 
NOTE 2: The asterisk (*) identifies items that remain the responsibility of the Government in broker contract projects. 
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K.10.1.  1. Correspondence 

K.10.2.  2. Contracting Officer Decision 

K.10.3.  3. Resolution 

K.10.4.  4. Unresolved Claim(s) 

K.10.5.  5. GSBCA or Claims Court Decision 

K.10.6.  6. Payment 

K.11. * K. TASK ORDER DOCUMENTATION.  ORDERING OFFICIALS TASK ORDER 
DOCUMENTATION AND CHECK LIST UPON CLOSEOUT OF TASK ORDER IF TASK IS 
PERFORMED BY THE BROKER CONTRACTOR. 

K.12. * L. CAD AS-BUILTS TO CIFM 

K.13.  M. OTHER 

 


	A. I. REQUIREMENT
	A.1. * A. SF-81 OR OTHER REQUEST FOR SPACE.  IS NO LONGER REQUIRED; HOWEVER, SOME AGENCIES ARE STILL USING THIS FORM.  OTHER METHODS TO REQUEST SPACE ARE ACCEPTABLE SUCH AS A DOCUMENTED PHONE CALL OR LETTER FROM THE AGENCY.  HOWEVER, WHEN NO SF-81 IS SUBMITTED, THE SPACE REQUEST MUST STILL ADDRESS CUSTOMER FUNDING AVAILABILITY.
	A.1.1. 1. Transaction Management Playbook (TMP) - Product Information (P-1 through P-4: Formal Requirements Document, Project Management and Communication Plan, Options Package, Proposal Package) and Associated Correspondence related to the five interactions: the requirements interview, requirements confirmation, presenting options, solution agreement documentation and delivering as promised.  All TMP documentation from commencement to completion of the process shall be filed here.

	A.2. * B. SPECIAL REQUIREMENTS (SPECS).  SPECIFICATIONS AND PLANS IDENTIFYING AGENCY NEEDS ABOVE THE SHELL AND TENANT IMPROVEMENT LANGUAGE IN THE SFO.
	A.3. * C. TITLE 10 CLEARANCE FOR ARMED SERVICES.  TITLE 10 USC 2662(E) STATES – NO ELEMENT OF THE DOD SHALL OCCUPY ANY GENERAL PURPOSE SPACE LEASED FOR IT BY THE GSA AT AN ANNUAL RENTAL IN EXCESS OF $500,000 (EXCLUDING THE COST OF UTILITIES AND OTHER OPERATION AND MAINTENANCE SERVICES).  DOD STILL HAS TO REPORT UNDER TITLE 10 IF THIS IS A NEW LEASE, AND/OR IF THE LEASE STARTED WITH AN ANNUAL RENTAL UNDER $500K AND WILL CROSS THE THRESHOLD THROUGH RENT ESCALATION.  ACQUIRING THE TITLE 10 CLEARANCE IS A DOD RESPONSIBILITY AND NOT GSA’S.
	A.4. * D. NOTIFICATION TO CITY OFFICIAL.  LETTER TO MAYOR OR CITY PLANNING BOARD.  EXECUTIVE ORDER 12072
	A.5. * E. JUSTIFICATION OF DELINEATED AREA.  REQUIRED IF NOT IN CBD.  ALSO REQUIRED WHEN CROSSING OVER CONGRESSIONAL DISTRICTS.  REFERENCE: E.O. 12072, E.O. 13006 AND THE RURAL DEVELOPMENT ACT (RDA)
	A.5.1. 1. Rural Development Act.  PE-2003-01 Requires customers to submit a written statement to GSA to affirm that first priority was given to locating in a rural area.  This is required for all lease acquisitions. FMR 102.83

	A.6. * F. DRAFT OA.  FIRST DRAFT OF THE OCCUPANCY AGREEMENT SENT TO THE AGENCY FOR CONCURRENCE TO PROCEED WITH PROJECT.  OA SHOULD IDENTIFY ESTIMATED MARKET RATE, TENANT IMPROVEMENT ALLOWANCE, AND ANY AD HOC CLAUSES UNIQUE TO THIS SPACE ACTION.  EXAMPLES OF AD HOC CLAUSES WOULD INCLUDE, BUT ARE NOT LIMITED TO, ANY ENVIRONMENTAL RESTORATION LANGUAGE UPON LEASE TERMINATION, WAIVER OF 120-DAY NOTIFICATION REQUIREMENT…
	A.7. * G. SCORING EVALUATION.  OMB CIRCULAR A-11, CRITERIA AND SCORING RAMIFICATIONS FOR OPERATING AND CAPITAL LEASES.  REFERENCE THE PORTFOLIO WEB SITE TITLED "LEASE SCORE KEEPING MODEL."
	A.8. * H. BROKER CONTRACT INFORMATION. MISCELLANEOUS
	A.9. * I. EMERGENCY AND DISASTER LEASING – MISCELLANEOUS RECORDS/INFORMATION.  I.E. FEMA, COOP PROCEDURES – PROJECT/REQUIREMENTS INFORMATION.
	A.10. J. OTHER

	B. II. Pre-Solicitation
	B.1. * A. TASK ORDER ORIENTATION MEETING.  NOTES FROM THIS MEETING BETWEEN THE REGIONAL CONTRACTING OFFICER (RCO), BROKER AND CONTRACTING OFFICER’S TECHNICAL REPRESENTATIVE (COTR) [REALTY SPECIALIST/CONTRACTING OFFICER] COVERING THE ROLES AND RESPONSIBILITIES OF THESE PARTIES EXCLUSIVE OF THE CUSTOMER, AND PRELIMINARY PROJECT SCHEDULE.  REQUIRED FOR ALL BROKER CONTRACT PROJECTS.  MUST TAKE PLACE PRIOR TO THE PROJECT ORIENTATION MEETING. CUSTOMER’S REQUIREMENTS, AS AGREED TO IN THE TMP PROCESS MUST BE PRESENTED AT THIS TIME.
	B.2. * B. PROJECT ORIENTATION MEETING.  MEETING OF THE COTR, BROKER AND CUSTOMER (TENANT AGENCY).  REQUIRED FOR ALL BROKER CONTRACT PROJECTS. FILE MEETING NOTES DISCUSSING THE CONTRACTUAL RELATIONSHIP BETWEEN ALL PARTIES IN ADDITION TO SCOPE OF REQUIREMENTS, EXPECTATIONS FOR TASK ORDER DELIVERY AND ESTIMATED PROJECT SCHEDULES.
	B.3. * C. ACQUISITION PLAN.  REQUIRED FOR LEASES EXCEEDING SIMPLIFIED ACQUISITION THRESHOLD.  THIS SHOULD BEGIN AS SOON AS THE AGENCY NEED IS IDENTIFIED, PREFERABLY WELL IN ADVANCE OF THE FISCAL YEAR IN WHICH CONTRACT AWARD IS NECESSARY AND ISSUANCE OF THE SFO. IT WILL BE APPROVED BY THE CONTRACTING OFFICER EXCEPT AS STATED IN GSAM 507.102.  IN ACCORDANCE WITH GSA ORDER OGP 2800.1, DATED JANUARY 1, 2004, WRITTEN ACQUISITION PLANS ARE REQUIRED FOR ALL ACTIONS OVER THE SLAT. MOST OF THESE WILL BE LIMITED ACQUISITION PLANS, HOWEVER COMPREHENSIVE PLANS ARE NECESSARY. COMPREHENSIVE PLANS ARE NECESSARY FOR ALL ACQUISITIONS/NEW (LEASE) CONSTRUCTION OVER $50M INCLUDING OPTIONS, AND COMPLEX, POLITICALLY SENSITIVE PROJECTS OF ANY SIZE OVER SLAT. ALL PLANS ARE TO BE SIGNED BY THE RA, ARA OR THEIR DESIGNEE IN ADDITION TO THE CONTRACTING OFFICER.
	B.4. D. JUSTIFICATION FOR OTHER THAN FULL AND OPEN COMPETITION.  FAR 6.303 – A CONTRACTING OFFICER SHALL NOT COMMENCE NEGOTIATIONS FOR A SOLE SOURCE CONTRACT WITHOUT WRITTEN JUSTIFICATION IDENTIFYING THE CAUSE AS OUTLINED IN FAR 6.302 AND REQUIRED APPROVALS ARE OBTAINED AS REQUIRED BY FAR 6.304.  ALSO REFERENCE GSAM 502.101 AND GSAM 504.803.
	B.5. E. HISTORIC BUILDING CHECK.  PUBLIC BUILDINGS COOPERATIVE USE ACT OF 1976, EXECUTIVE ORDER 13006, AND SECTION 106 OF THE NATIONAL HISTORIC PRESERVATION ACT.
	B.6. HTTP://WWW.GSA.GOV/PORTAL/GSA/EP/CONTENTVIEW.DO?PAGETYPEID=8199&CHANNELID=-13339&P=PLAE&CONTENTID=10723&CONTENTTYPE=GSA_BASIC
	B.7. HTTP://WWW.ACHP.GOV/REGS-REV04.PDF AND HTTP://WWW.NR.NPS.GOV/
	B.8. F. FLOOD PLAIN CHECK.  EXECUTIVE ORDER 11988 AND NEPA CALL-IN FACT SHEET (WEB-SITE) DATED 9/97.
	B.9. HTTP://WWW.GSA.GOV/PORTAL/GSA/EP/CONTENTVIEW.DO?PAGETYPEID=8199&CHANNELID=-13339&P=PLAE&CONTENTID=16905&CONTENTTYPE=GSA_BASICAND HTTP://ESRI.COM/HAZARDS/MAKEMAP.HTML
	B.10. * G. PROSPECTUS/NOTIFICATION OF APPROVAL.  GSA ORDER PBS P7000.12, CHAPTER 5, OMB BULLETIN 91-02, AND OMB CIRCULAR A-11.  CHECK WITH REGIONAL PORTFOLIO MANAGEMENT OR THEIR WEBSITE FOR THE CURRENT THRESHOLD AS IT IS ADJUSTED ANNUALLY.
	B.11. H. COPY OF ADVERTISEMENT OR FEDBIZOPS PRINTOUT.  GSAM 505.101 NOTICE MUST BE PUBLISHED IN THE NEWSPAPER OR IN FEDBIZOPS IF 1) THE ACQUISITION IS FOR LEASEHOLD INTERESTS IN REAL PROPERTY ESTIMATED TO EXCEED 10,000 SQUARE FEET; OR 2) THE ACQUISITION IS FOR A LEASEHOLD INTEREST IN A BUILDING TO BE CONSTRUCTED ON A PRE-SELECTED SITE. THE NOTICE MUST INCLUDE MANDATED ELEMENTS IN ACCORDANCE WITH GSAR 570.402-2.
	B.12. I. RESPONSES TO ADVERTISEMENT.  ALL EXPRESSIONS OF INTEREST SHOULD BE DOCUMENTED IN WRITING FOR THE FILE, INCLUDING PHONE CALLS. 
	B.13. J. MARKET SURVEY, MARKET SURVEY REPORT, AND AGENCY CONCURRENCE.  GSAM 570.301
	B.14. HTTP://WWW.ACQNET.GOV/GSAM/CURRENT/HTML/PART570.HTML#WP1854967
	B.15. K. CATEX CHECKLIST. 40 CFR 1508.9 AND GSA DIRECTIVES AS WELL AS THE NEPA DESK GUIDE.  ENVIRONMENTAL CHECKLIST REVIEW SHOULD BE COORDINATED WITH THE REGIONAL ENVIRONMENTAL QUALITY ADVISOR. THE CHECKLIST CAN BE FOUND AT HTTP//INSITE.GSA.GOV, (SELECT BUILDINGS/ENVIRONMENTAL PROGRAMS/GSA NEPA IMPLEMENTATION/NEPA DESKGUIDE). YOU WILL FIND THE CATEX CHECKLIST IN CHAPTER 5 OF THE DESKGUIDE AS EXHIBIT 5-1. ALSO SEE E.O. 12873.
	B.16. * L. SOURCE SELECTION PLAN (SIGNED) AND RELATED CORRESPONDENCE.  THE SOURCE SELECTION PLAN MAY BE A SIMPLE GO/NO GO ACCEPTABLE LOWEST PRICED PLAN WHICH IS ABBREVIATED OR A BEST VALUE TRADEOFF PROCESS USED WHEN IT IS IN THE BEST INTEREST OF THE GOVERNMENT TO CONSIDER AWARD TO OTHER THAN THE LOWEST PRICED OFFER OR OTHER THAN THE HIGHEST TECHNICALLY RATED OFFER.  FAR 15.101.1
	B.17. * M. AWARD FACTOR EVALUATION
	B.18. * N. VENDING FACILITIES. THIS PARAGRAPH IS REQUIRED IN THE SFO WHENEVER THE REQUIREMENT 1) INVOLVES 100 OR MORE OCCUPANTS OR 2) AT LEAST 15,000 SQUARE FEET OF SPACE.  MINIMUM OF 250 SQUARE FEET MUST BE OFFERED TO THE BLIND.  CONTACT THE REGIONAL CONCESSIONS GROUP FOR AMOUNT OF SPACE TO BE ENTERED. EXCEPTION INFORMATION CAN BE FOUND AT USC TITLE 20, SECTION 107A. [34 CFR 395.1 (Q)]
	B.19. O. OTHER

	C. III. Solicitation
	C.1. A. DRAFT SOLICITATION FOR OFFERS.  (GSAM 570.302 AND 570.303-1) THE TENANT IMPROVEMENT (TI) SFO IS NOT MANDATORY; HOWEVER, CURRENTLY IT IS THE SFO THAT IS BEING UPDATED WITH REQUIRED CLAUSES AND CLAUSE MODIFICATIONS.  IF USING A VARIATION OF THE SFO, ENSURE ALL MANDATORY CLAUSES ARE INCORPORATED.  LEGAL REVIEW AT THE DISCRETION OF THE CONTRACTING OFFICER.
	C.2. B. AGENCY APPROVAL OF SFO.  THE AGENCY IS REQUIRED TO REVIEW AND APPROVE THE SFO AND SPECIAL REQUIREMENTS BEFORE THE SOLICITATION IS SENT TO POTENTIAL OFFERORS.
	C.3. * C. OA REVISION.  A REVISED OA SHOULD BE SENT TO THE AGENCY REFLECTING ANY CHANGES TO THE DRAFT OA THAT WERE IDENTIFIED DURING OR AFTER THE MARKET SURVEY.
	C.4. D. FINAL SFO.  THE SFO SENT TO PROSPECTIVE OFFERORS WITH ALL AGENCY CHANGES INCORPORATED AND ALL APPROPRIATE FORMS SUCH AS GSA FORMS 3516, 3517, 3518, 1364, 1364A AND 1217, SENSITIVE BUT UNCLASSIFIED FORM, SECURITY FORMS AS NECESSARY, AND THE RATE STRUCTURE SHEET IF NOT USING THE 1364A. YOU MAY ALSO INCLUDE THE EFT VENDOR FORM AT THE DISCRETION OF THE CONTRACTING OFFICER. IF SFO WAS ISSUED ELECTRONICALLY (CD, EMAIL…), A COPY OF THE DISK MUST BE FILED HERE.
	C.5. E. SFO DISTRIBUTION LIST.  INDICATES ALL POTENTIAL OFFERORS RECEIVING THE SFO, AND DATE THE SFO WAS ISSUED. ALSO INDICATES WHO FROM THE CUSTOMER RECEIVED A COPY AND ANYONE ELSE RECEIVING A COPY AS DETERMINED BY THE CONTRACTING OFFICER SUCH AS FPS, OR THE GSA PROPERTY MANAGER.
	C.6. F. SFO AMENDMENTS/ADDENDA.  ALL CHANGES TO THE SFO ARE TO BE DOCUMENTED AS AN AMENDMENT OR ADDENDA TO THE SFO.  ALL AMENDMENTS/ADDENDA ARE TO BE SENT TO ALL POTENTIAL OFFERORS THAT RECEIVED THE SFO. GSAM 570.303-4
	C.7. G. CORRESPONDENCE TO OFFERORS.  THIS INCLUDES COVER LETTERS SENT WITH THE SFO AND AMENDMENTS/ADDENDA.  ALSO INCLUDES PHONE CONTACT RECORDS OF CONVERSATIONS WITH THE OFFEROR(S) AND ANY LETTERS OF CLARIFICATION PRIOR TO THE RECEIPT OF INITIAL OFFERS.
	C.8. * H. DAVISBACON WAGE RATES.  IS REQUIRED FOR NEW (LEASE) CONSTRUCTION OR COMPLETE REHABILITATION OR RECONSTRUCTION OF AN EXISTING BUILDING WHEN THE GOVERNMENT WILL BE THE SOLE OR PREDOMINANT TENANT, SUCH THAT ANY OTHER USE OF THE BUILDING WILL BE FUNCTIONALLY OR QUANTITATIVELY INCIDENTAL TO THE GOVERNMENT'S USE AND OCCUPANCY. 
	C.10. * I. SFO REVIEW BY TECHNICAL STAFF. ENGINEERS, FPS, SPACE PLANNER, ETC., AS REQUIRED, BUT ALWAYS FOR NEW LEASE CONSTRUCTION.

	D. IV. Evaluation/Pre-negotiation
	D.1. A. NEGOTIATION OBJECTIVES.  ESTABLISHES THE GOVERNMENT’S NEGOTIATION POSITION AND ASSISTS IN THE CONTRACTING OFFICER'S DETERMINATION OF FAIR AND REASONABLE PRICE.  OBJECTIVES SHALL BE ESTABLISHED BEFORE NEGOTIATION OF ANY PRICING ACTION.  FAR 15.406-1
	D.2. * B. APPRAISAL.  REQUIRED WHEN ADEQUATE COMPETITION OR MARKET PRICE DATA DOES NOT EXIST.
	D.3. C. ESTIMATES
	D.3.1. 1. Tenant Improvement Cost.  A government estimate is not required if three or more offers are received to compare build-out costs. 
	D.3.2. 2. Overtime Rates.  Should be compared between the offers in the same geographic area.  If offers have a large variance, the Offeror's rates should be questioned and justified by the Offeror.

	D.4. D. COMPETITIVE RANGE DETERMINATION/NOTIFICATION.  FAR 15.503(A) AND FAR 15.306(C)
	D.5. * E. REQUEST FOR FPS PRE-LEASE SECURITY SURVEY. THIS IS OPTIONAL AND SHOULD BE REQUESTED IF THE CONTRACTING OFFICER DETERMINES IT IS NEEDED.
	D.6. * F. REVIEW OF PRELEASE FORMS FOR FIRE/SAFETY.  USE GSA FORMS 12000 AND 12001.  SEE REALTY SERVICES LETTER PQ-2005-04, DATED MAY 4, 2005.
	D.7. * G. REQUEST FOR CONTRACTOR SUPPORT SERVICES RELATED TO LEASE ACQUISITION (IOS, CQM, ETC). THIS SHOULD BE COORDINATED WITH THE APPROPRIATE REGIONAL GSA PERSONNEL.  THIS CAN INCLUDE, BUT IS NOT LIMITED TO, ALL VENDORS IN RELATION TO AGENCY MOVES OF FURNITURE, TELECOMMUNICATIONS (PHONES, COMPUTERS) AS WELL AS SPACE PLANNING SERVICES.
	D.8. H. REQUIRED SECURITY DOCUMENTATION PER SFO. SUCH AS: THE SENSITIVE BUT UNCLASSIFIED FORMS A AND B AND THE PRE-LEASE BUILDING SECURITY PLAN (BPS) WHICH INDICATES THE OFFEROR’S PROPOSED COMPLIANCE WITH THE LEASE SECURITY STANDARDS IN THE SFO.  FOR NEW (LEASE) CONSTRUCTION, WRITTEN CERTIFICATION FROM A LICENSED STRUCTURAL ENGINEER THAT THE BUILDING CONFORMS WITH REQUIREMENTS FOR WINDOW GLAZING PERFORMANCE CONDITIONS, FAÇADE PROTECTION LEVEL, SET-BACK DISTANCE, AND RETURN-AIR SPECIFICATIONS. PROGRESSIVE COLLAPSE CERTIFICATION CAN BE OBTAINED IF REQUESTED BY THE CUSTOMER.
	D.9. I. OTHER

	E. V. Unsuccessful Offer(s)
	E.1. A. INITIAL OFFER AND RELATED CORRESPONDENCE.  INCLUDES ALL WRITTEN DOCUMENTATION AS WELL AS PHONE RECORDS OF TELEPHONE CONVERSATIONS WITH EACH OFFEROR.  INITIAL OFFERS SHOULD BE REVIEWED TO ENSURE OFFEROR SUBMITTED ALL REQUIRED INFORMATION.  OBTAIN AND REVIEW GSA FORMS 1364A OR 1364 (USED FOR NON-TI SFO’S), 1217, 3517 AND GSA 3518 TO ENSURE ALL INFORMATION HAS BEEN PROVIDED AND ALL REPRESENTATIONS AND CERTIFICATIONS ARE CHECKED. EVIDENCE OF OWNERSHIP IS REQUIRED.  SEE TAB VI, SECTION Y.
	E.2. B. ABSTRACT OF OFFERS.  SPREADSHEET SHOWING ALL OFFER PRICE COMPONENTS FROM THE GSA FORM 1364 OR 1364A AND RELATED DOCUMENTS.  THIS DOCUMENT IS REQUIRED TO BE FILED FOR ALL NEGOTIATED PROCUREMENTS.
	E.3. * C. EVIDENCE OF FIRE/SAFETY REVIEW OF PRELEASE FORMS AND CERTIFICATE OF OCCUPANCY. OBTAIN THE PRE-LEASE FORMS FOR EACH BUILDING OFFERED AND THE CERTIFICATE OF OCCUPANCY FOR THE SUCCESSFUL OFFEROR. REFERENCE REALTY SERVICES LETTER PQ-2005-04. USE GSA FORMS 12000 AND 12001.
	E.4. D. SCALING OF OFFERED SPACE.  EACH FLOOR PLAN SHOULD BE MEASURED TO DETERMINE IF EACH OFFEROR MEETS THE MINIMUM USABLE SQUARE FOOTAGE OF THE SFO. 
	E.5. E. PRESENT VALUE PRICE EVALUATION
	E.6. F. PRE-AWARD NOTICE AND REJECTION LETTERS.  FAR 15.503(A)
	E.7. * G. PRE-AWARD DEBRIEFING.  FAR 15.505
	E.8. H. REQUEST FOR FINAL PROPOSAL REVISION.  MUST HAVE SPECIFIC SUBMITTAL INSTRUCTIONS TO EACH OFFEROR INCLUDING THE DUE DATE.
	E.9. I. OFFERS RECEIVED AFTER FINAL PROPOSAL REVISIONS.  FOLLOW THE PROCEDURES IN FAR 15.208.
	E.10. J. POST AWARD NOTICE AND REJECTION LETTERS.  MUST BE SENT TO EACH UNSUCCESSFUL EVALUATED OFFER.  FAR 15.503(B)
	E.11. * K. POST AWARD DEBRIEFINGS/PROTESTS AND RESOLUTION/CONGRESSIONAL AND RESPONSES.  GSAM 515.5, AND 533.1, ALSO FAR 15.506.
	E.12. M. NEGOTIATION RECORD(S)
	E.13. N. OTHER

	F. VI. Successful Offer AND Award Determination
	F.1. A. INITIAL OFFERS AND RELATED CORRESPONDENCE.  (SEE TAB V, SECTION A.)
	F.2. B. ABSTRACT OF OFFERS.  (SEE TAB V, SECTION B.)
	F.3. * C. EVIDENCE OF FIRE/SAFETY REVIEW OF PRELEASE FORMS AND CERTIFICATE OF OCCUPANCY. ITEMS FOUND IN THIS SECTION SHOULD INCLUDE THE FIRE/SAFETY REQUEST AND REPORT AND A COPY OF THE CERTIFICATE OF OCCUPANCY. MUST BE OBTAINED PRIOR TO OCCUPANCY. PLEASE REFERENCE REALTY SERVICES LETTER PQ-2005-04 AND SEE TAB V, SECTION C.
	F.4. * D. NEGOTIATIONS OF ENVIRONMENTAL REMEDIATION.  REQUIRED IF RESULT OF SITE ASSESSMENT INDICATES ENVIRONMENTAL DEFICIENCIES. COORDINATE THIS EFFORT WITH THE REGIONAL ENVIRONMENTAL QUALITY ADVISOR.
	F.5. E. SCALING OF OFFERED SPACE.  (SEE TAB V, SECTION D.)
	F.6. F. REQUEST FOR FINAL PROPOSAL REVISION (OTHERWISE KNOWN AS BEST AND FINAL OFFER).  (SEE TAB V, SECTION H.)
	F.7. G. PRESENT VALUE PRICE EVALUATION
	F.8. H. PRICE NEGOTIATION DOCUMENTATION. (MEMORANDUM) GSAM 570.307 AND FAR 15-3 AND 15.406-3
	F.9. I. AWARD FACTOR EVALUATION REPORT
	F.10. J. SOURCE SELECTION EVALUATION REPORT (INITIAL AND FINAL).  GSAM 515.3
	F.11. K. CONFLICT OF INTEREST ACKNOWLEDGMENT AND NONDISCLOSURE AGREEMENT.  GSAM 515.305.  REQUIRED FOR EACH GOVERNMENT AND NONGOVERNMENT INDIVIDUAL SERVING AS AN EVALUATOR ON A SOURCE SELECTION BOARD.
	F.12. * L. SOURCE SELECTION AUTHORITY DECISION DOCUMENT
	F.13. * M. REVISED SCORING EVALUATION AND FINAL SCORING ANALYSIS. FILE BOTH HERE. THESE SHOULD INCLUDE NEGOTIATED RATES.
	F.14. * N. AGENCY RECOMMENDATION LETTER (FROM GSA) AND RETURN LETTER OF ACCEPTANCE (FROM AGENCY) WITH REVISED AND SIGNED OA
	F.15. O. SMALL BUSINESS SUBCONTRACTING PLAN.  REQUIRED IF AGGREGATE RENT IS OVER $500K & LESSOR IS LARGE BUSINESS.  FAR 19.702
	F.16. P. AFFIRMATIVE ACTION PLAN.  GSAM 522.8 AND FAR 22.8 (SEE OFFEROR’S REPRESENTATION ON GSA FORM 3518). AS REQUIRED BY FAR 22.804-1 NONCONSTRUCTION: "...EACH NONCONSTRUCTION PRIME CONTRACTOR (LESSOR) AND EACH SUBCONTRACTOR WITH 50 OR MORE EMPLOYEES AND EITHER A CONTRACT OR SUBCONTRACT OF $50,000 OR MORE...IS REQUIRED TO DEVELOP ITS WRITTEN AFFIRMATIVE ACTION PROGRAM WITHIN 120 DAYS FROM THE COMMENCEMENT OF ITS FIRST SUCH GOVERNMENT CONTRACT...”
	F.17. Q. SEISMIC CERTIFICATION.  COMPLIANCE CERTIFICATION MUST BE OBTAINED FROM SUCCESSFUL OFFEROR CONSISTENT WITH EXECUTIVE ORDER 12699 FOR NEW BUILDINGS (NEW LEASE CONSTRUCTION) AND EXECUTIVE ORDER 12941 FOR FEDERALLY-OWNED OR EXISTING (LEASED) BUILDINGS.
	F.18. R. FLOOD PLAIN COMPLIANCE DOCUMENTATION.  OBTAINED PER REQUIREMENTS OF TAB II, SECTION D. EXECUTIVE ORDER 11988
	F.19. * S. RESPONSIBILITY CHECK
	F.19.1. 1. Excluded Parties List (also known as Debarred Bidders List).  Check
	F.19.2. 2. Past Performance checked through references
	F.19.3. 3. Financial Responsibility - GSAM 570.108

	F.20. T. EEO COMPLIANCE REVIEW.  REQUIRED TO BE OBTAINED FROM THE DEPARTMENT OF LABOR IF AGGREGATE RENT IS OVER $10 MILLION.
	F.21. * U. RANDOLPH SHEPPARD ACT INFORMATION.  USC: TITLE 20, SECTION 107A
	F.22. V. EVIDENCE OF COMPLIANCE WITH SFO SECURITY DOCUMENTATION AND REQUIREMENTS.  SUCH AS THE FINAL BUILDING SECURITY PLAN (BSP)
	F.23. W. EVIDENCE OF COMPLIANCE WITH GREEN LEASE AND/OR LEED SFO CRITERIA. SUCH AS GREEN LEASE SUBMITTAL DOCUMENTATION, WRITTEN DOCUMENTATION RELATIVE TO MEETING THE SFO SPECIFIED LEED RATING SYSTEM, IF REQUIRED, ETC.
	F.24. * X. RECEIPT OF RWA AND REQUIRED CERTIFICATION. MUST BE IN COMPLIANCE WITH ACQUISITION LETTER V 05-06 “PURCHASES ON BEHALF OF OTHER AGENCIES” DATED 4-27-05.  AN AGENCY CERTIFYING OFFICIAL MUST VERIFY THAT ALL UNIQUE FUNDING AND PROCUREMENT REQUIREMENTS, INCLUDING STATUTORY OR REGULATORY REQUIREMENTS APPLICABLE TO THE FUNDING BEING PROVIDED, HAVE BEEN DISCLOSED TO GSA; AND ALL INTERNAL REVIEWS/APPROVALS REQUIRED PRIOR TO PLACING THE ORDER WITH GSA HAVE BEEN COMPLETED. CERTIFICATION IS REQUIRED ON ALL SUBMITTED RWA’S IN EXCESS OF THE SLAT WITH THE EXCEPTION OF CONGRESSIONAL REQUIREMENTS.
	F.25. Y. LESSOR/SIGNOR PROOF OF AUTHORITY AND OWNERSHIP. EVIDENCE OF OWNERSHIP IS REQUIRED SUCH AS A COPY OF A WARRANTY DEED, OR MASTER LEASE AGREEMENT.  AUTHORIZATION TO EXECUTE A LEASE IF A CORPORATE, PARTNERSHIP OR LIMITED LIABILITY COMPANY OWNERSHIP, AND A TRUE LEGAL DESCRIPTION OF THE PROPERTY TAKEN FROM THE DEED (NOT SIMPLY A STREET ADDRESS) IF REQUIRED.
	F.26. Z. OTHER

	G. VII. (A) Contract
	G.1. A. AWARD LETTER.  FAR 15.504, ALSO GSAM 570.308
	G.2. * B. LEGAL REVIEW AND COMMENT. THIS IS OPTIONAL AND THE CO WILL DETERMINE THE NEED FOR THE REVIEW.
	G.3. C. FULLY EXECUTED LEASE
	G.4. D. SUPPLEMENTAL LEASE AGREEMENTS.  FAR 4.803. INCLUDE A LOG TO KEEP TRACK OF ALL SLA NUMBERS AND A SHORT DESCRIPTION OF THE PURPOSE FOR EACH SLA.
	G.5. E. OTHER

	H. VII. (B) TI SFO Documents
	H.1. DUE TO MOST OF THE TENANT IMPROVEMENT SFO DOCUMENTS AND NEGOTIATIONS OCCURRING AFTER LEASE AWARD, A SEPARATE SUB-TAB FOR THESE DOCUMENTS HAS BEEN CREATED.  LAYOUT DRAWINGS SHOULD BE FILED IN THIS TAB IF A TI SFO IS BEING USED.  AT A MINIMUM, THE TAB SHOULD INCLUDE:
	H.2. A. TI COST BREAKDOWN (IN CSI FORMAT)
	H.3. * B. GSA REVIEW OF TI COSTS
	H.4. C. EVIDENCE OF COMPETITIVE BIDDING PROCESS OR COST OR PRICING DATA FOR TI COSTS. SUCH AS A LETTER OR E-MAIL FROM THE LESSOR AND/OR A COPY OF THE BIDS OBTAINED.
	H.5. D. DRAWINGS/LAYOUTS FROM AGENCY
	H.6. E. OTHER

	I. VIII. Approval Documents
	I.1. * A. PRE-VALIDATION OF BUDGET ACTIVITY 53 FUNDING.  MUST GET BUDGET APPROVAL BEFORE LEASE IS AWARDED.
	I.2. * B. FINAL OCCUPANCY AGREEMENT.  MUST SHOW ALL NEGOTIATED RATES AND INCLUDE GENERAL CLAUSES AS WELL AS ANY AD HOC CLAUSES, AND BE SIGNED BY THE AGENCY UNLESS APPROVED BY REGIONAL PORTFOLIO TO PROCEED WITHOUT A SIGNED OA.  COMPARE AGAINST THE FULLY EXECUTED LEASE PRIOR TO DISTRIBUTION TO CUSTOMER FOR SIGNATURE.
	I.3. * C. LEGAL CONCURRENCE.  IF REQUIRED (WILL DIFFER FROM REGION TO REGION).
	I.4. D. DRAWINGS/LAYOUTS FROM AGENCY/LESSOR (DESIGN INTENT DRAWINGS-DID’S).  WILL BE FILED UNDER TAB VIII IF THE SFO IS NOT A TI SFO. WHERE DOCUMENTS AND NEGOTIATIONS OCCUR AFTER AWARD, FILE IN SUB TAB VII (B), SECTION D.
	I.5. * E. FIRE/SAFETY APPROVAL OF LAYOUT DRAWINGS.  ANY CHANGES TO LAYOUT FROM FIRE/SAFETY REVIEW MUST BE RE-SUBMITTED TO THE AGENCY FOR CONCURRENCE.
	I.6. F. LAYOUTS TO LESSOR.  LAYOUTS WITH AGENCY APPROVAL SIGNATURE AND FIRE/SAFETY APPROVAL SIGNATURE.
	I.7. G. FINISH SELECTIONS TO LESSOR.  WITH INTERIOR FINISHES SELECTED AND APPROVED BY THE AGENCY.  CORRESPONDENCE RELATING TO FINISHES IS TO BE FILED HERE.
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	J. IX. Pre-Occupancy
	J.1. A. POST AWARD SYNOPSIS.  POSTED IN FEDBIZOPS.  REQUIRED IF > $25,000 ANNUAL RENT.
	J.2. B. COPY OF CORRESPONDENCE TRANSMITTING LEASE TO FIELD OFFICE
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	K.10. * J. APPEALS/CLAIMS/DISPUTES.  GSAM 533.2  -  CONSULT LEGAL
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