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FOREWORD 

This Departmental Space Management Handbook provides guidelines for the 
management of owned, direct leased, and General Services Administration (GSA) ­
provided space, by bureaus and offices of the Department of the Interior. The Handbook 
implements Departmental Manual (DM) 425 Chapters 1-6. 

This customer-oriented Handbook provides guidance on additional space management 
matters as recommended by the Interior bureaus and offices and provides clarification on 
GSA policies and requirements for both direct leased and GSA-provided space. 

Questions regarding the content of the Handbook may be directed to the Office of 
Acquisition and Property Management (PAM), Space Coordination Office. Additional 
copies of the Handbook, which will be updated through releases when appropriate, may 
be ordered from the National Business Center, Administrative Service Center, 7301 West 
Mansfield Avenue, Denver, Colorado 80235-2230. 

~fA~
~C~O~ f Acquisition and 

Property Management 



DEPARTMENT OF THE INTERIOR
 
SPACE MANAGEMENT HANDBOOK
 

INTRODUCTION 

This Departmental Space Management Handbook (implementing 425 DM) provides 
guidelines for the acquisition and management of space by bureaus and offices of the 
Department of the Interior (see the Foreword). You may direct your questions about this 
handbook to Michael Wright or Lavera Hamidi . 

This handbook was last updated on July 31,2007. 
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Chapter 1 

SPACE MANAGEMENT PRINCIPLES 

Space and Asset Management 

Space management supports and complements asset management within the Department of the 
Interior (DOL). Space management is more concerned with the utilization of general and special 
purpose space while asset management tends to focus more on life-cycle issues. While these two 
areas are distinct, there are dependencies between the two . In most DOL Bureaus and Offices, real 
property and space managers are separate individuals, but to ensure a successful space management 
program, space managers must understand asset management and remain current with asset 
management plans. Open and regular dialogue between these program managers will aid in 
responsible management of all ofDOI's valuable assets. The Department has created a Space 
Coordination Office (SCO) to ensure that asset management issues are integrated into space 
management, and that space management requirements are reflected accurately in asset management 
plans. 

Space Coordination Office 

Acting as the Departmental liaison between asset management and space management, the Space 
Coordination Office is located in the Office of Acquisition and Property Management (PAM). The 
SCO: 

.:. develops space management policy and guidance; 

.:. oversees management and technical policy requirements; 

.:. resolves space policy issues; 

.:. reviews 5-Year Space Management Plans and major Space Proposals; 

.:. monitors bureau/office portfolios to identify opportunities for consolidation, relocation and 
collocation; 

.:. makes recommendations for consolidation, relocation and collocation decisions; 

.:. reviews DOL and bureau/office Office of Management and Budget (OMB) Circular A-II , 
Space Budget Justification, Exhibit 54, submissions; and 

.:. reviews business cases for major investments. 

The SCO coordinates information with the Asset Management Team and the space management 
community. 

How Space and Asset Management Merge 

Space management often focuses solely on the acquisition of space via General Services 
Administration (GSA) and commercial entities, and the utilization of that space among individual 
organizations. As a result, opportunities for consolidation and collocation may be missed, since such 
a significant part ofthe DOL real property holdings are owned. Asset management attempts to merge 
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owned property and direct leases for significant life-cycle and management decisions, but can have 
difficulties when addressing GSA-provided space. It is the responsibility of the bureau/office space 
managers to remain cognizant and involved in the asset planning happening within their 
bureaus/offices. This will aid real property managers in understanding the difference in managing 
GSA-provided space and will keep the space managers up-to-date on planned changes in the real 
property inventory that can directly affect space management. 

Separation of asset managers and space managers is not the preferred organizational structure. Some 
bureaus/offices for other reasons do not combine these two programs within the same organization, 
creating a challenge for space managers. For successful space planning, space managers must 
address management of space in GSA-provided, direct-leased, and owned real property. Leaving any 
of the three out of the planning process will likely result in duplication of efforts, increased costs and 
missed opportunities for consolidation and collocation. Additionally, by not including asset 
management data, bureau/office 5-Year Space Management Plans will not cover all space the 
bureau/office utilizes. These plans are essential for the prudent management of space, the cost of 
which is significant for all bureaus/offices. 

Space managers, asset managers, real property specialists and facility managers have overlapping 
and complementary responsibilities. In larger organizations these managers are different individuals, 
requiring continual communication exchange to ensure all space management principles are 
consistently applied and result in responsible management of DOl's assets. 

Multi-Year Space Management Planning 

Each DOl bureau and office must review the prior year's 5-Year Space Management Plan, and 
update it as needed by incorporating the aggregate needs of the program in the new budget year and 
four out years. The 5-Year Space Management Plan, approved by the bureau or office director, is 
submitted to the Department's Space Coordination Office. It is critical that the first three years of 
the 5-Year Space Management Plan are consistent with the OMB Circular A-II, Exhibit 54 that is 
submitted in late summer each year. 

Planning is an ongoing process to document bureau or office space needs over a multi-year period. 
In support of the goals of the Department Asset Management Plan, the intent is to consolidate the 
bureau and office multi-year plans at the Departmental level to identify and assist with future 
collocation and consolidation opportunities within and outside the Department and forecast asset 
investments. The bureau or office director approves the plan before submitting it to the Department 
to ensure engagement of senior bureau/office leadership. 

Initial Determination of Space Needs 

Organizations normally review space requirements when new missions are directed, growth of the 
organization occurs in order to fulfill the mission, and annually when preparing budget requests and 
updates to the 5-Year Space Management Plan. Changes in the organization size and mission are the 
most common times space needs are addressed; annually reviewing space needs and determining the 
mission dependency of all locations will further improve the effective and efficient use of space. 

New space needs require the space manager to first consider all assets currently held by the 
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organization - owned, leased and GSA-provided. If opportunities exist for the new space needs to 
be created from existing space allocations, most often by consolidation of existing organizations into 
more efficient space footprints, then the new space need should be obtained through this 
consolidation. Where no consolidation of current space allocations is possible, organizations must 
obtain space from either GSA or a commercial entity . GSA-provided space must be the first option 
an organization considers when looking for new space; direct leases can only be obtained once the 
bureau/office determines (with GSA input) that GSA is unable to meet the new space need. 
Construction may also be an option at this time; the bureau/office Investment Review Board will 
determine whether construction is appropriate for any given space need. 

If a decision to directly lease space from a commercial entity is made, the bureau/office must first 
determine if there are possibilities to collocate with another bureau/office or Government agency. 
This process should be aggressively pursued, as there are economies of scale to realize when smaller 
organizations collocate. Generally, collocations may be done via direct leases or through GSA­
provided space , although at this point in the process the non-availability of GSA-provided space has 
been determined. Bureau/Offices should document the process and take steps to collocate; this will 
support decisions to obtain a lease independently and document successes in collocation. 

Options for Obtaining Space 

NOTE: Bureau/Office-owned buildings are the first option when new space requirements occur. 
New space should never be obtained when existing owned buildings can fulfill the requirement. 
While there are alternative sources of space, GSA remains DOl 's primary provider of space, and 
when acceptable GSA-provided space is available, GSA is the first acquisition source. 

Space can be obtained from GSA, direct leases or construction. Other innovative space methods 
include reciprocal agreements with other DOl bureaus or offices, other Federal agencies, states, 
tribes, universities or other non-profit organizations. 

GSA-Provided Space 

GSA-provided space is the preferred method for obtaining general purpose and special space. 
GSA has the ability and knowledge to obtain the best rates from the commercial market, and 
due to the size of its leases, GSA can leverage space costs in many areas. While there are 
some opinions that GSA is not the least expensive method, these opinions are not relevant 
given that delegated leasing authority is given to organizations only with the proviso that 
GSA be allowed the option of providing space initially. 

Bureaus/Offices request space directly from GSA. While no longer required, the Standard 
Form 81 (SF-81), Request for Space ', may be used to request new space, additional space to 
an existing Occupancy Agreement, or the return of space. If a bureau/office does not use the 
SF-81, then whatever documentation the bureau/office uses must contain the information 
contained on the SF-81. These requests are made to the local GSA region ; there is no 
requirement for Departmental review, but as required by 425 DM 3 requests for new or 
expanded space must be reported to the SCO. 2 Requests for space must be signed by an 

I See Appendix A - Space Requ est, SF-8I.
 
2 See Appendix B - Justification for New or Expanded Space .
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individual authorized budget authority to request space. 

Direct Leases 

If GSA is unable or unwilling to provide space to a bureau/office, and the bureau/office has 
delegated leasing authority, the bureau/office may decide to directly lease space with a 
commercial entity. An overview ofthis process is covered in Chapters 4 and 5 of this 
Handbook. While obvious costs involved in direct leases may make them appear less 
expensive than GSA-provided space, indirect costs involved in the overhead incurred in 
providing training and associated administrative costs for the warranted space contracting 
operation must be included when determining total costs involved in direct leasing. 

Construction 

Construction of buildings is an option for obtaining space, and in many cases for remote 
areas and for areas where 001 owns the land, the preferred option. Construction decisions 
are made by the bureau/office Investment Review Boards, not by space mangers. However, 
space managers should be involved in the layout planning to ensure utilization rates are 
maintained within established guidelines. 

There are stringent budgetary requirements for construction. It is important to work closely 
with your bureau or office budget staff to obtain necessary construction authority. 

Other Methods for Obtaining Space 

InteragencylInter-bureau Agreements 

Organizations may obtain space from another 001 bureau or office (Inter-bureau) by 
using a reciprocal agreement such as a Memorandum of Understanding (MOU) or 
Memorandum of Agreement (MOA). When acquiring space in this manner, an Inter­
bureau Agreement is created. The Inter-bureau Agreement, that is, the MOU or 
MOA, becomes the basis for the providing bureau/office finance office to recover 
costs from the bureau/office obtaining space. As changes are made to the terms of 
sharing occupancy of the space , the agreement should be amended. When space is 
obtained through these types of agreements, reporting requirements of the Space 
Budget Justification, Exhibit 54, and the 5-Year Space Management Plan must 
include annotation of the methods and costs associated in obtaining this space. 

Collocation with an agency outside of 001 (001 bureau/office with a non-DOl entity) 
requires an Interagency Agreement] ; this is similar to the Inter-bureau Agreement". 
The Interagency Agreement (MO U or MOA) becomes the basis for the billing for the 
cost of the space during the term of the lease agreement. Interagency Agreements are 
entered into and signed to provide financial commitment by an agency, 001 bureau or 

3 There are several different formats for the Interagency/Inter-bureau Agreements ; contact the bureau Contracting Offic er 
for samples and specific Interagency/Inter-bureau Agreement formats, 
4 The difference in names comes from the entities involved ; two DOl organizations are Inter-bureau while a DOl bureau 
and an entity from outside DOl, such as the Mine Safety and Health Administrat ion, is an Interagency Agreement. 
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office, to the lease contract firm term. Just as with Inter-bureau Agreements, all 
known terms of the sharing of the space are specifically outlined in the MOU/MOA. 
Other methods of obtaining space exist, such as the BLM blanket leasing 
authorization and the Service First program. As these are normally unique to a 
bureau/office and not used by all of DOl, see your bureau/office guidance for details 
on these programs. 

Non-Federal Entities 

In other cases, space is obtained through agreements with non-Federal entities that 
have existing space to provide in order to obta in a bureau/office presence at their 
location. For example, a university may provide space to the U.S. Geological Survey 
to have direct access to the scientists and their work. These agreements are 
documented through memoranda of understanding, cooperative agreements or direct 
leases. These agreements mayor may not involve an exchange of funds; some 
universities provide free space in exchange for the ease of access to personnel and 
their work. Each bureau/office outleasing space to non-Federal entities will create 
guidance on the process the bureau/office will uses. 

Space Management Partnership (Partnership) 

The Space Management Partnership (Partnership) is a standing committee within DOl under the 
authority of PAM. With the direction of the Space Coordination Office (SCO), the Partnership 
recommends policies and procedures, coordinates research, and provides advice on space 
management to the Asset Management Partnership (AMP). Through the Space Coordination Office, 
the Partnership will coordinate management issues concerning Department-wide space management 
program efforts as they relate to the DOl Asset Management Plan. 

The Partnership is the forum through which bureau/office mid-management space managers, in 
support of the AMP, develop common strategies and agreements to strengthen the management of 
space Department-wide to achieve program and project efficiencies and cost effectiveness. The 
Partnership provides input to the AMP and Departmental leadership on space management policy 
issues; and on implementation of the DOl 5-Year Space Management Plan, including related policy 
decisions and business practices within the Department and the bureaus/offices. In addition, the 
Partnership advises and provides recommendations to the AMP on the Department-wide strategic 
vision for space management and the DOl actions that support and comply with the Department and 
bureau/office strategic plans and objectives. 

Specific functions include: 

.:.	 Develop a Departmental communication network to foster a unified space management 
program and promulgate guidance. 

5 Non-Federal entities also contract space from bureaus/offices. This process of providing space to commercial entit ies 
is referred to as outleasing. An example of outleasing is contracting with a commercial entity for space in a Federal 
building to provide services to the employees or to visitors. See Federal Management Regulation 102-79.65 for 
guidance. 
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.:. Periodically review Departmental space management policies and procedures to determine 
program effectiveness and develop plans . 

•:. Assist with the establishment of educational, training and career development programs 
within the space management field . 

•:. Develop and recommend policies and procedures to streamline space management activities 
across the Department and its bureaus . 

•:. Explore ways and means to share expertise and data management throughout the Department 
to maximize efficiency and minimize costs . 

•:. Collectively explore emerging technologies and innovative methodologies to recommend 
Department-wide adoption. 

The permanent members of the Partnership are: 

.:.	 One mid-level space management professional from each bureau/office6 designated in writing 
by the Bureau/Office Senior Asset Management Officer. The designees must be able to 
represent the full range of the space management discipline as defined through the 
Department of the Interior Asset Management Plan. 

•:.	 Chairperson and alternate Chairperson from the Office of Acquisition and Property 
Management Space Coordination Office. 

Members are expected to attend all regularly scheduled meetings. Space managers need to interface 
with a range of disciplines. To effectively accomplish its goal, the Partnership will expand its 
membership to address the overall complex program and administrative management challenges. 
When appropriate, program managers will be invited to participate on a meeting-by-meeting basis, or 
on a permanent ex-officio basis. Other bureau/office and Departmental staff are welcome to 
participate at Partnership meetings on ex-officio basis. 

Space Safety, Health and Accessibility 

DOl is required to furnish to its employees places and conditions of employment that are free from 
recognized hazards that are or are likely to cause death or serious physical harm7. This also includes 
providing for the safety and health of contractors, concessionaires, volunteers, and the public 
(visitors). Preoccupancy inspections for safety, health, environmental, and accessibility 
considerations will be conducted by bureau or office safety and health and environmental 
professionals or other qualified person(s). Based on the inspection findings, the responsible safety 
and health and/or environmental manager, as appropriate, will recommend occupancy of the space or 
identify corrective actions needed to bring the space into an environmentally-friendly and a safe and 
healthful condition. Our facilities are to be formally inspected at least annually and deficiencies 
abated on an identified schedule. All facilities will be in compliance with applicable safety, health, 
environmental, and accessibility standards and regulations. The responsible safety, health, and 
environmental staff will be involved in the entire space acquisition process. 

6 Bureaus to be represented on the Partnership are the Bureau ofIndian Affairs, Bureau of Land Management, Bureau of
 
Reclamation, Fish and Wildlife Service, Minerals Management Service, National Business Center (for Office of the
 
Secretary), National Park Service, Office of Surface Mining and U.S. Geological Survey.
 
7 Additionally, provisions of the Uniform Federal Accessibility Standards for the handicapped must be met.
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Chapter 2 

SPACE REQUIREMENTS 

NOTE: Detailed space specification information is available on the GSA, Public Buildings 
Service website . Requests for space must be signed by an individual with budget authority to 
request space . 

General Description 

Space requirements may vary from one bureau/office to another depending upon mission 
requirements. However, there are some basic requirements that a bureau/office must address when 
initially planning to obtain space. These requirements include space planning and layout, general 
purpose and special purpose space floor plans, security requirements, telecommunication / 
information technology (IT) requirements, parking requirements and utilization of space. Space 
utilization must address private offices, systems furniture, circulation requirements, special purpose 
space , historical buildings and warehouse use. Each of these areas is critical in the initial 
determination of space need , as each will have a direct impact on the cost of the space. Space 
requirements should reflect and not exceed what the bureau/office needs for successful 
implementation of their mission. 

Space Planning and Layout 

The tenant (if the project is collocated, then representatives of all affected DOl bureaus and offices 
and/or Federal agencies) that will occupy the space will participate in the space layout planning 
process. The representative(s) who will participate in the space layout decisions need the ability to 
make space-related decisions on behalf of the organization they represent. It is essential that the 
individual should know the specific space and program requirements for space layouts and/or 
common-use space, such as space for files, printers and other IT equipment, copy and fax 
equipment, etc . The bureau/office, GSA, or the lessor may provide professional space planning 
services. Prior to meeting with space planners, lessee/tenant initial discussions should include the 
following: 

.:. Collocation opportunities 

.:. The type of furniture that will be installed 

.:. Building security and special security needs 

.:. Blocks and/or groups of people and/or spaces required to be located together 

.:. Square footage requirements for various working groups, including a circulation figure for 
the overall space 

.:. Size and type of storage, file, and other support areas needed with a particular group 

.:. Adjacencies and group interactions that take place daily 

.:. Small groups that can be flexibly located or used as "space fillers" if necessary 

.:. Groups that do not require contiguous office space 

.:. Funding and responsibility for: 
• Move costs and procurement 
• Communication moving and reinstallation 
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•	 Reimbursable Cost Items as identified in the Special Requirements 
•	 Any change orders or requests made after award of the lease 
•	 Accessibility issues 
• Fire and life safety issues 

.:. If there is a union involved, management must include the union in various space decisions 
or as prescribed in the respective labor/management agreement. 

.:. Unusual or unique space need(s) 

For space planning purposes, an appropriate benchmark is 200 usable square feet (USF)8 per person, 
including all individual and shared space such as workstations, circulation, storage, and conference 
rooms. How space is allotted among the different uses is up to the organization, working with its 
staff, management, and designers. The benchmark of 200 USF per person was determined by 
surveying both public and private sector office space users. 

General Purpose Space 

Open space planning concepts are to be used in all bureau/office spaces. The space design should 
consider reserving window and exterior space for the majority of employees housed in open space ; 
special-use spaces and private office spaces are to be placed in the core area of the building. In 
general, there are two types of office plans: open and closed structured. 

Ceiling-High Partitioned Offices Versus Open Plan: The open plan approach (with a very 
limited number of ceiling-high partitions for offices) is encouraged. It has a higher degree of 
efficiency and flexibility, and provides easier distribution of natural light and day lighting 
techniques, heating and cooling to the working areas. This approach can be adapted to a 
larger building depth and still present an open and airy atmosphere. It also encourages 
interaction between individuals and work groups. 

To Reduce Space Costs:
 
.:. Keep private offices to a minimum.
 
•:. Use systems furniture. (This will also significantly improve space utilization.) 
.:. Standardize systems furniture components to the maximum extent. 
.:. Dispose of excess and/or obsolete items . 
•:.	 Keep number of non-utilized furniture units to the minimum needed" and store them 

in lower costs storage areas
 
.:. Conduct, semi-annually, office clean-up days.
 
•:.	 Regularly dispose of outdated materials or hard and duplicate copies available in 

electronic format. 
.:.	 Use filing space savers wherever a need for extensive, mandatory records storage 

exists . 
•:.	 Allocate only the furniture required to perform employee's duties . 
•:.	 Use furniture for its intended use. (Are tables being used as bookcases? Are 

drafting tables being used as paper storage areas?) 
.:. Within office organizations, share furniture, e.g., drafting tables, bookcases, file 

8 200USF is normally equivalent to 230 rent able square feet (RSF). RSF includes a 15% allowance for common area s. 
9 Furniture units for two percent of the total authorized position ceiling, under normal circumstances, may be maintained 
in storage. 

12 



cabinets, map cabinets, etc . 
•:. Provide joint work areas in open space for employee work areas, joint-use drafting 

tables, team meeting areas, etc. 
•:. Provide shared workstations for individuals in part-time or field positions that spend 

60 percent or more of their time outside the office. 
•:. For telecommuting positions, consider all types of space saving furniture 

configurations. Additionally, provide shared workstations whenever possible. 
•:. Use "hotel" work space for visiting and temporary employees, along with students 

and interns. 

Security Requirements 

NOTE: The following information includes general security requirements. For specific security 
requirements in space, contact your bureau/office physical security officer. 

DOl bureaus and offices must coordinate with local Department of Homeland Security (DHS)'O 
offices to determine security needs for their facilities . To the extent applicable, the DOl security 
guidelines detailed in 444 DM, Physical Security Standards for DOl Facilities, supplement the 
regulations published in 41 CFR 102-810 , Security, which prescribes the security requirements for 
buildings and grounds under the charge and control of the GSA. 444 DM also supplements the 
recommended minimum security standards contained in the U.S. Department of Justice study 
entitled, "Vulnerability Assessment of Federal Facilities," previously implemented for all Federal 
facilities by Presidential Memorandum, dated June 28, 1995, and the DHS/lnteragency Security 
Committee (ISC) "Security Standards for Leased Space" document dated September 29, 2004. 
These are minimum standards; bureaus/offices may increase security and safeguards based on local 
circumstances, changes in the Homeland Security Advisory System, and/or a threat vulnerability 
study indicating a need for increased security of individual facilities. Implementation of each 
individual standard will be incumbent upon the completion of a security survey in coordination 
with the Office of Law Enforcement, Security and Emergency Management. Not all standards may 
apply to all facilities. The security assessment is confidential information and must be handled as 
such. Only authorized individuals should have access to, or knowledge of, the assessment. 

Types of Security Concerns 

.:.	 Setbacks -The distance the building must be located from access roads, parking 
lots, and sidewalks. 

•:.	 Security enhancements - Additional security provided by bollards, concrete 
barriers, bulletproof/glazed windows, building structure upgrades, etc. 

•:.	 Alarm systems - Alarm notification to a security control center monitored by FPS 
or by contracted private security company. 

•:.	 Access control systems' I - These provide controlled access into the facility by 

10 Prior to the separation of the Federal Protective Service (FPS) from GSA into DHS, these services were performed by 
the FPS, a bureau of the GSA. The organization is commonly referred to as FPS still, even though it is a part of DHS . 
I] Federal Information Processing Standards (FIPS) 20 l, dated March 2006 - Required by Homeland Security 
Presidential Directive 12 (HSPDI2), dated Augu st 27, 2004, FIPS 201 requires a Common Identification Standard for 
Federal Employees and Contractors. Thi s standard specifies the architecture and technical requirements for a common 
identification standard for Federal employees and contractors. 

13 



requiring key cards, codes, etc. 

Bureaus/Offices are responsible for funding all physical security measures needed at their 
location. GSA or DHS will provide building specific security enhancements required by 
the bureau/office on a reimbursable basis , via the Security Work Authorization (SWA), 
FPS 57 Blank. 12 The SWA is used to pay the DHS for security services and systems and 
works similarly to the Reimbursable Work Authorization (RWA), GSA Form 2957. 

DHS Monthly Security Billing 

For detailed information on DHS billing, see Chapter 3. 

Effective October I , 2004, DHS began billing through GSA for the security fees on all 
GSA-provided space. The DHS security charges may be found on GSA's Rent-on-the-Web 
website . Space management staff should review DHS security bills regularly to ensure that 
the proper charges are assessed. The following are the different types of security charges: 

.:. Basic Security Rate - The basic security rate is developed by DHS and approved by 
the OMB on a per square foot basis. This charge is assessed to all GSA-provided 
space . DHS must receive OMB approval to increase and/or change this rate. 

•:. Building Specific - Additional security charges for building-specific security 
requirements, i.e., guard services, access control systems, security alarm systems , 
etc. 

Environmental Management System (EMS)13 

EMS provides a systematic framework to identify and address environmental impacts of an agency's 
activities to ensure compliance with regulatory requirements, and provide opportunities for 
continuous environmental improvement and innovation. EMS accomplishes this through a continual 
cycle of planning, implementing, monitoring, and reviewing an organi zation 's processes and actions 
to enhance both environmental and organizational goals . EMS helps organizations avoid 
environmental problems by increasing awareness and developing sustainable activities and 
processes. The EMS concept represents a fundamental change from reactive compliance-based 
activities to a proactive, impact-predicting management system that is focused on an organization's 
mission and everyday business practices. 

Executive Order (EO) 13423, "Strengthening Federal Environmental, Energy, and Transportation 
Management" and Interior policy (515 Departmental Manual Chapter 4), require the implementation 
of EMS at all applicable bureau or office facilities 14 subject to Federal, state, and local environmental 
requirements. Secretarial Memorandum, "Improving Environmental Compliance and Performance 

The SMART card system is a pro ximi ty card access system that will be used to secure all facilities. The SMART card
 
system accepts a mult i-tasking card that will be programmed with a computer chip for desired tasks. The SMART card
 
system is a mult i-tasking card that will have future capabilities to allow access to facil ities, personal computer access,
 
and Government identification.
 
12 See Appendix C, Security Work Authorization, FPS 57 Blank.
 
13 See Appendix D, Sustainabili ty and Greening.
 
14 See Glo ssary, Page 58 .
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through Environmental Management Systems," of August 26, 2003 , reaffirms Department-wide 
EMS implementation. Each bureau/office is responsible for developing and implementing its 
respective EMS implementation program. A Departmental EMS Council, consisting of technical 
bureau and office staff has assisted in developing EMS performance measures and EMS 
implementation. 

Both the U.S. Environmental Protection Agency and the Office of the Federal Environmental 
Executive review EMS implementation by Federal agencies through an annual report required under 
E.O. 13423. As part of the DOl 's annual report, the bureaus/offices pro vide information about their 
EMS implementation program activities to the Office of Environmental Policy and Compliance. 
Such information includes environmental compliance and performance assurance, pollution 
prevention acti vities, environmental training, environmental stewardship responsibilities, and 
environmental goals. 

Parking Requirements 

Parking needs must first be satisfied through the use of available Government-controlled owned or 
leased facilities . Contact the servicing GSA regional office regarding the availability of 
Government-controlled space. If no suitable Government-controlled parking is available from 
GSA, a bureau/office may use its own procurement authority to acquire parking by service 
contract. 15 

Handicap accessible employee parking spaces are always provided as required by the using office 
or by local code, whichever is most stringent. General employee parking spaces 16 are provided 
when all of the following conditions exist: 

.:. The office facility is not served by a public transportation system. 
•:. No commercial parking facility exists, or is available, within a three-block radius of 

the office. 
•:. All-day unrestricted parking spaces are not available, or parking is not allowed, on 

adjacent streets or highways within a three -block radius of the office facility . 
•:. Local building codes require a commercial or office facility to provide off-street 

parking onsite. 

Space Utilization 

This section sets f011h the general requirements and space allocation allowances for Department of 
the Interior bureaus and offices ' 7. DOl recognizes the Building Owners and Management 
Association (BOMA) International standard (ANSI /BOMA Z65.1-1996) for measurement of space 
and the definition for office area , which means the area where a tenant normally houses personnel 
and/or furniture . The goal for general purpose space is a maximum overall utilization rate of200 
BOMA Usable Square Feet l 8 (USF) per person. This is a guideline, and every effort should be 

15 When assigning parking, reserve offici al parkin g spaces first in pr iori ty order as defined in Federal Management
 
Regulation 102-74.285.
 
16 For additional guidance on providing parking, see Fe deral Management Regulation 102-74 .265 .
 
17 See Appendix E for Dor space util ization memorandum.
 
18 See Glossary for definitions of SOMA and usable square feet.
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used to achieve the goal. However, determining space allocations should focus primarily on the 
program and staff requirements. Some tasks such as drafting or laboratory requirements may 
require more than 200 USF while general administrative staff may be able to work efficiently in 
considerably less than 200 USF. Attention should always be on acquiring the minimum space that 
satisfies the program need at the most economical cost. 

Today's work environment offers additional potential for reducing space requirements, improving 
utilization, and saving costs. Referred to as Alternative Officing (AO) or alternative workplace 
arrangements, workplace programs and associated facility reconfigurations such as telework, 
hoteling, desk sharing, satellite offices/telecenters, touchdown stations, free address facilities, virtual 
offices, etc ., offer excellent opportunities to provide minimum space to meet program mission 
requirements. The goal is to provide the information, tools, and other incentives to Federal entities 
interested in improving the effectiveness, efficiency, and quality of their workplaces. AO initiatives 
typically result in workplace improvements in areas such as: 

.:. Facility performance and space utilization efficiency/effectiveness; 

.:. Allocation/utilization/flexibility of space to meet diverse/changing organizational 
needs; 

.:. Workspace quality factors, quality of work life; 

.:. Individual/organizational performance; and 

.:. Technology utilization and return on investment. 

NOTE: GSA recommends that space requirements be based on the tasks required for a particular 
job and on the organization's needs to accomplish its mission. Other factors affecting space needs 
may be privacy and acoustic requirements, access to daylight, collaborative needs, space availability, 
and budget. 

Specific Utilization Issues 

Circulation and Common Areas 
A circulation factor of 25 percent is required for all office space and is included in the 200 
BOMA Usable Square Feet utilization requirement. This circulation factor is a part of the 
utilization rate. The common area factor is not included in the circulation factor. Common 
area includes a share of building support/common areas such as elevator lobbies, building 
corridors, and floor service areas. See the Glossary for complete definitions. 

Offices 
To provide optimum airflow and to keep alterations and operating costs contained, systems 
furniture should be used to the maximum extent possi ble. The use of private offices should 
be limited. No private office area should be built smaller than 150 BOMA usable square 
feet. When designing space, small conference rooms or "interview" rooms may be a more 
cost-effective means of meeting the need for 'closed-door" meetings than excessive 
numbers of private offices and/or conference areas within private offices. 

Warehouses 
Warehouses are typically large, unconditioned storage facilities. There may be incidental 
office or other types of space within the building, but the primary use is to store supplies of 
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oversized equipment, excess furniture/equipment, etc. Every effort should be made to keep 
the size of warehouses to a minimum by excessing unneeded furniture and equipment. 
Therefore, utilization rates are not typic ally maintained as they pertain to square feet per 
person - utilization is based upon the percentage of the warehouse being used for storage . 

Housing/Quarters 
Housing and/or quarters to provide employee housing is generally provided in owned 
space. Since Housing/Quarters are normally utilized by an individual or individual family , 
utilization (as defined in the Federal Real Property Profile) per square foot is not normally 
maintained for space management purposes. For details on providing employee housing, 
contact your bureau/office housing management program officer, or the Housing 
Man agement Handbook at http ://www.doi.gov/pam/gmtab .html. 

Special Purpose Space 

NOTE: All of these office space categories are a pari of the overall utilization rate and 
should be kept to a minimum. 

The following space requirements are a general guideline for various space types. Each 
bureau/office may have more specific requirements that are not meant to be captured in this 
handbook. The various types of space in this section are not entitlements nor are they 
necessarily present at each location and/or all-inclusive of the different types of space that 
may be required. The se types of space are provided when there is a need that can be 
justified by sound business rationale. 

•:. Conference Rooms 
The size of conference rooms should be determined by multiplying the typical 
number of individuals that will use the room times 10 square feet per person. 
Smaller conference rooms, also known as interview rooms, may be used to meet 
conference/meeting needs . 

•:. Employee Break Room 
When employee break rooms are used by multiple bureaus/offices, they should be 
included as joint use space, and only counted towards overall utilization goals when 
used exclusively by one organization. 

•:. Mail Room/Copy Room/Supply Room 
Combine use of these types of rooms whenever possible. Size of rooms should be 
maintained at the minimum required to fulfill the organization 's mission. 

•:. Computer Rooms/Telephone Rooms 
Combine use of these types of rooms whenever possible. Size of rooms should be 
maintained at the minimum required to fulfill the organization 's mission. 

•:. Secured File Room 
Size of room should be maintained at the minimum required to fulfill the 
organization 's mission. 
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.:. Shower Rooms 
New restroom/shower facilities must meet handicapped accessibility standards 
required by the Americans with Disabilities Act. 

Space Utilization Exclusions 

The following types of space are typically excluded from the space utilization calculation: 
.:. Libraries 
.:. Evidence Rooms 
.:. Lab Space 
.:. Warehouse 
.:. Wareyard 

Location Criteria 

When determining where to locate Federal offices, there are three major considerations. (See Figure 
1) Federal law and Executive Orders (EO) address location choices. For projects located in urban 
areas , the primary Executive Order that impacts location is EO 12072, "Federal Space Management," 
which requires first consideration to centralized community business areas. EO 13006, "Locating 
Federal Facilities on Historic Properties in Our Nation's Central Cities," requires consideration of 
historic properties within central business areas. If the bureau/office program need does not require 
an urban location, the Rural Development Act requires that bureaus and offices give priority to rural 
areas. A brief description of each is provided below. See the applicable regulation for more 
information. 

Central Business Area (CBA)/Central Business District (CBD)19 

When the bureau/office mission or program requirements call for locating in an urban area, 
the process for meeting Federal space requirements should give first consideration to the 
centralized business area (district) and adjacent areas of similar character. In determining the 
delineated area,20 bureaus/offices should be aware of the impact that the site will have on the 
social, economic, environmental, and cultural conditions of the community. 

Historical Buildings 

When locating Federal facilities in urban or rural areas , bureaus/offices will give primary 
consideration to historic properties within the established geographic delineated area'" . If 
no such property is suitable, then bureaus/offices will consider other developed or 
undeveloped sites within historic districts. Bureaus/Offices will then consider historic 

19 "CBA" and "CBD" mean the centralized community business area and adjacent areas of similar character, including 
other specific area s which may be recommended by local officials in accordance with Exec utive Order 12072, Federal 
Space Management. 
20 "Delineated area" means the specific boundaries within which space will be obtained to satisfy an agency space 
requirement. 
21 001 gives preference to Historical Building offers as long as that offer does not exceed the low offer by more than ten 
percent. 
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properties outside of historic districts, if no suitable site within a district exists. Any 
rehabilitation or construction that is undertaken pursuant to this order must be 
architecturally compatible with the character of the surrounding historic district or 
properties. 

The Federal Government utilizes and maintains, wherever operationally appropriate and 
economically prudent, historic properties and districts, especially those located in central 
business areas. When implementing these policies, the Federal Government institutes 
practices and procedures that are sensible, understandable, and compatible with current 
authority and that impose the least burden on, and provide the maximum benefit to, 

. 22
society . 

Although not exempt from utilization guidelines, historical buildings may have unique 
architecture or design features that make it difficult to achieve the recommended 200 usable 
square foot per person guideline. However, every reasonable and cost-effective effort should 
be made to incorporate prudent space management practices. 

Rural" Development Act 

If the bureau/office mission or program requirements does not need an urban area location, 
the Rural Development Act of 1972, Public Law 92-419, directs Federal agencies to develop 
policies and procedures to consider locating new offices and other Federal facilities in rural 
areas. The intent of the Act is to revitalize and develop rural areas and help foster a balance 
between rural and urban America. 

Effective January 21,2003, Federal Management Regulation Bulletin 2003-B 1 requires that 
Federal agencies having their own statutory authority to acquire real property comply with the 
Rural Development Act of 1972. Bureaus and offices with delegated leasing authority should 
demonstrate compliance with the Rural Development Act by including a written statement in 
their space leasing files affirming that they have given first priority to the location of new 
offices and other Federal facilities in rural areas. 

The Rural Development Act overrides other location criteria, such as Executive Orders and 
GSA policies. Those criteria must still be utilized, but only to the extent that RDA is 
addressed first. 

22 See Executive Order 13006 at http://www.achp.govIEOI3006.html 
23 Rural areas are 50 miles or more from major urban centers. For purposes of this requirement, "Rural area" means any 
area that is (i) within a city or town if the city or town has a population offewer than 10,000 or (ii) not within the outer 
boundaries of a city or town if the city or town has a population of 50,000 or more and if the adjacent urbanized and 
urbanizing areas have a population density of more than 100 people per square mile. 
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Decision Tree for Locating Federal Facilities
 

IDENTIFY 
SPACE NEED 

URBAN?
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CBD? 
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NO 

OUTSIDE
 
CBD
 

APPROVAL OBTAIN SPACE 

Rural Development Act (RD A) requirements 
Central Business District (CBD) requirements 
Historical Preservation Act requirements 

Figure 1 
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Chapter 3
 

GSA-PROVIDED SPACE24
 

Acquisition Process 

When a need for space exists, GSA-provided space must be the primary source considered. If an 
organization currently resides in suitable Government-owned space, the organization cannot relocate 
from that space unless the space can no longer physically meet the needs of the organization. GSA­
provided space remains in this instance the primary source considered. If GSA is unable to provide 
space, direct leasing of commercial space may be permissible as detailed in Chapter 4. 

If the decision is made to have leased space acquired through GSA, then the bureau/office space 
management contact and a local representative work with GSA in the acquisition. The bureau/office 
input in this process entails determining the space needs of the organization, and evaluating the 
options GSA presents. The bureau/office does not become involved in the leasing process; the 
acquisition of leased commercial space resembles the direct leasing process described in Chapter 4, 
with the GSA Contracting Officer acquiring the space. Bureau/Office space management personnel 
may request a copy of the GSA lease agreement for their records, along with all supplemental lease 
agreements. However, GSA is responsible for the contract requirements, to include language 
concerning recycling, greening, energy efficiency, etc. Bureau/Office space managers should 
strongly encourage GSA to include those requirements in the lease, and actively discuss with GSA 
local representatives the necessity for DOl space to be environmentally sensitive. 

GSA also has a Contracting Officer's Representative (COR) program which is administered by the 
GSA Regional Real Estate Division in each GSA region . For GSA-provided space, if GSA does not 
have a GSA building manager on site who serves as the COR, GSA requests that a non-GSA COR 
nominee be submitted for the location. Since there may be multiple Occupancy Agreements 
covering different organizations but consolidated in one GSA commercial lease, GSA makes the 
request for a COR nominee from the largest tenant organization housed under the specific GSA 
commercial lease. GSA then sends the nominee a COR tutorial, and after successful completion of 
the COR test, the appointment is made by GSA. GSA does not compensate the bureau/office in any 
way for performing COR duties for the GSA commercial lease. 

Tenant Improvement Issues and Costs 

Tenant improvements are improvements in the real property and are funded by the organization 
receiving the GSA-provided space. These costs are not assumed by GSA. Tenant 
improvements are an area where an organization must exercise conscious cost containments to 
ensure that funds expended are necessary for improving the real property to mission 
requirements. 

Tenant improvements are the finishes and fixtures that typically take space from the "warm-lit 
shell" condition to a finished, usable condition. The tenant improvement allowance works in 

24 For more detailed information on the GSA-provided space program , see the GSA Pricing Desk Guide at 
b!!r :l/www.gsa.!!()vil..sa/cm attachments/GSA DOCUM I:NT/pricin£! guide R2F-cl-v OI.5 RDI.-i34K-nR.pdf 
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concert with the building shell. A tenant improvement allowance." is the funding source 
provided by the building owner (the lessor in leased and PBS in federally owned) that enables 
the space to be "built out" or "fitted out" for occupancy to meet a customer agency's specific 
requirements. To accommodate the varying space needs of customer agencies, the tenant 
improvement allowance has two cornponentsr'" general and customization. 

General Component 

The general component is a dollar amount per usable square foot set to cover the cost 
of typical ratios of normal office space finish components, such as doors, partitions, 
carpeting, electrical and telecommunication outlets or standard "work letter" items. 
The general component takes the space from "warm-lit shell " to "vanilla" office 
space. 

Customization Allowance 

The customization allowance is also a dollar amount per usable square foot, but it is 
tailored to individual organizations. This component is intended to cover special 
items, preparations, or finishes which are not typical to all office space, but are 
necessary to customize the space for a particular organization. The customization 
component takes the space from "vanilla" office to space specific to the functioning of 
a particular organization. 

Amortization 

The interest rate for the amortization of tenant improvements is a function of whether the 
space is leased or federally owned. 

Federally Owned Space 

The interest rate is the same as the IO-year Treasury bond rate, plus 12.5 basis 
points. The resulting rate is also known as the Federal Finance Bank (FFB) rate, or 
the interagency borrowing rate. Although this rate varies daily, the Office of 
Portfolio Management will set the rate in the spring of each year for the next year. 

Leased Space 

The rate is whatever the successful offeror, through negotiations with the 
Government, has identified for the length of the lease . 

The amortization of tenant improvements is a function of whether the space is leased or 
federally-owned. 

25 In the case of warehouses, the default tenant allowance is 20% of the general allowance, as adjusted for locality. 
26 In GSA billing, details of these two components may be combined into one entry or separated as general tenant 
improvement and customized tenant improvement. 
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Federally-Owned Space 

Ten years is the stand ard term for amortizing tenant impro vements. Adjustments can 
be made for a specific occupancy and/or customer agenc y. There are two rules for 
limiting amortization terms for tenant improvements: 

.:. Do not exceed the economic life of the improvements. 
•:. Do not exceed the term of the Occupancy Agreement. 

Tenants may shorten the amortization period, but under no circumstances 
may it be lengthened in violation of the above rules . 

Leased Space 

In leased space the amortization period will usually be the finn term of the lease. 
In some cases, lessors (with GSA and tenant agreement) have employed 
compressed amortization terms that are less than the lease firm term. 

The tenant allowance (general and customization components) can only be used to pay for 
items that are real property, or which become real property when attached or affixed to the 
building. The tenant allowance is not available to fund personal property, such as furniture 
and artwork, personal computers, phone handsets, or physical relocation expenses of personal 
property. 

In the case of continuing occupancy in owned space where GSA gives a tenant improvement 
allowance , all soft costs (space planning, design, and construction management) as well as 
hard costs (labor, materials, general cond itions , overhead, and profit for the general 
contractor and subcontractors) are charged against the tenant allowances. In the case of 
initial occupancy, whether in GSA-owned or -leased space , space planning services and 
services provided by construction management firms hired for design development review 
are not to be applied to the allowances. These services are provided by Public Buildings 
Service (PBS) as part of the PBS fee. 

Each time an organization acquires GSA-provided space , GSA will provide funds for tenant 
improvement of the space. These funds are based upon the number of emplo yees housed in 
the space. The funds can be used for various build-out needs as discussed above. These 
funds are again available at the end of an Occupancy Agreement for the organization to make 
improvements in the physical structure. GSA provides the funds and an organization may 
decide to use them , normally repaying GSA (via the monthly rent billing) over half the life of 
the Occupancy Agreement. If an organi zation desires, these costs may be funded up front , 
thus eliminating the monthly tenant improvement charge on the GSA rent bill. GSA provides 
a tenant improvement allowance for finishes and features within its rental charge. The 
organization may fund any costs over the tenant improvement allowance directly through a 
Reimbursable Work Authorization (RWA), GSA Form 2957 27 

. 

27 See Appendix F, Reimbursable Work Auth orization, GSA Form 2957. 
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Space Alterations 

At times other than the beginning of a new or renewed Occupancy Agreement, organizations 
may require alteration be made upon the GSA-provided space to physically meet the mission 
requirements of the organization. 

Alterations to GSA-provided space by bureau/office personnel or contractors are prohibited. 
The organization is not authorized to deal directly or indirectly with the Lessor for alterations 
and repairs unless authorized in writing to do so by GSA . Alterations, improvements, and 
repairs to space provided to the organization will be made only as necessary to: 

.:. Provide for efficient and economical performance of bureau/office activities with 
regard to convenience of the public. 

•:. Maintain and improve a safe, healthful, and well-designed working environment for 
employees. 

All alterations to GSA-provided space are performed on a reimbursable basis only upon 
request of the organization and subject to GSA approval. Request all alterations on an RWA, 
with adequate justification. Attach floor plans and/or a detailed description of the desired 
alterations to the RWA. If partition changes are required, then heating, ventilation, and air­
conditioning and fire protection alterations may also be necessary. 

GSA will provide an estimate of the total cost of the RWA. If the cost is acceptable, the 
organization provides funding code(s) for obligation and submittal of authorization in order 
for GSA to proceed with the alteration project. All RW As must be submitted to the 
appropriate bureau/office personnel for processing through GSA and the organization 's 
financial management organization, as determined by the bureau's/office's internal space 
acquisition process requirements. 

In GSA-provided space, GSA may delegate Contract Officer Representative (COR) authority 
to an agency without monetary compensation. The delegations are specific and come with a 
wide variety of responsibilities and restrictions. It is important that the agency COR work 
closely with GSA in enforcing the terms of the lease and the GSA delegation. 

Occupancy Agreements'" 

The Occupancy Agreement (OA) is a complete, concise statement of the business terms governing 
the relationship between GSA and the bureau/office for a specific space assignment. "Business 
terms" mean both the financial specifics of the agreement as well as the responsibilities of GSA and 
the bureau/office. As stated in GSA's Pricing Policy Guide, "The OA is not a lease, nor is it a 
document detailing building rules and regulations." It is a formal mutual agreement between the 
signing parties; GSA and the bureau/office must honor its terms. The OA consists of four parts: 

.:. Description of the Space and Services 

.:. Compendium of Clauses (Terms and Conditions) 

28 See Appendix G, Occupancy Agreement. 

24 



.:. Financial Summary 

.:. Signature Page 

The intention is to develop and update the OA through successive iterations, from preliminary 
budget estimates, through to final , definitive pricing. Thus, the OA serves as a preview of the 
organization's total rent charges . By revising and updating the preliminary OA as more information 
is available, GSA shares with the organization how the business terms evolve throughout the space 
acquisition process and/or design and construction process. Working collaboratively with GSA to 
develop the OA will help to eliminate rent disputes and appeals. 

Description of Space and Services 

This section of the OA outlines the square footage in both rentable and usable terms, 
num ber of parking spaces, type of space, building name and address, and the occupancy 
term. 

Occupancy Term 

The occupancy agreement confers upon the bureau/office a right to occupy the 
space for a specific duration: the OA term. Organizations do not have a perpetual 
right to occupy space. This is true for federally-owned and GSA commercially 
leased space. 

Federally-Owned Space 

OAs in federally-owned space may be set for long terms-up to 20 or 30 years-but 
shell rents cannot be pre-set for periods in excess of five years. For example, an OA 
can be written for a 20 year term, but specifies that the shell rent will be marked to 
market every five years . Ten years is the recommended norm for an OA term in 
federally-owned space; however, that horizon can be adjusted sharply up or down for 
numerous reasons . 

Because the OA conveys a right to occupy the space for a specific period of time to 
the organization, GSA limits OAs to terms that will not impede a major 
modernization or other planned event, including disposal, which would necessitate 
vacating the building. If GSA grants an occupancy term to an organization beyond a 
date by which a building must be vacated for a GSA-initiated event, GSA must fund 
the organization 's move". Uncertainty regarding when authorization and funding 
will be approved for a specific building modernization will drive GSA, as the 
modernization draws near, to use "year-to-year" extensions in OA terms. 

Leased Space 

OAs in leased space should be coterminous with the lease firm term . OA durations 
can be longer than the firm term in cases where the lease has been written to allow the 

29 See the GSA Pricing Desk Guide, Chapter 5, for details . 
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Government to cancel after a certain period of time has elapsed, but which otherwise 
runs through a later date. 

Compendium of Clauses 

This section addresses the responsibilities of PBS and the customer. There are three sets of 
clauses: 

.:. PBS "Boilerplate" or Standard Clauses 

.:. Agency Specific Clauses30
 

.:. Ad Hoc Clauses"
 

Financial Summary 

The financial summary provides a preview of the customer's rent bill. It itemizes cost 
components that contribute to calculating the monthly rent payment, summarizes lump sum 
payments, and recaps the financial terms. The OA serves as a planning and budgeting tool to 
aid the organization in the understanding of future ob ligations and to enable the organization 
to make choices that affect those outcomes. Some examples: 

If, based upon the particular finish standard which the agency has chosen, the OA 
Financial Summary indicates a certain lump sum payment will be required, the 
organization may decide to adjust the finish standard, resulting in a lower projected 
lump sum payment for tenant improvement costs in excess of the allowance. 

If, when initial bids on the tenant work package come in, the bids are lower than what 
PBS projected, the organization may decide that, since the allowance will go farther 
than originally thought, they want to add to or upgrade elements in the tenant work. 

The potential for using the OA as a forecasting tool for rent and lump sum payments 
underscores the need for GSA to continue to update the OA with accurate data and the 
need for the organization to continue to refer to the OA to guide in decision-making. 

Signature Page 

For all space assignments, GSA policy is to secure bureau/office agreement, via signature on 
the OA or another signed means , prior to GSA 's incurring significant costs to pursue the 
project or procurement (e.g. , awarding a lease contract, purchasing a site , or awarding a 
building design contract). Some organizations may be resistant andlor hesitant to sign 
preliminary OAs for fear that they will be "locked into" certain decisions or that the signature 
renders them financially liable in the event they cancel the project at a later date. As made 
clear in the OA standard clauses, the bureau or office has the right to change its mind on all 
matters unrelated to the decision upon which GSA's funding depends. GSA policy provides 
the customer organization with a "no-fault" cancellation right up until GSA executes a lease 
or, in the case of a Federal construction project, purchases a site (if applicable) or awards a 

30 See Appendix D for Sustainability and Greening requirements. 
31 See the GSA Pricing Desk Guide, Chapter 2, for details. 
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contract to a design architect. If the organization withdraws from the project before GSA 
reaches the point of executing a lease or a design contract, GSA will make no claim against a 
customer organization for any GSA-borne cost pursuant to the normal pursuit of occupancy 
in either leased or federally-owned space. However, extra services which the organization 
may have requested that fall outside the scope of services that GSA provides as part of its 
fee32 are typically funded in advance of performance. If GSA executes such special services 
without prior reimbursement, GSA reserves the right to pursue reimbursement with the 
organization. 

Termination Rights 
Termination rights refer to the right to give a set notice to depart space without incurring financial 
obligations other than tenant improvement costs . 

Four-Month Space Relinquishment Right 

At any point during an occupancy term , upon four months ' written notice", bureaus/offices 
have the right to relinquish space to GSA, if there is no longer a need for the space. Returned 
space must be in marketable blocks (discussed below). The space cannot have been 
characterized as "non-cancelable" in an OA. 

Prior to the expiration of an OA term , GSA must accept the return of space upon four 
months' notice except in cases where the space has been designated non-cancelable or 
the space is not in marketable blocks. 

If an organization has a continuing housing need , but is dissatisfied with its current location 
and wishe s to relocate to a new leased location , GSA does not have the right to refuse the 
return of space. However, in such cases GSA does have the ability to prevent waste by 
declining to provide the organization with a delegation of leasing authority. Without 
independent leasing authority, then, an organization with a continuing space need cannot 
relinquish the space it currently occupies. In such cases, GSA retains the responsibility of 
attempting to cure the organization's dissatisfaction with its current space. 

Each OA must be checked for specific termination rights , i.e., 120-days ' notification. When 
GSA determines that the space will not have termination rights, the bureau/office is 
financially responsible for the space, once it is accepted, for the entire period of the firm term 
of the lease agreement as stated in the OA. This space cannot be released to GSA with 
l20-days' notification. The GSA PBS fee is reduced two percentage points for non­
cancelable space OAs. 

In GSA-provided commercially leased space , if the bureau/office releases the space to GSA 
prior to the expiration of the firm term, under the terms of the OA, the amount of the 
unamortized tenant improvements must be fully reimbursed as a lump sum payment to GSA. 
In GSA-provided Federal space, if the bureau/office releases the space to GSA prior to the 
expiration of the OA, the amount of the unamortized tenant improvements must be fully 
reimbursed as a lump sum payment to GSA. 

32 See the GSA Pri cing Desk Guide, Chapter 3, for detail s on fees GSA's Public Buildings Service can levy. 
33 The notice is commonly referred to as a " 120-day notic e" . 
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Release of Space 

If the bureau/office identifies a marketable block of space that it no longer has a need for, then GSA 
can be given a four-month notice that the bureau/office intends to vacate the space. 

If only a portion of the space is released, then the bureau/office will be obligated to reimburse GSA 
for any space alterations that are necessary to block off the space in order to make it a marketable 
block of space. At the completion of four months, GSA will no longer bill the bureau/office for the 
relinquished space. 

Defining a "Marketable Block" of Space 

Given that in real estate each parcel is different than the next , it is not possible to write a rigid 
standard for what constitutes a marketable block of space. Many factors are involved and 
dependent upon the specifics of the case. For this Handbook, guidance with examples is 
provided as opposed to a strict definition of a "marketable block" of space. 

Location 

A block of space is considered marketable if GSA can sublease or out-lease the space 
to a private sector tenant or assign it to another Federal tenant. It cannot be space 
located within the 001 bureau's/office's security perimeter, as this poses accessibility 
Issues. 

Size of Space 

To be marketable, in some cases a block of space must be a minimum size . In a 
building where the space is of a configuration and size to limit layout to office suites 
as opposed to individual offices, space should be considered unmarketable if: 

.:. A bureau/office wants to return a single office bordering on the common 
corridor, which has no perimeter exposure. 

•:. A bureau/office wants to return a series of individual offices located all over 
the building. 

However, offices consolidated into suites would be considered marketable. 

Predominate Real Estate Use 

Non-conformity with the predominate real estate use pattern is another factor of 
marketability. The use within a given building is a factor in its marketability. For 
example, a single Federal tenant in an office building, leasing multiple floors of 
office space and basement storage space and a mail room adjacent to the loading 
dock, cannot return the basement and loading dock space. Given their uses, the 
basement and storage space and mailroom are only marketable to tenants in this 
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particular building. There is no other Federal tenant within the building to 
potentially backfill the space. 

If the scenario were altered to a multi-tenanted Federal building, then basement 
storage space surrendered by one bureau/office may be marketable to the other 
agencies in the building. GSA should accept the space on four months' notice . 

Remaining Lease Term 

A short firm term remaining on a lease may render space unmarketable, but this 
criterion alone is typically not a valid reason for GSA to reject a termination notice . 
The space could fulfill a temporary need, such as a task force. 

In summary, space is marketable if it has the following characteristics: 

.:. Good accessibility. 
•:. Conformity with the surrounding predominant real estate use pattern . 
•:. Can be consolidated into one or more usable blocks. 

Return of Non-Cancelable Space 

Even though a space may be designated as "non-cancelable," bureaus/offices may nonetheless 
look to GSA to find a backfill tenant for the space. Because the space is designated "non­
cancelable," the bureau/office may vacate and return the space to GSA. GSA will not relieve 
the organization of the obligation to pay serviced shell rent (including operating costs), the 
annual amortized cost for tenant improvements, joint use charges, security, and the GSA fee 
(if the space is commercially leased). These charges will only be removed if GSA finds a 
backfill tenant." During the vacancy period, it may be possible to reduce charges for 
operating expenses. GSA will add the space to its vacant space list, and if a backfill 
candidate is found, the bureau's/office's rent losses can be mitigated. 

Dispute Resolution 

The use of an OA at the start of all space assignments should substantially reduce the conditions that 
give rise to rent appeals. Nonetheless, bureaus /offices have both an informal and formal process to 
appeal rents or challenge assignment elements (building-level classifications, space measurement, 
building-specific security charges, and service levels) that have a bearing on rent. 

Informal Process 

Bureau/Office requests that a GSA PBS regional office review and/or explain the basis of a 
rent charge for a specific space assignment. 

34 See the GSA Pricing Desk Guide , Chapter 6, for detail s on obligations the bureau /office is responsible for meeting. 
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Formal Process 

Bureau/Office directs a written appeal, with supporting documentation, for a specific 
space assignment to the appropriate GSA PBS Regional Administrator. 

Appeals are governed by the following conditions: 

Rates to which an organization agreed in an OA cannot be appealed. 

Leased Space 

The underlying lease contract cannot be appealed. Additional services outside the lease, 
procured by GSA and passed through to the organization, such as utility charges or custodial 
services, also cannot be appealed. 

Federally-Owned Space 

Appeals of shell rents are valid only if the shell rent assessed by GSA exceeds the 
comparable commercial square foot rate by at least 20 percent. It is the bureau's/office 's 
responsibility to provide evidence from at least three comparable locations, demonstrating 
that the market value differs from the assessed charge. These comparable locations must be 
for space in similar sized blocks and for transactions completed at a similar point in time to 
the shell rent determination. 

The GSA Regional Administrator decides on the merits of the appeal and notifies the bureau/office 
in writing. DOl headquarters-level officials have the right to appeal this decision to the PBS 
Commissioner. If the agency is denied at this level, DOl may further appeal the case to the 
Administrator. Decisions by the Administrator are final. 

GSA Reo t Bills 

GSA Rent Bills for space and services are submitted to each bureau/office monthly, typically through 
Interagency Payments and Collections (lPAC). The rent bills are online at www.pbs-billing.gsa.gov. 
Access is available through the website. The bureau/office space management personnel should 
review all of the rent bills in their respective areas on a monthly basis to ensure the proper rent is 
assessed. This includes verification of the correct square footage, correct rent rates, released space is 
terminated, etc. Inaccuracies in billings must be reported to GSA in an expeditious manner for 
correction. 

Rent-on-the-Web (ROW)3S 

The Space Management Officer, and other field personnel involved in space management, 
can obtain access to review the GSA rent bills online. Space management personnel should 
review all of the rent bills at least quarterly, at best monthly, to ensure the proper rent is 
assessed. This includes verification of the correct square footage, correct rent rates, released 

35 See Appendix H for an example of a GSA Rent-on-the-Web billing. 
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space is terminated, etc. 

For budget purposes, GSA must provide bureaus/offices l8-months notice before increasing 
or decreasing the shell rent'". This notice requirement does not include operating cost or tax 
adjustment escalations. 

Billing Details 

Rent is calculated per month in arrears. If a bureau/office occupies the space between the 
first and the i s" of the month, the organization is charged for that whole month. If the 
bureau/office occupies the space between the 16th and the end of the month, the organization 
is charged on the following month. 

For example: If the bureau/office occupies the space on July 12, the first rent bill will be 
assessed on the July billing. If the bureau/office occupies the space on July 19, the first rent 
bill will be assessed on the August billing. 

The total of the following line items on the GSA rent bill equal the Total Annual Rent: 
1.	 Shell rental rate 

a.	 General purpose space 
b.	 Warehouse space 
c.	 Unique space 

2.	 Amortized tenant improvements/general 
3.	 Operating costs 
4.	 Real estate taxes 
5.	 Amortized tenant improvements/customization 
6.	 GSA-installed building improvements 
7.	 Building security features 

a.	 Building specific amortized capital 
8.	 Parking 

a.	 Structured 
b.	 Surface 

9.	 Rent charges for other space 
10.	 PBS fee 
11.	 Pro rata joint use charges 
12.	 One-time payments 
13.	 Billing adjustments and corrections 
14.	 Antenna 
15.	 Reimbursable services (adjustments for one-time or extra services, e.g., overtime 

utilities) 

36 Not including annual increases noted in the OA Financial Summary. 
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Shell Rental Rate 

General purpose, warehouse, and parking are the three types of space that are charged shell 
rates on the GSA rent bill. GSA negotiates with the Lessor to provide a "warm lit" shell for 
the DOL A "warm lit" shell includes the following: 
.:. Ceiling 
.:. Demising walls (between tenants) 
.:. Floor (not floor covering) 
.:. Access and service capabilities needed to get into and occupy the space 
.:. Overhead lighting 
.:. Vertical and horizontal ductwork 

The following tenant improvement costs are not included in the "warm lit" shell rate: 
.:. Internal subdividing walls 
.:. Wall or floor finishes 
.:. Cost of electricity 
.:. Phone outlets 

Amortized Tenant Improvements/General 

GSA calculates the tenant improvement (TI) allowance using a formula based on a national 
construction rate, locality factor, and the organization's tier level (customization). The TI is 
amortized into the annual rent listed in the draft OA. If the bureau/office spends more than 
its designated II, the overage amount must be paid by lump sum to GSA using a 
Reimbursable Work Agreement (RWA). If the bureau/office does not spend its entire TI, the 
total annual rent can be lower than initially estimated. The final OA (as compared to the 
draft OA) should note the cost savings under the TI portion of the financial summary, which 
should match the rent bill. 

Operating Costs 

Operating costs can include such things as utilities, janitorial services, snow removal, 
landscaping maintenance, insurance, etc. In GSA-provided space, operating expenses are 
adjusted annually on the anniversary date of the lease and passed through to the 
bureau/office. 

Real Estate Taxes 

The Lessor and GSA establish the percentage of occupancy for the Government-occupied 
space in the lease agreement. The base tax rate is included in the original rent rate. On each 
subsequent year of the lease, the real estate tax increase is paid to the Lessor according to the 
Government's percentage of occupancy of the building. GSA passes on this real estate tax 
monthly, or in a one-time lump-sum cost to the bureau/office. 
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Amortized Tenant Improvements/Customization 

The actual cost of tenant improvements as amortized in the lease, less the line item for 
Amortization of General Component of Tenant improvement allowance used . It is added 
after market rent, as it is a reflection of the special needs of the bureau/office, is not part of 
market comparable space, and is normally amortized over terms set in the Occupancy 
Agreement. 

GSA-Installed Building Improvements 

These costs are the bureau/office share of amortized costs for building improvements 
installed by GSA (e.g. Heating, Ventilation and Air Conditioning upgrades) over and above 
what is stated in the lease contract. 

Building Security Features 

Building Specific Amortized Capital: amortized capital costs for building specific furniture, 
fixtures and equipment (e.g. magnetometers, x-ray machines, closed circuit cameras and 
monitors, etc .) 

Parking 

If parking charges are not included in the shell rental rate, parking will be charged separately. 
Parking rent is assessed per space, not per square foot. There are separate charges for 
structured (inside) parking and surface (outside) parking. 

Rent Charges for Other Space 

This charge is treated the same for both types of GSA-provided space - federally-owned and 
commercially leased space. This line item is used to charge for space types that have no 
square footage associated with them, e.g., wareyards, docks , and helipads. 

Public Buildings Service (PBS) Fee 

GSA charges a standard eighe7 percent fee for lease acquisition services, property 
management services, tort liability, catastrophe, contract formation, and indemnification for 
agencies from the risks of vacancy (four-month relinquishment right, commonly referred to 
as a "120-day notice"). A two percent discount is given to agencies for leased assignments in 
which GSA views the space to be non-cancelable. This fee is non-negotiable, whether the 
tenant agency is the Contracting Officer Representative or not. 

Pro-Rata Joint-Use Charges 

Joint-use space charges are rents and operating cost for specific amenities, including but not 
limited to cafeterias, Randolph Sheppard Act refreshment stands, daycare centers, fitness 
centers, conference rooms, and visitor parking. The costs for these amenities are summed 

37 As of fiscal year 2008 , this percentage may be lowered to 7%, and 5% for non-cancelable Occupancy Agreements. 
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and distributed among all Federal users directly in proportion to each user 's percentage of 
Federal occupancy. Joint-use charges apply whether or not employees of the tenants elect to 
use the joint use facilities. Structured and surface parking available for use by all building 
tenants, such as visitor parking, are also types ofjoint-use charges. 

One-Time Payments 

These are adjustments made to the bureau/office rent bills for corrections, unique 
circumstances, forced move credits, or errors to the space assignment. 

Billing Adjustments and Corrections 

Current year adjustments are corrections to rent charges for the present fiscal year. Prior year 
adjustments are corrections to rent charges for previous fiscal years. Space managers should 
monitor monthly rent bills closely, and ensure that funds are available to cover outstanding 
charges. " 

Antenna 

An antenna is any device of the bureau/office located on a public building or on GSA­
controlled land , which can be used to transmit and/or receive electromagnetic signals. A 
tower located on GSA-controlled land is not an antenna; however, equipment attached to that 
tower which fits the above description is an antenna for pricing purposes. GSA pricing 
policy applies commercially-equivalent rent for antenna sites. These charges are generally 
applied to federally-occupied space. The antenna site rents are set for five-year terms , with 
no escalation in the rate. 

Reimbursable Services 

These are adjustment charges for one-time services requested by the bureau/office, i.e., 
integrated services, Federal supply services, Federal technology services, etc. These charges 
are for the cost of operating the building's services (HVAC, electrical, etc.) after the 
building 's business hours. This cost is stated in the Occupancy Agreement and is usually a 
cost-per-hour and paid-lump-sum using an RWA; however, it may be negotiated into the rent 
bill and paid monthly. 

RentablelUsable (R/U) Factor 

The conversion factor that, when applied to usable area, gives the rentable area and is 
normally determined by the building owner and/or GSA. GSA charges rent according to the 
rentable square footage, not the usable square footage . For example: 

1,000 usable square feet X 1.15 R/U Factor = 1,150 rentable square feet 
Common area = 150 square feet 

38 When a situation occurs where outstanding charges cross fiscal years, space managers must coordinate with financial 
management staff to ensure that fund s are availab le for payment to GS A. GSA can adj ust rent billin gs from prior fiscal 
years. 
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Department of Homeland Security (DHS) Security Costs39 

DHS security charges are treated the same in GSA-provided federally-owned and 
commercially leased space. Billing for DHS Security costs are billed by DHS based upon the 
space usage reports provided by GSA. For this reason, there may be lag times in changes in 
the basis for charge, since GSA must report the changes to DHS before the changes can be 
reflected. There are two security charges: Basic and Building-Specific. 

Basic Security Charge 

A basic security charge is assessed in all GSA-contro lled properties, both commercially 
leased and Government-owned, where the DHS Federal Protective Service (FPS) provides 
security services. The annual rate is developed by FPS and approved by the Office of 
Management and Budget (OMB) on a per-square foot basis. The charge includes the 
following services: 

.:. General law enforcement on GSA-controlled property including responding to service 
and emergency calls, conducting preliminary investigations of incidents and capturing 
and detaining suspects . 

•:. Formulating facility-specific and regional threat assessments including the 
development of action plans to reduce the identified vulnerabilities . 

•:. Presenting workplace violence and crime prevention programs to customers. 
•:. Advising Building Security Committees (BSC) on security recommendations for 

Federal facilities . 
•:. Intelligence networking with Federal, state and local law enforcement agencies and 

participating on FBI Joint Terrorism Task Forces. 
•:. Investigating and assisting with the prosecution of crimes committed on GSA­

controlled property. 
•:. Assisting and coordinating the development of Occupant Emergency Plans. 
•:. Providing federal law enforcement protection from disruptions by major 

demonstrations, threats or natural disasters . 
•:. Monitoring and remote troubleshooting of perimeter building alarms 24/7 by state-of­

the-art megacenters . 
•:. Pro-rated share of protection administrative costs. 

Building-Specific Security Charge 

The building-specific security charge is comprised of two components: operating expenses 
and amortized capital costs. 

Building specific charges, whether operating expenses or capital costs, are distributed over 
all federal users by building or facility in direct proportion to each customer organization's 
percentage of Federal occupancy. (Federal occupancy is used as the basis for this 
distribution of costs because some buildings are only partially leased to the Government.) 

39 See Appendix I for an example ofa DHS security billing received through GSA Rent-on-the-Web. 
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As with Joint Use charges, the distribution of building-specific security charges among 
customer agencies is not re-adjusted for vacancy. 

Each building and/or facility has a BSC and each customer agency has representation on the 
committee and a single vote. The BSC consults with and seeks recommendations from DHS 
FPS as to new or revised countermeasures. FPS makes the final determination as to which 
countermeasures are implemented. A customer agency cannot avoid any building-specific 
charge by casting a "no" vote for the BSC countermeasure. 

Building-specific charges can be appealed. FPS is responsible for maintaining records of 
both the operating and capital expenditures made by building, including the amortization 
terms and amounts of capital expenditures. 

Building-Specific Operating Expenses 

Building specific operating expenses include: 

.:. Building-wide contract guards, both fixed and roving, assigned to a specific 
building. 

•:. Purchase, installation and maintenance of security devices such as cameras, 
alarms, motion detectors, and other physical security features . 

•:. Pro-rated share of protection administrative costs. 

The building specific operating charge is set annually by FPS at the end of the fourth 
quarter for the next fiscal year. In order to accommodate any unforeseen changes in 
the charge, a mid-fiscal year adjustment is made at the end of the second quarter. For 
unusually large changes of at least 25 percent over or under the current rate, an 
additional adjustment may be made in the third or fourth quarter. However, this is an 
exception and must be communicated to the affected organizations. If a new level of 
service is implemented, such as the institution of new guard posts or additional hours , 
the charge can be updated immediately. 

Building Specific Amortized Capital Costs 

Examples of amortized capital costs include: 

.:.	 Magnetometers, x-ray machines and ion scanning/trace detection devices . 
•:.	 Bollards, planters and other perimeter barriers that are principally for security 

purposes. 
•:.	 Surveillance cameras and alarms in building and floor common areas . 
•:.	 Extensive security measures, such as blast mitigation, window glazing, and 

progressive collapse. 
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Chapter 4
 

DIRECT LEASES
 

Delegated Leasing Authority 

Certain 001 bureaus/offices have specific delegated authority to directly lease space.l" Inaddition, 
some 001 bureaus/offices also have special legislative authority through the Service First Act to 
collocate, perform lease acquisitions for each other and collect rent from each other, while the 
Bureau of Land Management has an additional blanket leasing authority. 

NOTE: For information on other bureau/office specific leasing authorities, consult your 
bureau/office guidance on the program. 

Since September 25, 1996, GSA delegated authority to the Secretary of the Interior to perform all 
functions related to the leasing of general purpose space for a term of up to 20 years, regardless of 
geographic location. Further, EO 13327, Federal Real Property Asset Management, requires all 
organizations using GSA delegation to establish performance measures addressing cost, value and 
efficiency. 

NOTE: This Handbook's leasing sections are meant to provide an overview of the GSA delegated 
leasing authority, not to provide detailed training in the GSA delegated leasing process. Training 
requirements prior to executing any leasing authority must be completed by the individual. 

This chapter addresses issues for those organizations that have written delegated leasing authority 
under the September 25, 1996, authority." 

Lease Delegations" 

There are three types of lease delegations: general purpose, categorical and special purpose. 

General Purpose Delegation is a standing delegation of authority (Federal Management 
Regulation (FMR) 102-72.30) for all authorized organizations'f to acquire general purpose 
space for terms up to 20 years and below prospectus level, regardless of geographic location. 
The bureau/office must notify the GSA Assistant Regional Administrator (ARA), provide 

the name of the contracting officer and provide a limited acquisition plan. GSA reviews the 
information to determine that the project meets delegation parameters and offers approval. 

Categorical Lease Delegation (FMR 102-73 .145) is a standing delegation for all authorized 
organizations to acquire specific types of space. These spaces include, but are not limited to: 

40 See Appendix J for the delegation memoranda.
 
41 Collocation issues are addressed in general covering different authorities, since collocation is not dependent upon the
 
specific de legated authority.
 
42 Under "Can't Beat GSA " leasing, none of the GSA lease delegation types authorize bureaus/offices to conduct
 
procurements on behalf of, or to collect rent from, other agencies.
 
43 Organizations must have delegated leasing authority from the Department to qualify.
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.:. Space to house antennas, repeaters, or transmission equipment 

.:. Depots 

.:. Docks, piers, and mooring facilities 

.:. Garage space 

.:. Hangars and other airport operating facilities, and 

.:. Space for short-term use (such as conferences, emergency situation). 

Special Purpose Lease Delegation (FMR I02-73.160) is a standing delegation of authority for 
all authorized organizations to acquire special purpose space for terms, including all options, 
of up to 20 years. DOl is authorized to lease the following types of special purpose space: 
.:. Space in buildings and land incidental thereto used by field crews of the Bureau of 

Reclamation, Bureau of Land Management, and U.S. Geological Survey, and 
.:. National Parks/Monuments Visitors Centers that consist primarily of special purpose 

space (e.g., visitor reception, information, and rest room facilities) and not general 
office or administrative space. 

Authority contained in general purpose and special purpose delegations can only be exercised when 
the GSA ARA notifies the organization in writing that suitable GSA-provided space is not available 
to meet the space need. All exercised delegation authority must be reported semi-annually (see 
Chapter 7, Reporting Requirements) to the Office of Acquisition and Property Management (PAM), 
Space Coordination Office (SCO). When conducting succeeding and superseding leases , GSA must 
be informed of the actions eighteen months in advance, and they must be included in the semi-annual 
reporting. 

·Requirements44 

Once a bureau or office decides to pursue a direct lease , the following requirements must be 
completed prior to the Request for Proposal issuance: 

.:.	 GSA must be considered as the primary source for obtaining general purpose space . 
•:.	 All other DOl bureaus/offices must be consulted to determine if they can assist in 

providing space, or if they have similar requirements that can result in collocation 
opportunities. 

•:.	 GSA must be notified of the space need and given the option to provide space . 
•:.	 GSA approval to proceed with a bureau/office direct lease must be obtained from the 

GSA Assistant Regional Administrator. 
.:. All projects that exceed the $1 million level must be reviewed and approved by the 

Department of the Interior. 45 

.:.	 All projects less than $1 million must follow individual bureau/office space approval 
guidelines and be reported to the PAM SCO . 

•:. Decision regarding source selection must be made at the inception of the project. 
.:. Capital lease determination worksheet must be completed. 
•:.	 Once all approvals have been obtained, an acquisition plan should be developed to 

estimate the timeframes for the various steps in the procurement process. 

44 See Appendix K, Determination of Capital versus Operating Leases Worksheet. 
45 425 DM 3 contains specific levels of cost and associated approval levels. 
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-------- --

Bureau/Office Space Leasing Agents 

Space Leasing Contracting Officers (CO). Only bureau/office-designated space management 
personnel are authorized to negotiate with GSA and procure other non-GSA space. 

Requirements for Space Leasing Contracting Officer. The Space Leasing Contracting Officer must 
meet the requirements for appointment as stated in the Department of the Interior Contracting 
Officers Certificate of Appointment (COA) Program. The following training is required for a Space 
Leasing CO appointment: 

.:. Federal Real Property Leasing or Basic Lease Contracting 

.:. Government Contract Negotiating or Teclmiques of Negotiating Federal Real 
Property Leases 

.:. Cost and Price Analysis of Leasing Proposals 

.:. Real Estate Law or Federal Real Property Lease Law 

.:. Real Estate Appraisal Principles 

The appointment is issued in accordance with the Contracting Officers Appointment Program on a 
case-by-case basis. The certification is issued to the person, not the position. Certificate of 
Appointment, SF-1402, will be used for these appointments and must be clearly identified as "Space 
Leasing Contracting Officer" appointments. The certificate must be annotated to limit the authority 
to real property lease within the limits of the GSA or Secretarial delegation. (See Appendix J) 
Because the Federal Government is structured by a system of delegated powers, the authority 
transferred to space leasing COs is limited and specific. To remain current in real property leasing 
issues, regulations, and procedures, space leasing COs, regardless of series, must continue to gain 
hands-on experience and every two years must complete at least 40 continuous learning points in 
acquisition-related topics. 

Contracting Officer Representative (COR) The COR serves as the on-site representative of the space 
leasing CO. An important purpose of the COR program is to establish one person on-site as the 
Government contact for the Lessor." The COR appointment is made to the person not the position. 
The Department of the Interior requires, at a minimum, 40 continuous learning points every two 
years for CORso 

The responsibilities of the COR will be to: 

.:. Represent the bureau/office as a liaison between the space leasing CO and the Lessor or the 
designated representative 

.:. Have a working knowledge of the bureau/office direct lease as it pertains to the day-to-day 
operations of the leased space 

.:. Monitor and inspect for the Lessor's compliance with the direct lease as it pertains to the 
delivery of services, utilities, and maintenance 

46 The General Services Acquisition Manual (GSAM) states that "COR mean s a Govenunent employee designated in 
writing by the Space Leasin g Contracting Officer, by name and position title, who is authorized to take action for the 
Space Leasing Contracting Officer with specified limitations. A Space Leasing Contracting Officer may not authorize a 
COR to issue change orders or otherwise modify a contract unless the COR is a warranted Space Leasing Contracting 
Officer." 
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.:. Investigate complaints, determine validity, if necessary resolve complaints 

.:. Communicate with the Lessor or the designated representative, when necessary, in order to 
achieve compliance with the direct lease 

.:. Maintain up-to-date and accurate direct lease enforcement files, including documentation of 
all oral communications with the Lessor, copies of letters, and copies of inspection reports 

.:. Inform the bureau/office space leasing CO when the Lessor has not responded to efforts to 
make him/her comply with the terms of the direct lease 

.:. Know what to do in emergencies as they relate to the safety and well-being of bureau/office 
employees and property in the direct leased space 

.:. Be familiar with fire and life safety requirements in the direct lease . Report suspected 
deficiencies to the bureau/office space leasing CO and/or the Lessor. Use a common-sense 
approach to identify hazards and follow up to ensure correction 

.:. Perform various other direct lease management and enforcement duties at the direction of the 
space leasing CO or management 

Collocation 

There are different levels of collocation; being physically located in the same building with another 
DOl bureau/office or other Federal agency is a type of collocation, but at a very low level. 
Collocation implies that some services can be jointly shared between two bureaus/offices. This 
sharing of services can be limited, in that one organization pays rent directly to another bureau/office 
for lease administration, but maintains their space separately, or it can be extensive, where positions 
such as receptionists are jointly created, funded and maintained between the two bureaus/offices. 
DOl policy is that all bureaus/offices take maximum effort to collocate offices. 

Collocations can occur in direct leases or in owned space." Owned space normally was built with a 
specific mission in mind, tailored more to a specific bureau/office mission that may not easily change 
to include another entity. However, as missions and requirements change over the years, 
opportunities for collocation at owned sites may develop, and new construction must consider 
collocation issues. Direct leases provide a constant possibility for multiple bureaus/offices to take 
advantage of collocations, as DOl has a diverse number of bureaus/offices covering most of the 
United States. 

The following discussion on collocations separate collocations into three types: between 
bureaus/offices, between a DOl bureau/office and another entity, and those completed via Service 
First legislation. 

Inter-Bureau/Office Collocations 

Collocation of DOl bureaus/offices48 can provide better customer service to the public. In order to 
accomplish this goal, management support is needed at all levels of the organization. With collocated 

47 Collocations in GSA-Provided space are exceedingly limited in scope since GSA will prefer separate Occupancy 
Agreements for each entity, and any overhead costs would be excessive if paid to both GSA and the lead bureau/office. 
48 Dar bureau s/offices will document all aspects ofshared or collocated resources through Memoranda of 
Understand ing, Memoranda of Agreement or other documents as necessary . Any fees for services that are provided must 
be reasonable and comparable to similar GSA fees. Disagreements on fee charges between bureaus/offices will be 
resolved by the PAM SCO. 
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DOl bureaus and offices, customers have a single point of contact with the various entities and 
services of the Department, easing their access of disparate services, while organizations can 
experience economies of size by reducing administrative costs. Because economics are a significant 
part of the strategy, each collocated bureau/office that participates in the sharing of mail rooms, 
libraries, public rooms, conference rooms, break rooms and other joint-use space should 
considerably reduce the overall square footage at each individual location over the current separate 
locations. Functions performed jointly, such as receptionists, reduce the overall cost for 
administrative services. Similarities in administrative policies and systems allow DOl 
bureaus/offices to easily merge their processes, reducing overhead for both organizations. PAM 
SCO will resolve any disagreements on fee charges between bureaus/offices. 

Interagency Collocations 

Interagency collocations (where a DOl bureau/office is collocated with an organization 
outside of DOl) are entered into and agreements are signed to provide financi al commitment 
by each bureau/office or agency to the direct lease contract firm term . All known terms of the 
sharing of the space are specifically outlined in the interagency agreement. As changes are 
made to the occupancy of the space, the interagency agreement should be amended. The 
interagency agreement becomes the basis for the Intra-Governmental Payment and Collection 
(IPAC) billing for the cost of the space during the term of the direct lease agreement. There 
are several different formats for the interagency agreements. Contact the LCO for directions, 
samples, specific interagency agreement formats , and specific signatory authority. 
Percentage of occupancy for each organization is calculated by amount of space occupied, not 
by personnel head count. 

Service First Collocations 

These are collocations between DOl bureaus/offices and other organizations that are entered 
into under the specific guidelines of the Service First Act. These collocations are done by 
one of the bureaus with designated authority to charge rent to another agency /bureau/office. 
In these situations, any charge for the lease administration the Service First bureau levies 
should be equal or less than the GSA fee, since there is no cost savings for DOl if the Service 
First bureau overhead is more than GSA 's. Disagreements on fees between bureaus/offices 
should be presented to the PAM SCO for resolution. 

Tenant Improvement Issues and Costs49 

Building shell is the complete enveloping structure, the base-building systems, and the finished 
common areas (building common and floor common) of a building that bound the tenant areas. 
Where the building shell ends is the beginning point for tenant improvements. 50 It is commonplace 

49 The discussion on tenant improvement issues and costs are provided only as a genera] overview. Detailed trainin g is 
required before any employee can oversee these activities . Wh ile this type of tra ining is routinely provided to direct 
leasing agents wi thin the ir certification, it is summarized here for all space managers to be aware of, since GSA-Provided 
space must also meet these criteria. It is important that even when obtaining GSA-Provided space, space managers 
understand these term s to ensure GSA personnel are fulfillin g and providing all requ ired services. 
50 When obtaining a succeeding or superseding lease, tenant improvements may requ ire the organization to obtain swing 
space during peri ods of construction modernization or rehabilitation to temporarily house employees. 
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in the commercial real estate world to observe this distinction between building shell and tenant 
improvements. 

Tenant Improvement Allowances 
Tenant improvements are the finishes and fixtures that typically take space from the "warm­
lit shell" condition to a finished , usable condition. The tenant allowance works in concert 
with the building shell. A tenant improvement allowance is the funding source provided by 
the building owner that enables the space to be "built out" or "fitted out" for occupancy to 
meet a customer's specific requirements. 

Bureaus/offices should plan on standardized costs for tenant improvements based upon the 
number of people housed in the area. While there are no customization tiers for direct leases, 
as a rule of thumb, tenant improvement cost estimates should be $3,000 per person for office 
space , with specialized space at a higher rate, determined by the requirements for the 
specialized space. Tenant improvements are normally included directly in the space leasing 
process, not treated separately as with GSA-provided space. 

Space Leasing Process" 

Note: All steps of the space acqui sition process must be thoroughly documented.Y 

Prior to beginning leasing actions for general or special purpose space, the bureau/office must 
contact the GSA Assistant Regional Administrator in writing to assure that no suitable GSA­
controlled (owned or leased) space is available to meet the requirement need and there is no planned 
consolidation of Federal agencies in the community. GSA must provide written approval to the 
bureau/office in order for the bureau/office to acquire its own space. 

The leasing process is broken into the following sections: Development of the Special 
Requirements, Advertising, Market Survey, Solicitation for Offers, Award , and Post Award, 
Acceptance, and Inspection. 

Development of the Special Requirements 

Special requirements for the leasing project are developed by the Space Leasing Contracting 
Officers, in conjunction with the using office. The special requirements are incorporated into 
the solicitation for offers and describe the total and specific needs of the office. 

When compiling special requirements, consideration must be given to the Randolph 
Sheppard Act of 1974. The Act authorizes the operation of stands or vending facilities in 
Federal buildings by blind persons. 53 The alterations required to accomplish the vending 
machines or stand are a part of the rental rate and are paid for by the bureau/office; not by the 
blind , who are operating the stands or vending machines. The Act requires annual reporting 

51 Once again , this discussion is provided as a summary of the training that leasing agents must obta in prior to
 
beginning this process, and is only provided for space managers to have a greater understanding of the process.
 
52 See Appendix L, Lease Checklist.
 
53 Check with the appropriate State agency in the location of the Federal facility to solicit the blind in operating vendin g
 
machines in the facility.
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to the Secretary of Education quantifying the Randolph Sheppard space in each facility. 
Specific reporting requirements are contained in 34 CFR 395.38. Bureaus/Offices must 
submit reports to PAM by January 15 each year. See
 
http://www.doi.gov/pam/Propertyreports.html
 

The delineated area" in which the space is to be acquired should be identified and must 
comply with Executive Orders regarding Central Business District and Rural Development 
Act. The delineated area should be provided in both narrative form and on a clearly marked 
map. 

Advertisement 

An advertisement is placed in the local paper(s) describing the requested delineated area and 
the total amount of the space needed. Various other types of advertising can also be used. 
After responses to the advertisement are received, a market survey is scheduled by the space 
acquisition personnel to view the potential sites or buildings. 

Market Survey 

A market survey is a field survey of the area under consideration for a direct lease 
requirement for the purpose of obtaining information on market conditions and the 
availability of suitable space. 

Solicitation for Offers (SFO) 

The boilerplate SFO is prepared with project-specific information and mailed to all 
prospective offerors with approved sites and/or approved existing space. A date is 
established for submittal of initial offers. The bureau/office will not consider any proposal 
received after the due date for receipt of offers unless exceptions for late offers exist. Any 
changes given to one offeror must be given to all offerors through an amendment to the 
solicitation. 

Award 

An abstract must be prepared reflecting the details of each offer received. Using the same 
format for each offer, the abstract should provide the information to determine if the offeror 
is able to meet the minimum requirements of the solicitation. The abstract for offers should 
be updated during the negotiations. 

Post Award, Acceptance, and Inspection 

Stay in contact with the Lessor during the construction and conduct periodic inspections to 
ensure that the space is being constructed as required. Coordinate a final inspection to 
include representatives of the office actually using the space. After the space is completed, it 
is inspected to ensure that all the terms and conditions of the lease and the final space layout 

54 A delineated area covers the physical location within which the bureau/office is looking for space; it cannot be 
delineated so that only one building qualifies. 
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drawings have be provided. The Lessor must provide a certificate of occupancy for the 
building. A punch list is compiled and a determination is made regarding substantial 
completion of the space. The lease agreement is adjusted, if necessary, to correct the 
occupancy date , verified square footage, and rent. 

Renewal Option 

A negoti ated lease provision can allow the Government to continue leasing space at a 
particular location given a specific written notification (succeeding lease) . The most 
important element of the renewal option is the date the renewal option must be exercised. 
Paragraph 5 of the U.S. Government Lease for Real Property, Standard Form 2 ,55 sets forth 
the terms and dates of the renewal. Prior to the date the renewal must be exercised, an 
advertisement should be placed in the newspapers to determine if competition exists. If 
enough competition exists, based upon the response to the advertisements, the procurement 
should be conducted as a standard competitive procurement. However, the competitive 
procurement must be completed before the date the renewal option must be exercised in the 
event it is in the best interest of the Government to exercise the renewal option. If no 
competition exists, the renewal is handled in similar fash ion to the "sole source" procurement 
process. 

55 See Appendi x M, U.S. Government Lease for Real Property , SF-2. 
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Chapter 5 

LEASE ADMINISTRATION56 

NOTE: The information contained in this chapter applies to direct leases. Administration of leases 
for GSA-provided space is the responsibility of GSA's contracting officer. Only in cases where 
GSA has delegated specific lease management authority in accordance with FMR 102-72.75 does a 
bureau/office employee have responsibility to enforce the terms of a GSA lease with the lessor. 
Otherwise, address concerns through GSA's LCO. 

General Lease Administratiorr'f 

When the Lessor fails to provide services, utilities, or maintenance in accordance with the terms of 
the lease, furnish the Lessor with a written notice of that failure and the need for compliance with the 
lease terms. Under emergency conditions, the Lessor may be informed orally with confirmation in 
writing. If the Lessor fails to respond, they are given a second written notice which will include a 
reference to the Failure in Performance Clause, within the lease, that states the Government's option 
to cure the deficiency and deduct all cost from the rent. 

Check the glossary of terms for further information and explanation. Space acquisition personnel 
and their designated CORs deal with many lease administration issues that include but are not 
limited to: 
.:. Enforce lease performance requirements 
.:. Lease extension 
.:. Negotiate and document changes 
.:. Adjust rental rate for operating cost and real estate tax escalations 
.:. Termination of the lease 
.:. Settle claims or protests 
.:. Day to day maintenance and operating matters 
.:. Space alterations 
.:. Documentation 
.:. Novation agreements 
.:. Statement of Fact or Statement of Lease 
.:. Assignment of rent as specified under the Assignment of Claims Act of 1940 
.:. Vacant premises adjustments 
.:. Buyout of lease 

Escalation Adjustments 

Operating Cost Escalation 

If a base cost of services is established in the lease, then the escalation is due annually on the 
anniversary date ofthe lease. If expansion space is acquired, changes in operating costs must 

56 This discussion is provided as a summary of the training that leasing agents must obtain prior to beginning this 
process, and is only provided for space managers to have a greater understanding of the process. 
57 See Appendix N, U.S. Government Lease for Real Property (Short Form), GSA Form 3626. 
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be factored. 

Real Estate Tax Escalation 

The percentage of occupancy for the Government-occupied space must be established in the 
lease agreement. Real estate taxes as stated in the lease must be reimbursed annually. 

Vacant Premises Adjustments 

If the Government vacates all or a portion of the leased premises before the expiration of the firm 
term, then the vacant premises rate is used to determine the amount of the rental rate deduction. The 
vacant premises rate is intended to reflect the amount of the services that would not be needed if the 
space was vacant, e.g., janitorial services. If a portion of the space is vacated, it should be a 
"leaseable block." The paragraph can be implemented if the original lease contract established a 
vacant premise rate with the proper written notice. The amount of the vacant premises rate is 
established in the SF2 portion of the lease. 

Space Alterations Guidelines 

Space acquisition personnel modify the lease agreement for an alteration project.i" When a request 
for a space alteration is received, the space acquisition personnel should meet with the requestor to 
get an understanding of the proposed alteration and to develop the scope of work. The scope of work 
is used to inform the Lessor or independent contractor, exactly what work is to be performed. 

The scope of work is prepared for each alteration project. 
.:. It must be determined if there are any alternatives that will accommodate the request (i.e., is 

the space being under-utilized, or could the requested space need be met in the local 
community, such as using a local car wash facility vs. building an on-site wash pad) . 

•:. Does the proposed alteration project impact any other area of the space? 
.:. Does the alteration project have any impact on handicap accessibility requirements? 
.:. Is there any impact on life safety requirements? 
.:. All details that will be entailed in the project must be considered, e.g., will the alteration 

require electrical wiring, water line, HVAC, fire protection, janitorial services, etc. Do any of 
these types of requirements impact the building systems? 

.:. All aspects of the project should be discussed in detail with the person requesting the 
alteration. 

•:. It is important to review the lease to ensure that the alteration request will meet the already 
established standards of the lease, e.g., minimum lighting, paint, carpet requirements, HVAC 
ranges, etc . 

•:. Project economics should be considered and it should be determined ifthere is a more cost­
effecti ve approach that will accomplish the goal. 

.:. Will future maintenance be required for the project that may increase the maintenance or 
janitorial costs? For example, if an exhaust fan is being added, will a filter need to be 
cleaned or replaced periodically? If walls are being added, will the walls be added to the 
cyclical painting requirement? If a room is being carpeted, will the Lessor be required to add 

58 For alterations in GSA-Provided space, alterations requirements are submitted to GSA. 
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the carpet that is newly installed to his/her cleaning, and/or replace it when it is worn out? 
Future maintenance requirements will impact the base cost of services. If future maintenance 
requirements are added to the lease, then a new base cost of services rate should be 
negotiated with the Lessor and a supplemental lease agreement must be executed. 

•:.	 If the alteration project adds office space to the facility, the utilization rate should be 
recalculated to assure that the new utilization rate does not exceed the DOl goal of200 
BOMA usable square feet per person, or if it does , that appropriate justification 
documentation is available. 

•:.	 In the scope of work, as many details as are appropriate should be provided to obtain the 
requested finished alteration. 
o	 A reasonable timeframe for completion of the project should be established. 
o	 An independent Government estimate for each alteration project should be developed 

and on file . 
•:.	 To determine which procuring authority will accomplish the alteration project, the following 

questions should be asked : 
o	 Does the lease provide the Government with the right to perform alterations to the 

leased space? 
o	 Will the alteration have an impact on the building systems? 

The space acquisition personnel will contact the Lessor, negotiate a cost for the alteration, request a 
waiver of restoration,59 and arrange for payment of the completed alteration. 

Cure Process 

The Cure Process is the method the Government uses, if necessary, to enforce the provisions of the 
Failure in Performance Clause, of the General Clauses (Acquisition of Leasehold Interests in Real 
Property), GSA Form 3517. The following Cure Process will be used in all cases except emergency 
situations which are discussed below. 

The Lessor is given written notice by the Contracting Officer's Representative that the Lessor has 
failed to provide a required service, maintenance, or repair under the lease. The notice includes the 
specific date by which the required service, maintenance, or repair must be completed to avoid the 
issuance of a Cure Letter. 

If the Lessor does not provide the requested lease-required service, maintenance, or repair by the date 
requested by the Contracting Officer's Representative then the Leasing Contracting Officer will issue 
a Cure Letter. 

Emergency Situations: Emergency situations are those occurrences that imminently threaten the 
continuation of Government business on the premises including but not limited to: 
.:. disruption of the water, gas, and/or electrical service 
.:. the lack of air-conditioning from April through September 
.:. the lack of heat from October through April 
.:. breach of the building integrity which allows exterior elements to enter the building interior 
.:. natural disasters, i.e., fire, earthquake, hurricane, etc. 

59 See Appendix 0, Waiver of Restoration Form Letter. 
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The Lessor will be notified of emergency situations by telephone and will take immediate corrective 
action. If the Lessor cannot be notified or if the Lessor cannot or will not take immediate corrective 
action, then the bureau or office should take corrective action and deduct the costs from future rental 
payments, including administrative costs. 

Vacant Space Solutions 
When a bureau or offi ce determines that it occupies too much space and needs to release it, there are 
many options that need to be explored . If the space is under a direct bureau or office lease , the 
Leasing Contracting Officer must determine the best solution. The following are potential options: 
buyout of the lease (if the bureau/office is in the firm term of the lease or there are no termination 
rights in the lease) , backfill with another bureau /office, or minimize the impact of the vacant space 
by using the "Vacant Premises Adjustments Clause". 

NOTE: GSA's delegation of leasing authority to DOl states specifically that DOl cannot lease 
acquisitions on behalf of, or collect rent from, other agencies. 

Lease Termination60 
- Moving Out61 

A condition inspection report is completed during a final inspection of the vacated leased space. The 
purpose of this report is to document the condition of the space at the time of moving out and to help 
establish responsibility for any damages. This report also helps to protect the Government against 
false claims for damages . 

•:. The Lessor or his/her authorized representative should participate in the inspection. 
•:. Look for damage which was caused by the Government, or its agent (moving company) such 

as gouges in walls , holes in doors, or rips in carpet. 
.:. Do not be concerned with "normal wear-and-tear" such as furniture indentations in the carpet , 

worn carpet areas in high traffic areas such as corridors, or marks on the walls which require 
only painting. 

•:. If possible, a narrated video is the best documentation that could be compiled. The video 
should be taken with the Lessor. Be sure to talk about the location of the areas that are being 
recorded. If it is not possible to take a video, be sure to document the extent and location of 
all damages with photos. 

•:. If a dispute arises regarding damage or "normal wear-and-tear," take photos and write a full 
description as to why it is believed that it is wear and tear. This documentation will be used 
to negotiate a settlement or refute a claim. 

•:. The parties participating in the inspection should sign the report. 
•:. Each party should retain a copy . 
•:. All Government property must be removed from the space. Until the space is completely 

vacated, the Lessor is entitled to rent. 
.:. Return all keys to the Lessor and obtain a receipt. 

60 See Appendix P, Lease Closeout Check list. 
61 See Appendix Q, Mov e Checklist. 
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Chapter 6 

OWNED SPACE 

General Requirements 

In accordance with GSA space policy, the first source of space is federally-owned space. Several 
DOl bureaus and offices have a significant inventory of owned facilities. If a bureau or office has 
available, adequate owned space within a reasonable commuting distance of the location it is needed, 
that owned space should be the first option for satisfying that need. If Federal space is currently 
under direct lease, GSA-provided, or other arrangement, in the same geographical area, consolidation 
and collocation opportunities should be reviewed by the organizations represented. 

Space management principles are the same for owned space as they are for GSA-provided or direct 
leased space. The difference is in the way the space is acquired, and in its maintenance and 
disposition. Since these three areas are complicated and beyond the scope of most space managers' 
responsibilities, real property organizations within each bureau/office must be relied upon to handle 
construction, maintenance and disposition. Space managers will be involved in the space planning, 
layout, utilization and requirements only as they relate to the space management principles detailed 
in Chapters 1 and 2 of this Handbook. The areas of acquisition, maintenance and disposition are 
covered in various bureau/office Asset Management Plans and Site Specific Business Plans. Space 
managers must be aware of these policies, and include their provisions in their out-year plans for 
space management. The following discussion raises only general issues that space managers may 
have a need to understand or track. For in-depth discussions on asset management, refer to the DOl 
Asset Management Plan62 or bureau/office specific plans. 

LayoutlUtilization 

The design of space layouts in owned space should be consistent with other bureau or office plans. 
The space requirements and guidelines contained in Chapter 2 apply to owned space, including the 
DOl recommended space utilization rate of 200 usable square feet per person. Space managers 
should be involved in the initial layout of the space. When space management principles are initially 
addressed, space utilization can be maximized. 

Floodplain 

The Government is prohibited from constructing space located within a 1OO-year floodplain. 
Requirements are located in Executive Order (EO) 11988, Floodplain Management. Floodplain 
maps may be purchased from the U.S. Geological Survey mapping services. Web services are 
available at W\vw.usgS.gov. Each proposed site should be checked against the floodplain maps to 
ensure that it is not within a 1OO-year floodplain. Bureau/office construction organizations are 
responsible for compliance. 

62 DOl plan found at http://www.doi.gov/pam/DOIAMPI2.pdf 
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Asset Management 

On February 4,2004, the President signed EO 13327, Federal Real Property Asset Management. 
This EO requires Federal agencies to report all owned, leased, and otherwise management real 
property assets. Regardless of how space is obtained, space planning in all 001 space should comply 
with the requirements contained in 425 OM 1-6 and the guidance in this Handbook. Because 
responsibilities for these program areas overlap, it is important that bureau/office space and real 
property management staffs work closely together in future planning. This requires that the two 
communicate regularly to keep abreast of plans and initiatives in both programs to ensure 
consistency. 

50 



Chapter 7
 

REPORTING REQUIREMENTS
 

5-Year Deferred Maintenance and Capital Improvement Plan 

Space Management is concerned with the Five-Year Deferred Maintenance and Capital Improvement 
Plan (the Five-Year Plan) only to ensure that general , warehouse, and special purpose space meets 
safety and operating standards. When a building can no longer safely meet an organization's mission 
requirements, planning must be done for a replacement location; when a major capital construction 
project is planned, space management principles must be applied to determine requirements. 
Deferred maintenance issues can affect space management decisions and space managers should 
always remain aware of major issues addressed in the Five-Year Plan. 

The Five-Year Plan is an important step in the improvement of DOl's infrastructure. Through the 
use of a set of common definitions for facilities management terms in this Department-wide planning 
process, DOl has been able to present a more consistent and credible view of its budgeted resources 
and capital investments, goals, needs and priorities to the Administration and the Congress. DOl's 
Five-Year Plan requires annual updating. This is so that the budget request will continue to reflect a 
five-year picture of the bureaus' /offices' deferred maintenance and capital improvement needs. 

DOl is committed to reducing its deferred maintenance backlog on existing facilities before 
constructing most new facilities. When developing the budget and the Five- Year Deferred 
Maintenance and Capital Improvement Plan, bureaus/offices rank and prioritize projects with highest 
emphasis on critical deferred maintenance needs in health and safety , resource protection, and 
bureau/office mission. 

5-Year Space Management Plan63 

The bureau/office 5-Year Space Management Plan provides a framework, strategic vision and plan 
of action for effective bureau/office space management. It is a dynamic document to be used by DOl 
and bureau/office management for implementing bureau/office space goals, including consolidation, 
collocation and disposal. The Department will develop a multi-year strategic plan, based on the 
bureau/office 5-Year Space Management Plans, to ensure that facility acquisitions, lease renewals 
and relocations are driven by mission-related needs . Priority will be placed on collocation, 
consolidation and improved partnership relations. Using information provided by the 
bureaus/offices on current and future year lease plans , anticipated lease expirations, renewals, and 
relocations, the PAM SCO will help the bureaus/offices identify opportunities for collocation, 
consolidation and other actions to improve space utilization and mission SUpp0l1. 

Updates are submitted to the SCO annually each August 15 covering the upcoming fiscal 
year, and the budget year plus four out-years. The plan should align with the current 
Office of Management and Budget (OMB) Circular A-II, Space Budget Justification, 
Exhibit 54, submission. 

63 See Appendix R, 5- Year Space Management Plan Template. 
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Asset Management Disposition Listing 

Annually, the OMB requires agencies to submit a list of assets for disposition. To support this 
requirement, bureaus/offices must submit to the Department a list of assets for disposition in 
accordance with bureau/office-specific disposal policy. Bureau/Offices submit to the Department a 
draft list of properties for disposition based on the data gathered and reported to the Federal Real 
Property Profile (FRPP). The bureau/office contact for real property and FRPP entry creates this list 
of properties. Space managers should be aware of the properties on the list to ensure that the annual 
update to the 5-year Space Management Plan includes discussion about these properties and what 
actions the bureau/office will take in managing this space. 

Delegated Leasing Semi-Annual Report 

Each Federal agency must report to the GSA Office of Government-wide Policy every six months on 
its delegated leasing activity. These reports are due to GSA on April 30 and October 31 each year. 
Each bureau/office with delegated leasing authority'" should send its report, including negative 
reports, to the PAM SCO. The SCO will submit a consolidated DOl report to GSA. 

Each bureau/office is required to report the following information for all leases in effect at the time 
of the semi-annual reportr" 

.:. Bureau/Office name 

.:. Property address 

.:. Rentable square feet 

.:. Rentable rate per square foot 

.:. Type of space 

.:. Annual rent 

.:. Expiration date 

.:. Lease term 

.:. Copy of notice from Public Buildings Service Assistant Regional Administrator, stating that 
no suitable federally-controlled space was available to satisfy the need 

Space Budget Justification, Exhibit 54 

The Exhibit 5466 contains all required worksheets (by fiscal year) and the summary report to detail 
space costs for fixed cost increases and the supporting detailed information for the space budget 
justification required in section 54.5 of Office and Management Budget (OMB) Circular A_ll.67 

There are normally two submissions to DOl of the Exhibit 54: 

.:.	 In early summer, a modified Exhibit 54 report is created for the DOl Budget Office to capture 
required fixed cost increases for budget submission. (The fixed cost increases submission 

64 For details on the bureaus and offices with delegated leasing authority, see Appendix 1.
 
65 For DOl bureaus/offices, the reporting time periods will be from October I through March 31, due on April 4, and
 

from April I through September 30 , due on October 4. See Appendix S for the required reporting format. 
66 See Appendix T, Space Budget Justification, Exhibit 54. 
67 See OMB Circular A-II for complete instructions. http ://www.wh itehouse.gov/omb /aJ J 
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contains a Part 3 (developed by the DOl Budget Office to collect fixed costs) on the summary 
sheet, "Other Rent Related Costs" that is not included on the second submission for OMB.) 
The SCO receives a copy of each bureau/office submission. 

•:.	 In late summer, a final Exhibit 54 report that complies with requirements of OMB Circular 
A-II is submitted to the SCO and the DOl Budget Office by each bureau/office. While this 
second submission may not significantly change from the original submission, it allows 
bureaus/offices an opportunity to update inventory and cost information. (Part 3 on the 
summary sheet, "Other Rent Related Costs " is not included with this submission.) 

For both submissions, all fiscal year tabs must be completed in full detail to identify all GSA­
provided space changes in the year they occur. These changes include, but are not limited to, 
acquisition of new space, return of space to GSA, changes in square footage for an Occupancy 
Agreement (OA), renewal of a long term OA, and changes in the number of parking spaces in an 
OA. For renewal of an OA, ensure that all anticipated costs are included, paying particular attention 
to tenant improvement estimates. In the Remarks column, provide details to include new locations 
for personnel relocated from vacated space, along with information about where personnel are 
relocating from when going into new space. 

The Exhibit 54 contains a worksheet for each fiscal year including a "Corrections (FYXX)" and a 
summary report. Each fiscal year worksheet is made of several parts in which you will enter data, as 
applicable. The four parts are as follows: 
.:. Part I Agency Identification 
.:. Part II GSA Bill Rent Estimate 
.:. Part III Agency Adjustments to the Bill or Planned Changes In Inventory 
.:. Part IV Requested Program Changes In Inventory 
The Exhibit 54 "SUM" tab summarizes the values for GSA-provided space entered into the previous 
worksheets. Rental Payments to Others for Federal and Non-Federal Sources are summarized in 
Part 2 on the SUM tab . 

The Exhibit 54 is a critical element in the creation and maintenance of the bureau/office 5-Year 
Space Management Plan. Care must be taken to ensure all space changes are consistently and 
accurately captured in the Exhibit 54. While this document is essentially a budget document, it 
must include input from the bureau/office space managers to ensure space program issues are 
addressed. 

Financial and Business Management System (FBMS) 

The FBMS will be the DOr system of record for all real property issues . The system will be 
implemented incrementally on a bureau by bureau/office schedule. Detailed information on space 
management processes and how they relate to the FBMS will be addressed in updates to this 
Handbook. 
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Federal Real Property Profile (FRPP) 

Executive Ord er 13327 "Federal Property Asset Management's" was created to promote efficient 
and economical use of the Federal Government's real property assets. The EO established the 
interagency Federal Real Property Council (FRPC), the role of the Senior Real Property Officer, 
and mandated creation of a centralized real property database . This database is the Federal Real 
Property Profile. The FRPP is updated annually as of September 30 each year. Under normal 
circumstances, all agencies must populate and certify the database by November 15 each year. 

Annually the FRPC issues guidance for real property inventory reporting that details the 
information required in the FRPP. While some changes are experienced year-to-year, the FRPP 
essentially reports all owned, leased and otherwise rnanaged'f Federal real property assets within 
and outside the United States, including improvements on Federal land. The agency responsible for 
reporting the constructed asset-level data is defined by the following: 

.:. For owned real property (U.S. holds title), the Federal agency that exercises real property 
accountability is responsible for reporting the asset. 

.:. For leased real property, the Federal agency that signed the lease is responsible for 
reporting the asset. 

.:. For otherwise managed real property, the Federal agency that entered into the agreement 
with the state or foreign government is responsible for reporting the asset. 

The following real property is excluded from the EO and reporting is optional: 

.:.	 Interests in real property assets that have been disposed of for public benefit prior to the 
current reporting year. 

.:. Land easements or rights-of-way held by the Federal Government. 

.:. Public domain land (including lands withdrawn for military purposes) or land reserved or 
dedicated for national forest, national park, or national wildlife refuge purposes, except for 
improvements on those lands . 

•:.	 Land held in trust or restricted-fee status for individual Indians or Indian tribes. 
•:.	 Land, and interests in land , that are withheld from the scope of the EO by agency heads for 

reasons of national security, foreign policy or public safety. 

FRPP data includes such items as the real property type , use , legal interest, status, size, value, 
condition index, mission dependency, annual operating costs, main loc ation, unique identifier, and 
disposition data. The GSA Office of Government-wide Policy and the FRPC detail the exact data 
required in the annual guidance for real property reporting. GSA reports all leases it establishes on 
behalf of other agencies. 

68 Located at http ://www .whitehouse.gov/news/releases/2004 /02/20040204-I .html 
69 "Otherwise managed" prope rt ies are state or foreign Government-owned where a US state or foreign government hold 

title to the real property, but rights for use have been granted to a Federal Government entity in an arrangem ent other 
than a leasehold. 
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Laws, Executive Orders, and Regulations
 

The following Laws, Executive Orders, and Regulations provide additional guidance 
on space related issues : 

.:. Davis-Bacon Act - establishes requirements related to wage rates for laborers 
and mechanics employed by contractors and subcontractors on public 
buildings. 

•:. Randolph Sheppard Act - authorizes the operation of stands or vending 
facilities in Federal buildings by blind persons . 

•:. Rural Development Act of 1972 - requires that agencies give first priority to 
rural areas, unless the agency mission or program requirements call for 
locations in an urban area. 

•:. Executive Order 12072, Federal Space Management - requires that first 
consideration be given to locating Federal facilities in urban areas within the 
central business area. 

•:. Executive Order 12699, Seismic Safety of Federal and Federally Assisted or 
Regulated New Building Construction. 

•:. Executive Order 12941, Seismic Safety of Existing Federally Owned or 
Leased Buildings. 

•:. Executive Order 13006, Locating Federal Facilities on Historic Properties in 
Our Nation's Central Cities . 

•:. Executive Order 13327, Federal Real Property Asset Management - promotes 
the efficient and economical use of Federal real property resources in 
accordance with their value as national assets . 

•:. Executive Order 13423, Federal Environmental, Energy, and Transportation 
Management. 

.:. Code of Federal Regulations (CFR) , 41 CFR 101-17 through 21, and 41 CFR 
102-71 through 85. 

•:. Department Manual (DM) 425 DM 1 and 2, Space Management. 
.:. Federal Management Regulations 102-72 and 102-73. 
•:. General Services Administration Acquisition Manual, available at 

http://acquisition.gov/gsarn/gsam.html 
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GLOSSARY OF SPACE MANAGEMENT TERMS
 

Abbreviations and Acronyms 

ADA 
ANSI 
ASHRAE 

BOMA 
CATEX 
CBD 
CBR 
COR 
DIAR 
DHS 
DUNS 
FAR 
FPS 
GSA 
GSAM 
HVAC 
IA 
IPAC 
ISC 
LCO 
MOA 
MOU 
NFPA 
OA 
OMB 
PAM 
PBS 
PNM 
RWA 
SCO 
SFO 
SWA 
STC 
TI 
UR 

Americans with Disabilities Act 
American National Standards Institute 
American Society of Heating, Refrigerating and Air-Conditioning 
Engineers 
Building Owners and Managers Association 
Categorical Exclusion - Environmental Assessment Checklist 
Central Business District 
Client Billing Record 
Contracting Officer's Representative 
Department of the Interior Acquisition Regulation 
Department of Homeland Security 
Data Universal Numbering System 
Federal Acquisition Regulation 
Federal Protective Service 
General Services Administration 
General Services Acquisition Manual 
Heating, Ventilation and Air Conditioning 
Interagency Agre ement 
Interagency Payments and Collections 
Interagency Security Committee 
Leasing Contracting Officer 
Memorandum of Agreement 
Memorandum of Understanding 
National Fire Protection Association 
Occupancy Agreement 
Office of Management and Budget 
Office of Acquisition and Property Management 
Public Buildings Service 
Price Negotiation Memorandum 
Reimbursable Work Authorization 
Space Coordination Office 
Solicitation for Offers 
Security Work Authorization 
Sound Transmission Class 
Tenant Improvement 
Utilization Rate 
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Definitions 

120-day Notice: See Four-Month Space Relinquishment Right. 

Accessibility: The Americans with Disabilities Act (ADA) requires that buildings and facilities be 
accessible to and usable by people with disabilities. In all areas of a building used by the public, 
Title II of the ADA requires a totally accessible interior path from point of entry to all public 
services. The design elements affected by this requirement consist of: 

• Vestibule configuration 
• Door sizes and pressure of operation 
• Corridor widths 
• Elevator access and control 
• Toilet room and stall dimensions 
• Telephone and TTY (text telephone) provisions 
• Drinking fountain location and dimensions 
• Visual and audible alarm accommodations 
• Signage design & location 
• Quantity of accessible seating 
• Counter heights 
• Ramps or lift access to all raised seating 

Accountability: Property accountability includes responsibilities for such tasks as tracking the 
movement of assets, recording changes in physical condition and verification of physical counts. 
The property managers must exercise this responsibility and maintain proper control over an 
organization's assets through recordkeeping, effective policies and procedures, and appropriate 
security controls. 

Accountable Officer: An Accountable Officer is responsible for safeguarding property under 
his/her control and for maintaining accurate property records. 

Accountable Real Property: Accountable real property assets are assets that are determined to be 
important because of their use , value or significance in meeting DOl's mission and fiduciary 
responsibilities. For Federal Real Property Profile purposes, assets with a replacement value of 
$5,000 or more must be reported . For accounting and financial management purposes, the DOl 
capitalization threshold for real property is $100,000. 

Acquisition: Acquisition of real property within DOl occurs in many ways, including, but not 
limited to, leasing of existing or build-to-suit constructed facilities, new construction, donation, 
transfer and land exchanges. 

Acquisition Plan: This is a document that describes the estimate of timeframes for various steps in 
the procurement process, from development of space requirements to occupancy. 

ADA: The Americans with Disabilities Act (ADA) contains handicapped accessibility standards that 
all space throughout a building must meet. See also UFAS: Uniform Federal Accessibility 
Standards. 
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Advertising: The calling to the attention of the public the Government's space requirements. 
Advertising can be in the form of a newspaper advertisement, FedBizOps advertisement, website 
notification, mailing list distribution, etc. 

Agency: One of the Federal Executive or Legislative departments, e.g., the Department of the 
Interior. A bureau or office is a sub-organization of an agency. 

Alteration: Remodeling, improving, extending or making other changes to a facilit y, exclusi ve of 
maintenance repairs . 

Amortization: The process of retiring a debt or payment of tenant improvement alterations through 
systematic payments of rent over a specified period of time . 

ANSI: The American National Standards Institute (ANSI) coordinates the development and use of 
voluntary consensus standards in the United States and represents the needs and views of U.S. 
stakeholders in standardization forums around the globe . 

Applicable Bureau or Office Facilities: Those Departmental facilities services that exhibit 
environmental effects based upon identification of environmental aspects and impacts including 
those of third parties. 

ASHRAE: The American Society of Heating, Refrigerating and Air-Conditioning Engineers, was 
founded to advance the arts and sciences of heating, ventilating, air conditioning and refrigerating to 
serve humanity and promote a sustainable world. Membership in ASHRAE is open to any person 
associated with heating, ventilation, air conditioning or refrigeration through such disciplines as 
indoor air quality and energy conservation, for example. 

Asset Management: Asset management is a DOl methodology for maintaining: 
.:. Owned and leased buildings, 
.:. Structures, 
.:. Linear assets, 
.:. the Motor vehicle fleet, and 
.:. Non -Stewardship land used for administrative purposes70 

. 

Assignment of Rent: If rental payments have been assigned under the Assignment of Claims Act of 
1940, then the assignee (normally a lending institution) must sign a release if the Lessor requests that 
rental payments begin to be made to himlher. An Assignment of Rent under the Assignment of 
Claims Act has very specific requirements. See FAR 32.8 for complete understanding of 
Assignment of Rent as specified under the Assignment of Claims Act of 1940. 

Award: In the DOl process for obtaining direct leases, after evaluation of the offers, a written award 
letter is sent to the successful offeror, including a copy of the lease agreement, stating the financial 
terms and conditions of the award. 

70 Non-stewardship land is considered to be the land associated with constructed assets such that it wouId be impractical 
to try to separate for sale. 
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Award Letter: In the DOl process for obtaining direct leases , the award letter serves as formal 
notification to a prospective Lessor that the best and final offer has been accepted. Issuance of the 
award letter constitutes a contractual agreement between the bureau/office and the prospective 
Lessor. 

Best and Final Offer: In the DOl process for obtaining direct leases , offerors ' final offer is 
submitted to the Leasing Contracting Officer for evaluation to award. 

Build-to-Suit Lease: Thi s term refers to the situation in which a developer constructs a facility to a 
lessee 's specifications. 

Building: Any stru cture with a roof and commonly enclosed by walls , designed for human 
occupancy, storage, or shelter for animals, distinguished from other structures not designed for 
occupancy (such as fences or bridges). Buildings include offices, warehouses, housing and storage 
units. 

Building Manager: The building manager is responsible for safeguarding the bureau's/office's 
interest in leased property in an efficient and economical manner consistent with the best business 
practices. 

Building Owners and Managers Association (BOMA): The Building Owners and Managers 
Association is a primary source of information on office build ing developm ent , leasing, building 
operating costs , energy consumption patterns, local and national building codes, legislation, 
occup ancy statistics and technological developments. 

Bureau/Office: One of the organizations (e.g., the National Park Service) within an agency (e.g., 
U.S. Department of the Interior). 

Capitalization : Recording the total acquisition cost of an item in the general ledger of the 
bureau ' s/office 's financi al accounts. The intent of capitalization in the financial records is to provide 
an accurate total reflection on the bureau's/office's investm ent in real property over time and to 
provide information on operating performance by allocating costs to the periods benefited. The DOl 
capitalization threshold for real property is $100,000. 

Capital Improvements: Capital improvements are modifications to existing real property which (1) 
extend its useful life by at least 2 years or (2) enlarge or improve its capacity or otherwise upgrade it 
to serve needs different from, or significantly greater than, thos e originally intended. Capital 
improvements which meet the general capitalization criteria are capitalized and recorded in the 
general ledger. 

Capital Lease " : A capit al lease transfers substantially all the benefits and risks of ownership to the 
bureau/office. If, at its inception, a lease meets one or more of the following four criteria, the lease 
should be classified as a capital lease by the bureau/office. If the lease does not meet any of the 
following criteria, it is clas sified as an operating lease. 

71 See Append ix K for capital lease determination worksheet. 
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.:. The lease transfers ownership of the property to the bureau/office by the end of the 
lease term . 

•:. The lease contains an option to purchase the leased property at a bargain price . 
•:. The lease term is equal to or greater than 75 percent of the estimated economic life of 

the leased property. 
•:. The present value of rental and other minimum lease payments, excluding that portion 

of the payments representing the cost of services, equals or exceeds 90 percent of the 
fair value of the leased property. 

The last two criteria are not applicable when the beginning of the lease term falls within the last 25 
percent of the total estimated economic life of the leased property. See OMB Circular A-II 
(Scoring) for further information. 

CATEX Checklist: This is a checklist for categorical environmental assessment exclusions. 

Ceiling-High Partitions: Floor-to-ceiling walls used to divide space or provide acoustical control, 
providing no structural support to the building. 

Central Business Area (CBA)/Central Business District (CBD): The area within a city that 
encompasses the community's principal business and commercial activities, and the immediate 
fringes thereof, as geographically defined in consultation with local elected officials . 

Certificate of Occupancy: A certificate issued by the local building authority when a leased facility 
is complete and acceptable for occupancy. 

Change Order: A change in the original plan of construction due to upgrading of material or the 
inclusion of additions. 

Circulation: A percentage that is used to determine the amount of space that is required to have 
passage between workstations and partitioned areas in order to provide safe ingress and egress. The 
common area factor is not included in circulation. 

Claim: A written demand or written assertion by one of the contracting parties seeking payment, the 
adjustment or interpretation of contract terms, or other relief arising under or relating to a direct 
lease. 

Client Billing Record (CBR): The number GSA uses for billing purposes to identify a 
bureau's/office's space assignment. 

Common Area: Usually includes a share of building support/common areas such as elevator 
lobbies, building corridors, and floor service areas. Floor service areas typically include restrooms, 
janitor rooms, telephone closets, electrical closets, and mechanical rooms. Common area space 
generally does include vertical building penetrations and their enclosing walls , such as stairs , 
elevator shafts and vertical ducts . 
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Contracting Officer's Representative (COR) : The designatedf government employee that serves
 
as the eyes and ears of the Contracting Officer for direct leased space. Proper administration and
 
management of the direct lease translates into better employee morale and accountable Lessors.
 

Current Year Adjustments : Current year adjustments are corrections to rent billing errors or
 
omissions for the present fiscal year. They are listed separately on monthly GSA rent bills .
 

Data Universal Numbering System (DUNS): This system is maintained by Dun & Bradstreet, Inc.,
 
as a method to register and track American businesses and corporations73. Government
 
organizations also are identified by a unique DUNS number.
 

Davis Bacon Act: This legislation applies to all space acquisitions and states in part that wage
 
payments require use of prevailing wage rates and fringe benefits because space acquisitions are
 
considered to be federally-financed or assisted construction.
 

Delegated Leasing Authority: On September 26, 1996, GSA delegated to the Department of the
 
Inter ior the authority to perform all functions related to the leasing of general purpose space for a
 
term of up to twenty years regardless of geographic location. This authority may be redelegated to
 
employees of 001 bureaus/offices who have been trained as lease contracting officers, as spelled out
 
in the Department's Contracting Officer's Appointment Manual, and is subject to all conditions
 
noted in the original delegation. Unless specifically exempted, all rules and principles, including
 
those pertaining to prospectus preparation and submittal, apply to bureau/office actions.
 

Delineated Area : The specific boundaries in a geographical area , as determined by the Department,
 
bureau, or office within which space will be obtained to satisfy the space requirement. It is based
 
upon the requesting organization 's geographic service and mission, and the potential for competitive
 
offers from the marketplace. It is described by streets, highways, or similar recognizable boundaries
 
which, when all lines are connected, will form an enclosed area. The enclosed area must contain a
 
large enough geographical area to provide adequate competition in the space acquisition process.
 

Department of the Interior Acquisition Regulation (DIAR): The DIAR implements and
 
supplements the Federal Acquisition Regulation and implements Departmental acquisition policies.
 

Easement: An interest in real property that conveys use, but not ownership.
 

Escalation: Rent, taxes, etc. , are adjusted annually. Leases and other space agreements include a
 
clause that provides for the adjustment of a price or rent based on some event or index.
 

Exhibit 54, Space Budget Justification: Budget planning submission to the Office of Management
 
and Budget (OM B) for space leasing costs . Submitted to 001 Budget Office initially for
 
determination of fixed cost increases, subsequent submittal for OMB includes only Part 1 and Part 2.
 
Both submissions must be reviewed by the Space Coordination Office
 

72 A COR must be designated in writing by the contracting offi cer , by name and position for all direct leased space. 
Limitation on actions by the COR must be specified in the designation. 
73 Representations and Certifications (Acquisition of Leasehold Intere sts in Real Property, GSA Form 3518 ), requ ires 
each offeror to prov ide a DUNS number. 
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Expansion: Space acquired in addition to the amount of space occupied and agreed to in a GSA­
provided Occupancy Agreement, under an existing direct lease or existing as owned space. 

Failure in Performance: For direct leases , when the Lessor fails to provide a lease-required service, 
maintenance, utility, or alteration, it is referred to as a Failure in Performance. If detailed under the 
term s of the direct lease agreement, the Government may have the right to complete the action and 
deduct the cost from the rent. 

Fair Market Value: The estimated price that both a buyer and seller would willingly agree to when 
neither party is under undue pressure to complete the transaction. 

Final Inspection : After build-out of the space is completed it, is inspected to ensure that all the 
terms and conditions of the direct lease or Occupancy Agreement and the final space layout drawings 
have been provided. Also, completion of a condition inspection report is required when space is 
vacated. 

Firm Term : Period oftime when there is no right to terminate the lease. 

'Forced Move': Any tenant organization that is involuntarily relocated from one space assignment 
to another is forced moved. It is initiated by another agency tenant or GSA. 

Four-Month Space Relinquishment Right: When an organization determines it no longer has use 
for space and wishes to vacate the space, it must give a minimum of 120 days' notice to GSA. The 
notification of release must be written and must also specify the anticipated date of release. The 
space that is being relinquished must be a contiguous block of space that GSA can potentially 
confi gure to lease to a new tenant or other current tenant. The organization is responsible for all 
space charges until the date of release or until the date the space is actually vacated, whichever is 
later. 

General Purpose Space: All types of space other than "warehouse", "parking", or "unique" space, 
as defined elsewhere in this glossary. 

Greening of Buildings: Multiple Executive Orders require all Federal organizations to consider 
using materials and processes that are classified "green". These "green" materials and processes 
affect efficient use and decrease the use of environmentally less preferable products. Energy 
efficient management and sustainability will be part of integrated programming and project planning 
with respect to space management activities. These efforts will emphasize energy- and water­
efficient design and fixtures; use of low emitting and less toxic materials; use of resource efficient 
and environmentally preferable products; waste minimization and recycling; "green" cleaning and 
other environmentally optimized practices. 

GSA Acquisition Manual (GSAM): The GSAM consolidates GSA agenc y acquisition rules and 
guidance. The GSAM incorporates the General Services Administration Acquisition Regulation 
(GSAR) as well as internal GSA acquisition policy". 

74 The GSAM can be accessed electronically at http ://acguisilion.gov/gsam/gsam.html 
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------------------

GSA-provided Space: Space under the custody or control of GSA, and provided to a DOl bureau or 
office. This includes both GSA commercially leased space and GSA-owned space (Federal 
Buildings). 

Historical preference: Federal program that requires preference be given to offers of space in 
buildings on or formally listed as eligible for inclusion in the National Register of Historic Places75 

and to historically significant buildings in historic distri cts listed in the National Register. Buildings 
offered must meet the terms and conditions of the Solicitation for Offers (SFO ). 

'Hotel' Work Station: An available workspace that can be used to house visiting, telecommuting, 
or temporary employees. 

Indemnification Fee : The portion of the "PBS Fee76 
" that is charged to bureaus/offices for the 

indemnification from the risks of vacancy (see Four Month Space Relinquishment Rights). 

Interagency Agreement: An Interagency Agreement is an agreement between a DOl organization 
and an organization outside of DOL 

Inter-bureau Agreement: This is an agreement between two DOl organizations, typically written 
in the form ofa Memorandum of Agreement (MOA) or Memorandum of Understanding (MOU). 
These agreements do not include funding (see Reimbursable Agreement). 

Interagency Payments and Collections (IPAC): Interagency Payments and Collections is the 
billing and collections system that is used by organizations to transfer funds for services rendered or 
received. 

Interagency Security Committee (ISC) : The Interagency Security Committee establishes security 
standards for federally-occupied space. 

Joint Use Space: Joint use charges are rents and operating costs for specific amenities, including 
government-run cafeterias, Randolph-Shepherd Act vending stands77, daycare centers, fitness 
centers, Public Health Service wellness units , shared conference rooms, and visitor parking spaces. 
The costs for these amenities are summed and distributed among all Federal users on anyone of 
three bases - building, lease , or facility - directly in proportion to each user's percentage of Federal 
occupancy. Joint use charges apply whether or not employees of the customer agencies elect to use 
joint use facilities . Joint use facilities are "public good" facilities to which the applicable Federal 
community must contribute, just as residential communities pay for local fire departments and 
ambulance services. 

75 Requirements are loca ted in Executive Order 13006. 
76 As categorized in the GSA Rent Bill ing, the Public Building Servi ce fee is 8 percent (reduced to 7 percent in FY 
2008 ). Approximately 4 percent of the fee is design ated to cover PBS' s vacancy risk. Future decreases in PBS Fees 
probably will not affect the indemnification portion of the PBS Fee. 
77 Randolph-Sheppard Act requires that handicapped persons be given the opportunity to operate vending or small 
commercial facilities in government occupied build ings. All requirements necessary for the handicapped prov ided 
vendin g space is included in the lease package. The bureau/office pays the cost of the space that the vendin g space 
occupies. 
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Lease: A contract which sets forth certain rights and responsibilities of the parties through which an 
owner of a commercial asset (the Lessor) conveys the right to use its asset to another party (the 
lessee) for a specified period of time (the lease term) for specified periodic payments. In DOl, leases 
are executed between a bureau/office and a commercial entity; 'leases' are never entered into 
between DOl bureaus/offices and GSA or any other Federal agency 

Lease Extension: A modification to the lease agreement that adds additional time to the expiration 
date of the lease . 

Leasing Contracting Officer (LCO): An LeO is an individual that has designated authority to 
enter into, administer or terminate leases (contracts) and make related determinations and findings. 
A contracting officer may bind the Government only to the extent of the authority delegated to 
him/her. 

Lessee: One who possesses the right to use or occupy a property under a lease agreement, also 
known as a tenant. 

Lessor: One who holds title to and conveys the right to use and occupy a property under lease 
agreement. 

Lump Sum Payment: A one-time payment made for space related services or tenant improvements 
not amortized in the rent. 

Maintenance: The process of keeping a property in condition to perform its function efficiently is 
maintenance. Maintenance does not extend the useful life of the property or increase the value. 

Market Survey: Bureaus/Offices conduct physical inspections of all properties or sites which have 
been offered for lease in response to an advertisement for space; this inspection is referred to as a 
market survey". GSA performs virtual market surveys to determine the average shell rate cost per 
square foot within a specific geographic area . These average costs are used to determine new 
Occupancy Agreement shell rates. 

Measurement of Space: DOl recognizes the BOMA International standard (ANZI /BOMA Z65.1­
1996) definition for Office Area, which means the area where a tenant normally houses personnel 
and/or furniture . This measurement is computed as the usable square footage . 

Memorandum of Agreement (MOA): An MOA is a document outlining an exchange of goods and 
services between two or more DOl bureaus/offices. 

Memorandum of Understanding (MOU): An MOD is a document outlining an exchange of goods 
and services between two or more DOl bureaus/offices. 

78 See the GSA Desk Pricing Guide, Page 3-16, for a chart of the elements in a market survey. 
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Moving Expenses : Whenever a bureau or office voluntarily relocates to new space, the bureau or 
office pays all costs of the relocation, including furniture, data, and telephone - the moving 
expenses. When a move is 'forced' by GSA, GSA pays moving expenses. 

National Fire Protection Association (NFPA): The National Fire Protection Association provides 
and advocates a scientifically-based consensus of codes and standards, research, training, and 
education. NFPA serves as the world's leading advocate of fire prevention and is an authoritative 
source on public safety. 

Negotiations: Negotiations encompass the discussions between the Leasing Contracting Officer and 
all potential offerors to provide an opportunity to make changes to their offer and to ensure that their 
offer is complete. This also includes discussions leading to a final offer. 

Non-Cancelable Occupancy Agreement: When a bureau/office requests space that requires a high 
degree of specialized build-out, or is in an area which could not be readily backfilled by GSA, GSA 
may request that the bureau/office sign a non-cancelable Occupancy Agreement (waiver of the four­
month space relinquishment right). The agreement states that if the bureau/office vacates part or all 
of the space prior to the expiration of the firm term of the Occupancy Agreement, the bureau/office 
retains the entire financial responsibility for the space until the end of the Occupancy Agreement. 
GSA typically reduces its PBS fee by 2 percent for space covered by non-cancelable agreements. 

Novation Agreement: A novation agreement and accompanying supplemental lease agreement are 
executed when a change of property ownership occurs between the current Lessor and a new Lessor. 
Outright purchase, bankruptcy, or foreclosure is among the more common reasons for change of 

ownership. A warranty deed, a public trustee's deed, or whatever legal instrument that was used to 
transfer the property 's ownership is necessary to initiate the novation process. The novation 
agreement is prepared in accordance with FAR 42.12. The novation document requires signatures 
from the current (old) and the new ownership. The supplemental lease agreement which actually 
accomplishes the novation is prepared in the name of the new ownership only . 

Occupancy Agreement (OA): The formal written agreement between GSA and the bureau or office 
defining the financial terms and conditions for the occupancy of GSA-provided space . The 
agreement is signed by both parties. Monthly GSA Rent Bills should reflect the financial terms 
contained in the OA. Since April 2005, GSA is supposed to identify space assignments. Monthly 
GSA Rent Bills typically include an OA number and a CBR number. 

Occupancy Date: The date when a bureau/office takes full occupancy of space. 

Office Area: The area where a tenant (lessee) normally houses personnel and/or furniture , also 
called usable square feet. 

Office of Acquisition and Property Management (PAM): The DOl office with responsibility for 
oversight of bureau/office space management policy and procedure. 

Office of Management and Budget (OMB): The organization that reviews and grants budgetary 
authority to Federal organizations. 
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'Open' Office Space: 'Open' office space are building areas with no ceiling-high partitioning. 

Operating Expenses: In direct leases, these are included in the base operating costs for a standard 
level of services for the government premises. These expenses can include such things as utilities, 
janitorial, snow removal, landscaping maintenance, insurance, etc. In GSA-provided space , the 
operating expenses are adjusted annually and passed through to the bureau or office . 

Operating Lease: All leases that are not capitalized leases. (See Capital Leases.) 

Outleasing: A contract for use of a site and/or building between the bureau/office and a private 
sector tenant. 

Overtime Utilities: The cost of operating the building's services (HVAC, electrical, etc.) after the 
building's normal business hours. This cost is stated in the lease or Occupancy Agreements and is 
usually a cost per hour or per zone per floor and is paid as a lump sum . 

Parking: Surface land , structures, or areas within structures designed and designated for purpose of 
parking vehicles. 

PBS/GSA Fee: GSA charges a standard 8 percent fee79 for lease acquisition services, property 
management services, tort liability, catastrophe, contract formation, and indemnification for agencies 
from the risks of vacancy (Four-Month Space Relinquishment Right). GSA typically reduces its 
PBS fee by 2 percent for space covered by non-cancelable agreements. The PBS Fee is only charged 
for GSA-provided commercially leased space; GSA-owned space does not pay a PBS Fee. 

Price and Cost Analysis: Price Analysis is the process of evaluating the proposed total price (rent) 
without regard to individual cost elements or proposed profit. Cost Analysis is the review and 
evaluation of the separate elements and profit in an offeror's proposal. 

Price Negotiation Memorandum (PNM): At the conclusion of negotiations, a synopsis of the 
princi pal elements of the price negotiation is prepared and maintained in the lease file. As a 
minimum, the PNM must contain the following information: Purpose of the negotiation; description 
of the acquisition, including the identifying solicitation number, the name, position, and organization 
of each person representing the contractor and the government in negotiations. The PNM is signed 
and dated by the contracting officer prior to award. In the event of a dispute after award, the PNM is 
considered the definitive source documenting the intent of all parties participating in negotiations. 
The PNM should clearly illustrate topics discussed, areas of disagreement, methods employed to 
reach consensus, and the final negotiated agreement. 

Prior Year Adjustments : Prior year adjustments are corrections to rent billing errors or omissions 
for previous fiscal years . They are listed separately on monthly GSA rent bills. 

Prospectus: 1) A detailed planning report prepared by GSA, in conjunction with the bureau/office, 
in order to obtain Congressional approval of any leasing action which has an annual rent, excluding 
service and utilities, as adjusted annually in accordance with 40 U.S.C.606(f). The DOl delegation 

79 As of FY 2007. 
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of authority contains this condition. As a project of this magnitude could take in excess of five years, 
early planning is essential. 2) A document submitted to OMB and Congress to obtain authority to 
proceed with major leasing, construction, or repair and alteration projects. The DOr delegation of 
space leasing authority states that all prospectus level projects must be submitted to OMB for DOr by 
GSA. 

Protest: When the private sector disagrees with a procurement element of the space acquisition, 
they file a complaint; this activity is called a protest. 

Punch List: During the final space inspection, a list is made of all outstanding services/items which 
have not been provided, installed, or finished. The detailed list of deficiencies is provided to the 
Lessor and states a final date for the resolution of all outstanding items . The government is not 
obligated to occupy the space until all deficiencies are satisfactorily resolved. When obtaining GSA­
provided space, GSA will complete the punch list prior to the bureau/office moving into the space; 
bureau/office employees are permitted to attend the physical review of the punch list and assist GSA. 

Real Estate Taxes: The locally assessed tax cost that is adjusted in lease agreements, or Occupancy 
Agreements, annually and passed through to the bureau/office in accordance with the percentage of 
bureau/office occupancy. 

Real Property: Land together with the permanent improvements (buildings, structures, and site 
improvements), located thereon. 

Reimbursable Agreement or Reimbursable Services Agreement (RSA): This is an arrangement 
between two DOr organizations that includes funding. 

Reimbursable Work Authorization: The Reimbursable Work Authorization is the authorization 
document that bureaus/offices use to transmit a lump sum payment to GSA for above-standard items, 
alterations, and/or overtime services. 

Renewal Option: A negotiated lease provision which allows the government to continue leasing 
space at a particular location given a specific prior written notification. The most important element 
of the renewal option is the date the renewal option must be exercised. 

Rent: The cost charged by a Lessor or GSA for space and related services to bureaus/offices with 
tenancy in leased or GSA-provided space. 

Rent Appeal: Bureaus/offices have both an informal and formal process to appeal Rents or 
challenge assignment elements (building-level classifications, space measurement, building-specific 
security charges, and service levels) that have bearing upon Rent numbers. Appeals are governed by 
the following conditions: 

.:. Rates to which a bureau/office agreed in an OA cannot be appealed. 
•:. Leased Space. Underlying lease contract cannot be appealed. Additional services outside the 

lease , procured by PBS and passed through to the customer agency, such as utility charges or 
custodial services also cannot be appealed. 
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.:.	 Federally Owned Space. Appeals of shell Rents are valid only if the shell Rent assessed by 
PBS exceeds the comparable commercial square foot rate by at least 20 percent'". 

Rent Bill (OA Billing) Adjustments: These are adjustments made to the bureau/office rent bills for 
corrections, unique circumstances, or errors to the calculations of space provided. 

Rentable Square Feet: Rentable space is the area for which a tenant is charged rent. It is 
determined by the building owner and may vary by city or by building within the same city. The 
rentable space usually includes a share of building support/common areas such as elevator lobbies, 
building corridors, and floor service areas. Floor service areas typically include restrooms, janitor 
rooms , telephone closets, electrical closets, and mechanical rooms. The rentable space generally 
does include vertical building penetrations and their enclosing walls, such as stairs, elevator shafts 
and vertical ducts": 

RentablelUsable (RIU) Ratio and Common Area Factor: Refers to the conversion factor that, 
when applied to usable area, gives the rentable area of the space. This is normally determined by the 
building owner and/or GSA. 

Request for Space, Standard Form 81: The written space requirement from a bureau/office, 
indicating the amount, type, location, and configuration of space needed. 

Security Charge: A security charge is assessed in all GSA-provided properties, both commercially 
leased by GSA and GSA-owned, where the Federal Protective Service82 (FPS) provides security 
services. The annual rate is developed by FPS and approved by the Office of Management and 
Budget on a per square foot basis. 

Security Work Authorization (SWA): The Security Work Authorization is a document that works 
the same as the Reimbursable Work Authorization (RWA). The SWA is used to pay the FPS for 
security services and systems. Refer to Appendix C for a sample SWA. 

Service First : A concept with the goals to achieve dramatic increases in Customer Service, 
Operational Efficiency, and Quality of Resource Stewardship. To accomplish these goals, reliance is 
made on combined strengths. The bureaus/offices are to be partners in providing better and more 
convenient service and to share resources for more cost-effective delivery of services. Exercising 
this authority requires special, specific legislative authority. BLM, NPS, FWS, and the U.S . 
Department of Agriculture, Forest Service are authorized to conduct business under Service First. 

80 It is the bureau's/office's responsibility to provide evidence from at least three comparable locations, demonstrating 
that the market value differs from the assessed charge. These comparable locations must be for space in similar sized 
blocks and for transactions completed at a similar point in time to the shell rent determination. 
81 Presently all GSA Public Buildings Service Bills for Space and Services are calculated in rentable square feet ; 
therefore in order to determine the BOMA usable square feet of the space, a calculation is required . Since each building 
has a unique conversion factor (Rentable/Usable (R/U) ratio) the GSA rental billing gives the conversion factor necessary 
for the space calculation and/or the amount of Common Space that is included in the rentable square footage. 
82 The FPS was a part of GSA , but is now a part of the Department of Homeland Security. GSA is enabling the DHS to 
access space records to prepare separate billings, which GSA is presenting to the organizations via Rent-On-the-Web . 
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agreement and any supplemental lease agreements and includes but is not limited to: the amount of 
space covered, the date and length of the lease term, the amount of rental payments, Supplemental 
Lease Agreements, termination rights , if any, and renewal terms if any. It is also known as 
Statement of Lease . 

Substantial Completion: This means that the work, the space, and all other things necessary for the 
government's access to the premises and occupancy, possession, use and enjoyment, as provided in 
the lease, have been completed or obtained, excepting only minor matters. 

Succeeding Lease: A succeeding lease is used for continued occupancy of space under an expiring 
direct lease agreement. A new direct lease for the same location is completed upon the expiration of 
the old direct lease. 

Superseding Lease: When the requirements of a bureau/office make it necessary to negotiate 
numerous or substantial changes to an existing direct lease, consideration should be given to 
negotiating a superseding direct lease that would replace the existing direct lease . One of the terms 
of a superseding direct lease is the termination by mutual agreement of the prior or original direct 
lease . 

Sustainability: This is the condition of being able to meet the need of present generations without 
compromising needs of future generations. To be truly sustainable, a community must not decrease 
biodiversity, consume resources faster than they are renewed , must recycle and reuse all materials, 
and rely primarily on resources of its region . A renewable resource is a product that can be grown or 
naturally replenished at a rate that exceeds human depletion of the resource. 

Swing Space: Space that a bureau/office occupies temporarily, usually while its long-term leased 
space is rehabilitated or modernized. 

Tenant Improvement Allowance: 
•	 General: The tenant general component is a dollar amount per square foot set to cover the 

cost of a typical percentage of normal office space finish components, such as doors , 
partitions, carpeting, electrical and telecommunications outlets (often known as standard 
"work letter' items). This allowance is set nationally by GSA, adjusted annually, and 
indexed to local construction costs. 

•	 Customized: The tenant customized component is set nationally by GSA , adjusted annually, 
and indexed to local construction costs . It varies, however, according to the particular bureau 
or office for which space is being provided. The intent of this component is to cover special 
items, preparation, or finishes which are not typical to all office space, and are necessary to 
customize the space for that particular tenant. Each bureau/office customization allowance is 
based on the average mix of space types throughout their entire occupancy in GSA 's 
inventory. 

Uniform Federal Accessibility Standards (UFAS): Uniform Federal Accessibility Standards are 
handicapped accessibility standards that all space throughout a building must meet. See also 
Americans with Disabilities Act (ADA). For further information on the UFAS, see 
http ://www.access-board.gov/ufas/ufas-html/ufas.htm. 
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Solicitation for Offers (SFO) : A Solicitation for Offers is a document used by the bureau/office to 
solicit for space; which includes organization requirements and minimum standards; applicable 
Federal laws and regulations; level of required services 

Shell Rate: The shell rate is the portion of the overall rent being paid by GSA to the Lessor which is 
attributable to the unfinished shell and structure of the space before being built out for particular 
tenant needs. This includes the ceiling, demising walls, and floor , as well as the access and service 
capabilities needed to get into and occupy the space. The shell rate also includes overhead lighting 
and both vertical and horizontal HVAC ducting and piping, but not internal subdividing walls, wall 
or floor finishes , or the cost of electricity. The term "warm lit shell" is often used to describe the 
elements composing the shell rate as it will be used by GSA. General purpose, warehouse, and 
parking are the three types of space that are charged shell rates on the GSA rent bill. 

The shell rate is derived by subtraction; after services (including taxes) and tenant improvement 
amortization are deducted from GSA's overall cost for the space, the remainder is the shell rate. 

Source Selection: A summary evaluation report that is prepared by the Contracting Officer showing 
the reason for the selection. 

Space Budget Justification: See Exhibit 54 in Appendix T. 

Space Coordination Office (SCO): The SCO is located in the Office of Acquisition and Property 
Management (PAM). The SCO develops space management policy and guidance, oversees 
management and technical policy requirements, and resolves space policy issues; reviews 5-Year 
Space Management Plans and major space proposals; monitors bureau portfolios to identify 
opportunities for consolidation, relocation and collocation and make recommendations for decisions ; 
and reviews Dor and bureau OMB Circular A-II, Space Budget Justification, Exhibit 54, 
submissions, and business cases for major investments. 

Space Planning: The process of using recognized professional techniques of programming, 
planning, layout, and interior design to determine the best internal location and the most efficient 
configuration for satisfying bureau/office space needs. 

Space Requirements: A summary statement of a bureau 's/office 's space needs. These 
requirements will generally include information about location, square footage , construction 
requirements, and duration of the bureau' s/office' s space needs. 

Special-Purpose Space: Special purpose space includes courtrooms, meeting rooms, library stacks, 
laboratory space, etc. 

Specifications: Written instructions to the builder that contain all necessary information pertaining 
to dimensions, materials, workmanship, style, fabrication, colors, and finishes. 

Statement of Fact: A Statement of Fact provides a chronological history of the lease. It is prepared 
by the Contracting Officer when the Lessor requests an estoppel, i.e ., a legal rule preventing 
someone from starting a position inconsistent with one previously stated, especially when the earlier 
representation has been relied upon by others. The Statement of Fact recites the terms of the lease 
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Unique Property: A limited-market property with a unique physical design, special construction 
materials, or a layout that restricts its utility to the use for which it was built. 

Unique Space: Space that is built for a unique program. Some examples of unique space are border 
stations or bird sanctuaries. 

Urban Area: Any Metropolitan Area (MA) as defined by the Office of Management and Budget 
(OMB) in OMB Bul1etin 95-04 , dated June 30, 1995, and any non-MA that meets one of the 
following criteria: 

.:. A geographical area within the jurisdiction of any incorporated city, town, borough, 
vil1 age, or other unit of general local government, except county or parish, having a 
population of 10,000 or more inhabitants. 

•:. That portion of the geographical area within the jurisdiction of any county, town , 
township, or similar governmental entity which contains no incorporated unit of 
general local government, but has a population density equal to or exceeding 1,500 
inhabitants per square mile; or 

.:. That portion of any geographical area having a population density equal to or 
exceeding 1,500 inhabitants per square mile and situated adjacent to the boundary of 
any incorporated unit of general local government which has a population of 10,000 
or more inhabitants. (Reference: Intergovernmental Cooperation Act of 1968, 40 
U.S.C . Sec. 535.) 

Usable Square Feet (BOMA Standard): This number is computed by measuring the area enclosed 
by the finished surface of the room side of the corridors (corridors in place as well as those required 
by local codes and ordinances to prove an acceptable level of safety and/or to provide access to 
essential building elements) and other permanent walls, and the center of tenant-separating 
partitions. Building common areas are considered to be part offloor usable area. No deduction is 
made for columns and projections necessary to the building. Where alcoves, recessed entrances, or 
similar deviation from the corridor are present, BOMA Usable Square Feet is computed as if the 
deviation were not present.r' 

Utilization: Utilization is the manner and the degree of efficiency with which GSA-provided, 
Government-owned and direct leased facilities are occupied. 

Utilization Rate (UR): Per Department ofInterior memorandum, "Space Management Utilization 
Guidelines", dated November 28, 2003 , the utilization rate is a space efficiency index derived by 
dividing the personnel housed into the BOMA usable square feet84 

. 

83 Over the years the term "occupiable square feet", "net usable square feet", "usable square feet", and most recentl y 
"ANSIIBOMA Office Area" have been used in leases, these terms are essentially the same as BOMA usable square feet. 
84 The DR for office space is determined by dividing the total BOMA usable square feet of office space by the total full 
time , part-time, seasonal, contract and volunteer employees. The maximum overall utilization rate for a ll 001 agencies is 
200 SOMA usable square feet per person. The 200 SOMA usable square feet per person includes all individual and 
shared space such as work stations, circulation, storage, conference space, and pr ivate offices. Exclusions may include 
warehouses and special purpose spac e such as Iibraries, laboratories and evidence rooms. 
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Warehouse Space: Space which is contained in a structure primarily intended for the housing of 
files, records, equipment, or other personal property, and is not intended for housing personnel and 
office operations. 

72 



Request for Space - SF-81 Appendix A 

.:...'::'·.:iP.':: ...- FE.1, J::3:·1 ".:.J . "::'(.;1 '~.':"~•.,~q ~+j..[:: ~.......
 ~ . ~""' Cy .'~ _~"f1~ T S 'J ~ ·"=,,,1'- ,,-'., = 13.~='>'~ "'.'=N=Y~ =.'. ,- ..-" ",.,,-'.IlEQUt5T FOil SPACE =;:~:: ;::::EE'lT AT" "E ..~.·.n u.· 1
 

[See ill s u u ct i;: 11 5 e n rof!"~I:s~1
 

7. "Q;,n , T O ; G !::N !::HA L SEHV1CES ADMINIST HA TION e . Fro-A : 
PU:lLl C :l U IL b IN GS SE I ~ \/ IC E 

AG[N ;: '!~ A G EN CY... 
NO . . STREIT:-.10 . . STREIT .... A D DH ES S 

em' 6. ST....n:: 
~ CITY f. ST.,\T[ 2.11' C O D E...... ZIP C ODEZ.IP CO l ' E !I U HEA U C OUE 

s . Tv=E" 0= =E ·:iEEl I H ~. G Ea::i =A ~" ~ ~ ERV.cE A";=EA :1:1. ::l:: :"' ~"" E.':' T= ::' A~':' 

.....,·n .A:. RC O"',(T.."4:J .......3 ::" EQU ·~ E.'lT ~
REX= ~...j~- :·::J'.. ?~E:lO=r.-a", 

, 1. T ':::JT ~ ......:J . •:F ;=s;;. SO '.l NS. T~ 3:: H OO:::i =J1 0. TEHM o r OC C U PA r.l C Y 1 lY.l .O ~YE.>. .",, ~ .=.'A" ==.'A 

==a'A .;" ,,- r. '"',; ITa h , d r. ,0 

12 . SPACE HE QUlllEMHlTS 

NO. ;)1' so, FT .IY PE O r S P A C E SO . FT . T OT ALSKRS O',j .'ol[L fl:R FtRS;)N 
1 4 . A G HI C Y C EIlT IF IC A TI 0 1·1 ..... I'~I'~'MAHY o r r IC E I c ~HH \" th~ t th\ ~ r ~ Q .J' '!! :; l ~ b CC \JttH i! t: nd CO'T1p1~ t i! : ~ £; l o r t h-.::! II I Ut-.Iln :: " '~.1\ 1 o f 

~) r-I ~EA ~ p."c " ' '''l'J"e c : 1. '" C''''I<3 I.." ,,,,, ,, w i th f P M H 101 -1 J . l nc lu-..lin .. ," 5 & 00 t! x~CU I ~\" ~ 
<'­
'"'­ OIo" r . lI"" "n\ln:/ 11"" Ioc ll \"''' o t Sp.b C,, ; Hnd I I...... l und _ ..." Ely a b ' .t! to r p& v rH ~nt 0 1 . Or n C E S UI'f'O r~ Th . Io Irdnt . m ov ....g ex peres es , l ~l ~COl1' I " l unlc 9:l ton ~ l(P ~J\~--=t 'S . ",,00 l':n y ,~l~ l~ d ftf~ rfl!JOf S-ti b 1e.

A R E A ~ 

• 
: :Os l~ . 

S iiG ~T.,J -...or n c E S PAC E 1 ~"':l !''' E .''..a . r)"'ES U BT OT A L 

~-": ;..".rr S:.,:\i; "::"'1J TT::.E 
Ul GEN EB A L S T OIlA G ED. IS ' 1 
~ 

1 b . r on G S A U S E ONL Y~ _. ,ST2 W A R EHOU SE S TO B A GE IA c " o n by I\ " thortz" c G SA a f ficl ·,,-tlo 
~ 
'-'l 

d . IS TOHAG E S U:lT O T A Ll Llrl"" I,. c ; G O V ' T CON T HOLLED S P A C E T O :l E A SSI GN ED.. 
.. . lSI' 1 ILA 90 R A 1 0 r~Y c. CLINI C 

N O G O ··,"T SPA CE A 'v'f , IL A!l L E LEA SING A C TIO N PLANNED 
t. IS f> 2 !f O O D SE R \l IC E A REA
 

-'
 
<: I" . lSI':; IS Tr~u CT Ul V ·.L L Y CHf,NGEO 

U I·HQUE A G EN C Y S PAC E D ETEHM IN E D · S t: E A T T f, C H ED 
h. lSI' 4 '''lfTOMo\no [ ."T" pn 'JCE SSI~~::O
 

w
 
{) 

1. lSI' b IC ON I' EHEN CE e: T HA IN IN G AGEI'ICY AU fH OHI ZE D T O ACQUII ~E S f ' AC !:: UNDER I, S O"NN 
.:n, 

.. lS I' 6 ILi GH T INDU ST RIAL AU~"H Of>.IT Y 

'-. IS f> i' IOu M1nRS·flESll·DJTI....L I ~O USI'~::O 
CO 1,,1 M EN I S A rr )\CH ED

1. ISFECIAL S U :l TOT .t•.L ( U "", . ,,·, 1 ~ 
:. Ci~Tu=.E a = AUT~. _~ :>..:; S ;:. CF= ...:::: '~ :-".~ ~lT "~,, E ~""::l T.T\'-=
 

" . lr OT AL SPA CE HEQum ED I La, .. . ,,, c. r, II
 ~ 

n . ,OPEI'1 LAND I To l l:l .. C' '' ~ ': ~ $::':'-= : .=:: 0.) :: =1 ~o. 1 ~.>.rE '= =~E ;'IE::> 

0 . IS I '2 IINSI[)!:: I'A.l lKI I-lG,r·b. cl ~P "C " ": 

.....~(\E CF- G ~ A. ::. ~:-i .:J "lol.!..on "ITA CT ~-t :J ..... :E .~":J .p. IOU rSI U E P AI!KIN Cl I.I·b. 0 1 SP& C" s : ..,<1 . IT OTA L PAI! KII-l G SPA C E S I U .. .. . o. 1'1 

I A N D A IH) I- U IH .l tS1 I~ V . ::.! · Ht hG1..; NH~AL S r:nVIC ES ADMIN[STllATlDr'~ 
-=-- "': fh t .'! ! fr·3 5A -F~ ;:; IA 1 C F~ 1(I 1 ~ 17 



REQUEST FOR SPACE - SF-81 APPENDIX A
 

~. 

~. 

~ c I 

.. til Cl: ":leT. 0:1 ._. 
tH 

~~ 
.; 

A;r. ~ ' ..-I ..:aI . ~, 

.l:2!l.l:i:.. 
_ _ 1_._ ~ 

c .it l: ~ "' . 

r-. r ell i • ~ ;A AI ell ., .. .CII . l... .;11 ci 

5T A FD 8 1 S A CK 

~"A. 
. 

...;v J 





Appendix B 

Justification for New or Expanded Space 

This template is to be used to request any adjustments to the existing inventory of space, as required by 425 DM, 
Exhibit A. If approved, the space proposal will be included in the Bureau or Office multi-year plan and reported 
to the Department. 

Section 1: Space Request Overview 

BASIC INFORMATION: 

Bureau/Office: 

Unit: 

Region (or equivalent): 

Location of mission requirement (city, town or delineated area): 

Size of request (in BOMA usable square feet): 

Length of lease required (in years): 

Estimated cost: 

Utilization Rate (as applicable): 

BASIC QUESTIONS: 

1. How does this request impact your multi -year plan? 

2. Is this an expansion? 

3. Is this a new program? 

4. How does it further mission? 

DRAFT 
I 



5.	 Fully funded or partially funded (existing resources or new funding)? 

6.	 How does this affect current collocations and other impacts? 

7.	 Have you included your subject matter experts in the planning and decision-making process such as 
budget, human resources, contracting, facilities and property management, legal, safety, health and 
environmental, security, information technology, and telecommunications? 

8.	 Funding account number: 

Section 2: Outline Justification for New or Expanded Space 

Requests for new or expanded space must be accompanied by a written justification, forwarded through the 
regional, or equivalent, level, containing at least the following information (Some of the questions may seem 
redundant, but are there to provide further details on critical areas of the request): 

1.	 What are you going to do in this space? Why? (Operation, number of people {permanent, temporary, 
seasonals, contractors} etc .) 

2.	 What new or existing program does this requirement support? 

3.	 If this is a new program, what is the proposed timetable for hiring and operations? 

4.	 If there is a significant storage or other special requirement, please explain. 

5.	 If this is an existing program, how is it being provided with office, storage and /or SUpp011 space until new 
space is procured? In what respects is the present space no longer suitable? 

6.	 If this is an existing program, what are the plans to re-use or return the current space? 

7.	 If this program is in an existing leased or federally owned facility, please provide a comparison of square 
footages, costs and personnel to be housed. 

8.	 What provisions have been made for funding, either at the unit/region level or through FFS or equivalent? 

9. Would alternative locations suit your needs? 



10. Are there collocation or other opportunities in the area? 

Section 3: Approvals and Reporting Requirements (refer to 425 DM, Exhibit A) 

Approvals and reporting that may be required by: 

_ Departmental Space Coordination Office 

_ Bureau Investment Review Board(s) 

_ Bureau Senior Asset Management Officer 

Bureau Director
 

_ Asset Management Team
 

_ Departmental Senior Real Property Officer
 

General Services Administration 

Notes: 

1.	 Changes in portfolio data must be entered into the Federal Real Property Profile and bureau/office 5-Year 
Space Management P lan. 

2.	 Additional space acquisition guidance is provided in the Space Management Handbook for GSA­

provided, DOl Direct-leased and DOl-owned Space.
 



Security Work Authorization Form, FPS 57 Blank Appendix C 

~ECURITY WORK AUTHORIZATION 

3A. NAME OF AGENC Y 

3B. AGENCY/CUSTOMER BPNIDUNS NUMBER 

3C. AGENCY/CUSTOMER ORDER NUMBER 

5A. AGENCY CONTACT NAME 

5B. CONTACTS AREA CODE 
TELEPHONE NO. I 

5C. CONTACTS E-MAIL 

50, CONTACTS AREA CODE 
FAX NUMBER I 

6. DESCRIPTION OF REQUESTED WORK: 

CHECK AS APPROPRIATE 
D I 9. Plans Attached 

D I 10. Modification 

12A. BILLING TYPE 12B. BILLING TERMS 
1 

1. DATE OF REQUEST 

PHONE NUMBER EXT. 

PHONE NUMBER 

7. REQUE STED WORK DATES 
A. START 

B, COMPLETION 

13. AGENC Y CERTIFIED AMT 

14A. AGENCY LOCATION CODE 14B.FISCAL STATION 14C.REQUISITION 10 # 
NUMBER (DOD ONLY) 

140. FUND CODE ITREAS SYM 

14E. AGENCY ACCOUNTING DATA: (LIMITED TO 130 CHARA CTERS 

16A. CERTIFYING OFFICIAL'S SIGNATURE 

16C. NAME OF SIGNER (Type or Print) 

FOR FEDERAL PROTECTIVE SERVICE USE ONLY 
18. BRIEF PROJE CT DESCRIPTION (LIMITED TO 25 CHARA CTERS) 11 9. FFMS BUDGET PROJECT 

21. Act ion (Check One)
 

22A. ORGANIZATION CODE
 22B. BUILDING NUMBE R 

23A. FPS APPROVING OFFICIAL'S SIGNATURE
 

230 , E-MAIL ADDRESS :
 

23E. SIGNER'S NAME (Type or Print)
 

24A. CERTIFICATE OF COMPLETION SIGNATURE
 

14F. 
AGENC Y 
FUND YEAR: 

16B.DATE 

2. SWA AGREEMENT NUMBER (FPS Use only) 

4. WORK SITE (Primary worksite) 

5E. CONTACT ADDRESS 

8. AGENC Y BOAC CODE 

11A. AGEN CY FINANCE BILLING ADDRESS 

11B. STREET ADDRESS 

11C. CITY 1 110. STATE 1 11E. ZIP CODE 

15A. CREDIT CARD NUMBER 15B. EXP. DATE 

15C, TYPE OF CARD 150. CARD HOLDER'S 
NAME 

17. CERTIFYING OFFICIAL'S PHONE NUMBER 
PHONE NUMBER EXT AREA CODE I 

DNEW DCHANGE DDELETE D COMPLETE 
22C. PROGRAM ELEMENT 220. O/C 22E.TOTAL 

23B. DAT E 

22F. GRAND TOTAL I 
23C. TELEPHONE NUMBER 

AREA CODE 

23F. SELLER/FPS BPN/DUN S NUMBER 

248 . SIGNER'S NAME (Type or Print) 

I
 

20. STAR TASK CODE 

NUMBER 

24C. COMPLETION 
DATE 

EXT 

Federal Protective Service1 FPS 57 (T) 

I Electron ic version can be found at hll12;LLwww.gsa,gov/gsalcm alla cllm~!l l s /GS fu~m=UMEN 'I'lH l an k SWi\ Form R2-x27-b OZ5RDZ-i34K.:rJLdoc 



Security Work Authorization Form , FPS 57 Blank Appendix C 

KEEP A COPY FOR YOUR RECORDS AND FORWARD ONE COpy TO YOUR OBLIGATING/PAYING OFFICE 
Instructions For SWA Form 

1. Enter date of wor k request . 
2. For FPS Use Only. Enter Security Work Authorization Number. 
3A. Enter Requesting Agency Name. 
3B. Enter Agency/ Customer BPN / DUNS number; for military agen cies , this is the DODAAC num ber. 
3C. For Ordering Agency Use Only. Enter Agency / Customer Order Num ber; references th is purchase. For exampl e, it is the agenc y 

internal control number. 
4. Enter locat ion wher e work is to be performed . 
5a-e. Enter information regard ing the agenc y's representative respons ible for the projec t (Agency conta ct name , telephone number, 

address, fax number, E-mail address) . Representative must have authori ty to make decisions regarding the project. 
6. Enter a concise statement of wor k to be done , including location where work is to be performed. 
la-b. Enter agreed upon project start and comp letion dates . 
8. Enter receiving agency BOAC code . 
9. Chec k if agency plan s are attach ed. 
10. Check if submittal is a m odification to an existing SWA . 
11a-e. Enter the appropriate billing address information. 
12a. Enter billing type: I =Interfund , C =Credit Card, P =Pre-pa id, 0 =IPACIIGOTS 
12b. Enter billing terms : A =Advance, M =Month ly, Q =Quarterly . 
13. Enter the total dollar amount approved for fundi ng. 
14a. Enter the eight (8) -character agency location codes . (Treasury Pay-station Des ignator); 
14b. For DOD ONLY ­ Enter the Fisca l Station Sym bol 
14c. Mandatory for Internal Revenue Service Customers ; optional for all others . Enter the appropriate agency requisition ID number. 
14d. Mandatory for IPAC . Effective 10/1/03, alilPAC billings require a Tre asury Account Symbol. If FPS Interfund customer, please enter 

Fund Code . 
14e. Enter agency account ing information (Limited to 130 characters). 
14f. Enter fiscal year of agency funds 
15a. Enter credit card numbe r or phone the appropriate FPS off icial with th is inform ation. 
15b. Enter expiration date 
15c. Enter the type of credit card. 
15d. Enter Credit Card Holder's nam e. 
16a-c. Enter signature, name and date of authorized agency representative, certifying the validity of the order and the availability of funds. 
11. Enter the certi in official's hone number. 

For FPS use only 
18. Enter a brief project description (Limit ed to 25 characters) 
19. Enter Budget Project Code to be used in FFMS ACCS. 
20. Enter STA R task code to be used for T&A system. 
21. Chec k the approp riate action block. 
22. Enter the organi zation code, building number, program element , object class, and dollar amount. 
23a-f. Enter the signatu re, name , date, e-ma il address , and telephone number of the FPS Approving Official and FPS BPNIDUNS number. 
24.a-c. Enter the cert ificate of completion signature , cert ifying name , and com pletion date. 

ATTACHMENT - FOR MULTIPLE BUILDINGS/MULTIPLE FUNCTION 
Organization Code Building Code PROGRAM ELEMENT O/C Total 



APPENDIXD 

Sustainability and Greening 

On January 24 , 2006, the Department of the Interior (DOl) signed the Federal Leadership 
in High Performance and Sustainable Buildings Memorandum of Understanding (MOD) 
to commit to Federal leadership in implementing common strategies for planning, 
acquiring, siting, designing, building, operating, and maintaining high performance and 
sustainable buildings. Twenty-one agencies signed the MOD that establishes these 
principles: 

.:. Employ integrated design principles; 

.:. Optimize energy performance; 

.:. Protect and conserve water; 

.:. Enhance indoor environmental quality; and 

.:. Reduce environmental impact of materials. 

These sustainable guiding principles will help DOl achieve the MOD goals: 

.:. Reduce the total ownership cost of facilities; 

.:. Improve energy efficiency and water conservation; 

.:. Provide safe , healthy, and productive built environments; and 

.:. Promote sustainable environmental stewardship 

Sustainable construction is defined as "the creation and responsible management of a 
healthy built environment based on resource efficient and ecological principles." The 
objective of sustainably-designed buildings is to lessen the impact on the environment 
through energy and resource efficiency. At the same time, sustainable design should be 
integrated as seamlessly as possible into the existing design and construction process 
including new construction, repairs and alterations, and lease construction. 

When acquiring new space, incorporate the Guiding Principles for High Performance and 
Sustainable Buildings into all new facilities. To the extent possible, the same 
consideration should be given to space leased in existing buildings or facilities and in 
owned assets. The General Services Administration (GSA) is committed to creating 
superior workplaces that reduce negative impacts on the environment, while enhancing 
the health and comfort of the building occupants. Because GSA is committed to 
incorporating sustainable design features in its buildings and facilities I , DOl-occupied 
GSA-Provided buildings will meet sustainability criteria to the extent possible. This is 

ITo learn more about GSA ' s sustainable design program and its services, see 

www .gsa.gov/su stainabledesign . 



consistent with DOl sustainable design objectives and will help achieve its sustainability 
goals . 

DOl Solicitation for Offers for space acquisition should include provisions for energy 
efficiency and sustainable design. Use leasing clauses that address construction waste 
management, salvaged or re-used building material, recycled content products, indoor air 
quality during and after construction, environmentally preferable products, and 
requirements to lessen harmful effects on the environment. 

Protecting and improving indoor air quality is one of the most important sustainable 
efforts. Energy conservation is improved by the installation of new ASHRAE-compliant 
HVAC systems that allow occupants to regulate the temperature and air flow in each 
office or occupiable area. Purchasing electricity from producers of renewable power 
should be explored in future space planning. 

Measuring Sustainability 

Four levels of certi fication - initial baseline certification, silver, gold , and platinum are 
attainable, each requiring achievement of additional standards. To obtain certification, 
the U.S. Green Building Council (USGBC) must review and approve each prerequisite 
and standard. Recertification, a measure and verification of sustainability over the 
performance period of one to five years , allows building owners to track progress and 
identify strategies for addressing deficiencies. 

GSA utilizes the Leadership in Energy and Environmental Design (LEED) Green 
Building Rating System design criteria to help apply principles of sustainable design and 
development to facilities projects. Using LEED ensures that sustainable strategies are 
considered in the development of Public Buildings Service building projects. LEED also 
serves as a means of evaluating and measuring our green building achievements. Since 
FY 2003 , all new GSA building projects require certification through the LEED Green 
Building Rating System and encourage a Silver LEED rating. DOl supports this 
initiative for all occupied space, whether owned, leased, or GSA-Provided. 

Greening 

Policy objectives include reducing resource consumption, through the incorporation of a 
portfolio-centered life cycle cost approach to the Department's space management 
program, the promotion of collocation whenever and wherever feasible, and the improved 
controls (governance, accountability) of space policy at the bureau/office level. Worker 
satisfaction, health, and productivity will be improved by incorporating sustainable 
design, operations and maintenance into our space management program, measures that 
also further the Department's natural resource stewardship responsibilities. 



Energy Efficient Management and Sustainable Design, Construction, 
Operations and Maintenance of Space 

Integrated Programming and Planning. Energy efficient management and sustainability 
will be part of integrated programming and project planning with respect to space 
management activities addressed by this appendix, resulting in the development of 
multidisciplinary teams and the selection of contractors and property with qualifications 
in these areas . These efforts will emphasize: 
.:. energy- and water-efficient design and fixtures; 
.:. use of low emitting materials and practices protective of indoor air quality; 
.:. use of resource-efficient and environmentally preferable products (including 

recycled-content and biobased-content products) ; 
.:. waste minimization and recycling; 
.:. green cleaning and other environmentally-optimized operational and maintenance 
practices. 

These practices will be pursued without significantly impacting cost and aggressively 
pursued where life-cycle cost-effective, realizing that such an approach requires making 
some compromises and trade-offs, 

Direct Leases. Bureaus will seek to acquire space preferentially in buildings that have 
the ENERGY STAR building label and/or certification by the USGBC, as part of their 
selection criteria, and incorporate "green clauses" into their direct leases. The DOl Space 
Coordination Office will develop model green lease clauses to be used for all new direct 
leases of 10,000 sq. ft. or more, including a requirement that the space or building be 
capable of certification under USGBC's Leadership in Energy and Environmental Design 
for Existing Buildings (LEED-EB). Build to suit (or build-out) lease solicitations will 
require sustainable and energy efficiency design, capable of certification under LEED for 
New Construction (LEED-NC). (Refer to web sites www.usgbc.org and 
http: //www.eere.energy.gov/EElbuildings.html ) 

DOl-owned and DOl-managed space. On December 31,2006, bureaus/offices were 
required to integrate energy-efficient and sustainable features into the planning, design, 
construction, operations and management of occupied space, in a manner capable of 
certification according to the most applicable LEED rating system standard (e.g., New 
Construction, Existing Buildings, or Homes) and all bureau/office personnel responsible 
for design and construction will become LEED-accredited professionals. New 
construction projects, if not certified by USGBC, will undergo an internal self­
accreditation review. 



DOl Space Utilization Memorandum	 Appendix E 

United States Department of the Interior ~ 
OFFICE OF THE SECRETARY ~ 

Washingron. DC 20240 
TAKE PRIDE" 
1NAMERlCA 

NOV 28 2003 

Memorandum 

To:	 Heads of Bureaus and Offices . 

From:	 Debra E. Sonderman, DirectorOk ~ !l n "-V 

Office of Acquisition and Property Mar;;;{e;:'en~ . 

Subject:	 Space Management Utilization Guidance 

With space/leasing costs rising, the assignment and utilization of space has become an 
area of increased management focus. The General Services Administration's (GSA) 
Federal Management Regulations on Real Property Policies, 41 CFR 102, published 
January 18, 200 I, provide broad guidance on assignment and utilization of space. 
Following are space/leasing requirements for bureaus and offices as related to the above 
referenced regulations . 

Departmental bureaus and offices are required to provide a quality workplace 
environment that supports program operations and preserves the value of real property 
assets. Bureaus and offices are required to promote maximum utilization of Federal 
workspace, consistent with the mission requirements, to maximize its value to the 
government. Bureaus and offices must provide assignment and utilization services that 
will maximize the value of Federal real property resources and improve the productivity 
of the people who work there. 

In these times o f austere budgets, bureaus and offices must promote the optimum use of 
space for each assignment at the minimum cost to the government. Space should be 
assigned based on local market conditions, available vacant space, starutes and 
regulations, principles of professional space management, and mission requirements. 
Space requirements based on pay grade or maximum area per person are no longer 
mandated by Federal regulations or stipulated or recommended by GSA. An appropriate 
threshold when acquiring new or additional leased space, or when planning office space 
in owned facilit ies, is 200 useable square feet per person, including all individual and 
shared space such as workstations, circulation, storage, and conference rooms. 
Exclusions may include warehouses and special purpose space including but not limited 
to bureau libraries, laboratories, and evidence rooms. Allotment of space among the 
different uses is flexible. 



DOl Space Utilization Memorandum Appendix E 

Minimizing the use of private offices and maximizing efforts for co-location with other 
Interior bureaus and Federal agencies should be emphasized. 

Please call me on (202) 208-6352 if you have questions. Your staff may contact John 
Moresko of my staff on (202) 208-5704 for further information. 

cc: Nina Hatfield, Deputy Assistant Secretary, Budget and Finance 
Bob Doyle, Deputy Director, USGS, Space Management Initiative Sponsor 
Assistant Direc tors for Administration 
Mike Cyr, Space Management Initiative Manager 
Space Coordination Council 



Reimbursable Work Authorization, GSA Form 2957 Appendix F 

REIMBURSABLEWORKAUTHORIZATION 11 . DATE OF RE::lUEST 2 . RWNlN TERAG ENCY AGRE EMENT NUMBER / (GSAUseonly) 

3A AGENCY/C USTOMER BPN/DUN S NUMBER 

3B. AGEN C Y / CU~ TO M ER ORD ER NUMBER 

5. NAME OF AGENCY 

4. W ORK SITE 

6A. AGENCY CONTAC T NAME 

6B. CONTAC TS 
TELEPH ONE NO. I 

AREA CODE I PHONE NUMBER I EXT 6E. CONTACT ADDRESS 

6C. CONTACT S E-MAIL 

6D. CONTACT S 
FAX NUMBER I 

AREA COD E I PHONE NUMBER 

7. DESCRIPTION OF REQUE STED WQ RK: 

CH ECKAS AP P RD P R ~T E 11. REQU ESTED WORK DATES 14A. FED COD E 148 . BUREAU CODE 
[] B. Plans Attached A. START 

C11 9. Modification B. COMPLETI ON 15A. AGENCY FINAN CE BILLING ADDRESS 

IDA. BILLING TYPE IIOB BILLING TE RMS 12. AGEN CY CERTIFIED AMT 

15B STREET AD DRESS 

13A. AGENCY LO GATI ON CODE 13B.FISCAL STATION 13C.REQUISIT ION ID # 
NUMBER (DOD ONLY) 

130 . FUND CO DE fT REAS SYM 15C. CITY 150 . STATE 11 5E. ZIP CODE 

13E. AG ENCY ACCOU NTING DATA: (LIMIT ED TO 130 CHARACTERS) 13F. 17A. CREDIT CARD NUMBER 117B EXP.DATE 
AGENCY 
FUI~D YEAR: 

17C TYPE OF CARD 17D CARD HOLDER'S NAME 

16A. CERTIFYING OFFICIAL'S SIGNATUR E 1 16B. DAT= 

18. CERTIFYING OFFICIAL'S PHONE NUMBER 
16C. NAME OF SI'3N ER (Type or pnn(j AREA COD E I PHONE NUMBER EXT 

I 
GSA INTERNAL CUSTOMER OR INTERFUND CUSTOMER ONLY 
19 PEGASYS DOCUMENT NO 

20. PEGASYS ACCO UNTING LINE NUMBER 

GSA will bill in accordance with FPMR Part 101-21.604(e) 

FO GENERAL SERVICES ADMINISTRATION PBS USE ONLY 
21. PROJ ECT NO. 22A. ORGANIZA TION CODE 22B. BIA CODE 22C. BOAC CODE 22D. CORRES. SYMBOL 

23 BRIEF PROJECT DESCRIPTI ON (LIMITED TO 25 CHARACTE RS) 

24. Action (Check One)	 I 25. PLEASE CHECK IF APPROPRIATE 

ONEVI' D CHANGE D DELETE D COMPLET E COST BREAKDOWN ATTA CHED DMULTIPLE BLDG. FUNCTION 

I
D 

(See Reverse) 
128. AGREED UPON COMPLETION DATE 26. U FIXED PRICE PO ES APPLY 1 27. U GUARANTEE DOES APPLY 

29A. ORGAN IZATION 
CODE 

29B. BUILDING 
NUMBER 

29C . LEASE 
NUMBER 

29D. FIC 29E. O/C 

29G. GRAND TOTAL 

29F. 
TOTAL 

30A. GSA APPROV ING OFFICIAL'S SIGNATURE 

300 . E-MAIL ADDRESS: 

30E. SIGNER'S NAME (Type or Print) 

33A. CERT IFICATE OF COMPLETION SIGNATURE 

GENERAL SERVICES ADMINISTRATION 

Authorized for local reproduction 

XlB. DATE 30C. TELEPHONE NUMBER 
AREA CODE NUMBER EXT. 

I I 
31. POINT OF SALE TERM INAL 1 32. SELLER/GSA BPN/DUNS NUMBER 

D A. FINANCE D B. PBS 

338.	 SIGNER'S NAME (TYfJ6orPrint) I 33C. COMPLETION 
DATE 

GSA FORM 2957 (REV. 10-2003) 



Reimbursable Work Authorization, GSA Form 2957 Appendix F 

KEEP A COPY FOR YOUR RECORDS AND FORWARD ONE COpy TO YOUR OBLIGATINGIPAYING OFFICE 
Instructions For RWA Form 

1. Enter date of work request.
 
2 For GSA Use On ly . Enter_Reimbursable Work Authorizallon Number.
 
3A. Enter Agencyl Customer BPN I DUNS number; for milrtaryagencies, this is the DODAAC number.
 
3B. For Ordering Agency Use Only. Enter Agency I Customer Order Number; references this purchase. For example, it is the agency internal control number.
 
4 Enter location where work is to be performed.
 
5.	 Enter name of agency requesting the work.
 
6a-e	 Enter information regardi'\9 the agency's representative responsible for the project (Agency contact name, telephone number, 

address, fax number, E-mail address). Representative must have authority to make decisions regarding the project. 
7. Enter a concise statement of work to be done, including location where work is to be performed.
 
8 Check if agency plans are attached.
 
9. Check jf submittal is a modification fa an existing RW A.
 
l Oa. Enter billing type: 1= Interfund, C = Credit Card, P = Pre-paid, 0 = IPAC/IGOTS
 
10b. Enter billing terms: A =Advance, C = At completion, M =Monthly. Q =Quarterly, T =At Termination, Y =Annually (in arrears).
 
11a-b. Enter agreed upon project start and completion dales.
 
12. Enter the total dollar amount approved for funding. Must match GSA's cost quote.
 
13a. Enter the eight (B) -character agency location codes. (Treasury Pay-station Designator);
 
13b. For DOD ONLY - Enter the Fiscal Station Symbol
 
13c. Mandatory for Internal Revenue Service Customers; optional for all others. Enter the appropriate agency requisition ID number.
 
13d. Mandatory for IPAC . Effective 10/1/03, alilPAC billings require a Treasury Account Symbol. If GSA Interfund customer, please enter Fund Code.
 
13e. Enter agency accounting information (Limited to 130 characters). THIS APPEAR S ON MOST BILLINGS
 
13f. Enter fiscal year of agency funds
 
14a. Enter the agency Fed Code. 14b. Enter the agency bureau code.
 
15a-e. Enter the appropriate billing address information.
 
168-c. Enter signature, name ar.d date of authorized agency representative, certifying the validity or the order and the availability of funds.
 
17a. Enter credit card number or phone the appropriate GSA official with this information. 17b. Enter expiration date
 
17c. Enter the type of credit card. 16d. Enter Credit Card Holder's name.
 
l B. Enter the certifying official's phone number.
 

Total 

19.	 Enter Pegasys document number (mandatory - limited to 8 characters). Mandatory for GSA and FPS Customers.
 
20. Enter Pegasys accounting line (optional - limited to 2 positions)
 
GSA PBS Portion . .' .
 

2t. Enter the GSA project number in this field, if applicable.
 
22a-d Enter GSA Organization Code. b. Enter B/A Code. c. Enter BOAC Code. d. Enter the Organization Correspondence Symbol.
 
23.	 Enter a brief project description (Limited to 25 characters)
 
24.	 Check the appropriate action block.
 
25.	 Check appropriate boxes if costs breakdown is provided andlor RWA involves mUltiple buildings.
 
26.	 Check if the project is fixed priced. If agency billing is based on a fixed price rather lhan by actual costs, this field should be Checked.
 
27. Check if RWA is guaranteed.
 
2B. Enter the mutually agreed upon completion date.
 
29. Enter the organization code, building number, lease number, function code, object class , and lolal dollar amount.
 
30a-e. Enter the signature, name, date. e-mail address, and telephone number of the GSA Approving Official.
 
31.	 Enter the point of sale terminal (for credit card purchases only).
 
32. Enter seller I GSA RWA BPN I DUNS number
 
33.a-c. Enter the certificate of completion signature, certi fying name, and completion dale.
 

ATTACHMENT - FOR MULTIPLE BUILDINGS/MULT1PLEFUNCTION
 
Orqanizaticn Code
 Buildinq Code Lease Number F/C OIC 

GENERAL SERVICES ADMINISTRATION	 GSA FORM 2957 (REV. 10-2003) 

Authorized for local reproduction 



Occupancy Agreement Appendix G 

Signed Agreement and Financial Summary 

OCCUPANCY AGREEMENT 

between 

DOl Bureau/Office (Code 14XX) 

And 

GENERAL SERVICES ADMINISTRATION 

DOl BUREAU/OFFICE (Code 14XX) will occupy 9,721.74 usable (11,180 rentable) square feet of space 
and 10 structured parking spaces and 50 surface parking spaces at located at Any City, Any State , for a 
period of 120 months commencing on or about 11/01/2007. 

DOl BUREAu/OFFICE (Code 14XX) will pay the General Services Administration rent in accordance 
with the attached page(s). The rental will be adjusted annually for operating cost and real estate taxes. 

DOl BUREAU/OFFICE (Code 14XX) will pay the General Serv ices Administration additional rent for 
prorated share of joint use space associated with this location, if any. 

Additional/reduced services are shown on the attached Occupancy Agreement Financial Summary. 

Mandatory Clauses 

Leased Specific Mandatory Clauses Alterations by Tenant Agency 

The tenant agency agrees that it will undertake no alterations to the real property governed by this OA 
without prior approval from PBS . Further, any alterations that might obligate PBS under a lease must be 
approved by the responsible PBS contracting officer. 

Building Services 

Building services to be provided to the tenant agency for the operating expense portion of the Rent are 
specified in the PBS Solicitation for Offers (SFO) that is made part of the lease contract. A copy of the lease 
contract is provided to the tenant agency. Additional or upgraded services beyond those identified in the 
SFO are provided by PBS or the lessor on a reimbursable basis . Charges for certain recurring reimbursable 
services may be billed on the PBS Bill. Recurring charges for overtime utilities, enhanced custodial 
services, mechanical O&M HV AC, mechanical O&M Other and additional guard services are eligible for 
billing on the PBS Bill provided the tenant agency has been designated as a "participating agency". The 
charges must be initiated by the tenant agency and renewed annually. The recurring RWA processing fee 
will be assessed against each service billed. 

Financial Terms (Non-Cancelable Space) 

While this occupancy agreement (OA) addresses financial terms that cover multiple fiscal years, the parties 
agree that: The tenant's financial obligations for years beyond the current year do not mature until the later 
year(s) are reached . Thus, there is no requirement that the tenant agency certify that current year funds are 
available to defray futur e year obligations. The tenant's future years ' obligation to pay Rent is subject to 
the availability of funds, but the tenant agrees to make a good faith effort to meet its obligations as they 
arise. Lease Contract Rent (Non-Cancelable Space) 

The underlying lease contract rent will be passed through to the tenant agency. For a non-fully serviced 
lease, the cost of operating services not covered by the lease will also be passed through to the tenant 
agency. The PBS fee in leased space, calculated at 6% of the annual lease contract cost plus the cost of 
separately contracted operating services, will also apply. Charges for security and GSA-installed 
improvements may apply as well. Charges for operating expenses, joint use space, parking, security, and 
real estate taxes may be adjusted on an annual basis. 

12 



Occupancy Agreement Appendix G 

Signed Agreement and Financial Summary 

Move Cost Responsibilities 

At the end of this OA term, if the tenant cannot remain in the space covered by this OA, the tenant is 
responsible for funding the physical move to new space. In the event PBS displaces or allows another user 
to displace the tenant before the expiration of the OA term, PBS must fund, or require the new user to fund, 
the tenant's physical move, and relocation of the tenant 's telecommun ications equipment. PBS must also 
reimburse, or require the new user to reimburse, the tenant for the undepreciat ed value of any lump sum 
payments the tenant made toward tenant improvements and the Rent differenti al at the new location until 
the displaced agency has time to budget. The Rent different ial is calculated on all elements of Rent except 
the amortized tenant improvement cost. 

Obligation to Pay Rent 

The Tenant agency's obligation to pay rent for the space governed by this OA commenc es when both of the 
following occur : the space is substantially complete and operationally functional. Occupancy and rent start 
will be coordinated with the Tenant. 1. The space is ready for occupancy of personal property, typically the 
substantial completion date. Substantial completion is signaled in the case ofleased space by the granting 
of an occupancy permit by the proper authority and/or by PBS's acceptance of the space as substantially 
complete in accordance with the lease. "Substantially complete" and "substantial complet ion" mean that 
the work, the common and other areas of the building, and all other things necessary for the Government' s 
access to the premises and occupan cy, possession, use and enjoyment thereof, as provided in the lease, 
have been complet ed or obtained, excepting only such minor matters as do not interfere with or materially 
diminish such access, occupancy, possession, use or enjoyment. PBS will offer to an authorized 
representative of the Tenant the opportunity to participate in a walk- through of the space prior to final 
acceptance of the space as substanti ally complete by PBS. The authorized representative of the Tenant will 
make himself or herself ava ilable so as to not delay the walk- through of the space. The authorized 
representatives of PBS and the Tenant will itemize any defects and omissions (D&Os, or "punch list") of 
the construction project that will need to be corrected prior to final contract payment. Provided that the 
D&Os are minor matters not materiall y diminishin g use of the space, the authorized representative of PBS, 
acting on behalf of the Government and its Tenant, wiII determine substantial completion. 2. The space is 
operationally functio nal. Operationally functional means that the building systems included in this lease 
must function and Lessor-provided building-specific safety and security features must be operational. 
Related space that is necessary for a Tenant to function due to workflow adjacencies must be complete 
before rent commen ces. For large projects that entail phased occupancy of the Tenant ' s space, rent will 
commence on the individual blocks of space when they are substantially complete and operationally 
functional. The blocks will be added to the Client Billing Record (CBR) incrementally. In the case of 
phased occupancy with separate CBRs (example, different Agency/Bureau codes), the rent start date for 
each CBR will occur when the space associated with it is substantially complete and operationally 
functional. If there is a substantial punch list for the space that would interfere with the Tenant 's full 
access, occupancy, possession, use and enjoyment of the space, and the Tenant chooses to move in anyway, 
GSA will negot iate a rent discount with the Lessor while the punch list work is being completed. If after 
hours work is required, GSA will ensure that adequate security is provided while the contractor is in the 
Tenant' s space. Once the above "su bstantially complete" and "operationally functional" requirements have 
been met, rent will commence. GSA does not provide tenant agencies a grace period prior to rent 
commencement to accomplish the physical move into the space or to allow for the installation of personal 
property such as phones, furniture , computers, etc. However, rent should not start until those personal 
property items that have been included in the lease contract, such as telephone and data systems or 
audio/video systems, are operational unless the Tenant chooses to move into the space pursuant to the 
preceding paragraph. 

Occupancy Agreement It erations 

The parties hereby agree that iterations of OAs prepared before selection of a lessor, contain preliminary 
financial terms only. Financial terms in preliminary OAs are not binding on either party; they are estimates 
for budgeting purposes . Accordingl y, tenant agency signature on preliminary OAs does not bind the agency 

13 



Occupancy Agreement Appendix G 

Signed Agreement and Financial Summary 

to the specific financial terms in the OA; rather, execution by the tenant agency constitutes that agency's 
commitment to the project. Until lease award, the tenant agency has the right to cancel the proposed project 
without financial obligation. 

PBS Services 

The services that PBS provides to its customers may be found in the March 2002 edition of the Pricing 
Desk Guide. Unless PBS provides otherwise in writing, the cost of these services is included in PBS's rents 
and fees . Any services beyond those identified in the Pricing Desk Guide are provided by PBS for an 
additional charge. 

Payment of Tenant Im provements 

The tenant agency must pay for tenant improvements in excess of the allowance by RWA. The tenant 
agency also has the right to pay lump sum for tenant improvements below the allowance threshold. The 
ability to make, lump sum payments below the allowance threshold is only available at assignment 
inception, and only for the customization component of the allowance in new space. In backfill or relet 
space, if the tenant can accept existing tenant improvements "as is" or with modifications, the tenant can 
elect to waive all or part of the general allowance. Further, once the tenant allowance is set, if the agency 
then wishes to make a lump sum payment for improvements which are charged against the allowance, PBS 
cannot accept payments below the allowance threshold by RWA. 

Replacement Responsi bilities 

The lessor bears the responsibility for replacement and renewal of shell items. PBS will also oblige the 
lessor to fund cyclic paint and carpeting within the tenant's space, as provided in the lease contract. 

Tenant Agency Appeal 

The tenant agency can appeal to the PBS asset manager in cases in which the agency's assigned tenant 
improvement allowance is inadequate to provide basic functionality for the space. 

Tenant Agency Move 

In the event the space covered by this OA involves a tenant agency move, once a design and construction 
rider or schedule has been made part of a lease contract, the rider/schedule must be incorporated into this OA. 
Once part of this OA, the schedule/rider becomes binding upon the tenant agency as well as upon PBS . Delay 
in project completion caused by either a) tenant agency failure to meet the review and approval times 
provided in the lease rider, or b) tenant changes to project scope, will be borne by the tenant agency. As a 
consequence of tenant-caused delay, the lessor may decline to postpone the scheduled substantial completion 
date (thereby advancing Rent commencement for the space) by the duration of the tenant-caused delay, on a 
day to day basis; this may result in rent charges at two locations simultaneously for the tenant. Additional 
direct expenses caused through tenant-caused delay or changes in project scope are chargeable against the 
tenant allowance; in the event the tenant allowance has been exhausted, the tenant must pay the lump sum 
cost by RW A. In summary, the tenant is responsible for the delay claim of the affected contractor and for rent 
that GSA budgeted to start on the date included in the Occupancy Agreement. If partial occupancy of the 
building is not possible due to one agency change, that agency is liable for the other tenant 's rent who are 
unable to occupy their space on the date contained in their Occupancy Agreement. The rent start date should 
be adjusted for delay of occupancy caused by the lessor failing to del iver the real property on time. The rent 
start date should not be adjusted for delay of occupancy caused by a contractor failing to install personal 
property on time with one exception . For those personal property items that have been included in the lease 
contract, such as telephone and data systems, or audio/video systems, and the systems are not ready, the rent 
start date should be adjusted. Delayed furniture delivery and installation, which is not part of the lease 
contract, is not reason for delaying the rent start date. In its role as tenant representative, PBS may also be the 
cause of delay. Expenses associated with PBS-caused delay incurred by the tenant, for such things as 
additional storage for furniture, re-procurement expense, or additional consulting fees, will be credited against 
the tenant's rent obligation to PBS for the new space. In the case of lessor---eaused delay, if there is a 
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Signed Agreement and Financial Summary 

liquidated damages clause in the lease, PBS will pursue the lessor for the value of the damages. In the case 
of excusable delay (e.g. , force majeure or any other delay the cause of which is beyond the reasonable 
control of either PBS or the tenant agency), neither PBS nor the tenant agency may pursue the other for the 
consequences of the delay. 
Security 

Security Services 

Beginning in FY 2005, payment for FPS provided Basic and Building Specific Operating Security will be 
made to the Federal Protective Service (FPS), Department of Homeland Security (DHS) and will be 
separate from rental payments to GSA (OMB Object Class 23.1). Charges for FPS provided security are 
determined by, and may be obtained from , FPS . 

Special Clauses 

Non-Cancelable Space 

This is NON-CANCELABLE SPACE and 001 BUREAU/OFFICE (Code 14XX) agrees that if the space 
is no longer required and cancellation notice is issued to the General Services Administration (GSA), DOl 
BUREAU/OFFICE (Code 14XX) will continue to pay GSA for all out of pocket expenses incurred until 
expiration of this Occupancy Agreement. 

Tenant Improvement Amor tiza tion Cost 

001 BUREAU/OFFICE (Code 14XX) has elected to expend a total of $136,387.17 for their tenant 
improvements. This amount has been amortized in the rent and is itemized on the Financial Summary. 

Ad Hoc Clauses - User 

Operating Expense and Tax Escalation 

For the term of this lease extension the operating expense and tax escalation provision of the lease have 
been deleted . 

Financial Obligation and Lease Award 

General Services Administration may proceed with an award of a lease agreement with no further approval 
of financial details as long as the overall lease rate is less than the overall rate stated in this draft occupancy 
agreement. General Services Administration will notify 001 Bureau/Office of proposed successful offeror 
prior to award. 

I agree to the initial with the understanding modifications will be made over time. 

Approved Approved 

(Signature) (Signature) 

Agency Representative GSA Representative 

Title : Title: 

Date : Date: 

15 
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Signed Agr eement and Financial Summary 

Initial OA for ExpansionlN ew Requirement Page: I of II 

ANE O 1444 Draft Version: 1 Date Last Modifie d: 14-Sep-200 5 

14XX DOl Bureau/Office Agency BPN : 

GSABPN: 30942464 

OA Start Date: oI-N ov-2007 OA Year: 2008 Part ial 

OA End Date: 31-0ct-20 17 Period : 01-Nov-200 7 to 30-Sep-2008 

Charge Basis Annual Charge Rate per Sq.Ft/Space 

1. Shell Rental Rate 

a. Genera l	 3,680 $7,923 $2.348710000 

b. Warehouse	 7,500 $ 16,147 $2.348 7 10000 

2. Amortized Tenant Improvement Used/General 11,180 $28,3 49 $2.766238000 

3. Operating Costs	 11,180 $30,745 $3.000000000 

4. Real Estate Taxes	 11,180 $268 $0.252500000 

A. Market Rent Su bTota l	 11 ,180 $83,433 $8.114948000 

5. Amortized Tenant Improvement Used/Custom 11 ,180 $ 1,866 $0.182107000 

8. Parkin g 

a. Structured	 10 $482 $50 .00000000 

b. Sur face	 50 $678 $ 15.00000000 

10. PB S Fee 11 ,180 $5, 102 $0.49782332 7 

I 1. Pro Rata Jo int Use Space 456 $604 $1 .500000000 

B. Agency Rent SubTota l	 11,180 $6,968 $0.679 930327 

C. Joint Use SubT ota l	 $0 

F. Total Annual Rent (A+B +C)	 11 ,180 $92,165 

E. Adjustments SubTotal	 $0 

F. Total Rent Bill (D+E)	 $92, 165 

G. Total Antenna Bill	 $0 

H. Total Reimbursable Services Bill	 $0 

I. Total PB S Bill (F+G +H )	 $92,165 

J .	 LUMP S UM ITEMS 

Customiza tion Tier 2 

## Operating Cost Escalation Applies Amortization Terms I (in month s) 60 

PBS Fee is 6% 

1 Amortization is either over the fixed term of the OA or less, never more 
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Signed Agreement and Financial Summary 

Initial OA for ExpansionlNew Requirement Page : 2 of 11 2 

ANEO 1444 Draft Version: I Date Last Modified : 14-Sep-2005 

14XX 001 Bureau/Office Agenc y BPN: 

GSABPN: 30942464 

OA Start Date : oI-Nov-2007 OA Year : 2009 

OA End Date: 31-0ct-20 17 Period: 01-O ct-2008 to 30-Sep-2009 

Charge Basis Annual Charge Rate per Sq.Ft/Space 

l. Shell Rent al Rate 

a. General	 3,680 $8,643 $2.348710000 

b. Warehouse	 7,500 $17 ,6] 5 $2.348710000 

2. Amorti zed Ten ant Improvement Used/General 11,180 $30,927 $2.766238000 

3. Operating Costs	 ] 1,180 $34 ,462 $3.000000000 

4. Real Estate Taxes	 11,180 $298 $0.252500000 

A. Market Rent SubTotal	 11,180 $9 1,945 $8.114948000 

5. Amortized Tenant Improvement Used/Custom 11 ,180 $2 ,036 $0.182107000 

8. Parking 

a. Structured	 10 $500 $50.00000000 

b. Surface	 50 $750 $15.00000000 

10. PBS Fee	 1],180 $5 ,621 $0.497823327 

II. Pro Rata Joint Use Space	 456 $684 $1.500000000 

B. Agency Rent SubTotal	 11 ,180 $7 ,657 $0.679930327 

C. Joint Use SubTotal	 $0 

F. Total Annual Rent (A+B+C)	 11,180 $ 10 1,536 

E. Adjustments Su bTota I	 $0 

F. Total Rent Bill (D+E)	 $101 ,536 

G. Total Antenna Bill	 $0 

H. Total Reimbursable Services Bill	 $0 

I. Total PBS Bill (F+G+H)	 $]01 ,536 

J.	 LUMP SUM ITEMS 

Customization Tier 2 

##	 Operating Cost Escalation Applies Amortization Term s (in months) 60 

PBS Fee is 6% 

2 

2 These Financial Summary Pages will be repeated for each year/partial year of the OA. 
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Rent on the Web (ROW)
 
Age nc y : 14 INTER I OR DEPT Bill For : MARCH 2005 Acco unt Co de : 14 XX000 6 
Bur e a u : 14XX 10 00 1 
BUREAU/ O,T I CE Bill No : 05 0 601 46 
Real Pr op e r t y 10: C01 67 9 JOHN SM I TH OFF BLDG OA Number : OA017 69 6 

134 UN I ON BLVD 

Regi on : 08 ANY CI TY, ANY STATE, 80228 ­
1807 
CBR: C0001 3582 GSA Contac t : 

JES SICA .BALLARO@GSA .GOV 
Te l : (30 3) 23 6- 8000 X23 56 Page Number : 199 

Customer Service: 1-888-999-4777 

Ch a r g e Ann ual Amount Due Year To 
Basis Rate (Monthly) Da te 

1. She ll Re n t a l Ra te 
a . Gener a l	 63 , 1 55 $10 . 15 $5 3,41 9 $32 0 ,5 12 

3. Ope ra t i n g Cos t s	 63 , 1 55 $5. 5 9 $29 , 41 2 $ 176, 4 7 0 

A . Marke t Rent SubTotal	 63,155 $15 .74 $82 ,830 $496 ,981 

9 . Par king 
b . Su r f a c e (number o f spa c es) 9 $0 $0 $ 0 

11. PBS Fee	 63 , 155 $1. 28 $ 6, 75 4 $ 40 , 522 

B . Agency Rent SubTotal	 $6 ,754 $40 ,522 

C. J o i nt Use SubTotal	 $0 $0 

D. Total Monthly Rent (A+B+C)	 $89 ,584 $537 ,5 03 

E . Adjustments SubTotal	 $0 $0 

F . Total Rent Bill (D+E)	 $ 8 9,584 $537,503 

G. Total Antenna Bi ll	 $ 0 $0 

H. Total Re imbursable Serv ices Bill	 $0 $0 

I . To tal PBS Bill (F+G+H)	 $89 ,584 $537 ,503 

Note :	 ANSI Rentable is 56,505 Assigned Usable Space PLUS 6,650 Common Space. 
R/U Factor is 1.11769. Security Sp a ce incl. ANSI Rentable PLUS Joint Use Ren t able. 
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Department of Homeland Security 
Federal Protective Service 

Security Bill 

IAgency: 1114 INTERIOR DEPT II Bill For:ll03 2005 IIA ccount Code: 14XXOO061 

IBureau: 1I14XX ID DOl BUREAU/OFFICE II Bill No: 050300291 

IReal Property 1D:llc o 1679 IIJOHN SMITH OFF BLDG I 
I 1[134 UNION BLVD I 

I II I 
IRegion: II OS IIANY CITY, ANY STATE, S022S-IS07 I 
CBR: IICOOO12562 IIDHS Contact: II II I 

II DIANE.HILL@DHS.GOV I 

11 303-236-793 1 x24SI I Page Number: 551 

I 

II Charge Basis!IAnnual Rate Amount Du~11 Year To 
(Monthly) Date 

I 
IIA. Basic Security Charges II 63, 15511 $0.35011 $1,S42.0211$ 11,052.121 

II II [II II II II I 
liB. Building Specific Operating Security chargesll 63,1551 1 $0.06sll $35S.121 1 $2,S91.491 

I 
lie. Total Department of Homeland Security Bill (A+B) II $2,200.141 1$13,943.611 
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United States Department of the Interior 

O FFICE OF THE SECRETARY
 
Wash ington. D.C. 202 40
 

MAR 3 I 1997 

Memorandum 

To :	 Deputy Conunissioner for Indian Affairs
 
Interim Director. Bureau of Land Management
 
Commissioner, Bureau of Reclamation
 
Director, Geo logical Survey
 
Director, National Park Service
 
Chief Executive Officer, Interi rvice Center
 

From :	 Bonnie R. CO ' 
Assistant Secreta - P cy, Management and Budget 

Subject:	 Delegation of asing Authority z 
Pursuant to the September 25. 1996 delegation of authority from the Acting Administrator of 
the General Services Administration (GSA), copy attached, you are hereby delegated the 
authority to perform all functions related to the leasing of general purpose space for a term of 
up to twenty years regardless of geographic location . This authority may be redelegated to 
employees of your organization who have been trained as lease contracting officers, as spelled 
out in the Department 's Contracting Officer's Warrant Manual, and is subject to all conditions 
noted in the original delegation. The Office of Acquisition and Property Management (PAM) 
will exercise policy oversight and collect periodic leasing information. PAM will still be 
Interior 's exclusive liaison with GSA's National Office and will assist with problems involving 

. leasing matters requiring resolution at that level. 

While this delegation may be a cost effective and timely option in certain circumstances, the 
inherent responsibilities and financial obligations must be carefully considered before it is 
exercised . GSA. will still offer their services to acquire space as they have done in the past. 
Their ability to obtain below-market rents by procuring large blocks of space, their expertise in 
Federal lease procurement and their policy of allowing us to vacate space after giving 120 days 
notice should be factored into any decision to exercise the delegation. 

Attachment 
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United States Department of the Interior IlJ:::;,J 
OFFICE OF THE ASSISTANT SECRETARY ~ 
POLICY, MANAGEMENT AND BUDGET TAKE PRIDE" 

Washington, DC 20240	 INAMERICA 

OCT 05 2006 

Memorandum 

To:	 H. Dale Hall, Director 

U.S. Fish and Wildlife Service .OC1:) 1UUa 

Through:	 David Verhey ~v~ 
Acting Assistant Secretary - Fish, ~dlife and Parks 

From:	 R. Thomas Weimer 1(.~~ SEP 26 2006 
Assistant Secretary 

Subject:	 Delegation of Leasing Authority 

Pursuant to the September 25, 1996, delegation of authority from the Acting Administrator of the 
General Services Administration (GSA), copy attached, you are hereby delegated the authority to 
perform all functions related to the leasing of general purpose space for a term of up to twenty years 
regardless of geographic location. This authority may be redelegated to employees of your organization 
who have been trained as lease contracting officers, as spelled out in the Department's Contracting 
Officer's Warrant Manual, and is subject to all conditions noted in the original delegation. The Office 
of Acquisition and Property Management (PAM), Space Coordination Office (SCO) will exercise policy 
oversight and collect periodic leasing information. PAM, SCO, will be Interior's exclusive liaison with 
GSA's National Office and will assist with problems involving leasing matters requiring resolution at 
that level. 

While this delegation may be a cost-effective and timely option in certain circumstances, the inherent 
responsibilities and financial obligations must be carefuJly considered before it is exercised. As in the 
past, GSA will sti ll offer its services to acquire space and will continue to be the first source for 
satisfying space requirements. GSA's ability to obtain below-market rents by procuring large blocks of 
space, its expertise in Federal lease procurement and its policy of allowing an organization to vacate 
space with 120 days' notice should be factored into any decision to exercise the delegation. 

Attachment 

cc:	 Deputy Secretary 
Chief of Staff 
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Administrator~ " " . 
General Services Administration 

"-=- } 
Washington, DC 20405 , 

.,=-~j 
~.y 

SEP Z 5 ~ 

The Honorable Bruce Babbitt 
Secretary of the Interior 
Washington, DC 20240 

Dear Mr. Secretary: 

The General Services Administration (GSA) has established a new leasing program 
that offers Federal agencies the option of continuing to use GSA as their leasing agent 
for general purpose space or taking on that responsibility within their own agency. 

This new program, called "Can't Beat GSA Leasing," is an outgrowth of our commitment 
to streamline our leasing operations. Under this new program, GSA provides you a 
simple choice. Either engage us to provide you with the most cost-effective and fastest 
service in the real estate market today or use the enclosed delegated leasing authority 
to do it yourself. 

We have taken this bold step to respond to the needs of a changing world in which 
Government must work faster, smarter, cheaper and better . We are committed to 
provide space for your agency so you can meet those needs . 

GSA must also meet these challenges to work up to new standards of excellence. At 
the same time, we have listened carefully to the recommendations from many of our 
client agencies and the Vice President's National Performance Review to open 
ourselves to competition . 

Under "Can't Beat GSA Leasing, " we have developed new strategies and retooled our 
entire leasing operation. We refocused our energies on the needs of you, our 
customers. To cite just a few examples: 

o	 Our pricing structure is now clearer and more responsive to our customers. 
o	 Your rent for space that we lease will be based on our rent plus a service fee 

comparable to that charged by private sector agents. 
o	 We can now provide customized tenant allowances and flex ibility in payment 

alternatives for above standard items. 

The most important change, however, is the "can do" attitude of our experienced, 
warranted real estate contracting officers. We have empowered them to respond to 
your needs with sound business practices that make sense. 
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As you would expect, GSA's leasing specialists will continue to foJ/ow all the statutory 
requirements -- the same ones you will be expected to follow if you choose to use other 
brokerage services. 

All of us at GSA hope you will choose to stay in the GSA family. Your leasing 
requirements are our most important business. We look forward to providing you with 
the most efficient, experienced, cost-effective service offered anywhere today, a service 

'. we think you will agree lives up to its name: "Can't Beat GSA Leasing." 

Sincerely, 

~cq~~ 
David J . Barram . 
Acting Administrator 

Enclosure 
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Delegation of Leasing Authority 

Pursuant to the authority vested in the Administrator of General Services by 
subsections 205(d) and 210(h)(1) of the Federal Property and Administrative Services 
Act of 1949, 63 Stat. 377, as amended, I hereby delegate authority to the heads of all 
Federal agencies to perform all functions related to the leasing of general purpose 
space for a term of up to 20 years regardless of geographic location. This delegation of 
authority does not alter the space delegations in sections 101-1 B.104-2 and -3 of the 
Federal Property Management Regulations, which perta in to "cateqorical" and "special 
purpose" space. 

This delegation is effective October 14, 1996, and subject to the following conditions: 

1. Prior to instituting any act ion under this delegation, the head of a Federal agency 
or its designee shall notify the appropriate GSA, Assistant Regional Administrator for 
Public Buildings Service (ARNPBS) of the agency's need for general purpose space 
and the agency's intent to exercise the authority granted in this delegation. The agency 
may exercise the authority conta ined in this delegation when the ARNPBS determines 
that suitable Government-controlled space is not available to meet the space need of 
the Federal agency. 

2. Relocation of Government employees from GSA-controlled federally owned 
or leased space may take place when prior written confirmation has been received from 
the appropriate ARNPBS that suitable Government-controlled space cannot be 
provided for them . 

3. A prospectus has been approved by the Congressional Committees pursuant to 
the Public Buildings Act of 1959 when the annual rental for the lease contract, 
exclud ing serv ice and utilities, exceeds $1.74 million, as adjusted annually in 
accordance with 40 U.S.C . 606 (f), In this circumstance GSA will prepare the 
prospectus in consultation with the agency. 

4, Redelegation of the authority to lease may be made to those officers, officials, 
and employees who have been adequately trained as lease contracting officers. 
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5. Federal agencies must acquire.and utilize the space in accordance with all 
applicable laws and regulat ions, including, but not limited to, the Competition in 
Contracting Act, Federal Property ManagementRegulations, Executive Order 12072, 
Executive Order 13006 , Davis Bacon Act, and the General Services Administration 
Acquisit ion Regulations. 

6. Agencies period ically provide GSA with leasing performance information . 

The Associate Adm inistrator for the Office of Govemmentwide Policy and the 
Commiss ioner of the Public Buildings Service will issue further information regarding 
this program . 

Septembe r 25 , 19 96 

David J Barram 
Acting Administrator 
General Services Adm inistration 

Date 
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CAPITAL LEASES
 

Capital leases are leases that transfer substantially all the benefits and risks of ownership to the lessee. 
If, at its inception, a lease meets one or more of the following four criteria, the lease should be classified 
as a capital lease by the lessee: 

-- The lease transfers ownership of the property to the lessee by the end of the lease term. 

-- The lease contains an option to purchase the leased property at a barga in price. 

-- The lease term is equal to or greater than 75 percent of the estimated economic life of the leased 
property . 

-- The present value of rental and other minimum lease payments , exclud ing that portion of the 
payments representing execu tory cost , equals or exceeds 90 percent of the fair value of the leased 
property. 

The last two criter ia are not applicable when the beginning of the lease term falls within the last 25 percent 
of the total estimated economic life of the leased property. If a lease does not meet at least one of the 
above criteria it should be classified as an operating lease. 

The amount to be recorded by the lessee as a liability under a capital lease is the present value of the 
rental and other minimum lease payments during the lease term, excluding that portion of the payments 
represent ing executory cost to be paid by the lessor.[FN 28: "The cost of general property , plant, and 
equipment acquired under a capital lease shall be equal to the amount recognized as a liability for the 
capital lease at its incept ion." See Statement of Federal Financial Accounting Standard (SFFAS) No.6, 
Accounting for Property , Plant, and Equipment.] However , if the amount so determined exceeds the fair 
value of the leased property at the inception of the lease, the amount recorded as the liability should be 
the fair value. If the portion of the minimum lease payments representing executory cost is not 
determinable from the lease provisions, the amount should be estimated. 

The discount rate to be used in determining the present value of the minimum lease payments ordinari ly 
would be the lessee's incremental borrowing rate unless (1) it is practicable for the lessee to learn the 
implicit rate computed by the lessor and (2) the implicit rate computed by the lessor is less than the 
lessee's incremental borrowing rate. If both these conditions are met, the lessee shall use the implicit 
rate. The lessee's incremental borrowing rate shall be the Treasury borrowing rate for secur ities of similar 
maturity to the term of the lease . 

During the lease term, each minimum lease payment should be allocated between a reduction of the 
obligation and interest expense so as to produce a constant periodic rate of interest on the remaining 
balance of the liability.[FN 29: OMB Circular No. A-11, "Preparation and Submission of Annual Budget 
Estimates," explains the measurement of budget authority , outlays, and debt for the budget in the case of 
lease-purchases and other capital leases. Circular A-94, "Guidel ines and Discount Rates for Benefit-Cost 
Analysis of Federal Programs," provides the requirements under which a lease-purchase or other capital 
lease has to be justified and the analytical methods that need to be followed .] 
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What is Present Value? 

"Present Value" is the amount that would need to be deposited today to in order to receive a 
stream of payments in the future . 

For example , in the example below, if a person placed $112,082 in the bank today , earning 
3.75% interest, he/she could withdraw exactly $25,000 on the same date each year for 5 
years. 

Example of Present Value Computation 

Annual Payment Amount $25,000 A 
Number of Payments 5 B 
Interest Rate 3.750% C 

Total Payments $125,000 A *B
 

Present Value of Lease Payments $112,082 advanced calc
 

This is how car loans and mortgage payments are calculated .
 

The "Present Value" is always less than the total payment stream, due to the impact of interest.
 

For Capital Leases , as payments are made, the payment is allocated between (a) Interest,
 
(b) executory costs and (c) reduction of lease liability. To do this, the amount of interest on 
the outstanding balance is calculated. The total payment, less interest and executory costs 
is the reduction of the lease liability . 

Note - "Executory Costs" are payments for property taxes, and other expenses not actually 
part of the rental amount. 

Mortgage or Car Payment Example: 
Reduce Loan Current Loan 

Total Payment Interest Paid Balance Balance 

Loan amount: 112,082 
payment 1 $25,000 4,203 20,797 91,285 
payment 2 $25,000 3,423 21,577 69,708 
payment 3 $25,000 2,614 22,386 47,322 
payment 4 $25,000 1,775 23,225 24,096 
payment 5 $25,000 904 24,096 0 

Bank Account Example: 
Account 

Interest Earned Withdrawal Balance 

Deposit 
Year 1 
Year 2 
Year 3 
Year 4 
Year 5 

4,203 
3,423 
2,614 
1,775 

904 

(25,000) 
(25,000) 
(25,000) 
(25,000) 
(25,000) 

112,082 
91,285 
69,708 
47,322 
24,096 

o 
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Accounting Concepts to Consider: 

1.	 Substance versus Form 
This means that for accounting recogn ition, the substance of the agreement 
matters more than the legal format of the agreement. For example, if the 
substance is that we cannot realistically walk away from the agreement, the 
agreement is non-cancellable regardless of boilerplate escape clauses in the 
agreement. 

2.	 Going Concern 

This means that when making decisions regarding the accounting treatment 
of a transaction, the preparer should assume that the organization will 
continue to exist and operate (unless there is clear evidence to the contrary , 
eg Bureau of Mines) . In other words, arguments to the effect that "we won't 
have to pay this if Congress eliminates the Department" are not a valid for 
making accounting decisions. 

3.	 Financial accounting concepts may differ from budget guidelines 
Budgetary rules are designed to control the flow of cash. Financial 
accounting standards are designed to present all assets , liabilities, revenues 
and expenses in the financial statements in a manner consistent with other 
Federal agencies. Both Budgetary Concepts and Accounting Standards are 
important and each accomplishes its object ives very well. However, the 
budgetary treatment of a transaction does not dictate the accounting 
treatment, and vice versa. 
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Determination of Capital versus Operating Leases - SAMPLE 1 

This spreadsheet applies the criteria in SFFAS 5 to determine if a lease should be classified as a capital lease. 

Note: Only cells shaded yellow require input.
 
The Blue colored text indicates formulas. DO NOT change these cells.
 

This schedule relies on Excel formulas and functions for proper computation. Manual preparation without
 
Excel is not recommended.
 

On the "Locked" tab, all cells, except those shaded yellow, are protected to prevent change to the formulas.
 

Instructions: 
A. Input the following information : 

Office Building 1600 Penn Ave, 
Description of Lease / Asset: Washington , Va, 1000 sq feet 
Date of Lease: 10/1/2003 

Information from the lease: 

Note: If the likelihood that the gove rnment 
will cancel the lease bef ore expiration is 

remote, then terms related to the 
"availability off unds" should not be 
considered in determining the non­

Non-cancellable Lease term (years ) 4.0 cancellable lease term. 
Annual Lease Payment ($) 72,000.00 

If lease does not contain a purchase 
arrangement, enter "NIA''. Otherwise enter 

Cost to purchase asset at end of lease n/a a $ amount. 

Information about the asset: 
Note - this is total asse t life, and may be 

40 .0 Estimated total useful life of the asset (years) -----­ diffe rent fr om the lease term. 
Age of asset at lease inception (years) 14.0 If new, enter 0 
Value of leased asse t at lease inception ($) 
(What is the asset worth today ?) 550,000 .00 
Estimated value of asset at end of lease 
(when non-cancellable term is up) 580,000 .00 

Other information: 
Use "Daily Treas ury Yield Curve Rate"for 

time period closest to lease term. See 
wlVw.treas.gov and click on links to 
Departmental Offices , Domestic Finance, 
Offi ce of Debt Management, Interest Rate 
Statistics, and then Daily Treasury Yield 

Interest Rate (annual) 4.14% Curve Rates. 

At 4130104, this link was: 
W lIlW. treas.go vi officesldomestic-financeldebt­
managementl interest-ratelyi eId. htmI 
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B. Circle Yes or No in response to each question. One or more "Yes" answers indicates a capital lease. 

Yes I No Step 1 
No Does the lease transfer ownership of the property to the lessee by the end of the non-cancellable lease term? 

If yes, the lease is a capital lease. 

Yes I No Step 2 
No Does the lease contain an opt ion to purchase the leased property at a bargain price? 

Cost to purchase asset at end of lease nla 
Estimated asset value at end of lease 580,000 .00 

Would a reasonable person consider the purchase price to be a bargain that would almost ensure that the 
option to purchase is exercised? If yes, the lease is a capital lease. 

Example: if the estimated value of the asset at the end of the lease is $25,000 and the lease contains an
 
option to purchase the asset for $22,000, this mayor may not turn out to be a bargain and the answer
 
would be "No ." However, if the option price is $250, this will certainly be a bargain and the lease is a
 
capital lease. This evaluation requires judgement.
 

Step 3 & 4
 
Steps 3 and 4 do not apply if asset is in the last 25% of its useful life .
 

Total useful life of asset 40.0
 
Current age of asset 14.0
 
Remaining Useful Life 26.0
 

Percent of useful life remaining 65.0% Continue to Steps 3 and 4

===== 

Yes I No Step 3 
No Is the lease term greater than or equal to 75% of the estimated economic life of the leased property? 

Estimated useful life (years) 40.0 
times 75% 75% 
= 75% of estimated economic life 30.0 

Non-cancellable Lease term (years) 4.0 
Difference 26.0 Answer NO 

===== 
If the difference is negative the lease is a capital lease . 

Yes I No Step 4 
No Does the present value of rental and other minimum lease payments , excluding that portion of the 

payments representing executory cost, equal or exceed 90 percent of the fair value of the leased property? 

Value of leased asset (What is the asset 
worth today?) 550,000.00 
times 90% 90% 
= 90% of value of leased asset (at lease 

inception) 495,000.00 
No te-this Present Value computation 
assumes equal annual payments. If this 
assump tion is not correct, prepar er is 
respon sibl e fo r estimating present value by 

"Present Value " of lease 260,492.44 other means. 
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Difference 234,507.56 Answer NO 

If the difference is negative the lease is a capital lease. 

======================================================== 

Amount to be capitalized if this is a Capital Lease: 

The amount that will be entered into the 
property system for an asset acquired by 
capital lease is the lesser of the Present 
Value of future lease payments, or current 
Fair Market Value of the asset. 

If the lease meets the capital lease criteria, 
Property will need to work with Finance to 

"Present Value" of future lease payments , or ensure that the asset and liabilty are 
current fair market value, if less: 260,492.44 properly recorded. 

C. Conclusion: 
Will this lease be treated as a Capital Lease? No 

Prepared by: J Sample 

Date: 10/15/2003 

Comments: 
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Determination of Capital versus Operating Leases - SAMPLE 2 

This spreadsheet applies the criteria in SFFAS 5 to determine if a lease should be class ified as a capital lease . 

Note: Only cells shaded yellow require input.
 
The Blue colored text indicates formulas. DO NOT change these cells.
 

This schedule relies on Excel fo rmulas and functions for proper computation. Manual preparation without
 
Excel is not recommended.
 

On the "Locked" tab, all cells, except those shaded yellow, are protected to prevent change to the formulas.
 

Instructions: 
A. Input the following information: 

Office Building 1600 Penn Ave, 
Description of Lease / Asset: Washington, Va, 1000 sq feet 
Date of Lease: 10/1/2003 

Information from the lease: 

Note: If the likelihood that the go vernment 
will cancel the lease before expiration is 

remote, then terms related to the 
"availability offun ds" should not be 
considered in determining the non­

Non-cancellable Lease term (years) 7.0 cancellable lease term. 
Annual Lease Payment ($) 72,000.00 

If lease does not contain a purchase 
arrangement, enter "N/A" . Otherwise enter 

Cost to purchase asset at end of lease nla a $ amount. 

Information about the asset: 
Note - this is total asset life, and may be 

30.0 
20.0 

Estimated tota l useful life of the asset (years) -----..."..­
Age of asset at lease inception (years) 

different from the lease term. 
Ifnew, enter 0 

Value of leased asset at lease inception ($) 
(What is the asset worth today?) 450,000.00 
Estimated value of asset at end of lease 
(when non-cancellable term is up) 425,000.00 

Other information: 
Use "Daily Treasury Yield Curve Rate"for 

time period closest to lease term. See 
www.treas.gov and click on links to 
Departmental Offices, Domestic Finance, 
Office ofDebt Management, Interest Rate 
Statistics, and then Daily Treasury Yield 

Interest Rate (annual) 4.14% Curve Rates. 

At 4/30/0 4, this link was: 
www.treas .gov/offi ces/domestic-finance/debt­
management/interest-rate/yield.html 
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B. Circle Yes or No in response to each question. One or more "Yes" answers indicates a capital lease. 

Yes / No Step 1 
No Does the lease transfer ownership of the property to the lessee by the end of the non-cancellable lease term? 

If yes, the lease is a capital lease. 

Yes / No Step 2 
No Does the lease contain an option to purchase the leased property at a bargain price? 

Cost to purchase asset at end of lease n/a 
Estimated asset value at end of lease 425,000.00 

Would a reasonable person consider the purchase price to be a bargain that would almost ensure that the 
option to purchase is exercised? If yes, the lease is a capital lease. 

Example: if the estimated value of the asset at the end of the lease is $25,000 and the lease conta ins an 
option to purchase the asset for $22,000, this mayor may not turn out to be a bargain and the answer 
would be "No." However, if the option price is $250, this will certainly be a bargain and the lease is a 
capital lease. Th is evaluation requires judgement. 

Step 3 & 4 
Steps 3 and 4 do not apply if asset is in the last 25% of its useful life . 

Total useful life of asset 30.0 
Current age of asset 20.0 
Remaining Useful Life 10.0 

Percent of useful life remaining ====3=3=.3,=:°1<:::::0 Continue to Steps 3 and 4 

Yes / No Step 3 
No Is the lease term greater than or equal to 75% of the estimated economic life of the leased property? 

Estimated useful life (years) 30.0 
times 75% 75% 
= 75% of estimated economic life 22.5 
Non-cancellable Lease term (years) 7.0 
Difference 15.5 Answer NO 

===== 
If the difference is negative the lease is a capital lease. 

Yes / No Step 4 
Yes Does the present value of rental and other minimum lease payments, excluding that portion of the 

payments representing executory cost , equal or exceed 90 percent of the fair value of the leased property? 

Value of leased asset (What is the asset 
worth today?) 450,000.00 
times 90% 90% 
= 90% of value of leased asset (at lease 

inception) 405,000.00 
Note-thi s Present Value comput ation 
assum es equal annual payments. If this 
assumption is not correct, preparer is 

responsible for estimating present value by 
"Present Value" of lease 429 ,920.95 other means. 
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Difference (24,920.95) Answer YES 

If the difference is negative the lease is a capital lease. 

=================================== ===================== 

Amount to be capitalized if this is a Capital Lease: 

The amount that will be entered into the 
property system for an asset acquired by 
capital lease is the lesser of the Present 
Value of future lease payments, or current 
Fair Market Value of the asset. 

If the lease meets the capital lease criteria, 
Property will need to work with Finance to 

"Present Value" of future lease payments, or ensure that the asset and liabilty are 
current fair market value , if less: 429,920.95 pr operly recorded. 

C. Conclusion: 
Will this lease be treated as a Capital Lease? Yes 

Prepared by: J Sample 

Date: 10/15/2003 

Comments: 
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PROJECT NUMBER: LOCATION: _ 

LEASE NUMBER: BUREAU/OFFICE: _ 

LOCATION CODE : SQUARE FOOTAGE: _ 

CONTRACTING OFFI CER: _ 

A. SF-8 1 or other requ est for space 

B. 

C. 

D. 

Special Requ irements (Sp ecs) 

Title 10 Cleara nce for Ar med Services 

Notificatio n to City Official 

E. Just ificat ion of Del ineated Area 

F. Scor ing Eval uation 

G. Other: 

Acqui sit ion Plan 

Justifi cation for Other than Full and 
a en Co m etit ion 

C. Historic Bu ilding Check 

D. Flood Plain Check 

E. ProspectuslNotification of Approval 

F. Copy of Adve rtisement or EPS Page 
Printout 

G. Responses to Adve rtisement 

H. Market Survey, Market Survey Rep ort , 
& A ency Co ncurrence 

1. CATEX chec k list 

J . Sourc e Select ion Plan (sig ned) and 
Relat ed Corres ondence 

K . Award Factor Evaluation 

L. Vending Facilities 

M. Oth er 
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A. 
B. 
C. 
D. 
E. 
F. 
G. 
H. 

Draft SFO 

Agency Approval of SFO 

Final SFO 

SFO Distribution List 

SFO Amendments/Addenda 

Correspondence to Offerors 

Davis-Bacon Wage Rates 

Other: 

•
 

Negotiation Objectives 

Apprai sal 

Estimates : 

Tenant Improvement Cost 

Overtime Rates 

Competitive Range 
Determination/Notification 

G. Request for FPS Pre-Lease Security 
Surve y 

H. Request for Contractor Support 
Services Related to Lease Acquisition 
(lOS, CQM, etc .) 

r. Other : 

Initial Offer and Related 
Corre s ondence 

B. Abstract of Offers 

C . Fire/safety Reque st & Report or 
Certifi cate of Occu ancy 

D. Scaling of Offered Space 

E. Present Value Price Evaluation 

F . 

G. 

Pre-Award Notice & Rejection Letter s 

Pre-Award Debriefing 

H. Request for Best & Final Offers 

1. Offers Received after Best & Finals 

J. Post-Award Notice & Rejection 
Letter s 

K. Post-Award Debr iefings /Protests & 
Resolution/Congressional & 
Responses 



Lease Checklist Appendix L 

Initial Offers and Related 
Corres ondence 

B. Abstract of Offers 

C. Fire/safety Request & Report or 
Certificate of Occu anc 

D. Negotiations of Environmental 
Remediation 

E. Scaling of Offered Space 

F. Request for Best & 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. 

L. 
Conflict of Interest Acknowledgement 

Source Selection Authority Decision 
Document 

M. Revised Scoring Evaluation 

N. Agency Letter of Acceptance With 
Revised and Sianed OA 

O. Small Business Subcontracting Plan 

P. Affirmative Action Plan 

Q. Seismic Certification 

R. Flood Plain Compliance 

S. 

T. 
U . 

V. 

Responsibility Check 
Debarred Bidders List 
Check Past Performance 
Financial Res onsibilit 

EEO Compliance Review 

Randolph Sheppard Act Info 

Other: 

VII. CONTRACT ..Award Letter
 

Legal Review & Comment
 

Lease sent to Lessor
 

Other:
..• •••
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Evidence of Competitive Bidding 
Process or Cost or Pricing Data for TI 
Costs 

D. Drawings/Layouts from Agency 

E. Other: 

Pre-validation of B/A 53 Funding 

Occupancy Agreement Drafts 

Legal Concurrence 

Drawings/Layouts from Agency 

Fire/safety Approval of Layout 
Drawin s 

F . Layouts to Lessor 

G. Finish Schedule to Lessor 

H. Other: 

Post Award Synopsis 

Copy of Letter Transmitting Lease to 
Field Office 

c. Copy of Letter Transmitting Lease to 
Agency 

D. Notification of lease location to FPS 

E. Request to GSA PMC for Utility 
Contract 

F . COR Letters to Lessor 

G. COR Letters to Designated Agency 
Re resentative 

H . Construction Inspection 
Re orts/Meeting Minutes 

I. Davis-Bacon Interview Forms & Wage 
payment 

J. Acceptance of Space/Condition 
Survey 

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

K. Change Orders Related to Initial 
Occu anc 

L. CAD as-builts to CIFM 
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A. EFT Enrollment 

B. Operating Cost Escalations 

C. Tax Escalations/Appeals 

D. Change of Ownership 

E. DUNS Number 

F. RWA's 

G. Miscellaneous Correspondence 

H. Appeals/Claims/Disputes 
Correspondence 
Contracting Officer Decision 
Resolution 
Unresolved Claim 
GSBCA or Claims Court Decision 
Payment 

1. Other: 

All ofthe above tabs should be placed on the right side ofthe lease file folder in 
descending order. 
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GENERAL SERVI CES 
ADMINIS TRATION U.S. GOVERNMENT 
FPR (4 1 CFR) 1-16 601 LEASE FOR REAL PROPERTY 

DATE OF LEASE March 31, 2007 I LEASE NO. NCL-05-0310 

THIS LEASE, made and entered into this date by and between Business ABC
 
who se address is One North Central Avenue, Suite 1300
 

Any Town, Any State, Zip Code
 

and whose interest in the property hereinafter described is that of owners 

hereinafter called the Lessor, and the UNITED STATES OF AMERICA, hereinafter called the Go vernment: 

WITNESSETH: The parties hereto for the considerations hereinafter mentioned, covenant and agree as follows: 
1.	 The Lessor hereby leases to the Government the following described premises : 

40,902 square feet of rentable space consisting of approximately 4,859 square feet of common area, 
approximately 36,043 ANSI/BOMA Office Area square feet located on the first , seventh and eighth floors and 
23 reserved, secured, covered parking spaces and 127 additi onal covered parking spaces located at One North 

Central Avenue, Any Town, Any State 85004
 
to be used for such purposes as determined by the insert bureau/office name.
 

2.	 TO HAVE AND TO HOLD the said premises with their appurtenances for the term beginn ing on 

September 30, 2007 through September 29, 2022 , subject to 

term inat ion and rene wal right s as may be hereinafter set forth. 

3.	 The Government shall pay the Lessor annual rent of $1,055,271.60 

at the rate of $87,939.30	 per month in arrears. 

Rent for a lesser period sha ll be prorated . Rent payments shall be made by electroni c transfer of fund s and made payable to : 

Business A Be 

Any Town. Any State 

4. Termination Rights: The Government may terminate thi s lease at any time on or after September 29, 2 0 17 by 
giving 60 days ' notice in writing to th e Lessor and no rental shall accrue after the effective date of termination. 
Said notice sh all be computed commencing with the day after the date of mailing 

2-106 
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6. Th e Lessor shall furni sh to the Gov ernment , as part of the ren ta l con sideration, the followi ng: 

A .	 Serv ices, util ities, and mai ntenance as spec ified in Section 7.0. 

B.	 All alterations as described on the approved layout plan, which will be forthcoming. Occupancy is requ ired on or
 
Be fore September 30, 2005.
 

C. Prov ide and instal l mult i pu rpose fire ex tinguisher to be located at the exits from the office and wareho use leased space. 

D.	 All han d icapped accessib ility requ irements will be met as specified in Sec tion 4.10. 

E. In the event of fa ilure by the Lessor to provide an y se rvice, utility, an d or maintenan ce under this lease by the specifi ed time period, th e 
Government ma y, by cont ra ct or otherw ise, provid e th ese items/altera tion s, and charge to the Lessor any cos t incurred by the Govern ment 
th at is related to th e pr ovision of s uc h, including an y ad min is tr a t ive cos t, a nd deduct suc h cos ts from an y r ental payments. 

7. The fo llow ing are atta ched and made a part hereo f: 
Th e General Provi sions ana Inst ructions (Stanaara From 2 A, eait ion) . 

A.	 Standard Form 2, Pages 3 - 8 containing Paragrap hs 9 - 23 

B.	 Amendment No . I co nsist ing of 6 pages 
C.	 Ame nd ment NO. 2 co ns isting of 2 page 
D.	 Sections I thro ug h 8 con sist ing of 49 pages of the Sol icita tion for O ffers NCL- 04 -03 I0
 

Attac hment I, General CJauses con sis ting of 32 pages
 
Attachment 2, Representations and Cert ificat ion s co nsisting of 7 page s
 
Attachment 3, Interagency Sign Dra wing and Specifications con sisting of 2 pages
 
Atta chment 4, DO I/B LM Requ irem ents Specification for Access Monitoring And Control co ns isting of 6 pages
 
Attac hment 5, Voice and Data Wiring System Speci ficat ions consisting 01'20 pages
 
Attac hmen t 6, Space Design and Layout Drawings To Be Joi ntly Developed and Incorporated At A Future Date
 
Att achment 7, Jani tor ia l Descr iption, Performance Measurement Frequency Requi rem ent s co ns isting o f 8 pages
 
Attachmen t 8, Spec ial Requirem en ts (3 1 pages) wit h Finish Takeoff (4 pages) co nsisting of a tota l of 35 pages
 
Business and Eco nomic Dev elopm ent Program Small Bu siness Su bcontracting Pla n consis ting of 6 pages
 

E.	 S ite Plans (4 pages), Typical Wall Sec tion - Warehouse Building (J page), Landscape size of plantings ( I page ), and Prel iminary Storm 
Dra inage Ana lysis (5 pages) con sisting of J1 pages 

8. The fo llow ing changes were made in this lease prior to its exe cutio n: 

A.	 Paragraph 5 is de leted in its entire ty. 

IN WI TN ESS WHEREOF, the part ies hereto have he reunto subscribed the ir names as of the date first above wri tte n. 

LESSOR, Business ABC 

BY 

IN PRESENCE OF: 

(S ignature) (Add ress) 

UNITED STATES OF AMERICA 

BY 

(S ignature) 

_ 

Adam Smith 
CONTRA CTING OFfICER 

(Official title) 

STANDARD FOR.M 2 
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9. In accordance with Paragraph 3.10 titled "Operating Cost Adjustment" the base rate for escalation of operating 
expenses will be $2.70 per Rentable square foot. 

10. In accordance with Paragraph 3.11 titled "Tax Adjustment" the percentage of Government occupancy under this 
lease is 100 percent. 

11. In accordance with Paragraph 3.16 titled "Adjustment for Vacant Premises" the annual rent will be adjusted at the 
rate of $0.90 per Rentable square foot should BLM vacate all or a portion of the space prior to the expiration of the firm 
term . 

12. In accordance with Attachment 1 - General Clauses, Paragraph 27 titled "Payment", upon acceptance and 
verification of the total amount of space delivered , the annual rental rate will be adjusted based on: 

$13.49 per Rentable square foot of office space 
$ 9.38 per Rentable square foot of warehouse space 
$ 7.63 per Rentable square foot of wareyard cold storage building 

13 . Unit Costs for Adjustment: In accordance with Paragraph 3.1 of the Solicitation for Offers No . NCL-04-0266 titled 
Unit Cost For Adjustments ; the following unit costs will be used to make any upward or downward adjustments if the 
specified quantities are not provided by the Lessor, or if they are exceeded by the Government. All costs are to 
provide and install. 

UNIT MEASURE 
MENT 

Quantity 
Required 

Cost per 
Unit 

Total Cost 

ITEM DESCRIPTION 
Duplex Telephone/Data Outlet (Wall) with 1 Cable Each 2 180.00 360.00 
Duplex TelephonelData Outlet (Wall) with 2 Cables Each 115 288.00 33,120.00 
Duplex TelephonelData Outlet (Wall) with 4 Cables Each 289 506.00 146,234.00 

Duplex Telephone/Data Outlet (Ceillnc) with 4 Cables Each 3 485.00 1,455.00 
Duplex TelephonelData Outlet (Floor) with 2 Cables Each 6 357.00 2,142.00 
Duplex Telephone/Data Outlet (Floor) with 4 Cables Each 32 575.00 18,400.00 

TelephonelData Junction Boxes for Systems Furniture with 
8 cables (Will Service 2 Workstation Pod) Each 10 1,154.00 11 ,540.00 

[Telephone/Data Junction Boxes for Systems Furniture with 
16 cables (Will Service 4 Workstation Pod) Each 13 2,028.00 26,364.00 

TelephonelData Junction Boxes for Systems Furniture with 
24 cables (Will Service 6 Workstation Pod) Each 6 2,904.00 17,424.00 

Telephone/Data Junction Boxes for Systems Furniture with 
32 cables (Will Service 8 Workstation Pod) Each 3 3,775.00 11,325.00 

2" by 4" Junction/Pull Box with a 2" conduit Stubbed Above 
the CeilinQ Each 16 138.00 2,208.00 
Duplex Electrical Outlet (120V 20A) (Wall) Each 699 122.00 85,278.00 
Fourplex Electrical Outlet (120V 20A) (Wall) Each 86 139.00 11 ,954.00 
Duplex Electrical Outlet (120V 20A) (Ceilinq) Each 3 366.00 1,098.00 
Duplex Electrical Outlet (120V 20A) (Floor) Each 6 568.00 3,408.00 
Dedicated Duplex Electrical Outlet (120V 20A) (Wall) Each 36 316.00 11,376.00 
Duplex Electrical Outlet-GFI (120V 20A) (Wall) Each 103 163.50 16,840.50 

Duplex Electrical Outlet- Isolated Ground (120V 20A) 
ItWall) Each 14 251.00 3,514.00 

Junction Box for Systems Furniture with One Dedicated 
120 volt 20 amp circuit (Will Service 2 Workstation Pod) Each 10 435.00 4,350.00 

Junction Box for Systems Furniture with Two Dedicated 
120 volt 20 amp circuit (Will Service 4 Workstation Pod) 8 
Duplex Outlets per Circuit (Three Duplex per Work Station Each 13 476.00 6,188.00 
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Junction Box for Systems Furniture with Three Dedicated 
120 volt 20 amp circuit (Will Service 6 or 8 Workstation 
Pod) Each 9 407.00 3,663.00 

Duplex Electrical Outlet (120V 20A) (Wall , Weatherproof) Each 29 153.00 4,437.00 

Powerpole (120V 20A) that Houses a Minimum of 4 
General Purpose Outlets with a Separate Channel for 4 
DatalTelephone Out lets Each 4 1,035.00 4,140.00 

Overhead Retractable Duplex Electrical Outlet (120V 20A) Each 6 1,050.00 6,300.00 
220/240 Volt 20 Amp Dedicated Sinqle Phase Outlet Each 4 695.00 2,780.00 
220/240 Volt 30 Amp Dedicated Sinqle Phase Outlet Each 2 315.00 630.00 
220/240 Volt 35 Amp Dedicated Single Phase Outlet Each 1 590.00 590.00 

220/240 Volt 50 Amp Dedicated Isolated Ground Single 
Phase Outlet Each 1 750.00 750.00 
220/240 Volt 60 Amp Dedicated Sincle Phase Outlet Each 1 620.00 620.00 
220/240 Volt 100 Amp Dedicated Single Phase Outlet Each 1 2,940 .00 2,940.00 
120/208 Volt 20 Amp Dedicated Sinqle Phase Outlet Each 1 160.00 160.00 
120/208 Volt 30 Amp Dedicated Sincle Phase Outlet Each 3 563.00 1,689.00 
120/208 Volt 50 Amp Dedicated Sinqle Phase Outlet Each 1 227.00 227.00 
Floor to Ceilinq Wall Partition Per Lineal Foot 1000 40.45 40,450 .00 
Floor to Roof Deck Wall Partition Per Lineal Foot 1152 81.00 93,312.00 

Floor to Roof Deck Wall Partition , STC50 Sound 
Conditioned Per Lineal Foot 2403 68.00 163,404.00 
Floor to Roof Deck 2-Hour Fire Rated Wall Partition Per Lineal Foot 302 132.00 39,864.00 
3'-0" Interior Solid Core Wood Door with Hardware Each 84 600.00 50,400.00 

3'-0" Interior Solid Core Wood Door with Hardware and 4' x 
24" ReLite Each 31 680.00 21,080.00 

3'-0" Interior Solid Core Wood Door 1 112 Fire Rated with 
Hardware and 4' x 24" ReLite Each 3 750.00 2,250.00 

14'-0" Interior Solid Core Wood Door with Hardware and 4' x 
24" ReLite Each 8 790.00 6,320.00 
3'0" Steel Door Each 2 580.00 1,160.00 
3'-0" Glass Exterior Door Each 8 900.00 7,200.00 
V\utomatic Exterior Double Doors Each 2 5,000.00 10,000.00 
Passage Lockset (commercial) Each 81 130.00 10,530.00 
Privicy Lockset (commercial) Each 6 120.00 720.00 

ContacUContactless Combination SMART Card Reader 
Model #6732 SEIWG) Each 40 750.00 30,000.00 

SMART Card Controller (Model #M2000-8/50K-8-PKG­
SEIWG) Capable of controllinq readers.* Each 5 4,960.00 24,800.00 
Sideliqht Window Each 38 100.00 3,800.00 
9' High, 9 Gauge , Chainlink Fencing with Rails & Posts Each 759 36.00 27,324.00 
8' by 4' Wide Slidinq Gate Each 3 770.00 2,310.00 
8' by 6' W ide Sliding Gate Each 8 800.00 6,400.00 
42" Wide by 80" Hiqh Personnel Gate Each 2 760.00 1,520.00 
3'-0" Exterior Door with Hardware and 4' x 18" ReLite Each 18 750.00 13,500.00 
Overhead Door 10' high by 10' wide Each 13 1,400.00 18,200.00 
Overhead Door 12' hiqh by 12' wide Each 2 2,000.00 4,000.00 

Total Unit Costs $1,022,048.50 
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14. Reimbursable Items: The Lessor hereby agrees to provide and install the following work items. The Government 

agrees to reimburse the Lessor upon completion of the work, inspection and acceptance of the leased space by the 
Government, upon receipt of an acceptable invoice by the Lessor. Payment will be made based upon the following 
negotiated and agreed upon costs. All costs are for newly provided and installed items only: 

Item 
Unit 

Measurement Quantity 
Cost 

Per Unit 
Total 
Cost 

Brochure racks will be wall mounted maple with acrylic 
racks 

Per Lineal 
Foot 1 150.00 150.00 

Main Vestibule Maple Cabinets 
Per Lineal 

Foot 1 270.00 270.00 
Video Projection Lift Platforms Each 3 600 .00 1,800.00 

Nexus Floor System in Training Room (1,000 Square 
Feet) 

Per Square 
Foot 1 17.00 17.00 

Forest Health Protection Lab (FHPL) Backflow 
Preventor on sink Each 3 300.00 900.00 
FHPL Emerqency l.iohtinq in Dirty Lab Each 1 242 .00 242.00 

FHPL Sewer & hot & Colt hookups for three 
qovernment provided stainless steel double sinks Each 3 900 .00 2,700.00 

FHPL Emerqency Liqhting in Clean Lab Each 1 242.00 242.00 

FHPL Two Pocket Doors for Forest Health Protection 
Lab Each 2 350.00 700.00 

FHPL 120 volt 20 amp power for government 
installation of a Barnstead Distiller that is equipped 
with a disconnect for the power (2 amps) and an 
emerqency shutoff for the water. Each 1 318.00 318.00 

FHPL 240 Volt 60 Amp Three Phase Disconnect for 
Autoclave Each 1 196.00 196.00 
FHPL 500 CFM Exhaust Fan Each 1 500.00 500.00 
FHPL 200 CFM Exhaust Fan Each 1 450.00 450.00 

FHPL 2 Amp Disconnect and Emergency Shutoff for 
water Each 1 400.00 400.00 

Hot & Cold Water Hookups and Drain for Washing 
Machine Each 1 850.00 850.00 

Total Lump Sum Costs $9,735.00 

The Lessor shall remain responsible for maintenance and repair of the above equipment throughout the term of the 
lease . The Lessor waives any restoration in connection with these items . 

15. All access roads which are required as entrances to the site must be paved. During the layout process, the 
entrances to the site may be moved by the government to accommodate the most efficient use of the site. 

16. Paragraph 5.12 Vestibules/Entrances states that all secondary entrances must be equipped with an "eyebrow" 
roofing system to protect persons from being hit with sudden snow shed falling from the roof when entering or leaving 
the building. In addition , at any location around the building(s) where show shedding provides a danger to employees, 
snow guards will be provided at no additional cost to the government. 

17. Paragraph 5.1, Drawings and Finish Schedules - The Lessor shall be responsible for provid ing the initial space 
layout for the project. The Lessor shall provide an architect to perform the space layout services. The architect will 
design the space in accordance with the requirements of the lease as well as the desires and directions of the BLM 
Contracting Officer and tenants that will occupy the space. These services shall be made available within 15 calendar 
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days of the lease award but no later than 30 calendar days. The Lessor shall coordinate with the Contracting Officer to 
establish the date of the layout design meeting . 

18. The present layout design will be adjusted to provide the majority of the partitioned area on the interior of the 
space. The window locations may be adjusted to have windows around the entire building . The Lessor agrees to 
provide the maximum amount of glass without exceeding the spec ified AS HRAE/I ES 90.1-1989 Standards. 

19. The CMU Veneer used for the exterior of the building is a nominal 4" thick. 

20. All parking spaces are 10' by 20', unless otherwise stated, with aisle space of 26 feet wide in order to 
accommodate two-way traffic. 

21. In order to meet and exceed the Energy Star Score of 75, the annual rental rate includes but is not limited to the 
following mechanical and electrical features as well as energy efficient technolog ies. All of the following 
enhancements must meet or exceed all of the Solicitation minimum requirements - any deviation from the minimum 
Solicitation requirements requires Contracting Officers written approval. 

• High Efficiency motors on pumps , fans , etc . 
• Variable pumping on hot water heat ing and chilled water 
• VAV airflow with VFD 's on air handlers 
• 84% efficient boilers versus standard 80% efficient 
• Air side economizers on AHU's and dedicated fan coils 
• Direct Digital Control for entire building to optimize strategies for energy efficiency 
• All fluorescent lighting will be electronic ballasted with T-8 style lamps that meet EPA's TCLP test 
• Small areas will utilize occupancy sensors with "Daylight Harvesting" features. Larger areas will have zone 

controls with multi-level switching capabilities 
• Will utilize a 1.0-watts per square foot formula for out lighting layouts providing this formula will meet the 

minimum SFO requirements for lighting 
• All exit signage will be L.E.D. style 
• Exterior lighting will be "pulse-Start" metal halide style H.I.D. fixtures with photocell/time clock control 
• Variable Frequency Drives will be used for some of the HVAC equipment control 
• Green Technology will be provided in accordance with the SFO requirements 

22 . The wareyard fence will be equipped with a top rail and three strands of barbed wire . 

23. All SMART card readers shall be the contact/contactless type . 
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LEAS E NUMBER U.S. GOVERNMENT LEASE FOR REAL PROPERTY 
(Short Form) 

PART I - SOLICITATIONIDESCRIPTION OF REQUIREMENTS (To be completed by Government) 

A. REQUIREMENTS 

The Government of the United States o f America is seeking to lease appro ximately rentable square feet 

of space lo cated in for oc cupancy not later than (date) 

for a term of Rentable s p ac e must yield a minimum of square feet of ANSI /BOMA 

Offic e Area (previously Us abl e) for use by Tenant for personnel , furni shin g , and eq u ip men t. 

INITIAL OFFERS ARE DUE ON OR BEFORE CLOSE OF BUSINESS 

B. STANDARD CONDITIONS AND REOUIREMENTS 

The following standard conditions and requirements shall apply to any premises offered for lease to the UNITED STATES OF AMERICA (hereinafter 
called the GOVERNMENT): 

Space offered must be in a quality building 01 sound and substantial construction, either a new. modern building or one that has undergone 
restoration or rehabilitation for the intended use. 

The Lessor shall provide a valid Occupancy Permit for the intended use of the Government and shall meet. maintain , and operate the buildinq in 
conformance with all applicable current (as of the date of this solicitation) codes and ordinances. If space is offered in a building to be constructed for 
lease to the Government. the building must be in compliance with the most recent edition of the building code. fire code, and ordinances adopted by 
the jurisdiction in which the building is located. 

Offered space must meet or be upgraded to meet the applicable egress requirements in National Fire Protection Association (NFPA) Standard No. 
101, Life Safely Code or equivalent prior to occupancy. Befow-grade space to be occupied by the Government and all areas in a building referred to 
as "hazardous areas" in NFPA Standard No. 101. must be protected by an automatic sprinkler system or an equivalent level of safety. Access to a 
minimum of two remote exits shall be provided on each floor of Government occupancy. Scissor stairs will be counted as one stairway; open-air 
exterior fire escapes will not be counted as an approved exit. If offered space is located 3 or more floors above the lowest level of fire department 
vehicle access. additional fire alarm system and automatic sprinkler system requirements may apply. 

The Building and the leased space shall be accessible to workers with disabilities in accordance with the Americans With Disabilities Act 
Accessibility Guidelines (36 CFR Part 1191, App. A) and the Uniform Federal Accessibility Standards (Federal Register vol. 49, No. 153. August 7. 
1984, reissued as FED. STD. 795, dated April 1, 1988, and amended by Federal Property Management Regulations CFR 41, Subpart 101-19.6, 
Appendix A. 54 FR 12628. March 28, 1989). Where standards conflict, the more stringent shall apply. 

The leased space shall be free of all asbestos containing materials. except undamaged asbestos flooring in the space or undamaged boiler or pipe 
insulation outside the space, in which case an asbestos management program conforming to Environmental Protection Agency guidance shall be 
implemented. The space shall be free of other hazardous materials according to applicable Federal, Siale, and local environmental regulations. 

Services, utilities. and maintenance will be provided daily, extending from a.m. to p.m. except Saturday, Sunday, and 
Federal holidays. The Government shall have access to the leased space at all times, including the use of electrical services, tenets, li9htS, 
elevators. and Government office machines without additional payment. 

The Lessor shall complete any necessary alterations within days after receipt of approved layout drawings. 

2. SERVICES AND UTILIT IES (To be ptoviCledby Le-ssor as part o f rent ) 

HEAT TRASH REMOVAL ELE VA TOR SERVICE INITIAL & REPLAC EMEN T OTHER 

ELECTRICITY CHILLEO DRINKING W ATER WI NDOW WASHIN G 
l Ml PS. TUBES & BALLASTS (Specity c-etow) 

POW ER (Special Equip.) AIR CONDITIONING Frequency PAINTIN G FREQU ENCY 

W ATER (HOI B Cold) TOi l ET SUPPLIES CARPET CLEANI NG Space 

SNO W REMO VAL JAN ITORIAL SERV & SUPP. Frequency PubliC Areas 

3. OTHER REQUIR EMENTS 

Offerors should also include the following with their offers: 

The estimated cost to prepare the space for occupancy by the Government and the Offeror's proposed amortization rale for tenant alterations. 

NOTE: Al l off ers are su bject to the te rms and condi tions outli ned above, and elsewhere in this so lici tatio n, incl uding the Government' s 
General Clauses and Repr esentation s and Certif ication s. 

BASIS O F AW ARD 

THE ACCEPTABLE OFFER WI TH THE LOWEST PRICE PER SOUARE FOOT. ACCORDING TO TH[ ANSI/ BOMA 265 1·1996 DE i :NI~ iON FOR BQMA USABLE OFFICE AREA, 

WHI CH ,\-IEANS ''THE AREA WH ERE A TENANT NORMALL Y HOUSES PERSONNEL ANDIOR i=lJRNITURE, FOR WH ICH A MEASUI\t.:MENT IS TO BE COMPUTED .' 

OFFe R MOST ADVAN TAGEOUS TO THE GOVERNMENT , WITH THE FOLLOWING EVALUA TION FACTORS BEING " SIGNIFICANTLY MORE IMPORTANT THAN PRICE 

" APP RO XIMATELY EOUAL TO PRICE " SIGNIFICANTLY LESS IMPORTANT THAN PRICE (Listed in descending orde r, unless staled otberw se]' 

GENERAL SERVICES ADMINISTRATION GSA Form 3626 (Rev 9-03) 
Page 1 012 Prescrlocc by APD 2800 12A 

For a PDF version of GSA Form 3626. go to 
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PART II • OFFER (To be completed by Offeror/Owner) 

A. LOCAn ON AND DESCRIPTION OF PREMISES OFFERED FOR LEASE 8Y GOVERNMENT 

5. NAME AND ADDRESS OF BUILDING ('" elvde l iP Code) 6. LOCATlON( S) IN BUILDING 

3 FLOORIS) b . ROOM NUI.'B ER(S) 

c. RENTA8LE SO FT d. TYPE 

GENERAL OFFICE 
.. 

OTHER (Spe-:.il y) 

WAREHOUSE 

8. TERM 

To have and to hold. for the term commencing on and continuing through 

inclusive. The Government may terminate this lease at any time on or after 

_____ _ _ _ _ _ _ _ ___ _. by giving at least days notice in writing to the Lessor. No rental shall accrue aner 

the effective date of termination. Said notice shall be computed commencing with the day after the date of mailing. 

C RENTAL 

Rent shall be payable in arrears and will be due on the first workday of each month. When the date for commencement 01 the lease falls after the 
15th day of the month . the initial rental payment shall be due on the first workday of the second month following the commencement date. Renl for a 
period of less than a month shall be prorated. 

9. MAKE CHECKS PAYABLE 10 (Name and address) 7. AMOUNT OF ANNUAL RENT 

8. RAT E PER MONTH 

l Oa. NAME AND ADDRESS OF OWNER (Include ZIP ecce. If seauesied by tha Governm ent ;;Jnd the owner i-s a pdf1nership or Join! venture, list flll General Partners, using a separJte sfleel. ;r 
necessary.) 

10b. TELEPHONE NUMBER OF OW NER TYPE OF INTEREST IN PROPERTY OF PERSON SIGNiNG 

OWNER AUTHORIZED AGENT OTHER (Spocify) I" 
12. NMlE OF OWNER OR AUTHORIZED AGENT Ti TlE OF PERSON SIGNING 

14 . SIGNATu RE OF OWNER OR AUTHORllEDAGENT 15 DA TE 16 OFFER REMAIN S OPEN UN TIL 4 :.10 P.M. 

(Dale) 

PART III - AWARD (To be completed by Government) 

Your offer is hereby accepted. This award consummates the tease which consists of the following documents: (a) this GSA Fonn 3626. 
(b) Representations and Certifications. (c) the Government's General Clauses. and (d) the following changes or additions made or agreed to by you: 

THIS DOCUMENT IS NOT BINDING ON THE GOVERNMENT OF THE UNITED STATES OF AMERICA UNLESS SIGNED BELOW BY 
AUTHORIZED CONTRACTING OFFICER. 

17a. NAME OF CONTRA CTING OFFICER ( TyPfJor Prinl) 17b. SIGNATURE OF CONTRACTING OFFICER 17e. DATE 

GENERAL SERVICES ADMINISTRATION 
Page 2012 

GSA Form 3626 (Rev. 9-03) 
Presented by APQ2600.12A 

For a PDF version of GSA Form 3626, go to 
hl l p ·i,lc o ntacl~ gsa g l~ v.,:w~'hro ~ Ill ~. n s rI4)/ f" l\!\ :S.? l: ,\6 :\C 13F7 1852:;r,COr 004SLDO,1/Sfi.1 c/3()26 0.5 05 pd(ti~cd r( h n~{' 22rcq l~/o.20p ro Jl 'f:'nrtt.2QJ I,: J!5'C%20 3 62 (l%22 



Waiver of Restoration Form Letter Appendix 0 

Building Number: 

Building Name: 

Address: 

WAIVER OF RESTORATION 

The Government is in need of certain alterations to the space it occupies to adapt the 
space to meet its operational needs. I/We acknowledge the fact that the Government has 
the right to alter its leased space in accordance with paragraph 4 of Standard Form 2-A 
"General Provisions and Instructions." 

I/We hereby waive any future rights to restoration as a result of the alterations described 
as follows : 

I am interested in performing this work.
 

I am not interested in performing this work. You may proceed to contract with
 
other sources. 

All other terms and conditions of the lease shall remain in full force and effect. 

Accordingly, I/We hereby waive any right ofrestoration, effective this __ day of 
__,20_ 

By:
 

Title:
 

The undersigned certifies that the Lessor has willfully waived his rights to restoration for
 
the above referenced alterations during the terms of the lease.
 

Contracting Officer Signature
 

Date
 



Appendix P 

Lease Closeout Checklist 

YES NO COMMENTS 
l. Terminal condition survey report complete 
2. Lessor acceptance and release signed? 
3. Keys turned over to lessor with receipt in lease 

file? 
If keys are not returned, is attempt to 
return document? 

4. All Government property removed from 
premises? 

If Government property is not removed, is 
documentationh for abandonment in place 
in both lease file and personal property 
file? 

5. Is restoration necessary? 
6. All service contractors notified? 
7. Telephone company notified? 
8. Utility companies notified?* 
9. Final payment made? 
10. Lease file complete? 
11. Notification to finance office that lease is no 

longer active? 
*Only required when paid by the Government. 



Move Checklist Appendix Q 

MOVE CHECKLIST
 

THE FOLLOWING IS PROVIDED TO HELP MAKE YOUR MOVE EASIER. 

PLEASE REVIEW THE FOLLOWING TO ENSURE THESE ASPECTS OF THE 
MOVE ARE COVERED. 

EXISTING EQUIPMENT 

WHAT NEEDS TO BE MOVED?
 

WHAT NEEDS TO STAY?
 

WHAT NEEDS TO BE TURNED IN AS EXCESS?
 

WHAT EXISTING FEATURES OF THIS SPACE DO YOU WANT AT THE NEW
 
SPACE (SHELVES, LOCKERS, ETC.?
 

WHAT CHANGES DO YOU WANT IN THE NEW SPACE (SPECIAL LIGHTING,
 
PROJECTORS, ETC .)?
 

MOVE 

WHO WILL BE HANDLING YOUR PHONE SERVICE, DISCONNECT AND
 
RECONNECT?
 

WHO WILL MOVE THE FURNITURE?
 

WHO WILL PROVIDE A FURNITURE PLAN FOR THE NEW SPACE?
 

WHO WILL PROVIDE THE ELECTRICIAN FOR CONNECTION OF SYSTEMS
 
FURNITURE?
 

WHO WILL INSTALL YOUR DATA CONNECTIONS FOR YOUR COMPUTERS?
 

LOGISTICS 

HOW LONG WILL THE OFFICE BE CLOSED TO THE PUBLIC?
 

WILL YOU NEED TO NOTIFY THE PUBLIC OF YOUR MOVE?
 

WILL YOU NEED TO CHANGE YOUR BUSINESS CARDS OR STATIONERY?
 

HOW WILL YOU NOTIFY ALL YOUR CLIENTS AND VENDORS?
 



Move Checklist Appendix Q 

YOUR BUILDING MANAGER IS: 

IF GSA-PROVIDED SPACE, UPON REQUEST, GSA MAY HANDLE THE MOVE OF 
FURNITURE AND THE TELEPHONE CONNECTIONS. 

EXISTING SPACE 

WHAT ARE ISSUES OF CONCERN IN EXISTING SPACE?
 

DO YOU HAVE ANY PERSONNEL THAT REQUIRE ACCESSIBLE SPACE?
 

WHAT THREE THINGS WOULD YOU LIKE TO CHANGE ABOUT YOUR
 
EXISTING SPACE?
 

WHAT THREE THINGS WOULD YOU MOST LIKE TO SEE IN YOUR NEW
 
SPACE?
 

ADDITIONAL QUESTIONS CONCERNING THE MOVE AND LEASE 



5-Year Space Management Plan Template	 Appendix R 

Template for Bureau 5-Year Space Management Plans 

BACKGROUND: 

The bureau 5-Year Space Management Plan provides a framework, strategic vision and plan of 
action for effective bureau space management. It will be a dynamic document to be used by bureau 
management for implementing bureau space goals, including consolidation, collocation and 
disposal. The Department will develop a multi-year strategic plan, based on the bureau 5-Year Space 
Management Plans, to ensure that facility acquisitions , lease renewals and relocations are driven by 
mission-related needs. Priority will be placed on collocation , consolidation and improved partnership 
relations. Using information provided by the bureaus on current and future year lease plans, anticipated 
lease expirations, renewals , and relocations, the Department Space Coordination Office (SCO),will 
help the bureaus to identify opportunities for collocation , consolidation and other actions to improve 
space utilization and mission support. 

The DOl Departmental Manual, DM 425, provides the overall structure, policy, and mission for 
the Department-wide space management program. Specifically, 425 DM 2.8 contains the 
requirement for all bureaus to, at a minimum, develop multi-year space management plans. 

The first bureau 5-Year Space Management Plan, covering fiscal years 2007 though 2013 , is to be 
submitted to the Department's Office of Acquisition and Property Management (PAM) by 
November 15, 2006. Updates are then submitted annually each September 15 covering the 
upcoming fiscal year, and the budget year plus four out-years. The plan should align with the 
current OMB Circular A-II , Exhibit 54 submission. 

PLAN BOILERPLATE: 
The bureau plans will consist of the following components: 

.:.	 Portfolio Description, 

.:.	 Year Overview for each FY the plan covers, and 

.:.	 "(Bureau) Action Item s for FY XX" chart for each of the fiscal years. 

The Portfolio Description section will consist of the following narrative information: 
.:. Structure of bureau 's space management portfolio broken down by owned, direct leased 

and GSA-provided. 
•:.	 Description of the organizational responsibilities for space management within the bureau. 
•:.	 Contact information for the bureau space manager, real property manager, and lead direct 

leasing contracting officer, as appropriate. 

The Year Overview for each of the fiscal years addressed should consist of the following narrative 
information: 

.:. Discussion of overall bureau strategic direction for space management during the year 
covered. At a minimum, this should address the following questions: 

o	 What actions to improve bureau space management are occurring that year? Are 
space requirements increasing or decreasing? Why? How is the bureau split 
between owned, direct leased and GSA-provided space being managed? 



5-Year Space Management Plan Template	 Appendix R 

o	 Is the total portfolio still needed and relevant? What are the locations with 
opportunities for disposal/consolidation? What new requirements are being 
addressed by the bureau this year? How are mission changes reflected in space 
changes? 

o	 Are there opportunities for collocations and have they been pursued? If not, why 
not? 

o	 Do consolidation opportunities exist and what planning will be done to ensure they 
occur? 

o	 Have changes in the bureau's mission affected space requirements? Explain in 
detail. 

.:. Identification of major changes in space requirements, 

.:. Details on any major reallocation of space between the three areas (Direct Leased, GSA­
provided, and Owned),
 

.:. Explanation of any program changes directly impacting space requirements, and
 

.:. Details on all planned end of life-cycle space dispositions.
 

Accompanying the Year Overview for each fiscal year, the bureau will provide a completed 
(Bureau) Action Items for FY XX chart (template included with this guidance). This chart 
contains all: 

.:.	 direct leases expiring and planned new leases during the FY, 

.:.	 GSA-provided space with new, ending and renewing Occupancy Agreements that FY, and 

.:.	 owned space that will be constructed or disposed of during the FY. 

Costs included in the chart should reflect the savings from changes or the increased costs from the 
changes. Savings are indicated as negative numbers. 

Attachments with detailed explanations of individual entries are encouraged, but not required. For 
those areas where significant costs or savings are expected, include supporting justifications. 
Significant costs are defined as those over $500K. 
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(Bure au) Action Items for FY (XX) 
GSA-p rovided Space 
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(Burea u) Ac tio n Item s for FY (XX) 

Direct Leases 
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(Bureau) Action Items for FY (XX) 
Owned General Purpose Space 
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Space Budget Justification, Exhibit 54, Example Appendix T 

EXHIBIT 54 Rr:IH AL PAYMENTS FOR SPACE AND LA ND 

Space Budget Justification 

Agency o..-v".'lltJI GuvW"'lW n t 

Bureau usEiU_" ull l '<lllln An"", 
GSA Bureal::. ...:o _J...:C ...:d...:e'---­

Dale ,,"'" 
Department of Govemment 

(oonoatlons In thousands of duflars] 

FY 2004 FY 200 t, FY 2001 
Rq FL So. Fl I Sq. FI. I 

1 1. !YJ ~..OMS eporoved inbl lUll teeter. 

PART 1: RENTAL PA YMEN TS TO GSA
 
GSA n:n ! I:::.:imalu 1,180 .555 $ 18.320 1,180,555 S2U,360 " lflO,555 $22,349 I. 180.555 $22. 13~ ~
 

Aaenc.y ..djll s-Unun,; 10 lh~ blll: 
Ch ilrgebac~_: _ _ _ 110 (\I ) 1 I..t1 , 1'- o S:\1 11 (lI JII' ''') r ' 8) (t(lJ.. ..u; 113:1 11 
Oll lu r;)djUs~ _ _ ._._ 0 SO 
S(ilt ulor ily I~~':.~!.!!!!..£~~ $(1 

PldflflerJch argfl i:!10 1nv611 I.'}ry: 
FY2004 109,274 $J96 109.274 $' ,605 109 .274 51.819 109274 5' ,&54 ---- _.­
FY2005 116,339 5342 l1 ti . 33~ 5 ' ,708 , J6 339 $ 1,?34 
FY2006 161,500 $679 181.500 $3.654 
FY2007 114.500 $0 

R t~un! a-d peoqr nm dl nnuc s : 
FY2U04 130,000 $550 130.000 12,039 130.000 $2,679 
FY 2005 130,000 $370 136.000 S ' . ~J ~l 

-_._ - - -. 

-- --- - _.. 
FYL006 220,000 $0 

-------~ FY2007 

Tot al. nat ren ta l payme nts to GSA 1,279, 829 $1 1l.269 1,528 ,168 522,545 1.837.668 129 ,059 2,172,168 $33.992 I 
FUNDING SOURCES FOR RENT AL PA YMENTS 10 GSA 
Funded by direct approp l"l;lhonll : 

'\ CCOlln\ uue and ID code : 
Accl t .. 1,1' S ,;..,. j m.llen , o.i Ot tS 10 11136 55,812 S4 ITJ S6,000 ~ I O ,OOO 

.1 .: t.1....(',.; H!CJt ; -S A::t:ounrO:l ·~ r· . :t22:i ) ·1,nOO SM 61 In , "0 S 11~:!.'
,A.· $11 SO $0 $0.It. ,3--------- _.
M {:loi $0 10 0 loll 
A I;d , f $~ S'l $0 $0 
A CI;\ t" SO \ 0 . 0 III 
Ae<.I 7 $0 $0 W $0 
ACl:[ e_ . so \ 0 $0 SO 
S lloIOI. ,. UlrtlCl.Itpp, opr iall Ofl_' _ _ 59 ,A12 5 1,,7,9 $15,000 $27.532 

FlllldmJ by eth er SOlJr CtiS : 

,' ("...co unt tilk\o en d 10 Cod CS' 
A I;1..1 H ff F,.( }l.lf t. I~ 5 con lm l 0 18-12·2(0;' :1 $7 .587 ~ • • r; I J :.o ,~ ~J \ ' ~~~, 
Aoc\.2 USttf ff"i1~ 0 1 G · 1 2 · 2750 -::~; 7(1 $4 ' f<B S7.iH9 t:t 152 
A<x:1. ,1 SO ._----._-------- - -_.­ ,
,l Cl..!. "" ---_._- - - _. ~O Se, ~O 
Aex:-t. ~, sc Sa SO 
Au :I. G SO $0 sa so" 
Sl.Jb IU l o?i~th;. ;_fu;;d ln9 sourr.;';= sa ,457 $9,811 514,075 $7,845 

Total funding sources (ob Joct class 23.1) $18 ,2 69 $22,550 $20,075 $35,377 I 
Contr()1dlttoranc " $0 $5 $H; 11 385 

PART 2: RENTAL PAYMENTS TO OTHERS 
Ncn-Fede-nt 6(.M.IU -O!l (OOI6 '~?:!.dL.- 24 ,()(lU.l1nO . 290,Doo) 2 ~" OCO.OOO n lO.OOIl 22,9IlO.OOO ~ ; :m:.. COO 2:>,900,00 :) 1175.000 
r.niln: :j! ·Jo," !" l.' \; ( I.' ! ' l llm <' ! , I~ 2:5J ) 11111.0r,0 \1 ,001) ' SOWJO " ,ooeJ 1:':>,000 S:l,r!JC't 15<1 .""" S2,1lUlJ 
Total re ntat pey me nt s to ~--~--- 24,150 ,00 0 S29J ,800 25,150,000 S3U1,SOO 23 ,D50,000 $2 77,000 23,050 ,000 $277,000 

OMS Circular No. A· 11 (2004) 
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Space Budget Justification, Exhibit 54, Example Appendix T 

Space Budget Justification Instructions
 
For FY07
 

The following instructions supplement the requirement in section 54.5 of OMB Circular A-II by providing 
specific information "on how to prepare" the supporting detailed information for the space budget justification. 
Please refer to A-II for further con ceptual guidance. 

The attached MS Excel file includes six worksheets. Four of the worksheets - "FY05", "FY06", "FY07", and 
"FY08" - require agency space information for each of the corresponding fiscal years. The worksheet, called 
"Corrections (FY05)", accumulates the detailed backup data for reporting all the corrections needed to the GSA 
April bill. 

The sixth worksheet, called "SUM", summarizes the information entered into the five previous worksheets and 
provides for entry of additional information regarding sources of funds for rental payments to GSA and rental 
payments to others . 

You must submit all worksheets and summary report in the Exhibit 54 . This report provides a justification of 
your agency's budget request for rent. You must submit a separate report for each bureau or subordinate 
organization that makes rental payments above $5 million annually. Submit a single agency-wide summary 
report if these costs are paid centrally from one account. 
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I. 

II. 

III. 

Space Budget Justification, Exhibit 54, Example Appendix T 

Corrections (FY05) Worksheet 

AGENCY IDENTIFICATION
 
Agency Name - Cell B2: Enter the agency's name .
 
Bureau Name - Cell B3: Enter the agency's bureau name.
 
GSA Bureau Code - Cell B4: Enter GSA bureau code for the agency.
 

APRIL 2005 GSA BILL
 
Cell K5: Enter the square feet (Charge basis) as reported on the bureau's GSA April bill.
 
Cell L5: Calculate and enter the FY 2005 annual rent, as provided by GSA. Computation of this
 
number is as follows:
 

I) Take the April rent on line 0 of the bill and multiply by 6. (This is the amount of rent for April
 
through September 2005 as if no changes would occur to the inventory.) 

2) Add to that product the Adjustment Subtotal amount from the April rent bill from line E. 
3) Add the computed number to the "Year to Date" amount from line F of your March 2005 bill. (This 

is the total rent for the fiscal year 2005 with no changes to status quo). 

AGENCY ADJUSTMENTS TO THE BILL
 
In this section, enter each correction to rent for FY 2005 on or before the April bill that was not yet
 
reflected on the GSA April bill. Follow the instructions below for each column.
 

PROPERTY IDENTIFICATION
 
GSA Region No - Column C: Enter the GSA regional number where the space is located.
 
Real Property ID - Column D: Enter the ID number for the real property (same as GSA building
 
number) where the space is located.
 
Building Name - Column E: Enter the building name.
 
City - Column F: Enter the name of the city where the space is located.
 
State - Column G: Enter the State.
 

GSA BILLING INFORMATION 
CBR No - Column H: Enter the Client Billing Record (CBR) number for the assignment. 
Effective Date - Column I: Only if there is a date discrepancy with the GSA bill , enter the effective 
date that you are billed for the assignment. 
No. of Parking Spaces- Column J: Only ifthere is a date discrepancy, enter the number of parking 
spaces on the GSA April bill. 
Rentable SF - Column K: Enter the rentable square feet of space as reported on the GSA April bill. 
Annual Rent - Column L: Compute and enter the annual rent amount. 
Part Year Rent - Column M: Enter the part year rent amount based on the GSA March (YTD) and 
April (current month) bills. 

AGENCY INFORMATION
 
Effective Date - Column N: Ifthere is a discrepancy with the GSA April bill, enter the Agency's
 
effective date for space occupancy.
 
No. of Parking Spaces- Column 0: Enter the revised number of parking spaces if there is a
 
discrepancy with the GSA bill.
 
Rentable SF - Column P: Enter the revised rentable square feet.
 
Annual Rent - Column Q: Compute and enter the revised annual rent amount.
 
Part Year Rent - Column R: Enter the revised part year rent amo unt based on the agency's effective
 
date.
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Space Budget Justification, Exhibit 54, Example Appendix T 

DIFFERENCES 
No of Parking Change - Column S: Do not enter any value on this column. These cells will be 
calculated automatically. 
Rentable SF Change - Column T: Do not enter any value on this column. These cells will be 
calculated automatically. 
Rent Annual Change - Columns U: Do not enter any value on 
this column. These cells will be calculated automatically. 
Rent Part Year Change - Column V: Do not enter any value on this column. These cells will be 
calculated automatically. 
Explanation of Change - Column W: Enter reasons for change, such as new space, space that has been 
vacated, etc. 
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I. 

II. 

III. 

Space Budget Justification, Exhibit 54, Example Appendix T 
FY05 Worksheet 

(This tab is for changes that occur after the April bill through the end of FY05 billing.) 

AGENCY IDENTIFICATION
 
Agency Name - Cell B2: This cell will be populated automatically from the "Corrections (FY05)"
 
worksheet.
 
Bureau Name - Cell B3: This cell will be populated automatically from the "Corrections (FY05)"
 
worksheet.
 
GSA Bureau Code - Cell B4: This cell will be populated automatically from the "Corrections (FY05) "
 
worksheet.
 

APRIL 2005 GSA BILL
 
These cells will be populated automatically from the "Corrections (FY05)" worksheet.
 

PLANNED CHANGES IN INVENTORY
 
In the following rows , enter each of the approved and planned inventory changes from April 15,2005 to
 
September 14,2005. Changes from September 15,2005 should be shown of the FY06 sheet because
 
these changes will be reflected on agency's October 2005 bill (fiscal year 2006). Follow the instructions
 
below for each column.
 

PROPERTY IDENTIFICATION
 
Columns C through G: Follow the same instructions as above on page 2 under "PROPERTY
 
IDENTIFICATION".
 

GSA BILLING INFORMATION
 
CBR No - Column H: Enter the Client Billing Record (CBR) number for the assignment for which
 
change will occur, if applicable.
 
Effective Date - Column I: Enter the effective date of the current assignment as reported on the GSA
 
April bill.
 
No of Parking Spaces- Column J: Enter number of parking spaces as reported on the GSA April bill
 
only if changes are anticipated.
 
Rentable SF - Column K: Enter the current rentable square feet of space as reported on the GSA April
 
bill.
 
Annual Rent - Column L: Enter the current annual rent amount for the space as reported on the GSA
 
April bill.
 

AGENCY INFORMATION
 
No of Parking Spaces- Column M: Enter number of parking spaces only if changes are anticipated.
 
Rentable SF - Column N: Enter the new rentable square feet.
 
Annual Rent - Column 0: Enter the new annual rent amount.
 

DIFFERENCES
 
Project Effective Date - Column P: Enter the effective date when the change in space and/or rent will
 
occur. The change should be effective anytime from 4/15/05 through 9/15/05. Any planned changes
 
effective after 9/15/05 should be entered in the FY06, FY07 or FY08 worksheets.
 
Columns Q, R, S, and T: Do not enter any value in these columns. These cells will be automatically
 
calculated .
 
Explanation of Change - Column U: Enter explanation for planned and proposed projects, such as new
 
space, vacated space, replacing lease, etc.
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I. 

II. 

III. 

IV. 

Space Budget Justification, Exhibit 54, Example Appendix T 
FY06 Worksheet 

AGENCY IDENTIFICATION 
No entry is required in this section. These cells will be populated automatically from the "Corrections
 
(FY05)" worksheet.
 

GSA FY 2006 RENT ESTIMATE
 
Cell K5: Enter the FY 2006 square feet as reported on the GSA FY 2006 Revised Rent Estimate.
 
Cell L5: Enter the FY 2006 annual rent, as reported on the GSA FY 2006 Revised Rent Estimate.
 

PLANNED CHANGES IN INVENTORY 
In the following rows, enter each of the approved and planned changes (including projects in the 
pipeline) from September 16, 2005 to September 15, 2006. Changes after September 15, 2006 should be 
shown of the FY07 sheet because these changes will be reflected on agency's October 2006 bill (fiscal 
year 2007). For cell entry instructions, see "FY05 Worksheet - PLANNED CHANGES IN 
INVENTORY". 

REQUESTED PROGRAM CHANGES IN INVENTORY 
In the following rows, enter each of the fiscal year 2006 requested program changes. 

Column B: Enter the type of program requested in this column, for example, Drug Control Initiatives, 
Special Taskforce, etc. 

PROPERTY IDENTIFICATION
 
Columns C through G: No entry is required in these columns.
 

GSA BILLING INFORMATION
 
Columns H through L: No entry is required in these columns.
 

AGENCY INFORMATION
 
No of Parking Spaces- Column M: Enter the projected number of parking spaces if applicable.
 
Rentable SF - Column N: Enter the projected rentable square feet.
 
Annual Rent - Column 0: Enter the projected FY 2006 annual rent for the required space. To the
 
extent possible, make sure the projected rent reflects the market rate escalated to the fiscal year 2006.
 

DIFFERENCES
 
Project Effective Date - Column P: Enter the projected effective date for the required space.
 
Columns Q, R, S, and T: Do not enter any value in these columns. These cells will be automatically
 
calculated.
 
Explanation of Change - Column U: Enter type of space required, such as new space, expansion
 
space, space to be vacated, etc.
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I. 

II. 

III. 

IV. 

Space Budget Justification, Exhibit 54, Example Appendix T 

FY07 Worksheet 

AGENCY IDENTIFICATION 
No entry is required in this section. These cells will be populated automatically from the "Corr ections
 
(FY05)" worksheet.
 

GSA FY 2006 RENT ESTIMATE
 
Cell K5: Enter the FY 2007 square feet as reported on the GSA FY 2007 Rent Estimate.
 
Cell L5: Enter the FY 2007 annual rent, as reported on the GSA FY 2007 Rent Estimate.
 

PLANNED CHANGES IN INVENTORY 
In the following rows, enter each of the approved and planned changes (including projects in the 
pipeline) from September 16,2006 to September 15,2007. Changes after September 15,2007 should be 
shown on the FY08 sheet because these changes will be reflected on agency's October 2007 bill (fiscal 
year 2008). For cell entry instructions, see "FY05 Worksheet - PLANNED CHANGES IN 
INVENTORY". 

REQUESTED PROGRAM CHANGES IN INVENTORY 
In the following rows , enter each of the fiscal year 2007 requested program changes. 

Column B: Enter the type of program requested in this column, for example, Drug Control Initiatives, 
Special Taskforce, etc. 

PROPERTY IDENTIFICATION
 
Columns C through G: No entry is required in these columns.
 

GSA BILLING INFORMATION
 
Columns H through L: No entry is required in these colwnns.
 

AGENCY INFORMATION
 
No of Parking Spaces- Column M: Enter the projected number of parking spaces if applicable.
 
Rentable SF - Column N: Enter the projected rentable square feet.
 
Annual Rent - Column 0: Enter the projected FY2007 annual rent for the required space. To the
 
extent possible, make sure the projected rent reflects the market rate escalated to the fiscal year 2007.
 

DIFFERENCES
 
Project Effective Date - Column 0: Enter the projected effective date for the required space.
 
Columns P, Q, R, S, and T: Do not enter any value in these columns. These cells will be automatically
 
calculated.
 
Explanation of Change - Column U: Enter type of space required, such as new space, expansion
 
space, space to be vacated, etc.
 

10 



Space Budget Justification, Exhibit 54, Example	 Appendix T 

FY08 Worksheet 

I.	 AGENCY IDENTIFICATION 
No entry is required in this section. These cells will be populated automatically from the "Corrections 
(FY05)" worksheet. 

II.	 PLANNED CHANGES IN INVENTORY 
In the following rows , when available, enter each project in the pipeline that has an expected occupancy 
date in fiscal year 2008 . For cell entry instructions, see "FY08 Worksheet - PLANNED CHANGES IN 
INVENTORY". 

III.	 REQUESTED PROGRAM CHANGES IN INVENTORY 
In the following rows , when available, enter each of the fiscal year 2008 requested program changes. 

Column B: Enter the type of program requested, such as special task force, study group, etc. 

PROPERTY IDENTIFICATION
 
Columns C through G: No entry is required in these columns.
 

GSA BILLING INFORMATION
 
Columns H through L: No entry is required in these columns.
 

AGENCY INFORMATION
 
No of Parking Spaces- Column M: Enter the projected number of parking spaces if applicable.
 
Rentable SF - Column N: Enter the projected rentable square feet.
 
Annual Rent - Column 0: Enter the projected FY 2008 annual rent for the required space. To the
 
extent possible, make sure the projected rent reflects the market rate escalated to the fiscal year 2008.
 

DIFFERENCES
 
Project Effective Date - Column P: Enter the projected effective date for the required space.
 
Columns Q, R, S, and T: Do not enter any value in these columns. These cells will be automatically
 
calculated.
 
Explanation of Change - Column U: Enter the type of space required, such as new space, space to be
 
downsized, etc.
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Space Budget Justification, Exhibit 54, Example Appendix T 

SUM Worksheet 

Only the light shaded areas require entries. The remaining cells will be calcul ated automatically. 

Date - Cell E9: Please enter today's date. 

Please refer to instructions on OMB Circular No. A-ll (2007), for remaining data entry on this sheet. 

If you have any questions, please feel free to submit them via email to
 
GSA.PDS.Revenue.Division(a),gsa.gov or call one of the following:
 

Ben Kochanski 202-208-5619
 
Mike Geglia 202-219-0570
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Space Budget Justification, Exhibit 54 - Direct Lease Reporting Format Ap pend ix T 

Backup for Part 2 - Non-Federal Sources 

FY 2006 

Type of 
Aaree me nt Expira tion 

Bu ilding 
Name Ad dress c 

. 
in 

Ren tab le 
SF 

Ann ual 
Ren t 

Othe r 
c ests ' 

"lf entered, define. 

Co mme nts 

Lease 913012007 Barst ow Fiel d Office 625 Park Road Barstow CA 2.500 5 25.000 $ 1,500 Paid to Park Brothers. Other costs includ e overtime utilities. 

IFY 2006 Tot al 
FY 2007 

2,500 $ 25,000 $ 1, 500 

Lease 9/3 012007 Barstow Field Office 625 Park Roa d Barsto w CA 2.500 5 25,000 5 1,610 Paid 10 Park Brothers. Other costs include overtime utilities. 

FY 2007 Plann ed Ch an ges : 

IFY 2007 Totals : 
FY 200B 

2,500 S 25,00 0 S 1,61 0 

Leas e 
New te ase ; esl 
09/301201 2 Barstow Field O ffice 62 5 Park Roa d Barstow CA 2.500 5 28.000 5 1,725 

New lease ; plan to slay at existing location. Paid to Park 
Brothers. Other costs include overtime utilities. 

FY 2008 Plann ed Changes: 

FY 2008 Program Chang es _ mu st be cons is tent with 2007 bud get requ est: 

IF Y 200 8 Tot als: 
FY 2009 

2,500 S 28,000 S 1,725 

Lease 9/3012012 est. Barstow Field Office 625 Park Road Barstow CA 2.500 5 29.500 5 , ,850 Paid to Park Brothers. Other costs include overtime utilities. 

FY 2009 Planned Change s: 

FY 2009 Progr am Chang es - m ust be c onsi stent wrth 2007 bud get requ est : 

IFY 200 9 Tot als: 2,500 S 29,500 S 1,850 
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Bureau N ame: NBCField (Federal Sources) Space Budget Justif ication, Exhibit 54 - Direct Lease Reporting Format 6/18/200711:53 AM
 
Bureau Code: 1424 Backup for Part 2 - Federal Sources Appendix T (cont.)
 

I ----­I - ­ - ­I ! 
- ---­

N BC ~ T Inte ra g ~'t.....~ greem en t w/BIA ICorporate Oaks One j ??~e md ~a~ he~ d o n vi ~ ~ $~.QQ2... § - Paid to BIA. 
I .­

FY 20 06 Total I i 1,832 I s 59,000 s 
FY 2007 i 

I 
Corporate Oaks or;e­

_ 1 
__ NBC ~.!. ~g ~~g r e e m e n t w/BIA 625-H e mdo nJ:a~y_ tLe~a o n _ _ ' ~ ~~32 s 62, 000 Palo to BIA 

s- - -
FY 2007 Plann ed Changes: l­ i s - I 

1 I 
FY 2007 Tota ls: I I I I I 1,832 s 62,000 $ 

FY 2008 , , 
-----_.­

I -­
N B C~ T ~ge~C0g ree me n t w/BIA .Corporate Oa.l5s O!!~r62 5 Hemdon Pal1:;way Hemdon VA 1.832 S 67 .000 S - Paid to BIA. 

- -

- - - - S 
FY 2008 Pl ann ed Changes: 

I S 
FY 2008 Pro gram Changes must be consisten t with 2007 budget request: 

I 
FY 2008 Tota ls: I I 1 I : I 1,832 s 67,00 0 I $ 

FY 2009 ! I 

I - -
NB C~T In t e ra gen cy~gre eme n t w/BI ~~rpo_ra t e Oaks One Herndon VA 1,832 S 72 ,000 Paid to BIA. 

- -
- s'-­ _ ._ - - .­ --_....

FY 2009 Planned Changes: l-

I - t=== s - -- ­
FY 2009 Progra m C~ ~ges - mus~ be consistent with 2007 budget request : - ---- ­

1 --­FY 2009 Totals: , ! , 1,832 s 72,000 S 
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