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June 28, 2005

PQ-2005-06

MEMORANDUM TO
ASSISTANT REGIONAL ADMINISTRATORS, PBS


1P, 2P, 3P, 4P, 5P, 6P, 7P, 8P, 9P, 10P, WP


REGIONAL REALTY SERVICES OFFICERS

THRU:
ANTHONY COSTA (signed)


DEPUTY COMMISSIONER, PBS - PD

FROM:
CHRISTOPHER REUTERSHAN (signed)


ASSISTANT COMMISSIONER FOR OFFICE OF NATIONAL CUSTOMER SERVICES MANAGEMENT – PQ- 

SUBJECT:
Revised Lease File Checklist and Guidance


1.
Purpose.  This Realty Services Letter issues the updated Lease File Checklist and Lease File Checklist Guidance and makes use of the Checklist mandatory for all lease acquisitions. The Checklist incorporates documentation needed for Broker Contract leases and reflects new leasing requirements. The Checklist and Guidance have been updated as GSA Form 3681 and GSA Form 3681A, respectively.


2.
Background.  

a.
The Checklist was originally issued in 2001 in response to a Pricewaterhouse Coopers audit for the Office of the Inspector General.

b.
The Lease File Checklist and Guidance documents were last modified in February 2002. Since then, a number of significant realty program developments and internal and external policy changes have occurred. The most important changes have been itemized in Attachment 1.


3.
Effective Date/Expiration Date.  These instructions are effective immediately for all lease acquisition files (new, succeeding, superseding, renewal, expansion/reduction, and extension) and will expire 12 months from the date of issuance, unless extended.  Specialists shall apply these instructions for ongoing acquisitions as appropriate.


4.
Cancellation. Realty Services Letter PX-2002-01, Lease File Index Revison, dated February 2, 2002, is canceled.


5.
Applicability.  All real property leasing activities.
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6.
Instructions/Procedures.  Detailed guidance is included as Attachment 1. The following is a summary of attachments:

a.
Attachment 1 – Instructions for Lease File Checklist and Guidance,
b.
Attachment 2 – Lease File Checklist, GSA Form 3681, and

c.
Attachment 3 – Lease File Checklist Guidance, GSA Form 3681A.

attachments

Attachment 1

Instructions for Lease File Checklist and Guidance


1.
General Requirements.  The Lease File Checklist is mandatory for use in all lease files and must be located on the left-hand side of the file, on top, immediately accessible for review. The Checklist provides a reference point for all tasks/documentation necessary to complete a lease acquisition. The Guidance should to be used in coordination with the Checklist. It explains the policy requirements for each task; lists associated Executive Orders, GSA Orders, CFR, GSAM and FAR sources; and where applicable, provides web links to these references.


2.
Checklist and Guidance Modifications.  The Checklist and Guidance have been modified to accommodate changes as a result of the following:

a.
The National Broker Contract was awarded. Tasks that will remain the responsibility of the Government when broker contracts are utilized have been identified in the Checklist.

b.
The Human Capital Asset Management (HCAM)/Transaction Management Playbook (TMP) program was launched. The program requires documentation of Product Information (P-1 through P-4, the Formal Requirements Document, the Project Management and Communication Plan, the Options Package, and the Proposal Package), in addition to associated correspondence relative to the Five Interations (requirements interview, requirements confirmation, presenting options, solution agreement documentation, and delivering as promised). These have been added to the Checklist.

c.
Acquisition Order OGP 2800.1, Acquisition Planning, dated January 1, 2004 was issued requiring Limited and Comprehensive Acquisition Plans to be completed for all lease acquisitions meeting the relevant requirements of the Order. The Guidance for acquisition planning has been significantly expanded.

d.
Acquisition Order V 05-06, Purchases on Behalf of Other Agencies, dated 
April 27, 2005 made agency certification for Reimbursable Work Authorization (RWA) funding mandatory.

e.
The Pre-Lease Fire Safety forms and instructions recently issued through PQ– 2005-04 for use in lease acquisitions have been provided.

f.
Reference to Best and Final Offers (BAFO) has been changed to Final Proposal Revisions.

g.
Compliance requirements have been added for Security in Leased Space and reinforced for Green Leasing.


3.
Forms. The Checklist and Guidance forms are attached as Attachments 2 and 3. Electronic versions may be accessed and downloaded from the Internet at http://www.gsa.gov/leasingform.







