 SIMPLIFIED LEASE CONTRACT FILE INDEX

PROJECT NAME: ____________________ LOCATION: __________________

LEASE NUMBER: ________________ PROGRAM OFFICE: _______________

SQUARE FOOTAGE: _________________

I. Requirement

· Request for Space and/or Statement of Continuing Need

· Space Requirements

· Special Requirements/Specifications

· Funding Availability and Funding Source

· Other:

II. Pre-solicitation

· Approvals

· Delineated Area

· Responses to Inquiries for Space 

· Market Survey & Program Office Correspondence

· Market/Cost Analysis

· Other:

III. Solicitation

· Form 3626

· Special Requirements/Specifications

· Amendments

· Other:

IV. Evaluation/Pre-negotiation

· Price Evaluation

· Estimates: Lump Sums, Escalation, Special Services

· Fire/Safety Survey Report

· Seismic Safety

· Handicapped Certification

· Other:

V. Unsuccessful Offer(s)

· Negotiation Records

· Rejection Letters

· Unsuccessful Offer/Correspondence

· Other:

VI. Successful Offer & Award Determination

· Negotiation Records

· Appraisal

· Financial Responsibility Check

· Seismic Certification

· Flood Plain Check

· Debarred Bidders List Check

· Price Negotiation Memorandum

· Successful Offer/Correspondence

· Other:

VII. Contract

· Executed Lease (3626)

· Other:

VIII. Approval Documents

· Re-validation of Funding Availability and Source of Funding

· Legal Review for Legal Sufficiency

· Other:

IX. Administration/Post Award

· Copy of Letter Transmitting Lease to Lessor

· Copy of Letter Transmitting Lease to Program Office

· Delegation of COR Letter to Lessor

· Delegation of COR Letter to Designated Program Office Representative

· Correspondence

· Acceptance of Space/Condition Survey Report/Occupancy Permit

1. Measurement of  Space

2. Correction of Deficiencies

3. 
4. 
5. 
6. 
7. 
8. Punch List Resolution

· Drawings/Layouts from Program Office

· Approval of Drawings

· Fire/Safety Approval of Drawings

· Layouts to Lessor

· Finish Schedule to Lessor

· Correspondence

· Other:

X. Lease Alterations (for Each Project Include):

· Offer

· Estimates

· Negotiation Record

· Correspondence

· Inspection & Acceptance

· Other:

XI.  Appeal (Separate File Number)

· Protests, Plus Resolution

· Unresolved Claim

· Contracting Officer’s Final Decision

· Appeal

· Appeal File

· Correspondence

· Decision (VABCA or Court of Federal Claims)

· Payment

· Claims

1. Correspondence

2. Contracting Officer’s Decision

3. Resolution

· Other:

