	STEPS FOR SIMPLIFIED LEASE ACQUISITIONS 
· Definition – A Simplified Lease is defined as a lease with an average annual rent over the firm term of the lease, including all options, but excluding operational costs (utilities, janitorial services, etc.), which does not exceed $100,000.  The process may be used for all acquisitions that fall within this threshold.  Refer to General Services Acquisition Regulations Part 570.

	· Planning

· Establish Requirements

· Establish delineated area in writing.  Identify Central Business Area.  Write justification for excluding central business area.

· Obtain Market Data.  Personal knowledge, industry publications, telephone contact, newspaper listings.  Advertising not mandatory.

	· Competition 

· Identify Potential Offerors: Attempt to obtain interest of three (3) potential offerors.  Make site inspection(s).  Document market survey on market survey report.  The contracting officer must sign report.  When circumstances exist that support other than full and open competition to the maximum extent practicable, the contracting officer shall document the file with reasons for the determination.  

· Other Sources:  If sources that were not solicited learn of the requirement and express an interest, their space must be considered if it meets, or can be made to meet, the requirements.

	· Price Reasonableness:  An appraisal is required. Current market information must be obtained and documented for all lease actions.  

	· Award 

· GSA Form 3626, U.S. Government Lease for Real Property (Short Form)

· Part I to be completed by contracting officer prior to issuance

· Part II to be completed by offeror

· Part III to be completed and signed by contracting officer upon acceptance of offeror’s proposal

· Attachments to 3626

· 3517A General Clauses (short form)

· 3518A Representations and Certifications (short form)

· Special Requirements

	· Post-Award

· Final Inspection

· Safety and Environmental Acceptability

	· Lease Administration

· Monitor lease during term
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