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	REQUEST FOR LEASE ACTION
	DATE OF REQUEST
Click here to enter a date.
	ANTICIPATED DATE OF OCCUPANCY OR DATE ACTION IS NEEDED
Click here to enter a date.

	REQUESTING AGENCY
[bookmark: Text43]     	
	AGENCY LIAISON
[bookmark: Text44]     

	AGENCY BUREAU/DIVISION TO OCCUPY REQUESTED SPACE
[bookmark: Text45]     
	AGENCY LIAISON TELEPHONE NO.
[bookmark: Text46]     

	CURRENT PROPERTY ADDRESS (street, city, county)
[bookmark: Text47]     

	CURRENT OCCUPANCY STATUS:

[bookmark: Check30][bookmark: Check31][bookmark: Check32]CURRENTLY LOCATED:     |_|IN STATE-OWNED BUILDING          |_|IN LEASED SPACE         |_| OFFICE/SPACE DOES NOT CURRENTLY EXIST
[bookmark: Check33][bookmark: Text19]                                              |_|OTHER (describe)      

[bookmark: Text20][bookmark: Text87][bookmark: Text28]CURRENT LEASE #                      STORE #             CURRENT FRE CONTRACT #                         

EXPIRATION DATE OF CURRENT LEASE TERM: Click here to enter a date.                

RENEWAL OPTIONS REMAINING:  # OF OPTIONS                LENGTH OF OPTION TERM(S)       Choose an item.

[bookmark: Text81]TERMINATION NOTIFICATION PERIOD:        MONTH(S) (per current lease language)

[bookmark: Text24]RENEWAL NOTIFICATION PERIOD:       MONTH(S) (per current lease language)

	SECTION A. (to be completed for ALL lease actions)

	ACTION REQUESTED          
 
[bookmark: Check1]     |_|EXTEND LEASE 
[bookmark: Check6]     |_|MODIFY LEASE              COMPLETE SECTION B BELOW
[bookmark: Check7]     |_|EXERCISE OPTION
	

[bookmark: Check8]|_|LEASE NEW SPACE - COMPLETE SECTION C BELOW
[bookmark: Check9]|_|LEASE TERMINATION 
[bookmark: Check11][bookmark: Text7]|_|OTHER (describe)      

	FOR
[bookmark: Check12][bookmark: Check13][bookmark: Check14][bookmark: Check16][bookmark: Text8]        |_| EXISTING SPACE     |_| NEW SPACE     |_| ADDITIONAL SPACE     |_| SPACE REDUCTION     |_| OTHER (describe)       


	
[bookmark: Check17][bookmark: Check18][bookmark: Check44][bookmark: Check20][bookmark: Text9]TYPE OF SPACE          |_|OFFICE          |_|WAREHOUSE/STORAGE         |_| RETAIL           |_|OTHER (specify)       


	SPACE ALLOCATION INFORMATION TO BE COMPLETED FOR NON-PLCB ACTIONS ONLY

DATE OF LAST APPROVED SPACE ALLOCATION: Click here to enter a date.

[bookmark: Text32][bookmark: Text86]SF APPROVED:                      EMPLOYEE COUNT:           
       
[bookmark: Text33]PERSONNEL COMPLEMENT CURRENTLY (if different than last approved Space Allocation):         
(only include positions you are currently authorized to fill and attach any supporting documentation for authorized positions if you are anticipating an increase)

IF YOU ANTICIPATE AN INCREASE IN COMPLEMENT, PROVIDE A DETAILED EXPLANATION AND ATTACH BUDGET AUTHORIZATION

[bookmark: Text40]     






	SECTION B. REQUEST TO EXTEND, MODIFY OR RENEW CURRENT LEASE
(please attach all applicable required documents – use checklist at the bottom of this Section)

	FEATURES DESIRED FOR NEW LEASE ACTION:

[bookmark: Text88]  TOTAL SQUARE FOOTAGE:     OFFICE SPACE                WAREHOUSE/STORAGE SPACE                RETAIL          
                                                       OTHER (explain)      
          
  LENGTH OF LEASE TERM BEING REQUESTED:        Choose an item.
  RENEWAL OPTIONS:   # OF OPTIONS:                LENGTH OF OPTION TERM(S)       Choose an item.
  NOTICE PERIOD (to renew or terminate):                 Choose an item.
  RENT TO INCLUDE:     |_|JANITORIAL          |_|UTILITIES          |_|SNOW REMOVAL          |_|BUILDING/GROUNDS MAINTENANCE
                                        |_|FULL-SERVICE LEASE (janitorial, utilities, snow removal, building/grounds maintenance)
                                        |_|RENOVATIONS
[bookmark: Text89]                                        |_|PARKING # OF SPACES:   PUBLIC                EMPLOYEE       
                                        |_|OTHER       


	JUSTIFICATION TO EXTEND, MODIFY OR RENEW CURRENT LEASE (please provide details to clearly justify the requested lease action)
     

IF INCREASING/ DECREASING SQUARE FOOTAGE, PLEASE EXPLAIN THE REASON FOR THE CHANGE (i.e. # of employees being added, etc.)
[bookmark: Text95]     

IF EXTENDING TO ACCOMMODATE A PENDING RELOCATION, WHAT IS THE ANTICIPATED COMPLETION DATE OF NEW SITE?
[bookmark: Text90]     

	DO YOU HAVE ANY REQUIREMENTS THAT WOULD PREVENT CO-LOCATION WITH OTHER STATE AGENCIES?
     

EXPLAIN ANY SPECIAL REQUIREMENTS THAT NEED TO BE CONSIDERED FOR CO-LOCATION OPPORTUNITIES WITH OTHER STATE AGENCIES
     


	[bookmark: Check49][bookmark: Check50]ARE THERE ANY CURRENT UNRESOLVED LEASE DEFICIENCIES?   |_| YES          |_| NO

IF YES, PROVIDE DETAILS AND EXPLAIN WHAT ACTIONS HAVE BEEN TAKEN IN AN ATTEMPT TO RESOLVE THE ISSUES (attach DGS Lease Issue Reporting Log)
[bookmark: Text91]     

[bookmark: Check51][bookmark: Check52]ARE THERE ANY ADDITIONAL CONCERNS, RESOLVED OR NOT, WITH THE CURRENT LEASE OR LOCATION?  |_| YES          |_| NO

IF YES, PLEASE EXPLAIN.  
[bookmark: Text92]     


	[bookmark: Check53][bookmark: Check54]ARE THERE ANY IMPROVEMENTS YOU WOULD LIKE TO SEE ADDRESSED FOR THE EXTENSION/RENEWAL PERIOD?   |_| YES     |_| NO

[bookmark: Check55][bookmark: Text93]|_| PAINTING          APPROXIMATELY WHEN WAS THE PREMISES LAST PAINTED?       
[bookmark: Check56]|_| FLOORING        PROVIDE PHOTOGRAPHS AND A FLOOR PLAN INDICATING AREAS OF CONCERN (i.e. tripping hazards)
[bookmark: Check57]|_| VOICE/DATA
[bookmark: Check58]|_| ELECTRIC
[bookmark: Check59]|_| OTHER RENOVATIONS

PROVIDE A DETAILED SCOPE OF WORK (attach additional sheets, if necessary)
[bookmark: Text94]     

	REQUIRED DOCUMENTATION TO SUBMIT WITH REQUEST FOR LEASE ACTION TO SOLICIT FOR NEW SPACE

    |_|SPACE ALLOCATION QUESTIONNIARE OR APPROVED SPACE ALLOCATION
    |_|BUDGET AUTHORIZATION FOR ANTICIPATED COMPLEMENT INCREASE
    |_|SPECIFICATIONS, SCOPE OF WORK AND/OR FLOOR PLAN RELATED TO ANY IMPROVEMENTS REQUESTED
    |_|LEASE ISSUE REPORTING LOG (if applicable)







	SECTION C. REQUEST TO LEASE NEW SPACE
(please attach all applicable required documents – use checklist at the bottom of this Section)

	LOCATION DESIRED

[bookmark: Text11]COUNTY:      

GEOGRAPHIC BOUNDARIES (provide city, detailed street names, intersections and attach map outlining the boundaries):

[bookmark: Text12]     


	FEATURES DESIRED FOR NEW LEASE:

  TOTAL SQUARE FOOTAGE:     OFFICE SPACE                WAREHOUSE/STORAGE SPACE                RETAIL          
                                                      OTHER (explain)      
          
  LENGTH OF LEASE TERM BEING REQUESTED:        Choose an item.
  RENEWAL OPTIONS:   # OF OPTIONS:                LENGTH OF OPTION TERM(S)       Choose an item.
  NOTICE PERIOD (to renew or terminate):                 Choose an item.
  RENT TO INCLUDE:     |_|JANITORIAL          |_|UTILITIES          |_|SNOW REMOVAL          |_|BUILDING/GROUNDS MAINTENANCE
                                        |_|FULL-SERVICE LEASE (janitorial, utilities, snow removal, building/grounds maintenance)
                                        |_|RENOVATIONS
                                        |_|PARKING # OF SPACES:   PUBLIC                EMPLOYEE       
                                        |_|OTHER       


	JUSTIFICATION TO LEASE NEW SPACE  (please provide a details to clearly justify lease action – why is current space no longer sufficient?):

[bookmark: Text49]     


	DO YOU HAVE ANY REQUIREMENTS THAT WOULD PREVENT CO-LOCATION WITH OTHER STATE AGENCIES?

     

EXPLAIN ANY SPECIAL REQUIREMENTS THAT NEED TO BE CONSIDERED FOR CO-LOCATION OPPORTUNITIES WITH OTHER STATE AGENCIES

     


	AGENCY OPERATIONS:  WILL AGENCY OPERATIONS INCREASE LESSOR’S NORMAL OPERATING COSTS AND/OR EXTEND BEYOND NORMAL BUSINESS HOURS?

[bookmark: Check21][bookmark: Check22]|_|YES          |_|NO   

[bookmark: Text13]IF YES, PROVIDE A DETAILED EXPLANATION      


	REQUIRED DOCUMENTATION TO SUBMIT WITH REQUEST FOR LEASE ACTION TO SOLICIT FOR NEW SPACE

    |_|SPACE ALLOCATION QUESTIONNIARE OR APPROVED SPACE ALLOCATION
    |_|BUDGET AUTHORIZATION FOR ANTICIPATED COMPLEMENT INCREASE
    |_|USING AGENCY BUILDING SPECIFICATIONS/TYPICAL FLOOR PLAN
    |_|GEOGRAPHIC BOUNDARIES (INCLUDE QUESTIONNIARE AND MAP IDENTIFYING BOUNDARIES WITH NARRATIVE)





	SECTION D. AGENCY ACCOUNT CODING (to be completed for ALL lease actions – attach additional sheets if necessary)

	BUDGET PERIOD
	SAP FUND
	CC
	GL
	IO
	WBS ELEMENT

	[bookmark: Text50]     
	[bookmark: Text51]     
	[bookmark: Text52]     
	[bookmark: Text53]     
	[bookmark: Text54]     
	[bookmark: Text55]     

	[bookmark: Text56]     
	[bookmark: Text57]     
	[bookmark: Text58]     
	[bookmark: Text59]     
	[bookmark: Text60]     
	[bookmark: Text61]     

	[bookmark: Text62]     
	[bookmark: Text63]     
	[bookmark: Text64]     
	[bookmark: Text65]     
	[bookmark: Text66]     
	[bookmark: Text67]     

	[bookmark: Text68]     
	[bookmark: Text69]     
	[bookmark: Text70]     
	[bookmark: Text71]     
	[bookmark: Text72]     
	[bookmark: Text73]     

	[bookmark: Text74]     
	[bookmark: Text75]     
	[bookmark: Text76]     
	[bookmark: Text78]     
	[bookmark: Text79]     
	[bookmark: Text80]     


	I CERTIFY THAT THIS REQUEST IS NECESSARY AND FUNDS ARE AVAILABLE TO IMPLEMENT THIS REQUEST AND THAT ALL INFORMATION IS ACCURATE.

AUTHORIZED BY:




	                      PRINT NAME                                   PRINT TITLE                                           SIGNATURE (requesting agency) AGENCY HEAD OR DESIGNEE




BUREAU OF REAL ESTATE
			
503 NORTH OFFICE BUILDING | HARRISBURG, PA 17125 | P 717.787.4394 | F 717.783.0570 | www.dgs.pa.gov
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