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Leasing Coordinator Meeting Agenda
I. Welcome (Pick up Leasing Coordinator Packages ) Frank Smith

II.  Broker Introduction Tamika Crittenden

III. SPC Space Management Process

A. Design and Construction within the Leasing Process Alisa Pereira &
Ginette Tatem

B. State Fire Marshal Design Review and Inspection  
Processes

Jeff Mayers &
Tim Barker

C. Leased Spaces w/o State Certificate of Occupancy Frank Smith

IV. SPC New Lease Process Workflow Overview Tamika Crittenden

V. SPC Policy Changes
A. Assignment of Space 
B. Leases with Government Entities

Shelby Perdue &
Tamika Crittenden 

VI. FY 2018 Leasing Season Processes Michael Mahan

A. Contract Renewal Process and Deadlines   
B. Renegotiation Process and Deadlines 

VII. Questions
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STATE PROPERTIES COMMISSION
SPACE MANAGEMENT OVERVIEW
FEBRUARY 21, 2017



Requests for new space

Limited to:

• NEW SPACE

• RELOCATIONS

This web‐based system allows for the 
sharing and tracking of transaction 
related information between SPC and its 
customer agencies.  The system is 
designed to be more efficient than 
current processes by eliminating the use 
of paper forms and providing real time 
access to the status of any transaction 
request.  In its full version, REACH will be 
the primary communication tool 
between SPC and its customer agencies 
for both Leasing and Land transaction 
requests. 



Other Space Requests

Examples of other such requests:

• Expansions
• Reductions

The agency must submit a completed Space Action Form 
(SAF) and Space Utilization Questionnaire (SUQ) to Space 
Management. Using the information in SAF and SUQ, 
Space Management applies current State Space Standards 
to calculate the usable square footage needed to meet 
the agency’s desired space requirements. 



SPACE ACTION FORM (SAF)

Each of the following forms can 
be found on the SPC website, and 
currently used for the following 
request types:
• Renegotiations
• Cancellations
• Other (Landlord issues, etc.)
*Remember, all NEW and 
RELOCATION requests can go 
through REACH.



Space Utilization Questionnaire (SUQ)



Space Utilization Questionnaire (SUQ)



Space Utilization Questionnaire (SUQ)



Space Utilization Questionnaire (SUQ)
Exhibit “A”



State Space standards
revised & approved 09/2015



Space Utilization Program (SUP)

The SUP provides the agency 
with a total usable square 
footage based on a location’s 
staffing and ancillary support 
needs.  Also used to create the 
SUP is an agency’s design 
guidelines and specifications.



Lease Budget Summary (LBS)

The Lease Budget Summary (LBS) is a visual of the estimated 
costs associated with an agency’s request for space.  It 
includes the following:

• average market rate (AMR) 
• FF&E estimates (workstations, 

case goods, other equipment) 
• voice/data cabling costs and 

moving costs  
• other capital expenses (security, 

branding, audio visual, etc.  
Agencies are encouraged to visit the State Procurement List 
and to talk to other agency staff to research such costs and to 
develop budgets to meet their needs.



Space Management Links

Found on spc.ga.gov
• SPC Construction Standards for Leased Properties
http://gspc.georgia.gov/sites/gspc.georgia.gov/files/related_files/site
_page/SPC%20Construction%20Standards%20for%20Leased%20Prop
erties%2016‐JUL‐27.pdf

• SPC Building Plans (As‐Built) Guidelines
http://gspc.georgia.gov/sites/gspc.georgia.gov/files/related_files/site
_page/SPC%20Building%20Plans%20%28As%20Built%29.pdf



Questions
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Nine (9) to Twelve (12) Month
Leasing Process



Example New Lease Schedule 
Activity Duration Estimated Completion

Agency submits SAF and SUQ March 22, 2016

SPC prepares send SUP and LBS to Agency for approval 2 weeks April 5, 2016

Agency submits approved SUP and LBS to SPC 1 week April 12, 2016 

SPC or Broker performs Market Survey 3 weeks May 3, 2016 

Agency and SPC meeting/conference call to discuss Market Survey 1 day NLT May 10, 2016

RFP Drafting and Posting 4.5 weeks June 13, 2016

Review of Proposals/Short list/Tour of Shortlisted Properties 3.5 weeks July 7, 2016 

Best & Final RFP Posting 4 weeks July 28, 2016 

Review of B&F Proposals/Apparent Awardee Selection 3 weeks August 18, 2016

LOI Negotiation and Execution 2 weeks September 1, 2016

SPC Board Meeting (SPC executes lease after Board approval) September 13, 2016

Lease Negotiation 4 weeks  October 11, 2016 

SPC Designer or Architect prepares Test Fit 2.5 weeks October 28, 2016 

Agency and SPC Test Fit review and sends comments 2 weeks  November 11, 2016

Architect revises Test Fit 2.5 weeks November 30, 2016

Agency and SPC approve Test Fit 1 week December 7, 2016 

Construction Drawings  5 weeks  January 11, 2017 

Agency and SPC approve CDs 1.5 weeks January 23, 2017

LL Bidding and Permitting 3 weeks February 13, 2017

SFM Design Review of CDs 6 weeks March 6. 2017 

Construction  13 weeks  June 5, 2017 

Fire Marshal 80% and 100% Inspections (w/ 21 day notice)     

Walk through  & Punch List   1.5 weeks June 15, 2017

Move  1 week  June 23, 2017
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 SPC-04–Space Management: Assignment of Space and 
SPC-08–Transaction Management: Leasing 
Requirements for State Properties Commission 
Multiyear Rental Agreement for Administrative Space 
 Need flexibility in assigning administrative space to state 

agencies
 SPC assigns space to Occupying Agencies
 Historically through an Intergovernmental Agreement 

(sublease) 
 Changes to policies allow for direct assignment of 

administrative space by a Letter of Assignment of Space
 Subject to all of the requirements of the tenant under the lease 

 Removes step in leasing process

ASSIGNMENT OF SPACE



 SPC-08–Transaction Management: Leasing 
Requirements for State Properties Commission 
Multiyear Rental Agreement for Administrative 
Space

 State Multiyear lease agreements with local, state 
or federal governmental entities exempt from: 
 3,000 square foot minimum
Minimum$50,000 in tenant improvements
 Limitation of term based on the square footage of the leased 

space

Maximum term of twenty years

LEASES WITH 
GOVERNMENT ENTITIES
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 Leases where either SPC or the agency is listed as the 
“Tenant,” and renewal options remain to be exercised

 Agency budget official (e.g. CFO, Finance Director) and 
lease signatory (e.g. Commissioner, Deputy Commissioner) 
will initial next to each lease for which the agency would 
like to renew. 

 Agency budget official and lease signatory will also sign the 
bottom of the Renewals report. Return initialed and signed 
Renewals report to SPC not later than April 1, 2017

 SPC will prepare, execute, and send all Contract Renewal 
Letters that includes reference to SPC’s leasing authority in 
accordance with OCGA §50-16-41. 

RENEWAL REPORTS



 Leases where either SPC or the agency is listed as the “Tenant,” 
and renewal options remain to be exercised
 Multi-Year Leases (MYLs)
 Original lease term longer than one (1) year
 Term has not yet expired
 A CRL is not required to be issued for these leases

 Automatic Renewal Leases with Specific Terms
 Leases that automatically renew for a specific term or number 

of years 
 “This lease shall be automatically renewable…but in no event 

shall either party have the option to renew after (‘50 years’ or 
future date certain).”
 A CRL is not required to be issued for these leases

 Return your hardcopy signed and initialed sheets to SPC
 All operating expense/CAM reconciliations should be forwarded 

to SPC with supporting documentation

RENEWAL REPORTS



SAMPLE RENEWAL SHEET



 April 1, 2017: Renegotiation SAFs are due to SPC
 SPC will renegotiate all expiring leases in 2017 unless 

the agency is closing the site or moving into a new site 
(within 3 months of lease expiration).

 Agency assignments for SPC transaction personnel.
 Information that should go on your SAF
 CHANGE OF LANDLORD should include:
 W-9
 Lease Assignment and/or Novation Agreement
 Property Deed

 Any work or repairs to the space the agency needs completed 
for the coming year
 Outstanding Landlord issues

 All operating expense/CAM reconciliations should be 
forwarded to SPC with supporting documentation

RENEGOTIATION REPORTS



 Leases that will be renegotiated:
 TAW status (more than 90 days)
 Automatic Renewal Leases – leases with no specific end date 

that state “Automatically Renew”
 Any location that has no options left or is expired

 What you will do?
 Review the renegotiation report for any discrepancies 
 Start working on the SAF’s!

RENEGOTIATION REPORTS



SAMPLE RENEGOTIATION SHEET
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