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Leasing Coordinator Meeting Agenda

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

II.  SPC Space Management – Revised Space Action Form Alisa Pereira and 
Ginette Tatem

III. Facility Conditions and Landlord Issues 

A. Facility Inspection Checklist         Kimberly Owen
B. Landlord Issues and Self-Help Provisions Shelby Perdue

IV. FY 2019 Leasing Season Processes Tamika Crittenden
A. Contract Renewal Process and Deadlines Kalil Smith and

Jane Hodges
B. Renegotiation Process and Deadlines         Mikki Hutchins

V. Questions
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Space / Leasing Team Charge
- Utilize Statewide Space Standards to program your needs
- Find space that meets your size and location needs
- Find a responsive, solvent landlord who is willing to sign our lease
- For rent and terms that are below the market average 
- Utilize an open, fair and competitive procurement process
- Do all this as quickly as possible 

SPC Challenges with this Charge
1) Finding available options (landlord and building) in small markets
2) Management of agency and landlord timing expectations (lease 

execution and move-in)
3) Managing the project that depends on several parties outside SPC 

control (attorneys, landlord, architect, fire marshal)
4) Managing expectations of deals that need SPC Board approval (4 -

5 per year)

Space / Leasing Team Charge
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Revisions to Space Action Form

What’s new?

Section 2. Current Rental 
Information

AND

Section 3. Landlord or 
Facility Issues



Revisions to Space Action Form

Section 2 is revised to 
require the agency to 
include the landlord’s 
name and landlord’s 
contact information.



Revisions to Space Action Form

Section 3 now differentiates between “Facility Issues”, and 
“Landlord Issues”.  

*Note the addition of the Facility Inspection Checklist.



Revisions to Space Action Form

New SAF can be found on SPC’s website beginning today at

spc.ga.gov

If you have any questions contact:
Alisa Pereira

alisa.pereira@spc.ga.gov

Ginette Tatem

ginette.tatem@spc.ga.gov
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Facility Inspection Checklist

Proactive property maintenance
• Routine inspections

• Address issues before they become a crisis
• Reduce repair costs & vendor maintenance contracts
• Shorten response/repair time

• Fosters a positive Landlord/Tenant relationship
• Preserve the value of the real estate asset for the Landlord
• Maintain occupants’ safety and well‐being



Facility Inspection Checklist

General Information
• Lease number
• Please provide pertinent 
property information

• Contact info for those 
conducting review

• Dates of current and last 
review



Facility Inspection Checklist

Mechanical Systems
• HVAC
• Plumbing
• Electrical



Facility Inspection Checklist

Building Interior
• Floors
• Doors
• Walls
• Ceilings
• Office areas
• Restrooms
• Stairwells



Facility Inspection Checklist

Building Exterior
• Roof
• Structure
• Parking Lot/Grounds
• Landscaping
• Office areas
• Playground



Facility Inspection Checklist

Environmental
• Air quality
• Unusual odors
• Water damage
• Mold/mildew



Facility Inspection Checklist

Security
• Security items 
• Locks
• Key cards



Facility Inspection Checklist

Life Safety
• Fire extinguishers
• SFM inspection
• Evac route 



Facility Inspection Checklist

Repair History
• List completed 
repairs

• List outstanding 
repairs

• This information is 
critical for 
renegotiations



Facility Inspection Checklist

Additional information
• Please add any additional information regarding the property

• The more info SPC has, the better we are able to assist 
• Photos‐please document everything with photos!
• Submit any related correspondence you have had with the Landlord 

• Include written repair requests you have submitted to the LL  with dates & times

• Other Landlord issues
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State Properties Commission
Real Property Portfolio Management

Article VII, Paragraph 3 (Template Lease Document):
• Non-Emergency Maintenance:

• Tenant gives Landlord written notice of maintenance needed that is Landlord’s 
responsibility 

• If Landlord fails to commence such maintenance within 10 days of written notice 
and Tenant gives Landlord further written notice and nothing is done in 3 days

• THEN Tenant may proceed to undertake such maintenance
• Emergency Maintenance:

• Tenant may give Landlord written notice of maintenance needed that is Landlord’s 
responsibility 

• If Landlord fails to commence such maintenance within 10 days of written notice 
• THEN Tenant may proceed to undertake such maintenance

• Covering Cost when repairs conducted by the State:
• Invoice Landlord

• To be paid within 10 days of receipt of invoice
• Interest of 8% from date of payment of Tenant 
• If no payment with in 10 days, THEN right to deduct from rent (offset)

Lease Repairs and Maintenance: Self-Help



State Properties Commission
Real Property Portfolio Management

Lease Repairs and Maintenance: Notice
• No general right to “Repair and Deduct” of “Offset” rent 

for repairs
• NOTICE-Written Notice-defined in the Lease (Article I, 

Paragraph 10)
– Not simply an email or phone call
– Notice under the Agreement shall be in writing 

• delivered by hand
• sent by registered or certified mail, postage prepaid, return 

receipt requested or 
• sent by nationally recognized commercial courier for next 

business day delivery 
• to the address in the Agreement, or to such other addresses as 

are specified by written notice
– Time Period Runs from

• Hand delivery-date delivered
• Commercial Courier/Mailed-earlier of the date of received or 3rd

day after deposited in mail



State Properties Commission
Real Property Portfolio Management

Lease Repairs and Maintenance: Reality
• Ahh!- My A/C’s on the fritz! 

– Call the Landlord/Property Manager; document with 
confirmation email copying both the Landlord and the 
Property Manager

• A/C’s out-copy your Leasing Specialist
• Toilets stopped up-notify the Property Manager

– History of non-responsive Landlord
• Letter

– Date of Lease Agreement
– State Problem-Emergency/Non-Emergency
– Reference Landlord responsibility
– Reference the Self-Help section

– Major Issues-Let SPC know immediately



State Properties Commission
Real Property Portfolio Management

• Document, Document, Document
– Without proper documentation, SPC cannot use Article VII, 

Paragraph 3, referred to as the “Self-Help” clause in the Master 
Lease

• Agency vs. SPC Lease-may not have self-help provision
• Agency’s process with local offices to convey issues with the 

Landlord
– Single point of contact
– Special Forms
– Web-based tracking system

• Plan should be in accordance to Agency/Landlord policies 
and standard protocol

• Copy SPC on correspondence when appropriate
– SPC should be notified/copied on major Landlord issues

Lease Repairs and Maintenance: Landlord 



State Properties Commission
Real Property Portfolio Management

• Inspections-performed QUARTERLY for all properties 
occupied by a state agency

• Notify SPC of issues with leased properties 
• Complete documentation

– Photographs
• Address issues not only at the time of renewal
• Facility Inspection Checklist

Lease Repairs and Maintenance: Inspection
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CRITICAL DATES

DATE SIGNIFICANCE

March 12 Leasing Coordinator meeting

April 13 Deadline for Agencies to inform SPC of their request to 
renew / renegotiate / cancel an existing lease 

May 1 SPC will take action on behalf of agencies who have not 
responded by the deadline above

May 15 Approximate date of Governor signing the Appropriation 
Bill  – SPC to send out certified notice to landlords 
exercising renewal option. (Note: No renewal notice can 
be sent, or renegotiated lease executed, until the 
Governor signs the Bill)

May 15 Also the date when notice must be provided to the 
landlords (45 days prior to July 1)

July 1 Start of new fiscal year
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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 13, 2018.

 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
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 April 13, 2018: Renegotiation SAFs are due to SPC
 SPC will renegotiate all expiring leases in 2018 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



Questions




