CHECK LIST FOR AGENCIES

1.
Statement of Facts (RPM-1) filled out for each proposal submitted.
     
1. Cover letter or letter of Justification stating why space is needed.
     
2. Lease Proposal Forms (RPM 2).
     
3. Conditions of Lease Proposal for New Construction Form RPM-2A (Must be included if

construction, remodeling or renovation of space is needed.)
     
4. Space Evaluation Form (RPM-3).
     
5. Written justification for additional space as requested on RPM-3.
     
6. Market Rent Survey (RPM 4) from the area.
     
7. Copy of ad stating agency’s deadline for receiving proposals.
     
8. Narrative of Duties and Responsibilities conducted by office.
     
1. Copy of notice given to Landlord of your intent to vacate.
     
2. If moving from present location, a letter explaining why present location is no longer acceptable
     
3. List of all space examined.
     
4. Floodplain information.
     
5. Four photographs of each proposal submitted (2 interior and 2 exterior)
     
6. If the Director of Real Property Management must sign Section 20, please send Original Lease Agreement; otherwise, send Photocopy of Lease Agreement executed by Lessor.
     
NOTE:  The Division of Real Property Management will not accept documents RPM-1, RPM 2, or Lease Agreement if white-out has been used on these documents.

