[image: image1.png]


STATE OF FLORIDA

DEPARTMENT OF MANAGEMENT SERVICES

REQUEST FOR SPACE NEED

Department:  Highway Safety and Motor Vehicles

Lease No.:
Division:

Bureau:

1.
Location of space:
City




County




2.
NET square feet:


3.
Proposed term of lease:   From



To






With an option to renew for







periods

4.
Type of lease transaction being requested:

New Lease
        Renewal Option




Modification to 

5.
It is proposed locate space in an: 


Existing facility     




Non-existing facility

           Remain in present facility

6.
Information about this lease action may be obtained from:

Name





Position   

Address

Phone No.:  (Local)





(SC)
7.
Lease information

a.
Request for Proposals (Bids) - 5,000 square feet greater:

i.
Issuance Date


ii.
Pre-proposal Conference: Date


 Time


Location


iii.
Bid Opening: Date




Time


Location


b.
Competitive Negotiations - Less than 5,000 square feet:

i.
Final date for submission of proposed space quotations




ii.
Date of notification by agency of facility selected
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8.
Are there any extenuating circumstances that would preclude the above referenced lease from occupying space in a State owned building?







Yes


No

If yes, please explain:

9.
Letter of Agency Staffing Information

a.
Total square feet justified


b.
Number of FTE’s


c.
% of support space


10.
Explain the reason for lease transaction being requested:     

11.
This lease action is to house

New staff

Existing staff

Both


The existing staff for this lease are now housed in lease(s):   760:0
12.
Will all the staff in current lease(s) be relocating to the proposed facility?


Yes
     No

N/A

If no, attach Letter of Agency Staffing to justify 
continued utilization of space being vacated:

13.
Are there any additional covenants that have not received prior approval?
      Yes      No

The undersigned hereby certifies that the space criteria standards published by the Department of Management Services as a part of the Facilities Management Program have been used to compute the space requirements necessitating this lease and that this request in no way provides excess space to this unit of State Government.

Signed                                                                                                                                             


Sandra G. DeLopez

Director of Administrative Services
Date                          

Approved by Department of Management Services, Bureau of Property Management.

Chief                                                                                                Date                                        
Discount Rate for evaluation purposed is                                    
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