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__________________________________________________________________

Instructions for Preparing the Lease Justification
__________________________________________________________________


The Lease Justification is required for all proposed Type II and III Leases.  The justification is valuable in helping the agency articulate its needs, conveying that information to the agency's Cabinet Secretary and documenting the needs.


The justification must be submitted to the Division of Real Estate Services.  Information must be complete and defensible, since the justification will become part of the audit trail for the ensuing lease.  The following provides guidance in completing the justification:

Program Need:
Provide a concise description of the program and the reason(s) for leasing space for the program. 

Facility Need:
Describe the type of space needed to support the program (i.e. office, service, laboratory, etc.) and the estimated area (using the space guidelines contained in Appendix C).  Describe special requirements such as special equipment and fixtures, build-out not normally provided, computer rooms and any other features which are not typical for the type of space.

Location:
Describe the area within which the space must be located.  Use zip codes, optionally supplemented with physical boundaries such as roadways and waterways.  Where physical boundaries are used, they must provide a closed area.  The area should be as broad as possible and in any event cannot be restricted to eliminate competition.  Exceptionally small areas will be challenged.

Alternatives:
Discuss alternatives considered, including locating in existing state owned space, co-locating in existing space controlled by the agency, co-locating with other state agencies and build or buy options.  For facilities which house administrative headquarters, regional headquarters or other permanent functions, provide a present value lease vs. buy analysis over a 20 year period (Division of Real Estate Services will provide information and assistance as needed).  In the event the analysis shows buying to be most advantageous, provide a justification for leasing and/or a time-frame for seeking funds to build or buy.
Annual Cost/Funding:
Estimate the annual lease costs, including the cost of maintenance and any ancillary costs associated with the proposed lease, and state the source of funding. 
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