
State of Kansas

AGENCY NAME
Informal Request for Leased Office Space
In City, State
Date
1.0
Requested Lease Terms and Conditions
The following provides an overview of the lease terms and conditions being sought by the State of Kansas.  Additional lease terms and conditions will be provided for in the written Lease Agreement between the parties.  The base lease document is the State’s standard lease form (DA-46) which may be found at:  http://da.ks.gov/fm/dfm/services/leasing.htm.

All responses should include costs associated with lease requirements as outlined below.
· Initial lease term:  Number  (#) year lease

· Renewal option:  Number  (#) renewable one (1) year options

· Occupancy Date:  Date
· Estimated space requirement:  Approx. number square feet of useable space

· Number of staff to accommodate in leased space:  number
· Number of off-street parking stalls required:  number 
· Entire leased space on one floor. 
The preference of the State of Kansas Agency Name is for a Full Service lease.  Full service is considered to include utilities, custodial services, taxes, insurance, snow removal, and grounds maintenance.  The desired occupancy is on or before Date.
1.1
Proposals Submission Process:  

The deadline for submission of proposals is Hour p.m. local time on Date.  
Written proposals must include:

* Completed Cost Proposal Sheet     http://da.ks.gov/fm/dfm/services/InformalBidSolicitationsforLeasedSpace.htm
* ADA Checklist      http://da.ks.gov/fm/dfm/services/InformalBidSolicitationsforLeasedSpace.htm
* Energy Audit Report    http://www.energystar.gov/index.cfm?c=evaluate_performance.bus_portfoliamanager
* Kansas Tax Clearance Certificate    http://ksrevenue.org/taxclearance.htm
The Agency prefers the proposal to be submitted electronically via email to Name, Title.  Paper proposals will also be accepted and may be faxed, mailed or hand delivered by the deadline to the address below.
Agency Name Space Lease Proposal

c/o Name
Address where you want proposals sent
Email address where you want proposals sent

Fax:  Number
  Late proposals, whether electronic or paper, will not be considered.  
Please direct questions regarding this proposal to Name, Title,  at Email Address, Phone Number
Existing Space – prospective bidders may arrange for a tour of the current Agency Name office space by contacting Name, Phone Number. 

1.2
Space Requirements:
· Location – The office location is to be in the location, City, State.  Add any special requirements or preferences here such as:  Proximity to the Statehouse will be given preference.
· Parking – Number (#)  off street parking spaces is preferred to be within one half block of the office space. The cost for these parking stalls is to be included in the cost of the lease. Number (#) visitor parking spaces shall be available adjacent to or within reasonable walking distance from the building entrance.  
· Private Offices – Number (#) with floor to ceiling walls, lockable doors with two master keys, and hallways with a minimum of 3 foot clearance.  All necessary cable, internet, data, electrical, and phone wiring / connections should be provided. Windows are preferred, however not a must.  If windows are included, coverings such as blinds or curtains should be provided.  
· Reception Area – Number (#) room for reception, open and next to the front door with all necessary cable, internet, data, electrical, and phone wiring / connections should be provided.  Should be a space large enough for a waiting area to accommodate number (#) chairs, receptionist desk, credenza, copier, and filing cabinets. 
· Conference Room – While not required to be a part of the leased space, conference room area(s) with minimum seating for number (#) must be available for use, preferably at no charge. 
· Work Room / File Area – Number sq ft min, flooring able to support heavy file cabinets.
· Rest Rooms – Furnish and maintain as part of the lease, in close proximity to leased space.
Please see chart below for detail break down of various space requirements (all sizes are approximate). 

Space Requirements Breakdown

	LINE #
	BOARD OF BARBERING OFFICE
	TYPE
	WORK AREAS
	NET USABLE SQ FT
	TOTAL

NET USABLE

SQ FT

	1
	Agency Administrator
	E
	1
	130
	130 

	2
	Inspector’s Office
	E
	1
	80
	80

	3
	Reception Area
	A
	1
	154
	154

	4
	Work Room / File Area
	E
	1
	172
	172

	
	Subtotal
	
	
	
	536

	
	Circulation Multiplier 40%
	
	
	
	214

	
	Total - approx
	
	
	
	750


*The preceding is the approximate square footage need.  Each building is unique, and development of the building floor plan will determine the actual square footage need.  The Total Useable square footage is expected to be in close proximity to total rentable area.
Area Type Definitions:

A
Area partly enclosed or open depending on space plan or building configuration

E
Enclosed room or workstation with hard wall construction with a door

O
Open area for cubicle furniture such as Herman Miller

2.0 Variances

All variances to the Specifications and Attachment(s) must be fully explained on a separate document attached to the completed proposal.  Failure to comply with this requirement may result in disqualification of the proposal or, at the discretion of the State, insistence on full compliance with Specifications.

3.0 Energy

Two new K.A.R.’s (1-66-1 and 1-66-3),  became effective February 4, 2011,  requiring the completion of an energy audit for lease space.   The K.A.R’s require that each new lease, lease  renewal or extension must include an energy audit for lease property.  In the event the energy audit indicates that the leased space uses an excessive amount of energy, the owner or lessor is required to implement cost effective energy conservation measures that are approved by the Secretary of Administration to eliminate excessive amount of energy usage
.   
A link to the Energy Star Portfolio Manager and tutorials for completing the audit can be found on the Division of Facilities Management website at http://www.da.ks.gov/fm. The Energy Star Portfolio Manager is free after registration. 
The EPA Energy Star website can be found at:
http://www.energystar.gov/index.cfm?c=evaluate_performance.bus_portfoliomanager  or  
http://da.ks.gov/fm/dfm/services/leasing.htm .
The completed Energy Audit must be submitted with your proposal.

4.0 ADA Checklist

The proposed facility must be ADA compliant.  The ADA Checklist can be found on the Department of Administration web page at:  http://www.da.ks.gov/fm/dfm/services/leasing.htm under Resources.  The completed form must be submitted with your proposal.
5.0 Tax Clearance
BIDDER MUST OBTAIN A CURRENT TAX CLEARANCE CERTIFICATE

A “Tax Clearance” is a comprehensive tax account review to determine and ensure that the account is compliant with all primary Kansas Tax Laws administered by the Kansas Department of Revenue (KDOR) Director of Taxation.  Information pertaining to a Tax Clearance is subject to change(s), which may arise as a result of a State Tax Audit, Federal Revenue Agent Report, or other lawful adjustment(s).

INSTRUCTIONS:  To obtain a Current Tax Clearance Certificate, you must:

• Go to http://www.ksrevenue.org/taxclearance.htm to request a Tax Clearance Certificate

• Return to the website the following working day to see if KDOR will issue the certificate

• If issued an official certificate, print it and attach it to your bid response

• If denied a certificate, engage KDOR in a discussion about why a certificate wasn’t issued

Bidders (and their subcontractors) are expected to submit a current Tax Clearance Certificate with every event response.

REMINDER:  You will need to sign back into the KDOR website to view and print the official tax clearance certificate.

Information about Tax Registration can be found at the following website:

http://www.ksrevenue.org/busregistration.htm
The Tax Certificate must be submitted with your proposal.

6.0
Expenditures by the State
The State of Kansas will not agree to assume responsibility for nor make payment for any of the following categories of operating expense or service item:

· Real estate taxes

· Property insurance

· Maintenance and capital repairs

· Any special assessments

7.0 Consolidation

The lease agreement (DA-46) will provide for a 180 day early termination special provision, ONLY in the event that the Agency Name is consolidated with another State Agency.   
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