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NEBRASKA DEPARTMENT OF EDUCATION

ADMINISTRATIVE MEMORANDUM #105

ISSUED:  MARCH, 2010
TO:

Nebraska Department of Education Staff

FROM:

Dr. Roger Breed, Commissioner of Education

SUBJECT:
LEASES AND RENTAL AGREEMENTS
FOR ASSISTANCE:
Contact Central Accounting at 471-3563
PURPOSE

This memorandum provides a procedure to be used to lease office and/or storage space. Prior to committing the Department to any lease or rental agreement for space, including the addition of space to an existing lease, the following steps will be taken.  Additional information may be obtained from the State Building Division Leasing Coordinator and their Rules and Regulations.

Appendices
A
External Leasing Manual



B
Leasing Requisition Form



C
Space Requirement Worksheet



D
Specification Questionnaire



E
Lease/Space Allocation Agreement (Sample Document M in External Leasing Manual
LEASE PROCEDURE
1. With approval of the Leadership Council member (LCM) or designee, appropriate staff requesting to rent new space will complete a Leasing Requisition Form, Appendix B. The requisition will specify the rationale and justification for renting new space including  1) what circumstances have caused the need for the space, 2) what the proposed space is to be used for and the proposed location, 3) how the space will fit into the teams present plan of operation, 4) a description of the space desired sufficient to insure accurate acquisition and including any special needs or requirements, 5) the time frame in which the space is required, 6) certification that adequate funding is available with a specification of the expected amount required and the source of funding, 7) the ramifications of not acquiring the space.  
2. The Leasing Requisition Form will be signed by the LCM beneath the Agency Director’s Signature line and then forwarded to the Commissioner for review/approval.  
If the Deputy Commissioner approves the requisition because the Commissioner is absent, note “per 79-301(3)” after the signature.  
3. Upon approval by the Commissioner’s office, the Leasing Requisition Form will be returned to the originating team.  The original will be sent to the State Building Division and a copy will be forwarded to the NDE Finance and Organizational Services team (Denise Thege).  
4.
State Building Division will review the requisition and obtain approval from the Director of the Department of Administrative Services.

5.
State Building Division will work with the LCM or designee to prepare the “Space Requirement Worksheet”, the “Specification Questionnaire”, and the Request for Proposal packet for non-state owned property.  State Building Division will arrange for a public notice to be made in a paper of general circulation in the area where the Department is requesting space. The team requesting the space will bear the cost of the public notice, which will contain 1) a general description of the space desired, 2) instructions on how to obtain a Request for Proposals packet, 3) time and place proposals are to be opened, and 4) contact for alternate Request for Proposals packet format.
All Requests for proposals will specify utilization of the standard property lease agreement for the State of Nebraska.  The Department of Administrative Services, State Building Division will be the Lessee and NDE will be the Tenant Agency on the lease.
6.
After a review of all proposals by the LCM and/or designee(s) of the requesting team, the LCM or designee prepares a written recommendation to State Building Division specifying the most acceptable proposal and corresponding justification for the recommendation.  
7. If the State Building Division approves the Department’s recommendation, State Building Division will prepare a Lease Agreement with the chosen bidder.


If the Department’s recommendation is not acceptable to State Building Division, and a lease agreement cannot be successfully executed, new Requests for Proposals may be issued.
8. Two originals of the “Lease/Space Allocation Agreement” are forwarded by State Building Division to the LCM or designee for approval. Appropriate coding will be entered on the agreements and will be initialed by team Fiscal staff.  If the lease is less than $10,000, the signature of the LCM or designee is all that is needed.  If the lease is $10,000 or more, the two originals Agreements are initialed by the LCM and forwarded to the Commissioner for signature.  Both signed Lease/Space Allocation Agreements are forwarded to the NDE Finance and Organizational Services (Denise Thege) team.  
9.
If the Lease is $10,000 to $25,000, it is forwarded to be signed by the Commissioner or Deputy Commissioner.  If the Lease is $25,000 or more, it is to be included as an Approval Item on the Consent Agenda at the next State Board of Education meeting.  All leases included on a Board agenda will be signed by the Commissioner after Board approval/consent is given.  
10.
One original of the “Lease/Space Allocation Agreement” is forwarded to State Building Division, the other original is filed in NDE Finance and Organizational Services (Denise Thege) and a copy is forwarded to the originating team.

11.
All payments to the Lessor are made by State Building Division, which then processes a Journal Entry to bill NDE on a monthly, quarterly, or semi-annual basis as specified by the Lease Agreement.

12.
All renewals are made via correspondence between the State Building Division and the LCM or designee, at which time a new “Lease/Space Allocation Agreement” is processed and forwarded to NDE as noted above.

