
Lease Number:____________________

Scope of Work

Tenant Broker requirements for inclusion with a Direct Order

The Department is requesting tenant broker services for our <City>, FL office, in accordance with DMS Contract 22/23-007.  All items with an “M” are formal measurement items and will be tracked and measured during the performance of the contract.  
This purchase order formally engages this vendor for tenant broker services for the site listed above in accordance with the terms the DMS contract and the provisions listed herein.  This order is issued as the formal contract initiation and as a place holder for the commission fee.  It is issued for a < amount> and will be amended to pay the formal commission when that dollar figure is identified and received from the landlord.  
The Department requires the Tenant Broker to perform the activities listed below: 

Lease Pre Work: with in the first 2 weeks of notification of lease assignment the tenant broker will:
· Before any work commences under this purchase order provide the department a detailed preliminary summary of market analysis and rates of potential sites, number of buildings, building age, tenancy mix, sizes, costs, and location (M).
· Supply a detailed timeline indicating all project milestones and their completion dates (M)
· Assist the department with boundary limitations in accordance with agency business needs to allowing for the maximum competition.

· Assist with the primary decision criteria for the selection of an “award”.

· Provide a list of all state owned and lease property with within a radius of the defined boundaries.  Radius:___________________________.

· Provide a written assessment identifying preliminary courses of action for the lease with pro/con assessment and projected cost per occupant of each potential action.

· Review and summarize subject lease action “fit” with recommendations in most recently submitted DMS Master Leasing Report and Strategic Leasing Plan.
· Draft, review, and provide recommendations of any lease terms that may vary from approved lease forms (Section 60H-1.003, F.A.C.)

Lease Procurement Activities: for each transaction assigned the tenant broker will:

· Assist the department with bid coordination that includes the development of bid documents (provide feed back and clarifications in writing prior to release of the bid), review and provide recommendations on, or draft, procurement documents.

· Distribute procurement documents, assist with the tracking who received bid documents, bid modifications, attend any, if applicable bidder’s conferences and assist with any formal bid questions and answers.
· Attend bidder’s conferences and bid openings.
· Provide the department, in writing an evaluation synopsis of all responsive bids  received that includes at a minimum; comments on their approach, responsiveness and technical merit of each bid submission (M).
· Complete an evaluator tour package, schedule and attend all site walk tours with evaluation team members and the facilities office.  This package should include a check list, the tenant broker’s evaluation synopsis, BOMA rating, tenant mix information and any concerns related to the landlord’s financing submittal (M). 
· Provide an updated market rate analysis.

· Serve at “Lear Negotiator” for the top site or site(s).

· Provide summary of evaluations and recommended bidder to whom Eligible User should award in accordance with selection criteria.

· Obtain a signed Commission Agreement.
Formal Lease Negotiation:
· Negotiate with the apparent preferred property or concurrent properties as appropriate.
· Provide a synopsis of negotiation meetings and conversations and submit to the department upon execution of the lease.
· Assist with the creation of the lease documents and any attachments and rout them for signature.
· Provide to the Department the value of the negotiated lease term minus costs related to tenant improvements (M). 

· Obtain market comparables and value via an Independent Market Analysis (IMA) (M).
· Document and track square footage savings (M).
· Document energy efficiency initiatives.

Project Management/Closeout:
· Work with the Department on the development of space planning with the awarded vendor and obtain a detailed construction timeline (M). 
· Ensure that the landlord knows that they (the landlord) are responsible for scheduling and attending weekly site construction walk throughs’.  Landlord must provide written status each week detailing the condition of the construction site noting any deficiencies.

· Provide weekly updates in writing on the status of activities related to a transaction (M). 

· Provide a complete transaction close out package that at a minimum includes; copies of the negotiated contract,
·  All correspondence related to the deal (M).
· Provide documentation indicating the number of brokers contacted for a transaction.
· Complete the Tenant Broker survey and return it to the department (M) 

· Follow up with all bidders that submitted a no bid or extremely high bid to determine process improvement that would have made the deal more attractive.  Submit that information to the Department. 

***********************************************************************
Project Measurement Performance Criteria:

Tenant Broker Measurements

· Was a detailed market analysis received? 
· Was a timeline with project milestones and dates received?
· Was an evaluation synopsis of all responses received?
· Was an evaluator tour package completed?
· Were all required meetings attended and were written weekly updates received.  

· Were timelines met? 
· Was a market comparables via an Independent Market Analysis (IMA) obtained? 

· Was documentation on square footage savings obtained?
· Was a complete transaction close out package submitted? 

· Was Tenant Broker survey returned to the department? 

Facilities Measurement Criteria:

· Were the programs timely notified of an action

· Did Facilities meet all their timelines
· Did Facilities attend all meetings

· Was process survey returned to the department
Program Measurement Criteria:
· Did the department submit their documentation timely
· Did  the department meet all their timelines
· Did the department attend all meetings

· Was process survey returned

