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Greetings/introductions

Michele Stevens
Bureau Chief of Leasing
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AMP/CAA Process Improvement Training

Ryan Meikenhous
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* The Department of Management Services
(DMS) currently utilizes two processes to
assist agencies with project management and
renovations.

1. Agency Renovation Request (ARR)
2. Client Agency Agreement (CAA)

Ryan Meikenhous
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Improved processes for improving your

Space.
Existing Process New Process

ARR AMP

Agency Renovation Agency Managed
Request | Project

CAA

Client Agency Ryan Meikenhous
Agreement
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AMPs will be utilized for the following scopes of work:

« Painting interior walls or ceilings

« Painting interior doors, frames, and cabinets

* Painting floors

* Replacing flooring

* Replacing interior doors/frames/glazing/hardware/keying
* Replacing, removing, or adding window coverings

* Replacing, deleting, or adding cubicle components

* Projects that do not require permitting

Ryan Meikenhous
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v New simplified
forms

v Landing page

v Shared inbox

Effective July 1, 2019

Ryan Meikenhous



MANAGEMENT
SERVICES

We serve those who serve Florida

Questions

Ryan Meikenhous
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Informal Procurement 101

Michele Stevens
Bureau Chief of Leasing
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Checklist

Agency Review Checklist

MNew Leases Less than 5,000 SF

DMS LEASE

SPECIALIST: | |‘nl|n|t;a ID: | |
[AGEMCY LEASE | | NEW LEASE | |
LIAISON: HUMBER:
| LOCATION: | | Fﬂﬂ\ggsm | |
JUEBL=HRY SaUARE EFFECTIVE
BROKER: FOOTAGE: EFFECT

RSN APPROVAL

[Request for Space Nesd)

TRIRIGA

Check Adversely Affected Lessors/Excess Space " i i o i Fro-sssroved Forms iataial

Check for State-Owned Space 0 o vttt st 5 ot ackruowlecymast st b skt
Request must match Agency's Annual Data Gathering PIan e s ve st f recessey)

Submit RSN in TRIRIGA (Please complere ALL fields)
Space Allocation Worksheet (SAW) FM-4100
Boundary Map & Scatter chart of client base e nw of e notieg NEEW boundaren)

PRIOR APPROVAL
All approval packets greater than 15 pages must be mailed or hand delivered.

Copy of blank Q5P
Three Separate Quotes FM-4038 ™ .o ot s Chepir a1 198 £22)
Quote Synopsis FM-4137A A o

et Present Value (NPV) Calculation ous fessmoed Laass Foms Waksal

Certification of Compliance FM-4113 it sonaus fiagursst

Proof of Ownership s feccsed Seed

Unexecuted Lease DOCUMENES jo; Sandec Loass Agraamms Fd-siid)

Unexecuted Disclosure Statement FM-4114¥

Employment Eligibility Verification (E-WERIFY FORM) FM-4054K
a— Cretar 11021

v o

Compare Lease data to approved RSN

FINAL APPROVAL
All approval packets greater than 15 pages must be mailed or hand delivered.

E: uted Lease D ts o “erterad inia® datas ko be cormpied by EME]
Executed Disclosure Statement
Energy Performance Analysis " s e i o s 1o sccupaney

Fire Marshal Approval ™ s s s o e o s
Executed Tenant Broker Commission Agreement FM-4097

Tenant Broker Evaluation Worksheet (ous fressmrod Lass Foms wetstal

T

S o

rater FAC.
o FAC

TR

a0,

Michele Stevens & Tia Miller
Bureau Chief of Leasing
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RSN Approval Process

» Check Adversely Affected Lessor
» Check for State-Owned Space

» Ensure Annual Data Gathering Matches
Request

» Submit RSN through TRIRIGA

» Submit Space Allocation Worksheet
(SAW)

» Submit Boundary Map & Scatter Chart of

Michele Stevens & Tia Miller

Client Base if applicable Bureau Chief of Leasing
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Prior Approval Process

» Submit Original QSP to the Tenant Broker
» Three Separate Quotes (FM-4098)
60 H-1.016- For all leases under 5,000 square feet at least

three documented quotes are required which must have the
following information: (see next slide)

Jerry Thornbury
Savills



MANAGEMENT
SERVICES

We serve those who serve Florida

Quote Requirements Per 60 H-1.016

(a) Prospective leased premises building name, if applicable; and
(b) Property physical and mailing address; and

(c) Prospective landlord full name and business address; and

(d) Proposed Net Usable Square Feet being offered; and

(e) Proposed rate per Net Usable Square Foot for each year of the term of
the lease; and

Rulemaking Authority 255.249(9) FS. Law Implemented 255.249(2), (9), 255.25(2)(a), (8),

Jerry Thornbury
255.257(4) FS. History—New 4-29-10. Savills
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Quote Requirements Per 60 H-1.016 Continued.......

(f) Proposed term in years; and
(g) Date proposed leased space will be available; and

(h) Proposed tenant improvement amount to be offered; and Proposed landlord’s agent or representative, if
applicable; and

(i) Whether the proposed facility is an “Energy Star” qualified facility as defined by the United States
Environmental Protection Agency and the United States Department of Energy.

Rulemaking Authority 255.249(9) FS. Law Implemented 255.249(2), (9), 255.25(2)(a), (8), 255.257(4) FS. History—New 4-29-10.

Jerry Thornbury
Savills
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Prior Approval Process Continued.........

» Quote Synopsis (FM-4137A)

> Net Present Value (NPV)

» Certification of Compliance (FM-4113)

» Proof of Ownership

» Unexecuted Lease Documents

» Unexecuted Disclosure Statement (FM-4114)

» Employment Eligibility Verification Form (FM-405K)
» Compare Lease Data to RSN

Jerry Thornbury
Savills
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Prior Approval Process Continued.........

» Unexecuted Lease Documents

» Unexecuted Disclosure Statement (FM-4114)

» Employment Eligibility Verification Form (FM-405K)
» Compare Lease Data to RSN

Note: Please make sure all documents submitted to DMS are
organized according to the checklist

Jerry Thornbury
Savills
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Example of an Organized Lease Submittal Packet

Michele Stevens & Tia Miller
DMS Bureau of Leasing
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Example of an Unorganized Lease Submittal Packet

Michele Stevens & Tia Miller
DMS Bureau of Leasing
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Final Approval Process

> Executed Lease Documents
> Executed Disclosure Statement

» Energy Performance Analysis Due to DMS Prior to Occupancy
(Required for leases 2,001 sf or greater)

» Submit Fire Marshal Report to DMS prior to Occupancy
» Executed Tenant Broker Commission Agreement (Fm-4097)

» Tenant Broker Evaluation Worksheet

Michele Stevens & Tia Miller
DMS Bureau of Leasing
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Michele Stevens & Tia Miller

] : DMS Bureau of Leasing
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Questions
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Michele Stevens & Tia Miller
DMS Bureau of Leasing
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Meeting Adjourned

Michele Stevens & Tia Miller
DMS Bureau of Leasing
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