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CORRECTLY

COMPLETE A RSN
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 In accordance with F.S. 255.249 (5)

The Department shall prepare a form listing 
all conditions and requirements adopted 
pursuant to this chapter which must be met 
by any state agency leasing any building or 
part thereof.  Before executing any lease, this 
form shall be certified by the agency head or 
the agency head’s designated representative 
and submitted to the department.

In accordance 
with HB5003 a 
Tenant Broker is 
required for all 
transactions.

Existing 
Lease 
Number

For a new 
lease you 
may either 
contact your 
Review 
Specialist for 
a new 
number or 
enter your 3 
digit prefix 
and 0NEW.
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Drop down boxes 
are used to 
standardize 
Department, City 
& County Names

Division is a 
required field. Enter 
the Bureau, Section, 
etc. 

Net Usable 
SF is found 
on the SAW 
in the Total 
Usable Area 
SF column

This is a drop 
down box -
Modifications 
must be 
described in the 
“Additional 
Comment” field

The date the requested 
transaction will start and stop

This will be 
the number 
of options as 
of the date 
the RSN is 
submitted.

Drop down & 
select your 
office type.

Drop down 
to select 
solicitation 
type.

Drop down for 
facility type
i.e. Present, 

DMS or existing

If you answer 
“Yes” and can 
NOT occupy state 
space you will 
need to submit a 
separate written 
justification 
memo  with a 
Cost Benefit 
Analysis prior to 
RSN approval.
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This space 
information 
will come from 
your SAW

Must be 180 sf/FTE or less

This information 
is pulled off your 
current  lease

This is where 
you will enter a 
detailed 
description of 
the type of 
transaction you 
are requesting.

For new leases 
you may enter 
boundary 
information.

This is the 
authorized 
person listed on 
your FM-4106 
Agency’s 
Authorized 
Signature 
Authority



5/2/2012

5

 Wendy is special. All automatic RSN notifications 
come from her email. 

Wendy.Batts@dms.myflorida.com

 Contact the Operations Review Specialist 
assigned to your Agency.

 Put the person you want contacted regarding the 
lease transaction under “Contact Name” with 
their information.


