	[image: image1.jpg]



	State of Oklahoma

Office of Management and Enterprise Services
Division of Capital Assets Management

Real Estate and Leasing Services
	Renewal Lease Agreement
Instructions


Real Estate and Leasing Services Office
2401 N. Lincoln Blvd., Oklahoma City, OK 73105 - Telephone: (405) 521-3819

PURPOSE OF FORM

1.
The State of Oklahoma Renewal Lease Agreement form is to be used as an extension of the current Lease Agreement if one of the following conditions exists:

a.
There are no options to renew the original lease on the same terms and conditions; or,
b.
All options to renew a lease have expired; and,

c.
The legal owner, terms and conditions on the current Lease Agreement remain unchanged except through the authorized use of an “Addendum to the Lease Agreement.”

2.
Exception:  Most leases contain a six (6) months written notification clause.  If the Lessor fails to provide a 6-month notification to the agency in accordance with the terms of the lease, the agency may be eligible to renew the lease for an additional term at the same rate via a Change Order.   Further, the agency may continue to extend the lease for additional years via Change Order if the Lessor does not notify the agency of intent to terminate or change the lease within six months prior to the end of each extension term.

3.
Reference Rules:  OAC 580:60-1-6(k)
INSTRUCTIONS FOR PREPARATION OF FORM

1.
Four (4) typewritten copies must be prepared by the agency and submitted to the Lessor for original signatures on each copy.

2.
Each copy of the Renewal Agreement shall be signed by the agency director (or designated representative authorized by the Division of Capital Assets Management) and submitted to the State Leasing Office for approval and signature.

LESSOR:
Enter name of Lessor exactly as it appears on the current Lease Agreement or as indicated on the “Change of Lessor” form, if applicable.


LESSEE:

Enter name of the agency.


DATE:


Enter date Lease Renewal is prepared or will be effective.


REFERENCE:
DCAM PO #:
Enter the Division of Capital Assets Management Purchase Order Number of the most current contract that is being renewed.

Addendum:  If applicable, the date of each Addendum to the Lease Agreement should be referenced to ensure that any changes to the Lease are included as a part of the new Renewal Agreement.  Add additional spaces if there is more than one Addendum.


Date of 

Renewal:
Enter date Lease Renewal Agreement will be effective and date it will terminate.

Located at:
Enter street address, suite number and city exactly as it appears on the Lease Agreement or on an Addendum (indicated in REFERENCE).

Consisting of:
Enter number of square feet of leased space as it appears on the Lease Agreement or on an Addendum (indicated in REFERENCE).

In the sum of:
Enter MONTHLY rental payment amount. Do NOT indicate the annual amount.

SIGNATURE LINES
LESSOR:  Lessor or company name on top line and Lessor’s signature or signature of legal authorized representative of Lessor on signature line to include person’s title.

LESSEE:  Name of agency and signature of agency director or designated representative authorized by the Division of Capital Assets Management, Real Estate and Leasing Services Office.


STATE OF


OKLAHOMA:
Signature of State Leasing Administrator.

LESSOR INFORMATION:

If the Lessor has legally delegated signature authority to an agent, BOTH sections of the “Lessor                              Information” must be completed accordingly and written documentation from the Lessor verifying the agent’s authority, must be attached to the Renewal Agreement.  This documentation must be provided annually.

REQUIRED DOCUMENTATION TO BE ATTACHED TO FORM (DCAM/LEASING - FORM 289-D)

1.
Verification of payment of current ad valorem taxes on the leased property.  This can be obtained by the agency directly from the applicable County Treasurer’s office or the agency may require the property owner to provide it.

2.
Current Certificate of Insurance.  The Certificate Holder must be: State of Oklahoma, Division of Capital Assets Management, Real Estate and Leasing Services Office, 2401 N. Lincoln, Oklahoma City, OK, 73105.  The Certificate of Insurance can be obtained by the agency directly from the insurance company or the agency may require the vendor to provide it.  Refer to the current Certificate of Insurance for the company’s contact name and phone number.

3.  
Appropriate Funding Document:
Purchase Order if using Lease Renewal Agreement.

REQUIRED DOCUMENTATION WHEN RENEWING A LEASE, WHICH DOES NOT REQUIRE

 A RENEWAL LEASE AGREEMENT

1.
Change Order to the Purchase Order to set up funding for the new 12-month term of the lease.

2.
Verification of payment of current ad valorem taxes on the leased property.  This can be obtained by the agency directly from the applicable County Treasurer’s office or the agency may require the property owner to provide it.

3.
Current Certificate of Insurance.  The Certificate Holder should be: State of Oklahoma, Division of Capital Assets Management, Real Estate and Leasing Services Office, 2401 N. Lincoln, Suite 106, Oklahoma City, OK, 73105. The Certificate of Insurance can be obtained by the agency directly from the insurance company or the agency may require the vendor to provide it.  Refer to the current Certificate of Insurance for the company’s contact name and phone number.

The Renewal Agreement or Purchase Order with the Change Order and related information/documentation must be submitted directly to the State Leasing Administrator for authorization and action.
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