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SAMPLE BROKERAGE EXEMPTION LETTER
[Date] 

State Buildings and Real Estate Programs 

Ms Donna Barr, Real Estate Asset Manager 

1525 Sherman St. Suite 250 Denver, CO 80203 

Re: Request to Waive Tenant/Broker Contract for Upcoming Lease

Dear Ms Barr:

I am writing to request a waiver of the Tenant/Broker Contract for an upcoming lease in Pueblo. Currently, the Colorado Department of Labor and Employment Division of Employment and Training have two leases in Pueblo: one for our Employment Services workforce center (sublease from Pueblo County) and one for our Rural Region workforce center. Both of these leases expire on August 31, 2000.

On September l, 2000, we will be consolidating our Pueblo workforce region into one office, and as a result of our discussions with Pueblo County officials, we are considering doing a sublease from Pueblo County, as we are currently, for an amenable location at 201 Lamkin St., Pueblo.

Because we have already begun some negotiations with Pueblo County and because this lease would be intergovernmental, it would be more efficient for our contract coordinator to draft the lease rather than to begin involving the real estate broker. We would like to receive your approval to waive the Tenant/Broker contract by May l, 2000, so that we can meet the time constraints and deadlines for drafting and routing this lease.

Please contact Chrystalynn, Contract Coordinator, at (303) 620-4217 for any other details or information you may need to process this request.

J Dwight Steele

Director, Employment and Training Programs

Cc: John Martinez, Director of the Pueblo Workforce Region 

SAMPLE SPACE JUSTIFICATION LETTER

[Date] 

Ms Donna Barr, Real Estate Asset Manager 

1525 Sherman Street #250 

Denver, CO 80203

Re: Space Justification for Lease #00-0278, Pueblo Workforce Center, 701 Court Street, Pueblo

Dear Ms Barr:

This letter provides further documentation as to the space efficiency standards related to the above referenced lease. It is my understanding that:

1. The Real Estate Programs ("REP"), who is responsible for approving all State leases, has established a space efficiency goal of 204 rentable square feet (or less) per person occupying the space as their primary office in government. The acceptable efficiency guideline set by REP is 232 rentable square feet (or less) per person. Anything over 232 rentable square feet per person but under 291 rentable square feet per person requires approval by the Division Director of the unit occupying the space. Anything over 291 rentable square feet per person (which is the private sector average as reported by the Building Owners and Managers Association ("BOMA") requires approval by the Executive Director of the Department occupying the premises.

2. 
The lease at 701 Court Street, Pueblo has a current space efficiency allocation of 588.30 rentable square feet per person (based on the current 17 State employees that will immediately occupy the space). 

3. 
The amount of space to be leased at 701 Court Street, Pueblo exceeds the private sector average by 102%

4. 
Real Estate Programs may report statistical information concerning space use efficiency to the Joint Budget Committee and/or the Capital Development Committee. 

5. 
Notwithstanding the foregoing, the Executive Director is approving the lease at 701 Court Street, Pueblo for the reasons listed in item six (6) below. 

6. 
The Pueblo Workforce Center has maintained a lease at 701 Court Street since December 1, 1997. This location allows the Colorado Department of Labor and Employment to provide services to a high volume of customers (approximately 15,000 persons served annually). The current location includes office space, a reception/customer service area and four conference rooms, all utilized by seventeen State staff of five State agencies to provide services required of the one-stop delivery system of employment and training programs. This kind of space is not readily available in the area on such short notice for such short leasing period and without extensive remodeling costs. At the end of this six-month lease, the Pueblo workforce region will be consolidating its one-stop delivery system offices into a new workforce center, which will allow for a new reallocation of leasing costs and an improvement in the space efficiency of this location.

Hopefully, this provides the explanation you need to complete this lease agreement.

Respectfully,

[signed Vickie L. Armstrong Executive Director CDLE]

[signed Robert D. Hale, Director employment and Training Division]

[Higher Education Institutions should check with CCHE to make sure they are using the most current version of the CCHE Leasing Policy and to obtain the Lease Report Form, Analysis of Space Needs and Comparative Analysis forms for completion and transmission electronically.]

A COPY OF THE CCHE APPROVED FORM MUST ACCOMPANY LEASES SENT TO REAL ESTATE PROGRAMS FOR REVIEW AND APPROVAL.

CCHE Leasing Policy

5.00 Planning for Leases of Space for any Purpose 

Any acquisition or utilization of real property by a state-supported institution of higher education, which is conditional upon or requires expenditures of state-controlled funds or federal funds shall be subject to the approval of the Commission, whether acquisition is by lease, lease-purchase, purchase, gift or otherwise. C.R.S. 23-1-106(8).

5.01 Reporting Requirements for Leases 

Electronic reports on leases shall be due to CCHE on the following dates: 

· December 15 -should include all leases to be executed January 1 for the next calendar year through June 1. 

· May 15- should include all leases to be executed June 1 or for the remainder of  the year.

The reports on leases should include the following information: 

· Name of institution 

· If each  lease is new or is a lease renewal

· Names of lessors for each lease

· Square footage of each lease 

· Purpose of each lease using national center for education statistics (NCES) code 

· 100 ( classrooms ) 

· 200 (labs) 

· 300 (office) .400 (study) 

· 500 (special use) 

· 600 (general use)  

· 700 (support)

· 800 (health ) 

· 900 (residential)

· 000 (unclassified)

· 999 (nonassigned) 

· Program or function for each lease proposed (i.e., provide improved classroom and support space for master's program in business administration in downtown Denver)

· Term of each lease (from what date to what date)

· Address of each leased property

· Annual cost of each lease

· Cost per square foot of each lease

· Source of funding for lease ("cash funded" must be described)

· Special requirements for each lease, if any

5.02 Requirements for different categories of leases

The dollar amount of each lease determines the requirements for CCHE review and approval. The categories and their requirements are:

· Leases of less than $75,000 a year.

For leases of less than $75,000 annually, the institution would report in the appropriate biannual reporting period as established in Part E, 5.01 to CCHE via an electronic filing on a form to be posted on the CCHE web site. Institutions will complete the form and submit it electronically. Staff will review the information submitted for the waiver request and electronically transmit the waiver approval or denial to the institution. This does not take the place of review of the actual executed leases by the state buildings division. Once CCHE approves such leases, they must be included in the appropriate biannual lease report.

· Leases of more than $75,000 annually.

Leases of more than $75,000 during the lease period will need to be submitted to CCHE as electronic program plans following the requirements outlined in sections 3.00 and 4.00 of this policy. 

For leases greater than $75,000 annually, the following additional electronic information also will be required on the electronic filing:

· A summary and justification of the lease proposal;

· A brief explanation about why the function or program cannot be housed in existing state-owned or institution space;

· A brief analysis of space needs done in table form;

· A comparative analysis of other possible leased spaces that meet the space requirements located within the targeted area;

· Annual lease and operating costs under the proposed lease term; and

· Time by which the lease needs to be executed.

These leases may not be executed by the institution until approval is received from the executive director or his designee. Once CCHE approves them, the institutions must include them in the appropriate biannual report to be filed electronically.

Latest policy revisions 10/5/2000] 

1
Appendix  Page 7 of 7

