10.02 Leasing Procedures AMOP

Leasing Process

County Property
Requested To Be Leased

LEASE NEED
IDENTIFIED

A

ED Division determines if
request involves Central
Business, Parks, Airport or
DHHS Real Estate

Internal Request?

A

Third Party completes
Preliminary Questionnaire

County Requesting To
Lease Non-County
Property

Sponsoring Division
submits CFP Work
Initiation Request for
approval

Approved?

Sponsoring Division
responsible for budgeting
expenses and coordinating
move

Central Business or

Airport negotiates its Real
Estate in accordance with
grant assurances and
regulatory conditions

ED Division negotiates
directly for Central
Business and DHHS Real

Estate

Parks negotiates directly
for Parks and Real Estate
zoned Parkland

le—

ED Division
Retains and
Abstracts All
Leases

ED Division notifies CBO,
Responsible Division
and/or Third Party

No

Parks presents Action
Report, Fiscal Note, Yes

Resolution and Lease to

County Board

A 4

Preliminary Term Sheet
submitted to CFP
Committee

Recommended?

Recommended Term
Sheet presented to
County Executive

Approved?

Negotiated lease
submitted to Docusign

Partner with Corporate
Counsel to finalize lease






