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{Date}

{Name

Address

City, St, Zip}



RE:
{Name of company represented}
Request for Proposal  







Dear 

:

On behalf of 



 (“Tenant”), I would like to make you aware of our interest in a possible tenancy in your building.

So that we may give your building full consideration, please prepare a lease proposal that incorporates the following business points:

Building / Address:









Ownership:
Please identify the names and nature of all entities which own the building.

Area and Premises:
Approximately   #
 RSF of office space. 

Lease Commencement:

{Date}










Lease Term:




Please propose a 
 (
) year term.

Rental Rate / Concessions:


Please provide an aggressive, market sensitive rate with corresponding concessions on a 

 (
) year term.  Please indicate the precise structure of the rental rate (net, gross or full service) and all costs and services included or not included in the rent.

Operating Expense

Pass-Throughs: 



Please provide documentation to support the building’s per square foot operating expenses, and describe how, if any of the expenses are paid by the Tenant. Increases in Additional Rent shall be capped at 
% over the previous year’s amount.  Additional Rent shall not include capital expenditures (except to the extent same reduce operating expenses), penalties and similar charges, legal accounting fees and expenses which are not related to providing services to the Tenant as defined in the lease document.





Tenant shall not be responsible for paying Additional Tax charges due to the sale of the building or the loss or expiration of any tax incentives obtained by the Landlord.


Op. Exp. & R.E. Taxes:


Operating expenses shall be subject to an annual cap equivalent to the Consumer Price Index.  Any operating cost shall reflect no less than 95% building occupancy.  Tenant shall have an ongoing right to audit the operating expenses including the base year at any point in the lease for any previous or current lease period.








Tenant shall pay taxes as if building were taxed as 100% completed and fully taxed building in 

.  
Any increase in taxes shall be capped annually at 
%
of the previous year’s increase.  Tenant shall not be responsible for any increase in taxes due to a sale or financing of the building.

Tenant Improvements:


Please state the amount of Tenant Improvement Allowance available to Tenant.  If the costs of Tenant’s improvements are above the Landlord’s Allowance, then Tenant shall have the right to amortize additional amounts over the term of the lease.  If the costs of Tenant’s improvements are below the Landlord’s Allowance, then Landlord shall credit that portion back towards Tenant’s rental payments on a dollar-for-dollar basis.








Landlord shall demise the reduced space at Landlord’s cost and expense.

Renewal Option:



Please provide 
, 
 (
) year renewal options at 
% of the then prevailing market rate.  At the exercise of the option, the space will be repainted and re-carpeted at Landlord’s expense.
Assignment and Subletting:


Any consent required for assignment or subletting shall not be unreasonably withheld, delayed nor conditioned by Landlord.  Any approved assignment or subletting shall release Tenant from the underlying obligation.  Landlord will have no recapture rights and Tenant will be allowed to retain any and all profits.  Tenant shall have the right to sublet or assign to a parent, subsidiary, or affiliate without Landlord consent.

Signage / Identification:


Please indicate the type of signage standard for tenants within the building.

ADA Compliance:



Please state the condition of the building as it relates to all current ADA Code Requirements.  Any and all costs or expenses associated with code compliance will be the responsibility of the Landlord and shall not be passed on to the Tenant during the lease term or any extensions thereof.

Hazardous Materials:



Landlord warrants the building is free of hazardous materials and will be responsible for all costs associated with the removal of hazardous materials, if any are present.

HVAC:





Please describe the type of system and provide seasonal temperature ranges for heating, cooling, and humidity.  Please define the standard hours of operation and stipulate any costs associated with after hours utilization.

Brokerage Fees:


Pursuant to a separate agreement between Property One and Landlord, Property One shall receive one full commission of 
 (
%) percent of the aggregate rental for the entire lease term, payable upon execution of a Lease Agreement by and between Tenant and Landlord.

Maintenance & Janitorial:


Please describe janitorial and maintenance services provided by the building.

Access / Hours of Operation:


Tenant’s employees will need access to the premises 24 hours per day, seven days per week.  Please indicate building standard security measures for after hours access.

Non-Disturbance Agreement:

Landlord will provide Tenant with a non-disturbance agreement, reasonably acceptable to Tenant, from any lender or mortgagee of the building prior to lease execution.

Security Deposit / Pre-Paid:


No security deposit or pre-paid rent will be required of Tenant.

Parking:




Tenant requires approximately 
 parking spaces per 
 RSF for the initial premises throughout the lease term and any extensions and expansions at no charge.  Additional parking as related to expansion rights shall be required at a similar ratio.

Expansion:




Tenant shall have an ongoing right to lease any available, contiguous space, on the same terms and conditions, during the term of the lease and any extensions or renewals thereof. 

Tenant shall also have a Right of First Refusal, on the same terms and conditions offered to a bona fide third party prospect, on available space within the building.  

Capital Improvements:
Please specifically address all planned capital improvement projects and indicate how they would benefit tenancy in the building.

Option to Terminate:
After the 
 year of the lease, or 

 year of a renewal, Tenant shall have the right to terminate the remaining 
 years.

Each of the aforementioned issues should be addressed thoroughly in your proposal.  Any items of consequence that were overlooked in this request that would further distinguish your building from the competition should be included with the proposal.

Please direct your lease proposal to me at the address given below.  Please respond by 5:00 p.m., {Day of week, date}.
This request for proposal is a request only and is not intended to legally bind either party.  Thank you for your interest in leasing space to {Name of Tenant Represented}.
Sincerely,

PROPERTY ONE, INC.

Agent Name
Title 

Mailing Address
City, State Zip

Phone Number

Email Address

CC:

