| KEY: |

DFM arranges site visits to
preferred locations with
requesting agency, meetings with

prospective landlords, etc.

DFM prepares list of available
leased space and cost analysis and
shares it with requesting agency
and agency’s budget analyst at
OMB

OMB submits plans at monthly
AAB meeting

OMB / DFM

OMB confirms positions and OMB prepares Space Needs
available funding with Budget Analysis and shares with
Development office requesting agency

DFM negotiates lease terms with
landlord, prepares lease agreement
(which includes renovations/fit out)

and obtains all signatures

AAB reviews space plan
and makes recommendations

Approved?

OMB monitors
work in progress
through
completion




	Request for Leased Space v5 06 09 2016.vsdx
	Page-1


