
Agency Identifies Need
for Leased Space KEY:

Agency

OMB/DFM

Agency submits request 
to Director, Division of 
Facilities Management

Agency contacts Real 
Property Administrator at 

DFM for guidance

Agency completes 
Request for Leased Space

Form

Agency confirms 
positions and available 

funding with 
OMB/Budget, 

Development and 
Planning

DFM arranges site visits 
to preferred locations 

with requesting agency, 
meetings with 

prospective landlords, 
etc. 

DFM sends Space Needs 
Analysis form to 

requesting agency

DFM prepares list of 
available leased space and 

cost analysis and shares 
with requesting agency

Agency selects space

DFM negotiates lease 
terms with landlord, 

prepares lease 
agreement

(which includes 
renovations/fit out) and 

obtains all signatures

Agency works through 
DFM to finalize 

floor/space plans with 
landlord

Landlord submits space 
plan to Real Property 
Administrator for AAB 

evaluation

AAB reviews space plan 
and makes 

recommendations

DFM monitors work in 
progress through 

completion

Owner addresses AAB & 
DFM concerns/ 

recommendations

Agency coordinates move
Including installation of 

furniture,
equipment, telephones and

computers

Approved?

NoYes
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