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[Date]

[Partner Contact Name]
[Partner Organization Name]
[Partner Street Address]
[Partner City, State, Zip]

Subject:  Leasing or Subleasing for One-Stop Career Centers to Employment Development Department

Dear [Partner]:

Employment Develop Department (EDD) has contacted the Department of General Service (DGS) requesting that we contact you to discuss the requirements for leasing or subleasing space to the State.  Per code Government Code 14669, the director of DGS has the authority to enter into leases or subleases for State agencies.  Mary Kuyper and I will be working on this project with you.  Mary is a seasoned space planner and she will be developing the floor plan, the specifications, and explaining the requirements for the space.  I am the real estate officer and I will be discussing with you the terms and agreement for the space.  With over 1,800 active leases and 20 million square feet of leased space throughout the State of California, DGS has a proven track record in delivering quality space that meets all State leasing standards. 

Further, DGS understands the Workforce Investment Act objective and that your organization and the EDD Choose an item. at 123 Main, Street, Burbank, California.  These One-Stop Career Centers benefit the community by providing a full range of assistance to job seekers under one roof.  These types of centers offer training referrals, career counseling, job listings, and similar employment-related services.  We appreciate your organization Choose an item. with the State to service the residents of California. 
	
Choose an item..  This means that during this transaction the State must ensure that the property meets certain criteria.

While a glance at these criteria may seem daunting at first, a closer look reveals that a number of requirements are already in substantial compliance.  In fact, your organization has probably already done many of the things required to lease or sublease your property to the State.  By taking a few more steps in that direction, we Choose an item.collocate with your organization.

This letter summarizes the requirements for leasing or subleasing property to the State.  You can also view or download the most important forms and documents on the internet by using the web page addresses provided below.  The information on the web page focuses on leasing privately owned property to the State whereas this letter focuses on subleasing space to EDD for the purpose of One-Stop Career Centers.

http://www.dgs.ca.gov/resd/Programs/LeasingandPlanning/NewLease/LeaseRequirements.aspx





[bookmark: _GoBack]We look forward to Choose an item. relationship and meeting the objectives of the Workforce Investment Act.  Please let us know if you have any questions about the requirements for leasing or subleasing property to the State of California.  


[name]
Real Estate Officer
(916) [phone number]

[name]
Space Planner
(916) [phone number] 

Partner Requirements

As-Built Plans
Partner must provide accurate electronic (CAD) drawings depicting the “as-built” condition of the space considered for subleasing, including common areas and paths of travel necessary for State tenancy.  Partner will be responsible for any rework, design changes or change orders caused by inaccuracies in plans or discrepancies between plans and physical premises. 

Standard Sublease
All subleases are executed with the State’s Standard sublease or lease and Exhibits A, B and C.

http://www.documents.dgs.ca.gov/RESD/RELPS/leaserequirements/StandardLease.pdf
http://www.documents.dgs.ca.gov/resd/RELPS/leaserequirements/standardsublease.pdf

Exhibit A
Exhibit A is a CAD drawing of the floor plan, along with project notes of work to be completed.

Exhibit B
Exhibit B is a document that outlines performance specifications for new construction, alterations, and existing construction.

http://www.documents.dgs.ca.gov/RESD/RELPS/leaserequirements/ExhibitB.pdf

Note:  Unlike most private sector tenants who lease space on a rentable area basis that includes a load factor for common areas, leased space as defined in Exhibit B, Division 1.3 (K) is based on a modified version of the BOMA definition of Usable Area that excludes all rest rooms, utility rooms and common area.

Exhibit C
Exhibit C is a list of requirements for compliance with the State Fire Marshal, California Building Code (CBC), and Americans with Disabilities Act (ADA).

	http://www.documents.dgs.ca.gov/RESD/RELPS/leaserequirements/ExhibitC.pdf

Americans with Disabilities Act (ADA) Compliance and California Building Code (CBC)
As specified in Exhibit C, all leased space including path of travel from/to public transportation and public rights-of-way, parking and restroom areas shall meet ADA and California Building Code (CBC) requirements.  Note that partners are required to provide an Accessibility Survey as described in Exhibit C, Division 3.  The survey must be completed using the approved checklist in one of two formats:

Accessibility Survey Checklist (Word)       or      Accessibility Survey Checklist (PDF)

The Survey can be performed by any architect licensed by the State of California or either of the following:

Certified Access Specialist (CASp)	
ICC Accessibility Inspector or Plans Examiner on the International Code Council (ICC) website. (Enter "CA" as the state and be sure to select "Accessibility Inspector/Plans Examiner" in the "Type" drop box) 

To complete the ADA compliant requirement the Form G must be signed by the Architect on the project and submitted to DGS prior to occupancy and beginning the rent.  (Found in our Exhibit C)

Asbestos
Buildings constructed before 1979 must be certified in writing to be free from hazards from Asbestos Containing Material (ACM). The certification must be provided by an industrial hygienist certified by the American Board of Industrial Hygiene (ABIH) or an Environmental Protection Agency (EPA) Asbestos Hazard Emergency Response Act (AHERA) Certified Inspector. 

If the building was constructed subsequent to 1979, a photocopy of the Occupancy Certificate issued by the city or county building department is all that is required prior to the execution of the lease.

Information about Asbestos from the Dept. of Industrial Relations 
Information about proper handling and removal of asbestos containing material 

Lead
Buildings built before 1980 must be certified as free of hazard from Lead Containing Materials (LCM).  Paint chip samples must be collected by California Department of Health Services (DHS) Lead Certified Project Designer for laboratory analysis to determine lead content.

See California Childhood Lead Poisoning Prevention
http://www.dhs.ca.gov/childlead/ or contact 800-597-5323

Seismic Requirement
All facilities the State occupies must be evaluated for the ability to meet a seismic performance objective of substantial life safety. The State's Space Planner will complete an initial screening of the property. If required, the State may request a structural evaluation performed by an independent licensed structural engineer and the certification must be completed and signed.

Sub-Meters

The State requests Lessors to sub-meter the State leased space for both utilities and water, where economically feasible, in order to report energy use data into the US EPA Energy Star Portfolio Manager and water use to a database as designated by the Department of Water Resources.  The State also encourages partners to participate in utility sponsored energy conservation measures, using alternative financing.

Disabled Veterans Business Enterprise (DVBE) Participation Requirements
In recognition of the contribution disabled veterans have made to our country, this package provides program information and Lessor guidelines for the Disabled Veterans Business Enterprise (DVBE) Program. Lessors are encouraged to comply with the DVBE program whenever possible. 

Information about the DVBE Program 
Step-by-step guide to the DVBE program (PDF) 
DVBE Firm Database Search 
Complete listing of DVBE firms (PDF) 
Consulting firms that can help you meet the DVBE requirements 

Architectural Services
The State may request provision of architectural and design services by Lessor.  If agreed, Partner shall secure the services of a licensed Architect or Certified Interior Designer who shall prepare, after consultation with the State’s Space Planner, a scope of work statement subject to review and approval by the State.  A list of general requirements for the services will be provided subsequent to the request.

Payee Data Record (Std 204)
Data provided in this form is used by State agencies to make rental payments on leased space and to prepare 1099 Information Returns.
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