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LEASE DATA ENTRY FORM

1.  Action Type (Mandatory):
 FORMCHECKBOX 
 Add
     FORMCHECKBOX 
 Change
  FORMCHECKBOX 
 Delete

LEASE

2.  Managing Agency Number (Mandatory):  __ __ __ __ __

3.  Lease Number:  __ __ __ __ __ __ __ __
4.  Lease Type Code:  __

5.  Real Property Number:  __ __ __ __ __ __ __ __ 
6.  Lessor/Lessee Agency Number:  __ __ __ __ __

7.  Lessee Customer Account Number / Division Number:  __ __ __ __ __

8.  Agency Lease Number:  _______________________________________________ (25 Char)
9.  Rent Without CPI:  __ __ __ __ __ __ __ __ __ __ __ . __ __

10.  Current Monthly Rent:  __ __ __ __ __ __ __ __ __ __ __  . __ __

11.  Payments Per Year:  __ __

12.  CPI Base Month/Year:  __ __ / __ __ __ __

13.  CPI Dollar Multiplier:  __ __ __ __ __ __ __ __ __ __ __ . __ __

14.  CPI Table Code:  __ __
15.  Lessor Federal Tax ID Number:  __ __ __ __ __ __ __ __ __

16.  Master Lease Flag:  __
17.  New Lease Flag:  __          18.  New Lease Date:  __ / __ / __ __ __ __ (MM/DD/YYYY)
19.  Lease Comments: ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

LEASE TRANSACTION HISTORY

20.  Document Type:  __ __ __ __
21.  Amendment Number:  __ __

22.  Entered Into / Written Date:  __ __ / __ __ / __ __ __ __ (MM/DD/YYYY)

23.  Commencement / Beginning Date:  __ __ / __ __ / __ __ __ __ (MM/DD/YYYY)

24.  Firm / Cancellation Date:  __ __ / __ __ / __ __ __ __ (MM/DD/YYYY)
25.  Prior Notice Days:  __ __
26.  Ending / Expiration Date:  __ __ / __ __ / __ __ __ __ (MM/DD/YYYY)
27.  Occupancy / Effective Date:  __ __ / __ __ / __ __ __ __ (MM/DD/YYYY)

28.  Document Project Number:  ____________________________
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CONTACT

29.  Contact Number:  __ __ __ __ __ __ __

30.  Contact Name 1:  _________________________________________________ (40 Char)
31.  Contact Name 2:  _________________________________________________ (40 Char)
32.  Address Number:  __ __ __ __ __ __ __ __    33.  Address Street:  __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __

34.  Address 2:  ______________________________________________________ (30 Char)
35.  City Code:  __ __ __ __
 36.  County Code:  __ __
37.  State Code:  __ __
38.  Zip Code:  __ __ __ __ __ - __ __ __ __
39.  Country Code:  __ __
40.  Phone Number:  (__ __)(__ __ __) __ __ __ - __ __ __ __
41.  Phone Number 2:  (__ __)(__ __ __) __ __ __ - __ __ __ __

42.  Fax Phone Number:  (__ __)(__ __ __) __ __ __ - __ __ __ __

43.  E-Mail Address:  ________________________________________________________________________ (100 Char)
44.  Contact Comments:  _____________________________________________________________________ (60 Char)
LEASE CONTACT

An individual lease will have multiple lease contacts.

45.  Contact Code:  __ __
46.  Contact Number:  __ __ __ __ __ __ __

45.  Contact Code:  __ __
46.  Contact Number:  __ __ __ __ __ __ __

45.  Contact Code:  __ __
46.  Contact Number:  __ __ __ __ __ __ __

45.  Contact Code:  __ __
46.  Contact Number:  __ __ __ __ __ __ __
LEASE CHARACTERISTICS

An individual lease may have multiple lease characteristics.

47.  Lease Characteristic Code:  __ __ __ __
48.  Effective Date:  __ __ / __ __ / __ __ __ __ (MM/DD/YYYY)
49.  Notification Date:  __ __ / __ __ / __ __ __ __ (MM/DD/YYYY)
50.  Number of Days Prior Notice:  __ __ __

51.  Dollar Obligation:  __ __ __ __ __ __ __ __ __ __ __ __ . __ __

52.  Lease Characteristics Comments:  _________________________________________________________________ _________________________________________________________________________________________________

47.  Lease Characteristic Code:  __ __ __ __
48.  Effective Date:  __ __ / __ __ / __ __ __ __ (MM/DD/YYYY)
49.  Notification Date:  __ __ / __ __ / __ __ __ __ (MM/DD/YYYY)
50.  Number of Days Prior Notice:  __ __ __

51.  Dollar Obligation:  __ __ __ __ __ __ __ __ __ __ __ __ . __ __

52.  Lease Characteristics Comments:  _________________________________________________________________ _________________________________________________________________________________________________

