Tower/Land Lease Agreement Checklist

This Checklist applies to the procurement of Lease Agreements for Towers and/or Land. When a Lease is required, the documents and information requested in this checklist must be completed and attached to the Requisition submitted in CAPPS.
Checklist Items

1. What is the location (Physical Address) of the Tower/Land?

	

	Address

	
	
	

	City, State, Zip
	
	County


2. Who owns the Tower?

 FORMCHECKBOX 
 TXDPS

 FORMCHECKBOX 
 Other: _______________________________________________________________
3. Who owns the Land?

 FORMCHECKBOX 
 TXDPS

 FORMCHECKBOX 
 Other: _______________________________________________________________

4. Provide the Contractor Information

	

	Contractor’s Legal Name

	

	Contractor’s Address

	
	
	

	City, State, Zip
	
	Phone Number

	

	Email Address


5. Provide a description of the Tower/Land:

	Latitude:
	

	Longitude:
	

	Legal property bounds:
	


6. Is this a new or existing lease?

 FORMCHECKBOX 
 New – if new, when should the lease begin? ________________


 FORMCHECKBOX 
 Existing – if existing, when did the initial lease begin? ________________
Expire? ______________

7. If expired, is TXDPS still making payments?  FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No   If yes, how: ______________________________

8. Has TXDPS been on the property without a written agreement?  If so, when did the occupancy begin?  ________________________________________________

9. Have there been any problems with this lease or the contractor? ______________________________________

10. Who will provide electricity?

 FORMCHECKBOX 
 TXDPS

 FORMCHECKBOX 
 Other: _______________________________________________________________

11. Has Facilities reviewed and approved the location? 
 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No
If No, submit the request to Facilities for their review and approval.
12. Has the property deed been included?   
 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No
If No, request a deed from the Lessor and attach to the requisition.
13. Is an egress/ingress agreement required?
 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No
If Yes, attach the agreement to the requisition.
14. Has the land or tower been donated?
 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No
If Yes, attach documentation supporting the donation to the requisition.
15. Are there other agreements associated with this lease?

 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No
If Yes, list all associated agreements below.
___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

16. What is the amount to be paid? $______________________

17. How frequently will payment be made?
 FORMCHECKBOX 
 Monthly

 FORMCHECKBOX 
 Quarterly
 FORMCHECKBOX 
 Yearly
 FORMCHECKBOX 
 Other: ___________________________________

18. Is this lease Proprietary (Sole Source: The leased space is only available from one vendor.  There is no other vendor that can meet TXDPS and Texas state law requirements for lease of space by a state agency)?  This section is not required if the lease is with a governmental entity.
 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No
If Yes, submit a Decision Memorandum and attach to the requisition. 
If No, provide a list of potential lessors to the requisition.  Please include business name, contact name, address, address, email address and phone number.

19. Is the standard lease term of: Cannot exceed 9 years (Initial Term 5 yrs. with two - 2 yr. renewals) acceptable?
 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No
If no, please indicate the number of years and number of renewals requested (cannot exceed standard lease terms.)
Initial Term (in years) ________________  (cannot exceed 5 years)
Renewal Terms (in years) _____________ (cannot exceed 4 years)
20. Has verification of insurance been provided by Lessor?  This section is not required if the lease is with a governmental entity. 
 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No
If No, obtain from the Lessor and attach to the requisition.
21. Has Exhibit A been filled out? 
 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No
If No, complete Exhibit A and attach to the requisition.
Attachments

The following documents must be attached to the Requisition and submitted to Procurement and Contract Services.

	 FORMCHECKBOX 
 Tower Lease Agreement Checklist
	 FORMCHECKBOX 
 Donation of Tower/Land Agreement

	 FORMCHECKBOX 
 Property Deed  (Exhibit B)
	 FORMCHECKBOX 
 Other Agreements associated with lease

	 FORMCHECKBOX 
 Previous/existing lease document
	 FORMCHECKBOX 
 Contractor’s Proof of Insurance

	 FORMCHECKBOX 
 Egress/Ingress Agreement
	 FORMCHECKBOX 
 Exhibit A
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