[image: image1.png]



IMPROVEMENTS UNDER $5,000


Key Concepts:

· The Agency is the primary negotiating party for all real estate improvements in this category.  
· The recommended lead time for real estate improvements in this category is dependent upon the needs of the state agency, complexity of the real estate improvement(s), local market conditions, and/or other factors.

· Refer to the chart on page 3 for the Recommended Timeframe for Leased Property Improvements.

· The Agency may request the services of the DofA/OFPM as a consultant or as a co-negotiator.

· “Improvements” are defined as any alteration or modification of the leased space which could be considered as a fixture (permanently attached to the real property) and not considered as personal property.  Some common examples include carpet/floor covering, window coverings, paint/wall paper, wall reconfigurations, doors and mechanical operators/locking mechanisms, etc.  Please contact DofA/OFPM or your agency’s legal counsel with questions regarding improvements to leased property. 
· Even though the State of Kansas may desire the requested improvements and is willing to pay for these improvements (reimbursement to the landlord), the Landlord needs to make all arrangements for the actual work.  For liability reasons, employees and/or contractors of the State of Kansas should not perform any work related to such improvements. 

Procedures:
Submit the following to the DofA/OFPM Deputy Director for approval:

1. Copy of the cost estimate(s) and a letter or email explaining the proposed improvement(s).
2. Occupancy Expense Worksheet – The improvement costs need to be included on the agency annual submission (1 copy).  Located at: http://admin.ks.gov/docs/default-source/ofpm/real-estate-leasing/occupancy2.pdf?sfvrsn=2
3. The ADA Checklist - (if applicable).  

Located at: https://admin.ks.gov/docs/default-source/ofpm/real-estate-leasing/adachecklist.pdf?sfvrsn=2

IMPROVEMENTS OVER $5,000


Key Concepts:

· The Agency is the primary negotiating party for all real estate improvements in this category.

· A Lease Amendment is required for all real estate improvements in this category.  The Amendment is not valid without the approval of the Secretary of Administration or designee and the payment for improvements will not be approved by the DofA/Office of Chief Financial Officer. May require approval by the Joint Committee on State Building Construction.
· The recommended lead time for real estate improvements in this category is dependent upon the needs of the state agency, complexity of the real estate improvement(s), local market conditions, and/or other factors. 

· Refer to the chart on page 3 for the Recommended Timeframe for Leased Property Improvements.

· The Agency may request the services of the DofA/OFPM as a consultant or as a co-negotiator.

· “Improvements” are defined as any alteration or modification of the leased space which could be considered as a fixture (permanently attached to the real property) and not considered as personal property.  Some common examples include carpet/floor covering, window coverings, paint/wall paper, wall reconfigurations, doors and mechanical operators/locking mechanisms, etc.  Please contact DofA/OFPM or your agency’s legal counsel with questions regarding improvements to leased property. 
· Even though the State of Kansas may desire the requested improvements and is willing to pay for these improvements (reimbursement to the landlord), the Landlord needs to make all arrangements for the actual work.  For liability reasons, employees and/or contractors of the State of Kansas should not perform any work related to such improvements. 
Procedures:

Submit the following to the DofA/OFPM Deputy Director for approval:
1. Copy of the cost estimate and a letter or email explaining the proposed improvement(s).

2. Amendment to the DA-46 Real Estate Lease Agreement. This should be sent for review before     signatures are obtained.  Located at: http://www.da.ks.gov/fm/dfm/services/leasing.htm.
3. Occupancy Expense Worksheet - The improvement costs need to be included on the agency annual submission (1 copy).  Located at: http://admin.ks.gov/docs/default-source/ofpm/real-estate-leasing/occupancy2.pdf?sfvrsn=2

4.
The ADA Checklist (if applicable).



Located at: https://admin.ks.gov/docs/default-source/ofpm/real-estate-leasing/adachecklist.pdf?sfvrsn=2

Recommended Timeframe for 


Leased Property Improvements





Guidelines:


1.  Leased property should NOT need improvements within the first 20% of the lease term.


2.  Leased property should NOT be improved within the final 20% of the lease term.


3.  The cost of improvements should NOT be greater than the residual value of the remaining lease   commitment.


4.  Consideration needs to be given to the percentage of time remaining on the lease commitment as well as a new lease.
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