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Leasing Workflow 
Develop Space Requirements 

 
Develop Acquisition Plan 

 

Does requested space exceed 10,000 
Square Feet? 

 No 

Yes 

Advertise request for leased 
space 

 

Present advertisement to  the 
Advisory Council on Historic 

Preservation 
 

Create advertisement for leased 
space 

 

Solicitation for Offers 
 

Negotiate Based on Solicitation 
 

Evaluate Offers 
 

Complete Negotiations 
 

Amend Solicitation or Issue new 
Solicitation for Offers 

 

Or 

Award Lease 
 

Conduct Market Survey 
•Identify potential locations 
•Perform inspections of potential space 
•Record market survey results 
 

Notify GSA to request delegation approval 
Visit https://exportal.pbs.gov or email 

delegationrequest@gsa.gov 
 

Space is “general office” less than 19,999 rentable square 
feet or “special space” greater than 2,500SF 

 

GSA will proceed with 
procurement 

 

USDA has delegated 
authority to conduct 

procurement 
 

Or Or 

Space is “general office” greater than 
19,999 square feet 

 

“Special space” less than 2,500  rentable square 
feet or “categorical space” of any size 

 

Determine Apparent Successful Offeror 
 

Ensure Funding 
 

Perform Appropriate Capital Lease Analysis 
 

https://exportal.pbs.gov/
http://www.gsa.gov/Portal/gsa/ep/channelView.do?pageTypeId=17113&channelId=-24559&specialContentType=FMR&file=FMR/Part102-_73.html
http://www.gsa.gov/Portal/gsa/ep/channelView.do?pageTypeId=17113&channelId=-24559&specialContentType=FMR&file=FMR/Part102-_73.html
http://www.gsa.gov/Portal/gsa/ep/channelView.do?pageTypeId=17113&channelId=-24559&specialContentType=FMR&file=FMR/Part102-_73.html
http://www.gsa.gov/Portal/gsa/ep/channelView.do?pageTypeId=17113&channelId=-24559&specialContentType=FMR&file=FMR/Part102-_73.html
http://www.gsa.gov/Portal/gsa/ep/channelView.do?pageTypeId=17113&channelId=-24559&specialContentType=FMR&file=FMR/Part102-_73.html
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