Date

Re:
Request for Proposal – __________________
Dear ______:

On behalf of the State of Indiana, _________________ (“Tenant”), I am requesting a proposal for the property located at __________________.

In order to effectively evaluate your facility, I would appreciate your response to _________________ no later than ___________________.  Please address the following items in your proposal.

	1. Building:
	Please identify building name and address.



	2. Landlord:
	Please identify and describe.



	3. Tenant:
	

	4. Premises:
	Please confirm



	5. Size:
	Approximately _______ square feet (please confirm)



	6. Commencement Date:
	

	7. Lease Term:
	Please propose on a four (4) year term.



	8. Rental Rate:
	Please specify the full service rental rate.



	9. Operating Expenses & Real Estate Taxes:
	Tenant shall be responsible for its pro rata share of operating expenses and real estate taxes, but shall not pay in excess of 5% of the Landlord’s share annually.



	10. Tenant Improvements:
	Tenant desires a turnkey lease and would expect reasonable modifications and improvements, mutually agreeable to Landlord and Tenant and to be at the expense of the Landlord.



	11. Space Planning:
	Landlord, at its expense, shall provide space planning services to Tenant.



	12. Concessions:
	Please indicate any concessions the Landlord is offering to Tenant (i.e. free rent, moving allowance, etc.).



	13. Renewal Options:
	Tenant request______________.  Please specify the terms and conditions of said renewal.



	14. Communications:
	Please describe the specific communication capabilities available to the property, including DSL, fiber optics, cable, etc.



	15. Assignment / Subletting:
	Tenant shall have the right to assign or sublet all or a portion of the space with Landlord’s prior written approval, which shall not be unreasonably withheld, conditioned, or delayed.



	
	

	16. Hazardous Waste:
	Please disclose any and all information regarding environmental matters affecting the property, including soil conditions, the presence and location of asbestos, PCB transformers, other toxic, hazardous, or contaminated substances, and underground storage tanks in, on, or about the property.



	17. ADA:
	Please confirm that the Property is in compliance with the Americans with Disabilities Act (“ADA”), a Federal law codified at 42 USC Section 12101 et seq.  Among other requirements of the ADA that could apply to your property, Title III of the ADA requires owners and tenants of “public accommodations” to remove barriers to access by disabled persons and to provide auxiliary aids and services for hearing-, vision-, or speech-impaired persons by January 26, 1992.  The regulations under Title III of the ADA are codified at 28 CFR Part 36.  We recommend that you and your attorney review the ADA regulations.



	
	

	18. Non-Binding Provision:
	Please understand that all proposals and drafts are subject to management approval, document review, and execution and delivery of final documents by all parties.  Neither party shall have any legal obligation in connection herewith and either party may terminate further negotiations with or without cause.  Accordingly, please do not take an action or refrain from taking any action in reliance on this proposal or any oral statements made in connection herewith.



	
	


Thank you for your interest in ___________________.  As time is of the essence, we recommend an aggressive position in your response as we will move quickly in finalizing our selection.

Sincerely,

Cc:

3

