UNITED STATES DEPARTMENT OF AGRICULTURE

Farm Service Agency Notice AS-2185

Washington, DC 20250

For: All Administrative Officers and RPLO’s

Real Property Leasing Officer (RPLO) Warrant Requirements

Approved by: Acting Deputy Administrator, Management

i € Ephirey

1 Overview

A

Background

On February 19, 2008, GSA made a number of changes to its Contracting Officers Warrant
Program (COWP). Among these was to correct errors on suggested warrant language and
the training requirements.

Purpose

This notice provides GSA and USDA policies on the minimum level of training and separate
experiences needed to be appointed as RPLO’s, as documented through the Real Property
Officer Warrant System.

Definitions

Head of the Real Property Leasing Activity (HRPLA) is the official or designee who has
overall responsibility for managing RPLO. This official:

e verifies the need for a warranted leasing officer
e requests that a person be warranted
e certifies the qualifications of that person to the Appointing Official.

Real Property Leasing Officer (RPLO) is an individual appointed according to DR 5100-2
with the authority to enter into, administer, amend, and/or terminate real property leasehold
contracts according to Federal acquisition and property laws and regulations.

Disposal Date Distribution

June 1, 2010 All Administrative Officers and RPLO’s

8-13-09
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Notice AS-2185

1 Overview (Continued)

C Definitions (Continued)

A warrant is a delegation which defines the extent of authority vested in an individual to
enter into, administer, amend, and terminate leasehold interests in real property; specifically,
the signatory authority of an individual to obligate funds and contractually commit the
Department. All delegations of leasing authority shall be conveyed to the individual on
SF-1402.

A certification is an evaluation concluding that a candidate for a warrant has the experience,
education, and training as well as the business acumen, judgment, character, reputation and
ethics to perform properly the duties of RPLO.

An Appointing Official is the official within RPLA who has been delegated authority by
OPPM to issue a warrant. The appointing authority will be issued on SF-1402 by the
Director, OPPM.

2 Certifying Candidates for a Warrant

A Issuing Warrant

8-13-09

If, after review of the certification of the candidate, the Appointing Official concurs with the
recommendation of HRPLA, the Appointing Official will issue the warrant. The Appointing
Official will determine the scope of authority and re-delegation of authority that will be
included in the warrant, consistent with the applicable requirements of FMR, AGPMR, FAR
and the delegation authority from OPPM.

The Appointing Official shall maintain a list of RPLO’s who have warrants and make it
available upon request to OPPM, OIG, and other interested parties.

The Appointing Official shall warrant individuals only and not to positions. After
appointment, an individual’s official position description should be amended to reflect any
duties and responsibilities as RPLO. If the individual’s warrant is terminated or withdrawn,
the position description must be amended to remove RPLO duties and responsibilities, or the
position must be filled by another duly appointed RPLO.

The Appointing Official shall not warrant individuals as RPLO’s if they do not meet the
requirements in DR 5100-2.
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Notice AS-2185

Certifying Candidates for a Warrant (Continued)

B Qualification Requirements

An individual must meet the following minimum requirements to qualify for a warrant to act
as RPLO.

e Level | - Obligation authority up to $100,000 net annual rental.

Sufficient experience with real property leasing activities to demonstrate the ability
to execute leasehold contracts according to Federal leasing procedures.

Successful completion of the following training courses in sequence whenever

possible:

e Cost and Price Analysis of Lease Proposals

e Real Estate Law or Federal Real Property Lease Law

e Techniques of Negotiating Federal Real Property Leases.

e Level Il — Obligation authority unlimited.

The individual must have consecutive years of progressively complex and

responsible real property leasing experience involving negotiations, market surveys,
appraisals, etc., or related staff/policy support activity that has demonstrated the
ability to execute lease contracts according to Federal leasing procedures.

Successful completion of the training courses listed in the following table for

Level II.

The following table provides warrant course requirements for Level | and Level 1l Real
Property Leasing Officers.

Course Hrs |Level I | Level Il
Federal Real Property or Basic Lease Contracting 40 X
Federal Real Property Lease Law or Real Estate Law 40 X X
Cost and Price Analysis of Lease Proposals 40 X X
Techniques of Negotiating Federal Real Property Leases 40 X X

Applicants for permanent warrants above the simplified acquisition level who are at
grades 5 to 12, must either have completed a 4-year course of study leading to a
bachelor’s degree or have completed 24 semester hours in any combination of the
following designated fields: Accounting, Business, Finance, Law, Contracts,
Purchasing, Economics, Industrial management, Marketing, Quantitative methods, or

Organization and management.
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Notice AS-2185
2 Certifying Candidates for a Warrant (Continued)
C Documenting Warrant Experience Requirements
FSA-1060 (Exhibit 1) and FSA-1061 (Exhibit 2) detail the experience requirements that
must be documented for Level | and Level Il warrants, respectively. This process can take
up to 2 years depending upon the individual’s progress towards certification.
D Required Training for Warrant Maintenance
To maintain competency, RPLO’s who have either a Level | or Level Il warrant are required
to complete a 40-hour training class every 2 years. To meet this requirement, RPLO’s may
attend:

e in-house training sessions approved by HRPLA

e courses designed to broaden leasing knowledge which can include repeat courses taken
for refresher training.
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Notice AS-2185 Exhibit 1
Example of FSA-1060

Following is an example of FSA-1060.

FSA-1060 U.S. DEPARTMENT OF AGRICULTURE
07-24-09) Farm Service Agency

REAL PROPERTY LEASING WARRANT REQUIREMENTS - LEVEL |
To Qualify for a Level | Warrant to Act as a Real Property Leasing Officer (RPLO)

CANDIDATE INFORMATION

1. MAME OF CANDIDATE 2. ORGANIZATIONAL ENTITY WHERE EMPLOYEE WORKS 3. PHONE NO. {inchude Ares CoceExtension) |4, DUTY STATION LOCATION

5. POSITIONTITLE 5. SERIESIGRADE 7. CURRENT WARRANT NUMBER |as appicabio)

WARRANT REQUIREMENTS - Reference General Services Administration Acquisition Manual (GSAM) 501.603-2

PLEASE NOTE: In order to maintain a warrant, an RPLO must receive, at least every two years, a minimum of 40 hours of training related to real property leasing covering such
areas as new requirements, techniques or procedures brought about by changes in law, regulations, policy, or delegations of authority. This type of training can be accomplished
through participation in workshops, seminars, symposia and formal classroom training.

PART A - TRAINING COURSES

DESCRIPTION COURSE TITLE COMPLETED

Hours Date

1. Required for a Level | Warrant: Training that results in a broad knowledge of Federal  |Mandatory: Cost and Price Analysis of Lease Proposals
leasing procedures. Must include negotiating techniques, real estate or real property lease
law, and cost and price analysis. Real Estate Law or Federal Real Property Lease Law 40

[Techniques of Negotiating Federal Real Property Leases 40

2. DEVELOPMENTAL STRATEGIES
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Example of FSA-1060 (Continued)

Notice AS-2185

Exhibit 1

FSA-1060 (07-24-09)

PART B — ON-THE-JOB TRAINING

. Commercial appraisal
. Broker experience.

Private sector experience may be substituted. Experience can include, but is not limited to:

Level | Warrant (estimated timeline — 2 years): Demonstrates the following competencies in the performance of all steps needed fo bring a lease acquisition to fruition. Training is
accomplished under the supervision of an experienced RPLO and will result in the employee being able to successfully complete these same processes independently.

Page 2of 6

REQUIRED COMPETENCIES

LEASE OR PRIVATE SECTOR EXPERIENCE

DATE COMPLETED

CONCURRED (initials)

1. REQUIREMENTS DEVELOPMENT
Lease File Checklist (AD-2069)
18-Month Metice te County/State Office
Request for Space (AD-2061)
Justification of Delineated Area

Map of Delineated Area

R

2. PRE-SOLICITATION

Documentation of GSA, USDA, Or Other Federal Space Availability
Flood Plain Map

Rural or Urban Determination

Historical Space Availability

Lease Action Summary (GSA Form 3628)

Limited Acquisition Plan (AD-2067)

GSA Application for Delegation

Approval from GSA

Motification to Local Official

R

8-13-09
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Notice AS-2185 Exhibit 1

Example of FSA-1060 (Continued)

FSA-1060 (07-24-09) Page 3cof 6

PART B — ON-THE-JOB TRAINING (Continued)
REQUIRED COMPETENCIES LEASE OR PRIVATE SECTOR EXPERIENCE DATE COMPLETED |CONCURRED ginitiais)
3. SOLICITATION FOR OFFERS (SFQO) and MARKET
SURVEY
. Salicitation for Offers (AD-2066) including technical award factors:
* |dentity Verification of Personnel (HSPD-12)
& Solicitation Provisions (GSA Form 3516 or 35164)
+ General Clauses (GSA Form 3517A, 3517B, or 3517C)
* Repr ons and Cer (GSA Form 3518A or 3518)
* Rate Structure Sheet (AD-2066 SFO Attachment 1)
*  USDAQCIONTS Regqmis (AD-2086 SFO Attachment 2)
.
-
-
-

Space Information (AD-2066 SFO Aftachment 3)

Lessor's Annual Cost Statement (GSA From 1217)

Proposal to Lease Space (GSA Form 1364)

GSA Form 12000 (for existing buildings), Pre-Lease Fire
Protection

and Life Safety Evaluation
« Special Requirements - bulletins, counters, drive-thru parking,

ete.
» Justification for Other Than Full and Open Competition (AD-2082)
Advertisement (Newspaper or Fed Biz Opps)
Responses from Advertisement
Market Survey (GSA Form 3627 or AD 2068)
of Soli for Negoti Pr

{OF-309), if required
SFO Distribution List

LRI
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Example of FSA-1060 (Continued)

Notice AS-2185

Exhibit 1

L I )

FSA-1060 (07-24-08)

PART B — ON-THE-JOB TRAINING (Continued)

REQUIRED COMPETENCIES

LEASE OR PRIVATE SECTOR EXPERIENCE

DATE COMPLETED

Page 4 of 6

CONCURRED (initiats)

4. EVALUATION OF OFFERS/PRE-AWARD

Confidentiality Ferms

Excluded Parties List (Print search results for each offeror)
Documentation for Conflict of Interest

Letters to Non-responsive Offerors

Record of Initial OfferMegotiation Objectives (AD-2062)
Price Negotiation Memorandum (PNM)

Wiritten Requests for Final Proposal Revisions

Technical Award Evaluations for each offer (AD-2083)
Abstract of Offers (AD-2064)

Cormespondence to and from RPLO, STO, LFAC, and SFAC

5. UNSUCCESSFUL OFFEROR(S)

Letters to Unsuccessful Offers

Final Proposal Revisi from U ful Offerors (i ing cover
letter, SFO, A d icitation Provisions, Solicitation Clauses,
Representations and Cerifications, Attachments 1, 2, & 3, GSA Form
1217 GSA Form 1364, GSA Form 12000/GSA Form 12001, and
Special Requirements.

Other Related D and Col

-

CRCRC R

. SUCCESSFUL OFFEROR

Excluded Parties List (print new search results for successful offeror)
Award Letter to Successful Offeror

Final Proposal Revisions from the Successful Offeror (including cover
letter, SF, Amendments, Solicitation Provisions, Solicitation Clauses,
Repr I and Certi i Aftachments 1, 2, & 3, GSA Form
1217, GSA Form 1364, GSA From 12000/GSA Form 12001, and
Special Requirements

Flood Plain Compliance

Seismic Safety Certification

Historic Documentation (if required)

Tax Information

First Generation Plan for Space Offered

Salisfactory Evidence of at least a Conditional Commitment of funds in
an amount necessary to prepare the space

Documentation of cwnership or control of the property

Evidence of signature authority for persons who will sign lease
documents

CCR Registration

Post Award Publicizing in FedBizOpps

Dthar Balatad N and C
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Example of FSA-1060 (Continued)

Notice AS-2185

Exhibit 1

FSA-1060 (07-24-09)

PART B - ON-THE-JOB TRAINING (Continued)

REQUIRED COMPETENCIES

LEASE OR PRIVATE SECTOR EXPERIENCE

DATE COMPLETED

PageSof 6

CONCURRED (imitiats)

7. LEASE CONTRACT

Lease for Real Property (SF-2)

SFO (AD-2066)

Solicitation Provisions (GSA Form 3516 or GSA Form 3516A)
Solicitation Clauses (GSA Form 3517A, GSA Form 35178, or

GSA ST C)

and Certi i {GSA Form 3518A or GSA Form

3518)
Rate Structure Sheet (AD-2066 SFO Attachment 2)
USDA/OCIONTS Requirements (AD-2066, SFO Attachment 2)
Space Information (AD-2066 SFO Attachment 3)

GSA Form 12000 (Low-Rise) or GSA Form 12001 (High-Rise)
Special Requirements
Lease Agi

(GSA 276)
Other

8. DESIGN INTENT

Evidence of Firm Commitment of Funds

Building Permits

Design Intent Drawing (floor plan) and Approvals from LFAC, SFAC,
and OCIO

Copy of design intent drawings sent to lessor and date sent
mail)

Floor and plot plans(blue prints) received from lessor (date received)
Fire/ Safety Compliance (GSA Form 12000/12001 completed by
lessor)

Final Approval Leiter of Floor and Plot Plan to Lessor and Date Sent
(certified mail)

Final Selections to Lessor (carpet, paint color, etc.)

Construction Schedule

Progress Reports

Periodic Inspection Reports

8. LEASE ADMINISTRATION

Radon Test

Condition Survey Report (GSA 1204)

ABAAS Compliance (AD-2056)

Re-inspection of Items listed on GSA Form 1204 and AD-2056
Appeals, Claims, Disputes

Reimbursable Agreement (FSA-875)

Change of cwnership

Operating Cost Escalation Documentation

Tax Escalation Documentation

Miscellaneous

8-13-09
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Notice AS-2185 Exhibit 1

Example of FSA-1060 (Continued)

FSA-1060 (07-24-09) Page 6 of 6

PART B — ON-THE-JOB TRAINING (Continued)

10. DEVELOPMENTAL STATEGIES

OVERSIGHT REVIEW CERTIFICATIONS

PART A - CANDIDATE -/ certify that all of the statements made by me are true, complete, and correct fo the best of my knowledge and belief and made in good
faith.
1A. SIGNATURE [1e. DATE

PART B — REVIEWING OFFICIAL OR DESIGNEE - The candidate’s performance of leasing related duties has been satisfactory and requirements specified herein
met. Appointment to the level/status shown is recommended.

1A. NAME OF CERTIFYING OFFICIAL (Print or type) 1B. SIGNATURE I1C. DATE

1D. WARRANT LEVEL, STATUS AND DOLLAR AMOUNT/AUTHORITY SOUGHT
[0 Level | - Obligation authority up to $100,000 net annual rental

1E. ADDITIONAL COMMENTS
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Notice AS-2185 Exhibit 2
Example of FSA-1061

Following is an example of FSA-1061.

FSA-1061

(07-24-08)

U.5. DEPARTMENT OF AGRICULTURE
Farm Service Agency

REAL PROPERTY LEASING WARRANT REQUIREMENTS — LEVEL Il
To Qualify for a Level Il Warrant to Act as a Real Property Leasing Officer (RPLO)

CANDIDATE INFORMATION

1. NAME OF CANDIDATE 2. ORGANIZATIONAL ENTITY WHERE EMPLOYEE WORKS 4. DUTY STATION LOCATION

5. POSITIONTITLE

6. SERIES/GRADE 7. CURRENT WARRANT NUMBER

WARRANT REQUIREMENTS - Reference General Services Administration Manual (GSAM) 501.603-2

PLEASE NOTE: In order to maintain a warrant, an RPLO must receive, at least every two years, a minimum of 40 hours of training related to real property leasing covering such

areas as new requirements, techniques or procedures brought about by changes in law, regulations, policy, or delegations of autherity. This type of training can be accomplished
through participation in workshops, seminars, symposia and formal classroom training.

PART A - TRAINING COURSES
DESCRIPTION COURSE TITLE COMPLETED
Hours Date

1. Required for a Level Il Warrant: Successful completion of all of the training courses Mandatory: Federal Real Property or Basic Lease

listed at right. Training courses of equivalent content may be substituted if the Real (Contracting 40
Property Leasing Activity Manager or designee determines that a particular course is Federal Real Property Lease Law or Real Estate Law 40
equivalent in content

(Cost and Price Analysis of Lease Proposals 40

[Techniques of Negotiating Federal Real Property Leases 40

2. DEVELOPMENTAL STRATEGIES
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Example of FSA-1061 (Continued)

Notice AS-2185

Exhibit 2

FSA-1061 (07-24-09)

Page 2cf 6

Experience can include, but is not limited to:
» Commercial appraisal
*  Broker experience.

PART B — ON-THE-JOB TRAINING
REQUIRED COMPETENCIES

LEASE OR PRIVATE SECTOR EXPERIENCE

Level || Warrant: Consecutive years of progressively complex and responsible real property leasing experience that involves negotiations, market surveys, etc., or related stafi/policy
support activity that has demonstrated his/her ability to execute lease contracts in accordance with Federal leasing procedures. Private sector experience may be substituted.

DATE COMPLETED

CONCURRED (initials)

1. REQUIREMENTS DEVELOPMENT
Lease File Checklist (AD-2069)

18-Month Notice to County/State Office
Request for Space (AD-2061)
Justification of Delineated Area

Map of Delineated Area

2. PRE-SOLICITATION

Documentation of GSA, USDA, Cr Other Federal Space Availability
Flood Plain Map

Rural or Urban Determination

Historical Space Availability

Lease Action Summary (GSA Form 3628)

Limited Acquisition Plan (AD-2067)

GSA Application for Delegation

Approval from GSA

Motification to Local Official

8-13-09
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Example of FSA-1061 (Continued)

Notice AS-2185

Exhibit 2

FSA-1061 (07-24-09)

PART B — ON-THE-JOB TRAINING {Continued)

REQUIRED COMPETENCIES

LEASE OR PRIVATE SECTOR EXPERIENCE

DATE COMPLETED

Page 3of 6

CONCURRED (initials)

3. SOLICITATION FOR OFFERS (SFO) and MARKET SURVEY
=« Soficitation for Offers (AD-2066) including technical award factors:

Identity Verification of Personnel (HSPD-12)

Solicitation Provisions (GSA Form 3516 or 35164)

General Clauses (GSA Form 3517A, 3517B, or 3517C)
Representations and Certifications (GSA Form 3518A or 3518)
Rate Structure Sheet (AD-2066 SFO Attachment 1)
USDAMOCIONTS Regmis. (AD-2066 SFO Attachment 2)
Space Information (AD-2066 SFO Attachment 3)

Lessor's Annual Cost Statement (GSA From 1217)

Proposal to Lease Space (GSA Form 1364)

GSA Form 12000 (for existing buildings), Pre-Lease Fire Protection
and Life Safety Evaluation

Special Requirements — bulletins, counters, drive-thru parking, etc.
Justification for Other Than Full and Open Comgpetition (AD-2082)
Adverisement (Newspaper or Fed Biz Opps)

Responses from Advertisement

Market Survey (GSA Form 3627 or AD-2088)

for | Froc s (OF-309), if

Required
= SFO Distribution List

8-13-09
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Example of FSA-1061 (Continued)

Notice AS-2185

Exhibit 2

FSA-1061 (07-24-09)

REQUIRED COMPETENCIES

LEASE OR PRIVATE SECTOR EXPERIENCE

| DATE cCOMPLETED

Page 4 of 6

CONCURRED (initials)

4. EVALUATION OF OFFERS/PRE-AWARD

Confidentiality Foerms

Excluded Parties List (Print search results for each offeror)
Documentation for Conflict of Interest

Letters to Mon-responsive Offerors

Record of Initial OfferMegotiation Objectives (AD-2062)
Price Negotiation Memorandum (PNM)

Written Requests for Final Proposal Revisions

Technical Award Evaluations for each offer (AD-2063)
Abstract of Offers (AD-2064)

Cormrespondence to and from RPLO, STO, LFAC, and SFAC

5. UNSUCCESSFUL OFFEROR(S)

Letters to Unsuccessful Offers

Final Proposal Revisi from Ui ful Offerors (i ing cover letter,
SFO, A . Solicitation Provisions, Solicitation Clauses,

Repr and Certificati A 1.2.& 3, GSA Form 1217
GSA Form 1364, GSA Form 12000/GSA Form 12001, and Special
Requirements.

Other Related D and C

R

6. SUCCESSFUL OFFEROR

Excluded Parties List (print new search results for successful offeror)
Award Letter to Successful Offeror

Final Proposal Revisi from the S ful Offeror (including cover letter,
SF, d 1§ icitation Provisions, itation Clauses,
Representations and Certifications, Altachments 1, 2, & 3, GSA Form 1217,
GSA Form 1364, GSA From 12000/GSA Form 12001, and Special
Requirements

Flood Plain Compliance

Seismic Safety Certification

Historic Documentation (if required)

Tax Information

First Generation Plan for Space Offered

Satisfactory Evidence of at least a Conditional Commitment of funds in an
amount necessary to prepare the space

Documentation of ownership or conlrol of the property

BEvidence of signature autherity for persons who will sign lease documents
CCR Registration

Post Award Publicizing in FedBizOpps
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Notice AS-2185

Example of FSA-1061 (Continued)

Exhibit 2

FSA-1061 (07-24-08)
PART B — ON-THE-JOB TRAINING (Continued)

REQUIRED COMPETENCIES

LEASE OR PRIVATE SECTOR EXPERIENCE

DATE COMPLETED

Page 5of 6

CONCURRED (lnitials)

7. LEASE CONTRACT

Lease for Real Froperty (SF-2)

SFO (AD-2066)

Solicitation Provisions (GSA Form 3516 or GSA Form 3516A)

Solicitation Clauses (GSA Form 3517A, GSA Form 3517B, or GSA 3517 C)
Repr i and Certificati (GSA Form 3518A or GSA Form 3518)
Rate Structure Sheet (AD-2066 SFO Attachment 2)

USDA/OCIONTS Requirements (AD-2066, SFO Attachment 2)

Space Information (AD-2066 SFO Attachment 3)

GSA Form 12000 (Low-Rise) or GSA Form 12001 (High-Rise)

Special Requirements

Supplemental Lease Agreements (GSA 276)

8. DESIGN INTENT

Evidence of Firm Commitment of Funds

Building Permits

Design Intent Drawing (floor plan) and Approvals from LFAC, SFAC, and
oclo

Copy of design intent drawings sent to lessor and date sent (certified mail)
Floor and plot plansiblue prints) received from lessor (date received)
Fire/ Safety Compliance (GSA Form 12000/12001 completed by lessor)
Final Approval Letter of Floor and Plot Plan to Lessor and Date Sent
(certified mail)

Final Selections to Lessor (carpet, paint color, etc.)

Construction Schedule

Progress Reports

Periodic Inspection Reports

9. LEASE ADMINISTRATION

Radon Test

Condition Survey Report (GSA 1204)

ABAAS Compliance (AD-2056)

Re-inspection of ltems Listed on GSA Form 1204 and AD-2056
Appeals, Claims, Disputes

Reimbursable Agreement (FSA-875)

Change of Ownership

Operating Cost Escalation Documentation

Tax Escalation Documentation

Miscellaneous
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Notice AS-2185 Exhibit 2

Example of FSA-1061 (Continued)

FSA-1061 (07-24-09) Page 6 of 6

PART B N-THE-JOB TRAINING (Continued)

10. DEVELOPMENTAL STATEGIES

OVERSIGHT REVIEW CERTIFICATIONS

PART A - CANDIDATE -/ certify that all of the statements made by me are frue, complete, and correct to the best of my knowledge and belief and made in good
faith.

1A. SIGNATURE [1B. DATE

PART B — REVIEWING OFFICIAL OR DESIGNEE - The candidate’s performance of leasing related duties has been satisfactory and requirements specified herein
met. Appointment fo the level/status shown is recommended.

1A. NAME OF CERTIFYING OFFICIAL (Print or fype) 1B. SIGNATURE |1C. DATE

1D. WARRANT LEVEL, STATUS AND DOLLAR AMOUNT/AUTHORITY SOUGHT
|:| Level |l = Obligation authority unlimited

1E. ADDITIONAL COMMENTS
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