Vacancy Request – Key Terms of Process
1. Tenant Agency submits completed Vacancy Request form to DSF

2. DSF reviews submitted Vacancy Request form and space to be vacated to determine if space is “leasable” or “tenantable” space (see #6 below).  If space is, once vacated, leaseable or tenantable, see #4.
3. If space is not leaseable or tenantable, DSF works with the SOB Building Manager and tenant agency to identify options to make space leaseable, or to identify alternate areas that could be vacated and qualify as leasable or tenantable.  Does the space need to be reconfigured/remodeled? Will furniture/fixtures/equipment be left behind?   This review will try to identify alternate space that can be vacated and if successful, the Vacancy Request will be revised to reflect the new location.

4. Once DSF determines that the leaseable or tenantable space is identified, the request is approved.  See Guidelines for Rent Termination below.
5. If space can not be made leaseable or tenantable via the process in #3 above, the request is not approved.
6. Current tenant agency must pay for the expense to make the space “leaseable” – This means the space is ready for a new tenant in a finished “white box” condition; the space is configured with demising walls that separate it from other tenants and there is direct public access to this space.  Or the space may be “tenantable”, space is ready for a new tenant from another agency with limited work and no additional requirements related to security from the new agency or the existing agency making the vacancy request.

7. DSF will provide a construction estimate for the project.  The tenant agency will be billed upon project completion, which total amount billed will not be more than 110% than original estimate.

8. DSF will provide an initial response within 30 days of receipt of each Vacancy Request.
Guidelines for Rent Termination:

1. Timeline of release of rent – upon approval of a Vacancy Request, the tenant agency is released of rent whichever occurs first:  

· 3 months after DSF takes possession of the space to prepare it for an identified, new tenant or 
· 6 months after space is vacated (up to 10,000sf), 12 months after space is vacated (10,000sf and above)
· Exceptions to the timeline may be made due to loss of program &/or funding.

2. Costs of reconfigure/remodel: 
· Current tenant agency pays for costs to make the space leasable, designed and constructed by DSF.   
