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This Flowchart provides a step-by-step guide
of matters a tenant should consider before
signing an office lease. This Flowchart does not
address relevant state and local law. State and
local laws may require additional matters to

be considered by the tenant before it finalizes
its lease, but the information contained in
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this resource is useful and relevant to tenants
negotiating an office lease in every state. For
state-specific guidance on real estate leasing,
see State Q&A Tools under Related Content,
and for a more detailed Checklist of the matters
outlined in this Flowchart, see Office Tenant’s
Pre-Signing Checklist (2-505-1724).
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Find a Broker

= Discuss Interests and requirements.
= Enter into a brokerage agreement.

+

Location/Space

n Determine ideal location.
= Laok at varlous space candidates with certain criteria In mind.
= Analyze how each space fits your company's neads.

Find a Local Real Estate Attorney

® Retain a local real estate attorney.
= Sign a retainer agreement that outlines fees and scope of representation.

= Negotiate and agree to business terms,
s Create deadlines for impartant events.,
A

Physical Due Diligence Legal Due Diligence

s Conduct a title search to determine:
= matters of record the lease may
be subject to; and
w any third-party consents or
nen-disturbance agreements that
may be necessary.
» Conduct municipal and
departmental search.
= Address any operational or safety
conecerns in the leasa.

w Find the right consultants to conduct due
diligence on the space:
= hire a licensed architect to either create or
review the plans and specifications for the
Initial build-out; and
= hire a licensed engineer to provide an
analysis report of the building's systems
servicing the premises and structural matters.
= Scope out the space with your company's
facilities manager to uncaver any cperational or
safety concerns.

Negotiations

= Your attorney should review with you and then negatiate each of
the following:
= |ease agreament;
w ancillary agreements with the landlord, including the guaranty
and work letter;
third-party consents or non-disturbance agreements, or both; and
architect's agreament for the initial build -out if you are
performing the work.
You should ensure during this time:
you receive any necessary estimates from your architect;
you finalize any plans and specifications, even if just preliminary;
you receive and review the engineer's report; and
your broker finalizes and signs its co-broker agreement with
the landlord's broker.

m Review all attachments to the lease for accuracy,
m Review and cenfirm all ancillary documents and third-party agreements are in final form.

Sign the Lease

= Ensure |ease correctly reflects all mate terms agreed o by the parties.|
Sign lease and all other necessary documents.




