
Private Sector Office Space Leasing Procedures
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Contacts Contracted Broker 
to initiate new lease, 

renewal, or amendment

Performance space 
needs analysis

Tours potential 
spaces

Negotiates 
agreement with 
Agency consent

Contacts ADOA 
for advanced 
approval of 

atypical lease 
terms

Delivers 3 copies of 
lease to Lessor for 

signature

Delivers 3 copies of 
lease to Lessee for 

signature

Signs as Lessee

Delivers 3 copies to 
ADOA for signature

Sends to AG for 
approval as to form

Signs and returns to 
Agency or Contracted 

Broker

Approval as to 
form
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