
WAR FOOD ADMINISTRATION
Food Distribution Administration

Washington 25, D. C.

December 1, 1943

abuwi'^tratT'Tt: services regional proceduretE No> , pTpa ^ T^ ^

TO: Chiefs, Ref^ional Administrative Services Divisions

EROr: F. J. Hup.hes, Chief, Administrative Services Division .,
.^^^-ifi^^^'

SUBJECT; Leasing; Instruments

SECTION I - GEMERAI,

A. In the interest of facilitatin.?; the handling of field space matters,
the Chief of the Office of Plant and Operations has ap^^roved the
Administration's re'^uest for delegation of leasing authority to the
Chiefs of the Regional Administrative Services Divisions, effective
December 1, 1943. This authoritv covers making of avjards, preparation
of the necessary leasing instruments and execution of such leasing instru-
ments on behalf of the Government for all field space, with the exception
of those covering space for regional office purposes and non-regionalized
activities outside the continental limits of the United States which v;ill

be handled through the Administrative Services Di^sion in Washington. In
the absence of the Chief of the Regional Administrative Services Dirision,
the Acting Chief is authorized to perform such duties.

B. The authority is granted with the understanding that the proposed leasing
instruments x-jill be submitted tv the Office of the Solicitor for legal
review, it shall therefore be the responsibility of the Chief of the
Regional Ac^ministrative Services Division to submit to the local repre-
sentative of the Solicitor the following actions:

1. Proposed leasing instruments, after preparation, for approval as to
form.

2. Proposed leasing instrum.ents , after execution on behalf of the lessor,
for determination of sufficiency of execution,

3. Any other legal matters arising incident to the acceptance of bids,
making of improvements, etc.

C. Exceptians from the General Accounting Office as to contracts executcsd
under the authority set forth in this 9^W!i^nfc--\, shall be answered by
the appropriate oontracting officer. A copy of the exception together
with a copy of the reply to the General Accounting Office shall be
forwarded to the Administrative Services Division in '''ashington.

D. This Memorandum supplements and shall be used with General Administrative
Instruction No. 3300"
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SECTIOF II - .SPECIFICATIONS

A. The invitation 'lill be prepared on U, S. Standard Form 33 (Revised),
"IWITATION, BID AlTD ACCEPTAITCE, alonfr the general outline of the
sample attached -and sufficient copies sent to proper field location
for distribution.

B. The specifications ..contained. in^tJiQ,, invitation inust be as. specific ^

as possible and dra'.m in such a manner that they v.dll not be restrictiv^,^' |
or preclude the possibility of propert"^'' ov'ners or af?ents from bidding: ^
that might otherwise have ' suitable space available. They- must not be x

clravm to specify some particular s-oace found available as the result of #
a preliminary canvass, as such action may make it n-ecessary to* cancel'
all bids received and to issue a readvertisement

.

C. The invitation should state the approximate date the space should be
available and the period roquired. The terms of an""' lease, hov/ever,

ma'"' not extend beyond the end of the fiscal ""ear unless' fund
b'r:en appropriated by Confess for the succeeding fiscal vear. In such
case, the lease ma"','' be mrde effective tovjard "'"he close of one fiscal
year and run to the end of the follov/inf fiscal year.

D. The invitation should indicate the approximate number and size of rooms,
and the approximate total net square feet of space requiredi Except in

unusual cases, it is not considered advisable to state definite maximum
or minimum requirements as prospective bidders often are in a poGition
to offer space "'//ithin''' a fe\j square feet more or less of the'' required
area or one pv tvio more or less rooms. The total net square feet of
space required should be carefully considered as, generally, bids offer-
in^ space -ihich is more than ten percent (lOfy) less than specified in

the invitation are not considered to meet the specifications and could
not, therefore, be accepted. The inclusion of mandatory requirements,
should be avoided insofar as possible, as they frequently lead to

diff iculti:cs and maj'' delay the securing of space or result in the issuing
of a readvertisement , Any additional requirements other than those stated
in the sample, such as the folloi/inp, should be included at the appropri-
ate points:

1. Acceptable area for location of building or premises,- if it is

imperative that the office be located in close proximity to' certain
trade interests, the Post Office, or to som.e other particular point.

Any extra ordinar:/ requirements, such as ^ood, unobstructed, north
light for analytical x.iork, skvlights for cot-^.on classing labora-
tories, gas or electric facilities, etc' t

E, '''There it is definitely knovn that the annual rental rate vjill not be in

o«f!cess of .'|2,000.00 *thc paraPTaph in th'e sample invitation v;ith reference
to the- fair market value shoilld 'be omitted.

F. There should inter"V'-eno bctv;ecn the date of tho. issuance of the invitation
/

and the dbte of the opening a minmum of 10 da3''s, but preferably longer if

time vrill permit, to give prospective bidders ample time to studv the
specifications and assemble the necussarj'' data required.
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In an eiiicrgcncy this period may bo shortened provided it can be justi-

fied and a statement is submitted outlininf- the oaiorf^ency.

Cr. If, at the time the advertisement is' to be made, funds arc not avail-

able because of the failure of Congress to pass the annual Agriculture

Appropriation Bill and it is anticipated that it r/ill b-; necessary to

make an avmrd before the appropriation bill is passed, the follov/inf^

clause should be included in the invitation: "The acceptance of any
bid rosultinp- from this advertisement shall bo contirifont upon the

passare bv Conpross of an adequate ap"^ropriation for the payment of

rental, and upon the failure of Confrress so to appropriate shall not

obligate the United States of America."

SECTION III - PROCESSING OF BID DOCKET

A. After receipt of the bid docket from' the officer in charge the Chief
of the Rerional Administrative Services Division ^-vill review? the entire
file to determine the bid for acceptance.

B. In a^jard of lease contracts me.de in the field, administrative determi-
nation relative to the correction of errors vjill be made by the Chief
of the Regional Administrative Services Division, ''•'ftLore -an error or

mistake in a bid is alleged and is of such a nature as to require sub-
mission to the Comptroller G<5neral before correction, the Chief of the
Regional Administr^ative Services Division shall submit the bid docket
to;-other with a statement of facts to the Administrative Services
Division in ''Tashington for appropriate handling.

C. In the review of the bid docket, the Chief of the Regional Adminis-
trative Services Division shall -determine that the bid recommended
for acceptance meets- all requirements of the invitation, that all
required supporting evidence is in proper form., that the bid is

'

complete and was received Drier to or.cnincr, and shall evaluate all
factors, includinrr service costs.

D. In addition to tht; general factors of evaluation of procurement bids,
the folloT'ing factors should be observed in connection vjith bids for
space;

1. Tine — Since a bid for the acquisition of space contemplates a

continuous performance over a period Df time, time is generally
not a factor in det-^rmining an acceptable bid. Time my, however,
be a factor where a delay in conditioning the premises vjill seriously
interfere VJith the establishment of an office,

2. Quantity VaT^ianee — The variance of quantity of space offered
am.ountinp- to m.sre than 10*^ bolnvj +he specified requirements must
not generally be accepted, Trh-.rc space is demonstrated to be the

• only .space available, this factor nay be disremrded. The quantity
of space, in excess of minimum, requirements may be accepted vdthout
regard to limitation, except that if the riovr-rnment is I'i^qirod to
pay service costs, the hirher ^osts which would be incurred by the
acceptance of a large quantity of space should be taken into
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considorntion in dc;tcrr;ininp- tho Icv/cst c.cceptabl'-: bid.

3. Quality Variance — Conparison of quality between tiso or more parcels
of space mciy not be, used in dctorminntion of a bid for accoptance,
since any space iriG:;tinrr the minirnun ronuirononts of tho specifications
is for acceptance if low as to riricc.

4. Ttoving Cost s — llovinr costs nii'st be evaluated \]hon the acceptance
of an other'.jisc lo^v bid vjould involve the relinnuishmont of the

prossntlj'' occupied "uarters on vjhlch a bid is also submitted. In
evaluating tho moving; costs, the entire- possible period of- occupancy
must be tnVon into consideration; that is, the original period and
any additional period or- pv.riods for ^;hich options to renew arc
granted. For example: if the cost of moving is !^50.00 and the
period of occupanc"- under th'o bid it is -desired to accept is for -

.
,

one year v/ith an option to ronex7 for four additional -"ears, $10,00
may be evaluated ($50.00 divided by the entire possible p/riod of
occupancy, 5 ^^ears, equals ;1;10.00), In evaluating moving costs the

loss of emploj^'ees' time may not be taken into consideration. The
costs of movinr ':ihen evaluated must be accurate estim.ates obtained
from companies o^r firms equipped to move the G-overnment ' s equipment,

5. Location Location of a particular spree can be a consideration

. in rejecting a lo^'^er bid only if made an item for consider-ation b""'

. the inclusion of a provision in the invitation. The monetar?'" value
of loss of employees' time in com-inp; to or ^3:oing from a particular
location must not be evaluated except in the .case -'of equal bids,

6. Renewal_ — A period of renewal granted c-nnot be a consideration in

accept'ance of a Particular bid except in the case of eoual bids_vjhen

the bid givinr the longer period of renewal option must be accepted.

E. After determining the lowest acceptable bid, the Chief of the Rej^ional

Administrative Services Division shall have the Regional Fiscal Division

encumber the necesr-rrry funds required under the proposed contract. In

the event t' at funds are not -i'VPilable because of the fact that the

appropriation bill providing the necessary funds has not been passed by

Congress, awa-d should be T/ithheld if at, all possible . If it is necessar^-,

however, to make an imjnediate award, the award must be ma.de. contingent

upon the passage of an appropriation by Congress from which payment may

be made and providing that upon failure of Congress , to so appropriate

acceptance of the bid shall net obligate the Oovernment. .
UnlesG the

bidder has approved this ontingenc:'- by a provision in his bid, the

concurrence of the bidder must be obtained before ••any contract results.

F. After encumbrance of the necessary funds, the Chief of the Regional

Adm.inistrative Services Division shall accept the bid,
_

.

a. Where letters subsequent to the date of opening of the bids are received

from the recommended bidder and are applicable to the bid as submitted,

such letters shall be made a p-rt of the acceptance by incorporation by

reference. Letters required to be incorporated by reference are time

extensions, clarification of facilities or services furnished, decrease
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in rental rate, apreemcnts to make nltorations, etc.

H. Supportin^T paper,s for avjsirds made by the Chief of the Regional Adminis-
trative Services Division v-dll be prepared under his dir'jction. Such
papers include U. S. Standard Form lO^G, "Statement and Certificate of

Aivard," and P-SC Form No. 6, "Request for Aririrovrl of Lease."

I. Standard Form 1033 in support of the avjard should bo brief but should
contain all the essential facts to justify the action taken. All
appropriate instructions on the form shall be follov/ed and all necessary
blanks completed. If other than the lovjost bid is to be accepted, the

justification shall be factual and not based on suaaosition.

J. After acceptance' of the bid, the contract shall be assigned a contract
number. Lease contracts shall be numbered in the same series as other
procurement contracts.

SECTION lY - PREPARATION AND EXECUTION OF LEASE

A. The Chief of the Regional A.dministrative Services Division shall, after
acceptance of the bid, have a proposed leasing, instrument prepared. If
the amount to be expended as rent exceeds -$100.00 or if the period of
the lease is more than one" year a proposed lease on IJ. S. Standard Form
No. 2 (Revised) shall bo prepared. In the preparation of the proposed
lease the followinf? instructions should be observed.

1. The instructions en the reverse of sheet 2 of U. S. Standard No. 2

(Revised) must be follot-'ed and will be found very helpful in pre-
paration.

2. Parties (Paragraph l) — As required by the instructions , the name
and address of the lessor m.ust be clearl'^'- indicated, If more than
one person or companj'- is the lessor, the names of all persons or
companies must be riven. If a person or company not the ovjner is
actinfr for the ov;ner, the relationship bctvjoen the oi-mer and the
person acting- in the representative capacity must be set out fully.
Examples of naming of parties are as folloxjs:

a. Individual lessor — John Doe, or the Doe Corporation
b. Partnership — John Doe and Tom Brown, Partners
c. Fiduciary — Jack Johnson, Trustee of the Estate of

John Jones; Tlary Jones, Executrix of the Estate of
James Rowe, deceased;' Jack Spratt, Administrator of
the Estate of '"•eorge Spratt; John Jones by Jim Rowe,
Agent

d. Mult iple parties — John Jones and T.lary Jones, Co-tenants;
John Jones and Mary Rowe, joint o-'nors with right of
survivorship; John Jones, individually, and as Adminis-
trator of the Estate of Jim Tells; John Jones and Mary
Jones, doing business as the Jones Company

3. Prem.ises (Paragraph 2) — The description of the premises should
indicate the room- numbers and area in square feet of the space, in



addition to ths- loc tion by F.tv-.ot address if fivcilcble, city and
state. _

_

Purpose (Po.raf!;raph 2) — The purpose for I'hich the prcfliisas. r.r^ to
be used should be stated, in as general terms rs possible. .The 'pur-
pose she 'Id also cover am'' possible use vhich it is anticipated
^v'/ill be made of the premises, -For example, if the purpose is stated
to be for office use, it '',;ould not be possible to install a labora-
tory in the premises v;ithout the express permission of the lessor,
and if a laboratory r-iere to be installed nithout permission, the
lessor could claim that the Gov3rnment had violated .the terns of
the lease.

,

•

Period (Paran;raph 3) — If the date of occupancy is not knorm, the
proposed lease should be prepared for a. term "bo^r.inning vjith the
df^to of o'^cupanc^'-, " The actual date of occupancy must, hovjevcr,

b- insert';d before execution of the proposed lease on behalf of
the lessor. The date of occupancy of a lease may be prior to the
date of acceptance of the lessor's bid or offer if the occupancy
prior to date of acceptance con be explained. Occupancy prior to
the date of acceptance must bo: justified by an oxi-^'oncy. st^'tement,
the ori,c;inal of vjhich must be filed in thi: C-encral Accountin^r Office
v'ith the completed lease.

Renewal (Para^^raph 5) — This provision should follovj the terms of
the accepted bid or offer of the lessor. However, the rrorfls "provided
further, that such notice shall be comput-.-.d from the date of mailing"
should be added to the printed paragraph follo-rinf the insertion of
the endinr year date.

Facilities, Services and Conveniences (Pararraph 6) — If the lease^

is negotiated, each item of. faciliti..s, services or conveniences
I'ihich are being furnished by the lessor as part of the rental con-

sideration must be specif icallj'- listed, such as "h'-at and heating
facilities to maintain an inside temp raturo of 72° F. vjhon the
outside temperature is 65° F. or less; electric current for light
and pouer; electric outlets for the operation- of ordinary of'icc
machines and .equipment; hot and cold running v;ator; etc." If,

hovjcvcr, a bid is accepted, the accepted bid should be incorporated
and m.ade a part of the lease by the folloiring language:

"Facilities, services and conveniences enumerated in the
. accepted bid. The accepted bid, a copy of v;hich is attached
hereto, is, in all its t^rms, conditions, provisions and rights,

made a part of this lease."

If, in addition, it is desired to clarif''' the accepted^ bid , an alter-
ation mav be made in the first sentence of the above quoted language,
as follovjs; "Facilities, services and conveniences shumcratcd in the

accepted bid, including the furnishing of electric current,"

By incorporating- the accepted bid and making it a part of the lease,

all terms and conditions of the bid a-^c included. Thus, it is not
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neceFSsry to include in the lease such clauses as the t.ermination

clause, the rifht of increase or decrease, the 48-hour vjorkrveek,

the fair labor practice clause, and others. If the accepted bid

is incorporated by reference, it is necess.ar^'" that a conformed cop-'

of the bid be physicalljr attached to each copy of the lease.

8. Rent (Paragraphs 7 or 9)r!— The rental rate payable and the period
_

of payjnent should be inserted in the appropriate blanks. The

appropriations from r/hich the rent is payable mr:'- -^Iso be inserted.

Hovjever, it is considered advisable because of the varied funds used

by the Food Distribution Adni .istration, to insert the f olloxvinp:

after statinp the rental rate: ''pa""'able frora an;"- funds nade avail-

able by Conrress or other'.vise .

"

9. Alterations and "Restoration (Para/r-raph 8} — The period of notice
required b3'" the (Tovernnent from the lessor if restoration of the
premises is to be made should, be inserted in the, appropriate place.
It is considered advisable to require a 25 days' notice.- If the

premises to be covered by the proposed lease had been occupied in
the past b""- the Apency or another Agency of the Government, the
following paragraph should be inserted in the proposed lease:

"Any and all fixtures, additions, structures and signs placed
by the Government in or upon the> prem.ises during p.ny occupancy
thereof under a former lease, may be removed by it at any time

- during the tenancj'' hereby created, in accordance x^?ith the pro-
visions of the lease under vjhich they i.7ere made or installed."

10. Other Provisions — Other provisions relating to the occupancy of
the leased premises '-•hich are agreed upon between the parties may
be inserted. If such provisions are included, their insertion must
be noted on the form, as r^^quired by Instruction 9 on the reverse
of the form by the folio- ;inp- language: "paragraphs on
page were inserted prior to execution by eith-,-r partj''."

Deletion of any printed paragraphs m.ust also be noted.

11. Termination — If a lease is negotiated, a terminrition provision
must be inserted if at all possible. Such a termination provision
should read as follov/s: "It is under istood and greed by and betv/een
the parties hereto that the Government has the rinht to terminate

.

this lease at any tirie during any month upon 30' calendar days' notice
in ^Jriting to the lessor, said notice to be com.-nuted from the date
of mailing." If necessary, a mutual termination right may also bo
inseted, in vjhich case the termination clause should read "It is
understood and anreed by and betx'Jeen tlie r^rties hereto that either
partv has the right to terminate this lease at r,ny time during any
month upon 30 calendar days' notice in xvriting to th.j other party,
said notice to bo computed from the date of mailing," 'Thile a
mutual termination right is permissible, the givinp: up to the lessor
of the right to terminate renders the tenancy of the Crovernjuent
uncertain and should only be granted xjherc absolutely necessary.

12. Deviation — Instruction 8 on the reverse of the form provides that



dovift'tions from tho printed n'-tt r. are pcmittc-d onl3'' in specific
instances. Other deviations require the approval of the Director
of the- Treasury Procuremont Division. ''7hen it becomes necessary
to- make such deviations, a request ri'vinf, the justification should
be- subraittcd to the Administrative. Services Division in ''oshinpton

for proper handling.

13. Clauses of Indefinite Obligatio'n — No clause shall be inserted in

a lease unless the oblijration of the Gove-:-nmont is definitely fixed. *

Thus, clauses vhich require tho Government, in consideration of
obtaining the premises rent-free, to maintain the premises in good
repair and tonantablo condition^ arc not permissible unless there
is a - definite' monetary lim,itation on th:. total amount vjhich tho
Government shall bo oblif?atod to spend durinp, any fiscal year.

It is 'required that 'at least t^y/o copies of a lease bo executed by or
on behalf of both the lessor and the Government. One copy, executed
completely, which must be the original, is for filinp in the General
Accoujitinfr Office and the other completely executed copy is for the
les'^or. If tho lessor so requires, additional executed copies may be

forwarded to it. It is required t'^-'t the proposed leasinr instrument
be executed on behalf of the lessor before the instrument is executed
on behalf of tho Government. Presentation of a proposed leasinr instru-
ment to' a prospective los'?or has bceh held to bo tantamount to an
acceptance of tho lessor's offer, and therefore, proposed instruments
must not be- presented until the leasinrr has boon ap^rovud by tho proper
contrectin.c; officer. If the lessor is other than a sinftlo i^erson.

evidence of the authorit"' of the person sirniuf on behalf of * tho lessor
must be obtained prior to execution of the proposed l,.:asin«? instrument

on behalf of the Government. S-camples of authority rsquired .are as

folloi'.'s:

1. Aroncy — A Power of Attorney from the o'.mer, specifically giving

the agent authority to execute tho leasinr instrument or leasing
•'. instruments, is required. If rental payments are also to be made

to the agent, the Pov/or of Attorney must also contain that specific

authorization. Powers of Attorney are limited in scope end unless

t'-^e Power of Attorney specifically sots out the action which the

agent is to take, further authoritj?" should bo secured.

?•. Corporation — The execution of the certificate at the; bottom of

sheet 2 is 'sufficient to indicate the authority of an. officer to

bind the corporation. The seal of the corporation should be affixed,

but if the corporetion has no seal, a completed ' cert if icate ma^ bo

accepted if the lack of seal is explained, A certification b-"- the

contracting officer thet he has det:-.rmined that tho person execut-

ing on behalf of the corporation has authority to act will also bo

accepted by the General j'lCCoun-ting Office,

Sstato Prop erty — Evidence of the authority of a person to execute

a leasing instrument T;hore that person holds tho title to the proper-

ty for the benefit of another or others must bo obtained. Since in

all cases, aersons holding such "nropert3;- are recognized by the courts
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to be in a fiduciary capacity and account-^blo to those for vjhom the

proport:/ is hold, it is ossential that no Icnso or aprcemcnt bo enter-

ed into unloss thcro is amplo ovidonco of aut'iority presonted.

SxamplGS of persons holdinr such property a.re administrators, exec-

utors, trustc.-s and roct;ivcrs. There fpllovjs a discussion of the

evidence required to support the execution of leasinr instruments

b-" each:

a. /^_mi_nistrf_tor —' An adrainistrator is -nlaced in possession of

property by an order of a court of comnetent jurisdiction to

administer the assets of the estate of a dece-ised pereon. A
copy of the court order, generally knoa' as Letters of Adminis-
tration, is required. In nost spates an fidminist'-ator is not

authorized to lease property for a term of :>'eai''S
,

' and. in such >

states, if the Letters of A dmlnistr.' tion do not arrant such

authorit''^, a further order of the court Mill be nece;-:sary.

Since the tsrm of an administrator is limited, it is necessfery

to be certain that the administrator is still authorized to act
when it becomes necessary to make rental paym^ents under a le^.ss,

to issue notices, or to execute supplemental instruments.

b. Exe cutor or S'ec utrix — An executor or executrix is placed in^

possession of property by raason of a provision in the will of
a deceased person. A copy of the I'ill and the court order
admitting the i/ill to arobate, generally knovm a.s Letters Testa-
mentary, must be secured. The poi'ers of the executor or e":ec-

utrix are limited to those given in the 'Fill or the lavas of the
state in 'Jhich the property is loc^' ted, and if the a'ill or the
lavj does not specif i call:''' authori'ie the execution of leases, it

• '7ill be necessar;'^ to secure the approval of a court of competent
jurisdiction. An executor's or executrix's tenure is also limit-
ed, and a check must be made to determine that an executor or
executrix is authorized to act before '^ny supplemental action is

taken.

c. Trustee — A trustee holds property b;'^ reasons of '^n instrument
from a private person or corporation, a provision in a vill, or
an order of a court of competent jurisdiction. As for executors
and ad_ministrators , the pox'/ers of trustee a -e limited by the
instrument 'of apy^ointment , a co'^y of ^'hich must be obtained, and
if the instrument - does not grant the trustee the necessary authori-
ty, a further authorization should be obt'^inad from the person
or court '••?hich is in position to grant the authority.

^* Receiver — A raceivcr of propert}'' obt' ins po-'session of aroperty
through court proceedings, usuall^'- in b.-mkruptcy . A copy of the
court order of appointment is raquired, •md if the original order
of appointment does not cont-iin sufficient authority, a further
order x'ill be necessary.

4* Partnership — As a general rule, each partner of a real estate firm,

is authorized to bind the' other partners in the leasing of property.
A single partner of a firm not engaaed in the real estate business is

\
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ordinarily not authorized to ler_se property. The srfest method in
all cc.ses is to have all partners sign. If -but one partner si/^ns,

and the firm is not enpc'p.ed in the real estate business, a copy of
the articles of partnership or of a F.over of Attorney from the other
partners authorizing another to- sip;n on their behalf should be secured.

^* Joint Sjbock .As sociation s — Joint Stock /.ssocirtions ".re rovf;rned by
the lai-js of the state in 'ihich they arc orfnnized. In some juris-
dictions, the associations are repiarded as partnerships and in othors
as corpor-.tions . "Dependinr on the state lav/, the tyr>o of ovidonco as
sot forth above should be secured. If an 'asr-ociation is rof^-^rdod as

. a partner shi"*, the names of all stockholders must be stated in the
- lease, •

. , .

^* Joi ^'^'b O; ?norship — The safest procedure is to have all, joint earners

si^n. If not, a Pov'er of ilttornoy author izinpr one or more of the
joint ovjners to sign on behalf of the others must bo secured.

Uri in cor

p

ora t e d Com-pan i 0

s

— All ovmers should sipn if possible, but
a valid Povjer of Attornc^^ i/ill bo sufficient to authorize one or more
members of the firm to sif^n.

^* Subletting — "'hsre the Government is leasinr- promises from one vjho

is leasin^^ from an ov.aior of the premises, it is incumbent upon the
contracting officer to determine that the Oo'tn-rnmant ' s lcr.f?or has
authority to sublease. A cop;'^ of the lease betvj. en the G-ovornmL^nt ' s

lessor and his lessor should be sacured, and if there are provisions
in tl'iat lease "syjhich vould conflict -'ith the p^rovisions of the 'Govern-

ment's lease, a rele-^ so from the 0'''.'na-r of the aremises should be

secured. This is b-sed on the r ecofrnized principle that a lessee
cannot pjrant rirhts in a sub-lease I'.'hich he, himself, does not have.

Consideration should also be ."-ivc-.n to i-zhctlier the Government's lessor's
lease is for a term equal to or r:reatcr than the entire possible period
of occupancy/- covered hj the lease betT-Joen the Government --nd its

lessor. If possible, the safest method is to have t- e Govormiient '

s

lessor's lessor join in the execution of the Government's lease.

9. Documentary ^idence — "'Jhenever it is necessary that documentary
evidence be secured, the original of such evidence, certified before

a Notary Public should ^"^e secured if possible. Hov.'ev^r, in many
cases, it is not possible to secure the original, arid a copj'" certi-
fied as a true copy b^ a Notary Public vill be acceptable. If it

is impossible to obtain a certified copy of a complete document '

because of its Icnr'th, certified excerpts from such a document shoi-j-

inrr the authority of tlio person executing the instrument, any limi-
tation on such authority, and ;;dequately identifying the authority
vjith the premises to 'be leased \7ill be acccptablo.

SECTION V - TOTAL ^.^FTAL '?100.00 OP LESS

A. Upon receipt of the informfition from the field offices the Regional
Administrative Services Division -.'ill handle the papers in accordance

. v/ith the procedure outlined' in SECTION IV.
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B. In nccordp.nce vjith standard procedure, successive informal afrreomonts

may not be entered into cov-rinp rental of promises, the total of v.'hich

would exceed ^100.00.

C. Original leasing instruments involvinr rental of loss than .^].00.00 or

periods of less than one yocr nced not be prepared on U. S.. Standard

Form No. S. Such instruments may bo prepared as informal ap;reemonts

in a-^cardanoo i/ith the attached sample.

SECTIOr VI - CHANGING TISRV.S OF A LZASE

/•.. After execution of leases it is possible to mciko maaiy chanpes in the

terms and conditions of the leases -.'ithout the necessity of executing
new leases on U. S.. Standard Form No. 2 (Revised). Chanfes may bo made
only after determination bv the contractinr officer that the chanf^es

arc not contrary to the terms of the leasing instruments, ar. not

detrimental to the interest of the Government, and do not involve the

expenditure of funds contrarj' to appropriation and other limitations
of lai;. Permissible chanpes include increases in area and rent, iiicroases

or decreases in rent, and chanpes in facilities, services or conveniences
furnished. Prohibited changes include the settlement of a claim or
relievinr the lessor of obligations vathout proper and" adequate con-
sideration pas-^inp to the Government/

E. The Chief of the Regional Administrative' S ervices Division viill issue
the notice, if permissible under the t-firms of the le.ase, or vjill pre-
pare a proposed inatrument sottin,'™ forth the •f-reement of the parties,
observing the folloi'iinr instructions: • •

1. The arreoment tjiil
. follo'.'J the form, of the attached sample.

2. The lease and itsv^amendments Tvill "be adequately identified in the
recitation (''rhereas) clauses.

3. The purpose to be accomplished by the agreement shall be set out
in brief terms in the recitation (^'Jhereas) clcuses.

4. The enacting (No't;, .Therefore) clauses shall set out in definite,
concise language the ^p-reement between the pa rties.

5. All other necess.^rv provisions shall be included in the agreement.

C. Prior to making any commitment under a supplemental -,o-j.e,ement involving
the expenditure of additional funds, funds shnll bo encumbered in the same
manner as for original lease contracts.

D. Execution of supplemental agreements follov/s the sam^e rules for execution
of leases as set out in Section lY.

S. Supplemental agreem.ents v/hich involve thu expenditure of additional funds
by the Ctovernment are required to be supported by a Standard Form 1036,
This form must set out the method of advertisement, or if the agreement
is entered into, v.dthout competition, the reasons why competition would
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serve n« useful purpose.

SECTION yil - RENTAL OF LEASE

A. Renewal of & lease for an additional year may be accomplished in txvo

"Ajays, one by notice in accordance v.'ith the option frrahted b^'- the, leasing?

instrument, and the other by agreement betvjoen the C-overnnent and the
lessor. ' '

>

B. Permissible chanres, such as increases and decreases of space occupancy
and rent, alterations, repairs or improvem.ents , etc. may be- incorporated
in renev/als. Unless the Government has a rirht under the lease to make
the ohanre the concurrence of the lessor must be obtained b-"' his sima-
ture on the signed carbon coay of the instrument.

C. "^here the lease contains a vr.lid option of rene^ial, the renewal action
may -be by notice to the lessor. Notices shall be prepared on Form FDA-
672, If a renevjal notice is not mailed to the lessor '•.'ithin the tim.e

specified by the lepse, the acceptance of the notice by the lessor shall
• " be obtained by his signature on the face of the signed carbon copv of the

instrument.

D. Where a lease is beinr extended :^or an additional :"'ear in accordance with
a determdnation that such action is to the best intarest of the Govern-
ment oven though no option to renev; e::ists, the rene'-'/al shall be by
agreement bct^'/een the parties. For this purpose, Form FDA-671 -shall be
used.-

E. If at the time a rencT-jal notice is mailed to ^ leseor or a proposed
renexval apreement is presentee' to tho lessor for signature, funds are

• not available, the renoT.'al instrument shall contain on its .face the
fcllov/ing statement: "This renev/al is conditioned upon the passage of

an appropriation by Congress from uhich expenditures thereunder may be

made and shall not obligate the United States of A-merica upon failure

of Congress so to aaproariate.

"

The Chief of the i^egional Administrative Services Division shall prepare
and execute reno'.'.'als of Ic^ases under his jurisdiction.

G. If the rcncv/al of th • lease is not bv notice, the ronC'/.-d sh?'ll be

suT^ported by a Standard Form 1035. This Standard Form 10 35 shall

follow the form of the sample attached. To th-:. Standard Formi 1036

must be attached the prcreno'-ral canvass statom.ont, uhich in addition
to being signed b''' the offic " in charrc must b.- approved by the con-

tracting officer.

SECTION VIII - TERMINATION OF LEASE

A* ''There an office to be m.ovi>d from one city to another is considered a

major field office under the definition included in Paragraph 1112 of

the Regulations of th-;.- Denartm.ont of -Arriculture
,
prior a^^iorov-l' of the

Administrative Council shall be obtained bv submission of the -Dpropri-
ate justification to the Chief of the Administrative Services Division.
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'''hero the p-prrov^.l of the Adninistr^tivr Council is required,- it shnll
be' obtainod before any '^.ction is takon to to:f"minr.to an oxistinr, lease
or to c.cquirc nc'/ spr.cn,

B. Terminr.tion notinos and np'rcomerits cov^-rinp leases under the juris-
diction of the Chief of the Repional Mninistrativc ?-'rvices Division
will be prenarcd by him and she'll folloT'? the forns of the attached
sanplos,

SECTION IX - TRANSFER OF LEASE '

A. Since leases are entered into naming the Unitc;d States of America as

the lessee, they nay be t^-ansferred, from one Governmental Agency to

another. To do this it is r'-'^uired that th-^ acceptance by the agency
to v/hich the lease is boinf: transferred bo obtained in a statement
definitely fixim'- the date of transf . r. A signed copy of such a letter
should be filed in the General Accounting Office and a copj'' should be

forvjarded to the Administrative Services Division in Washington, It

is, of course, necos'^ary to submit to the agency taking the leas--; one
or more confornod copies of the lease and supporting papers.

SECTIOTT X - CFANGE in O^'WIEHSHIP

A. Leases arc entered into viith the lessor or his successors. Therefore,
if the property is sold during th.;; tenancy of the Ooverrxment under a

lease, such a change does not affect the C-overnment ' s right of con-
tinued occupancj^ unless specific provision to thrt effect is made in
the lease.

B. ^'^hcre a change in o^-inership takes place, a certified copy of the Deed
of Transfer should be secured. It is essential that the premises
described in the Deed be identified as the same as those vihich the
Government is leasing.

C-. There should also be obtained a statement from the old ovjner that as
of a certain date the promises were sold to the new o^mer and that
after a certain date rental payments should b.: made to the ncxi ox.'ner,

A statement of. similar import agr.,.eing -^s to the dates should be obtain-
ed from the nevj o^aner.

D. The certified copv of the De. d as \jg11 as the original statements of the
old oimer and the nox; bxraor are for filing in the General Accounting
Office. One -conformed co]^y cf each paper must be foriivarded to the
Administrative S-ervicos Division in Tashington.

SECTION :n: - report O:^ lease TRi\NSACTION

A. A report of each lease transaction, such as nev; leas,;, suppl.-.mental
agr: em.ent, tr-rmination, renewal, ehango in oxmership

,
etc., is required

to bo filed '-/ith the Public Buildings Administration, Federal Works
Agoncy. This procedure is a y/artimo substitution for prior clearance
cf leasing actions b^^ the Public ^^uildings Administration.
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B. Roports on P-SC 7orni No. 6, "Request for /ipprovl of Lor.sc," nro required
for r.n"- original Icasinf; action involving n rcntnl rntn in excess of
^500.00 per annum or involvinf? office space for occupr.ncy of a period
in excess of six months, rerardlcs':^ of thv r-jntal rate involved. Reports
on P-SO Form No. 6 mro also required for any renev/nl of a lease ^'/iiich

• orifi-inally. required clearance, or for any space increase of a lease
originally cleared.

C. The Chief of thr- T^erdonal Administrative S-,rvicen Division -lill complete
Forms P-SC No. 6 in triplicate for all leasing transactions reauiring
reports on that form and shall sirn the form as submitting officer.

D. Reports to the Public Buildinr'S Administration 'jhich r..rc; not renuirrd to
bo submitted on P-SC Form No. 6 vill be prepared by the Lease Section,
Office of Plant and Operations, from cordes of the loasinn instruments
required to be filed in that office as hereinafter provided.

SECTION :ai - NOTICES
"

ii. In the issuance, of notices of term.ination or renexval, it is essential
tha-t the period of notice specified by the lease be f^iven.

B. Renewal notices re-uiring 30 davs or one month's notice prior to the
end of the fiscal vear must be postmarked before midnight on T!ay 31
in order to be valid,

C. The follov'ing should be observed in the mailing of notices:

1. If the lease does not provide that the' notice m^'iy be effective at

any time during any month, the notice is generally held by state
larj to bo effective only a.t the end of the month,

2. If the lease does not provide that the notice shall bo computed
from the date of miailing, the period of notice starts to run only
upon receipt of the notice by the lesser.

3* If the lease provides that the notice is comnutod from the time of

m;:iling, the period of notice starts to run the day after mailing.

4. In computing the period of notice;, the final d-^te is included.

5, All notices shall be fore'arded b^^ rcristered m.ail, ^-ith return
receipt requested, in order to est'i.blish the date of r^^ceipt " b"'""

the lessor.

SECTION XIII - REPAIRS AND ALTERATIONS

A, Any contracts for repairs within the limite.tions of expenditures under
the contractual authority delogated to the Chirf of the Regional Adminis-
trative Services Division by. Administrative Services Division Memorandum
No. 27 may bo awarded. by him.. All other contracts ^.-nll be processed
in 'Tashington.
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SECTION TDI - DISTRIBITTION OF TFJSlWr INSTRUIIENTS A^TD SlTPPORTI^Tr. PAPERS

.A. Tho follov;infr papers ero roquirod to bo filed in the CKmorril Accounting

Office:

1. Arr-jQitionts, includinp original 1g-s-..s, supplomentnl ap:roomonts

,

torminntion apirccmcnts, and rcnovjal rr.rcononts - The oriftinr-] ,

complotGly oxccuted both on bohalf of tho GoAr.-jr.nmont and-th/ Lossor.

2. Notices, includinp renovial and termination-notices - The signed

dated carbon co'w of the notice, accepted, if necessary'-, by the

lessor.

3. Original of Standard Form 1036, when required.

4. Original Fair Market 7a,lue Stater.ent, if required.

5. Original approved Prerenovjal Canvass Statument in support of leases

extended for -n additional ^^ear vihovc no option to rene^j exists.

6. Original, if available, or if not, a certified copy, of any docu-

mentarj'' evidenc' of authority.

7. Oririnal accepted proposal, if a bid is accepted.

8. Orif^inal Exigency'' Stftement, if required.

B. The following papers shall be for^/arded to the Administrative Services

Division in "'ashington for transmittal to the Office of Plant and

Operations "fith the exception of the copy of P-SC Form No. 6 and the

floor plan x/hich -.'ill be retained for the files of the Administrative

Services Division:

1. One conformed co^^y of each paper required to be filed in the General

Accounting Office.

2. Orif?inal and one copy of com.pleted P-SC Form No. 5.

3. One copy of abstract of bids.

4. One copy of fair market value statement, if such a statement is

required.

5. One copy of the floor plan cf the space shovjing the area of each
room, utilization, and number of persons occupying each room. If

a floor plan is not procured or if the action is such that a floor
plan is not necessary, a nev; or revised statement of space occupancy

C. The follo>jing papers shall be filed in the Re^-ional Fiscal Office:

1. One copy of each paper required to be filed in the General Account-
ing Office.
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D. The follo^ring papers shall be forv7arded to the field office:

1. One copy of the lease and of each anendment and notice.

E. The follo^Jing papers shall be retained in the files of the Rerional
Administrative Services Division:

1. One C0P3'" of all papers required to be filed 'in the r.eneral Account-
inr Office.

S. One copy of F-SC Form TTo. 6, v;here required.

3. All pertinent correspondence relating to the transaction.

4. Orip;inal of Abstract of Bids 'Received.

5. Floor plan.

5. All rejected bids and declinations to bid.

The files of the "^Lcrional Aclministrat ive Services Division are subject
to inspection of authorized representatives of the '^ar Food Adminis-
tration, staff offices of the Department, and the -O-oneral Ac count inr
Office.

F. The follc'-iinp paners v'ill be forvjarded to the lessor:

1. A completely executed carbon copy of the lease smd an^' supplemental
afroemonts thereto.

2. The criminal of anj'' notica. If there is more than one lessor, a

copy of the notice shall be foniarded to each party.

G. If the leasing action is executed in '"ashinprton the necessai""- papers
required to bo filed in the General Accounting': Office 'Jill be for'-vard-

ed b?/ the Administrative -Services Division, The conies rer-uirod in the

various refrional offices v)ill be transmitted to the Chief of the P.efional

Administrative Services Division for distribution, and the papers for
Washinfton 'use vjill be retained,

H. Immediately upon com.plotion of the leasinr instrument the' required copies
shall be for'Jardcd to the General Accounting: Of'^icc throurh the Rof^ional

Fiscal Division and to the Administrative Servic(?s Division in Tfashington,

The Rer;ulationo of the Denartment require such filing, and it is essential
that the Washington records of field space occupanc^' be k^pt as current
as possible at all time,

I. It shall bo the rosponsibil It;^'- of the Chief of the Regional Adminis-
trativo Services Division to expedite the complotion of leasing instru-
ments in order that the Food Distribution Administration •.•.'ill not be

critized by the General Accounting Office, ^'cmb rs of Congress, lessors,
or staff off ic ;rs of the Department for. its failure to file instruments
promptly or to make rental payments ^''ithin a reasonable time,'
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SECTION XV - FORILS

A. Tho attached forms shall be used in the processing- of leasinr" instru-

ment s

:

*1. U. S. Standard Form No. 2 (Revised).
*2. Renoxval TTotioe, Form FDA-67r'
*3. Renevjal Arreement, Form FDA-671.
4. SuT^plemontal AQTeem.ent.

*5, U. S. Standard Form 1036.
6. U. S. Standard Form 1036 in support of renewal af-reements.

*7, Preronc-vjal Canvass Statement Form AD-P-58.

8. Informal Afrreement.
*9. P-SC Form No. 6.

10. Termination Notice.
11. Termination Agreement.

*12. U. S. Standard Form No. lo.
*13. Ti'air iTarket "-^alue Statement, Form FDA-670 ( superseding-, S^A-1044).
*14. Abstract of Bids, Form SI'A-1038.
*13. Detailed Information of Space

,
/Form.s AMS-24, SI 'A- 1040, or FDA-463,

Upon exhaustion of the stocks of AMS-?4 and Si'Ii-i-1040 , FDA-453 shall

Forms designated (*) may be obtained upon requisition to the Adminis-
trative Services Division in 'Tashinr-ton. .

bo used.

\

Attachments

B-131





tJ. S. standard. Form 33 (Revised)
Approved by the Secretary

of the Treasury
January 17, 193a INVITATION, BID, AND ACCEPTANCE

(SHORT FORM CONTRACT)

Invitation No.

Contract No.

.

wj&--7jQm--Amiim-s'mA'^zcm- j!oaix--nissRiBUT-ioN--iiDiams.T::ATxoii
(Department or establishment) (Office or station)

*
"""(Address) (Date)

INVITATION

Sealed bids, in „S.i.jl.p5.e-c-G»5y -- subject to the conditions on the reverse hereof, will be received at this

office until Sri-QQ o'clock ip^v ^,_„T-r- *—1S4^ , and then publicly opened, for furnishing the

following supplies, and/or services, for delivejQi:afcrx-y-—wts-G—at-^Sa-fe-Jao-loW-)

* ±
(Name) (Title)

ITEM
No.

AETIOLES OK SEEVIOEa

CC

of

Tho Government desires bids on ofr'^ice spa

in accordance with the requirements set

f»rth in this invitation. Bidder v;ill fijll

in all information rco^uested so that therp

vjill be no misunderstanding on the part
the bidder mr the Government as to the lo

cation, etc., of space, or as to the tormjs

under which the space is offered for Rental
This bid, if accepted, will bo made a par[t

of tho resulting lease*

1.Approximately * square feet of net usable
office space ( exclusive of public halls,
stairvravs, corridors, toilets, etc.)

In-^nc rcasonafelj'" modern office building
a fire-resisting type, at city * , Stat

*
, for •ccupancy on approximately

* 19 *; with natural light and ventilat
ac'eriuate for normal office purposes, pre-
ferably to consist of:

(a) * room(s) nf approx, * sq,

(b) ~^ rocm(s) of approx. * sq,

QUANTITY

T-^talL Hot Usible
'ice Spa(

. ft.)
9f:
(Sq

of

ion

Room
ft.

ft.

UNIT

ce

No

UNIT PKICE

Area

AMOUNT

Dollars Cents

Total
Rentall

Ann'

Ra-;

Tfont hly_ Rei

BID

(Date)

In compliance with the above invitation for bids, and subject to all the conditions thereof, the undersigned offers, and

agrees, if this bid be accepted within calendar days from the date of the opening, to furnish any or all of the items

upon which prices are quoted, at the price set opposite each item, delivered at the point (s) as specified and, unless otherwise

specified v/ithin calendar days after receipt of order.

Discoimts will be allowed for payment as follows: percent 10 calendar days; percent 20 calendar

days; percent 30 calendar days.

Bidder Address

By
(Signature of person authorized to sign this bid)

._ Title

ACCEPTANCE BY THE GOVERNMENT
(Date)

Accepted as to items numbered

Name
10—1808

Title
(OVER)



CONDITIONS
1. The Government reserves the right to reject any or all bids, to waive

Jiny informality in bids and, unless otherwise specified by the Government
or by the bidder, to accept any item in the bid. In case of error in the
extension of prices in the bid, the unit prices will govern.

2. Time, in connection with discount offered, will be computed from date
of the delivery of the supplies to carrier when final inspection and acceptance
;tie at point of origrin, or from date of delivery at destination or port of
embarkation when final inspection and acceptance are at those points, or
from date conrect bill or voucher properly certified by the contractor ia

received if the latter date is later than the date of delivery.
3. In case of default of the contractor, the Government may procure the ar-

ticles or services from other sources and hold the contractor responsible for
any excess cost occasioned thereby: Provided, That if public necessity reauires
iii8 use of materials or supplies not conforming to the specifications they may
be accepted and payment therefor shall be made at a proper reduction in
jirice.

4. If the contractor refuses or fails to make deliveries of the materials or
supplies within the time specified, or any extension thereof, the Government
may by written notice terminate the right of the contractor to proceed with
deliveries or such part or parts thereof as to which there has been delay.
In such event, the Government may purchase similar materials or supplies
in the open market or secure the manufacture and delivery of the materials
and supplies by contract or otherwise, and the contractor and his sui-eties

(if any) shall be liable to the Government for any excess cost occasioned the
Government therebj' : Provided, That the contractor shall not be charged with
any excess cost occasioned the Government by the purchase of materials or
supplies in the open market or under other contracts when the delay of the
contractor in making deliveries is due to unforeseeable causes beyond the
control and without the fault or negligence of the contractor, including, but
not restricted to, acts of God or of the public enemy,, acts of the Government,
fires, floods, epidemics. Quarantine restrictions, strikes, freight embargoes,
unusually severe weather, and delays of a subcontractor due to such causes
unless the contracting officer shall determine that the materials or supplies to
be furnished under the subcontract are procurable in the open market, if the
contractor shall notify the contracting officec ia writing of the cause of any

such delay, wiUiin 10 days from the beginnm? thereof, or Within mich further
period as the contracting ofUcer shall, with the approval of the head of the
department or his duly authorized representative, prior to the date of final
settlement of the contract, grant for the giving of such notice. The con-
tracting oiBcer shall then ascertain the facts and extent of delay, and his
findings of fact thereon shall be final and conclusive on the parties hereto,
subject only to appeal within 30 days by the contractor to the head of the
department concerned or his duly authorized reprc-S'intative, whose decision
on such appeal as to the facts of delay shall be final and conclusive, on the
parties hereto. As used herein "head of the department" means the head or
any assistant head of the executive department or independent establishment
involved, and "his duly authorized representative" means any person author-
ized to act for liim other than the contracting officer ; and the term "con-
tracting officer" shall include his duly appointed successor or his authorized
representative.

5. No Member cf or Eelegate to Congress, or Resident Conmaissioner, shall
be admitted to any share or part of this contract or to any benefit that may
arise therefrom unless it be made with a corporation for its general benefit.

6. Prices bid herein include any Federal tax heretofore imposed by the
Congress which is applicable to the material on this bid. If any sales tax,
processing tax, adjustment char£:e, or other taxes or charges are imposed or
changed by the Congress after the date set for the opening of this "bid, and
made applicable directly upon the production, manufacture, or sale of the
supplies covered by this bid, and are paid by the contractor on the articles or
supplies herein contracted for, then the prices named in this bid vrill be
increased or decreased accordingly, and any amount due the contractor as a
result of such change will be charged to the Government and entered on
vouchers (or invoices) as separate items.

7. Unless otherwise specified by the bidder, it is understood and agreed
that only such unmanufactured articles, materials, and supplies as have been
mined or produced in the United States, and only such manufactured articles,
materials, and supplies as have been manufactured in the United-States sub-
stantially all from articles, materials, or supplies mined, produced, or manu-
factured, as the case maV be, in the United States shall be delivered pursuant
to a contract awarded as a result of this bid.

INSTRUCTIONS TO BIDDERS
1. Samples of items, when required, miist be furnished, free of expense,

prior to the opening of bids, and, if not destroyed, will, upon request, be
returned at the bidder's expense.

2. Prices should be stated in units of quantity specified, with packing
included.

3. Time of proposed delivery must be stated in definite terms. If time
varies for different items the bidder shall so state.

4. Envelops containing bids must be sealed and marked on the npper
left-hand corner with the name and address of the bidder and the date and
hour of opening, and addressed as instructed.

5. For further instructions read U. S. Standard Form 22 (Instructions to
Bidders)

.

INSTRUCTIONS TO CONTRACTING OFFICERS

1. If shipment is made by Government bill of lading, observe consolidated
classification requirements so as to secure the lowest rate applicable.

2. Although this form meets the requirements of a formal contract
(R. S. 3744), if the execution of a formal contract with bond is contemplated
U. S. Standard Forms 31 and 32 should be used.

3. If there is not suflicient space on the schedule to list all of the items,
insert at the bottom of the schedule "Continued on sheets of U. S.
Standard Form 36", and use that form also.

4. If it is definitely knovra that final acceptance cannot be accomplished
within 10 or 20 days from date of delivery due to necessity for tests or
analyses which cannot be accomplished within that time, delete, befor-e issu-
ance, the discount provision relating to 10 calendar days or to both 10 and 20

calendar days. The provision relating to discounts may also be deleted when
funds do not become available so that payment may be made within such time
limits.

5. If the contract is likely to involve patent liability, the article on patents
as contained in U. S. Standard Form 32 should be used.

6. If the contract provides for liquidated damages, the above Condition
No. 4 should be deleted and there should be substituted therefor the article

entitled "Delays—Liquidated Damages", quoted in Paragraph 5 of the direc-

tions on page 6, U. S. Standard Form 32, modified as follows: Delete "in
Article 1", line 2, and if no bond is required, delete "and his sureties",

lines 6 and 10 ; add tlie last sentence (definitions) of the above Condition No. 4.
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The following facilities are required: For adequate heating; for adequate

electrical illumination; for operation of ordinary office machinery equip-
ment and fans (electrical outlets); adequate toilet facilities for men and
for women; for running?: water; elevator service if the space is located above
the third floor.

, ,

•

The offices shall be- equipped \iith suitable and adequate electrical fixtures •

for artificial illumination to provide from IP. to PO foot candles of lipht,
maintained in service, at desk heirht in all portions of the office space.

Bif^der will state vjhcther the followinp: facilities and services are furnished
at no additional cost to the Government by writinr "Yes'' or "No" after each,
along v/ith necessary comments. Facilities and services offered may be taken

,

into consideration in m^akin^"^ award:

Heat
Heat of at lease 7S°F. v^hen the outside temperature is 65°

or less, unless the maxim.um temperature permissible in the
premises is req^ured to be less by some duly constituted
regulator;^^ authority and in which event the minim.um tempora-
turo of the premises occupied shall be the maximum allowed.

Electric Current
State whether direct or alternating, current and cycles
.Daily janitorial and .char service
Cold running water-

(Where available)
[

,
;

Hot running vjater

(•"here available)
^ Ll__: .

Shades, Venetian blinds, or avmings for windows i-.'hich are .
.

subject to direct sunlight (Which)
Soap and towel service

(Where available)
Windo cleaning service (at least quart rl^.'T"

Electric bulbs
Initial sup'^lj''

Replacement thereof
Drinking vjater

Is it'" hydrant rr water cooler?
Where located?

Suitable fleer co-v uriiiy—f-^
—

—

\ -i i -\—rm— 1 — , \-^'^^
I e.g. linoleum, aslTFTalt tile, carpet, etc)

Indicate type
Bases for electric fans

In the initial preparation of the space prior to o-cupancy, the successful
bidder may be required to erect or take out partitions or install electrical
convenience outlets without additional cost to the Government, if these install
ations or change be necessary in fulfilling the requiremients of these specifi-
cations. (Bidder will indicate the alterations he will make.)

Walls, ceilings and floors shall be in good condition, clean, painted, and/or
covered, so as to render a suitable appearance for the intended office purposes

Bidder will furnish with his bid two copies of a substantially accurate floor
plan showing dim.ensions of space, room areas, location of doors, windows, etc.
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The successful bidder shall enter into a fornal lease '^n ^j, s. Standard Form
I-To. 2 (Revised) covering the period beginning v.'ith the date of occupancy and
endinf-y.June 30 j 194 ^* . (Officer in charge must insert end of current fiscal
year.

)

The OoT'ernment shall have the right to renevi any lease resulting from this
bid from. ''ear to year until June 30, 194 *

,
(Officer in chapge must insert

extent of rene\;al privilege desired) under the same term.s and conditions as

the original lease; PROVIDED notice be given in vjriting to the lessor at
least thirty (30) calendar days before the lease, or any rene'-'al thereof "'ould

otherevJise expire; PROVIDED that notice shall be computed from the date of
mailing; PROVIDED FURTHER, if the bidder is unwilling to reneij for the above
period, he shall indicate that no renevjal of the resulting lease shall extend
the period of occupancy of the premises bevond June 30, 194 . (Bidder to in-
sert date.

)

Unless' ctherewise -specified the Government shall have the right to terminate
the resulting lease at any tim.e during any month of the term of said lease or
during any month of any renevjal thereof, upon thirtj^- (30) calendar days' notice
in writing to the lessor, such notice to be computed from date ,of mailing.

The Government shall have the right at any time during the lease or renewal
thereof tc increase., if space l.s available, or decrease up to anproxim-ately
S5<^ o'f the space under lease v/ithout in any v^ay affecting the other terms and
conditions of the lease or renewal thereof, except as to the rental '^aid there-
under. Rental reductions or increases shall be made in pro'-^ortion to the amount
of rental bases upon the amount of space herein specified; however, individual
rooms must be terminated or added in entirety and net a fractional part there-
of. If the bidder is unvjilling to allow increase or decrease of space as

specified, ho vjill indicate the .percentage of increased or decreased space that
he will allow :

Fair Market Value: If the annual rental rate exceeds TtJo Thousand Dollars
(§2000.00) the bidder may be required to establish the fair market value of the

building within vjhich the space offered is located, includinp an evaluation of

the costs of s ervice (such as heat, light, janitor, etc. ) -furnishcd as a part

of the rental considoration and a statement from the local tax assessor's
.office setting fc-rth the assess.od valuation of the property in question and the

ratio at vjhich local property „.is required by law to be assessed in relation to '

at.s full fair m.arket value.
'

If the ownership of the property in which the space' is located is he].d by othor-

than the person signing the bid
,
^.dequate formal evi'dcnco of authority for the

bidder to act for tho principal and absolute identity'- of the principal must bo

furnished by tho bidder upon the request of tho contracting officer.

Any lease resulting from this bid shall provide for payment b-<'- the Government
for only not Usable space, exclusive of stairvja^-'S

,
public corridors, toilets,

etc. .

Tho successful bidder shall comply v;ith all codes and ordinances relating to thr

operation of office buildi.nrs in the city in v/hich the space is located.
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Section 143 (b) of the Revenue Act of 19C56, as araended (49 St; tute 1701),
provides for the uithholdinf of taxes at the source i-jhen makinp; payments to
a non-resident alien. If the bidder is an alien and not a resident of the
United States, such facts must be stated beloi/, indicating the countrv v/ithin
vjhich he resides

ESTABLISHING A MIIIfTUT-I '.JAR TIME VJORIW'TESK OF 48 HOTJES

Attention of bidders is invited to Executive Order No. 9301, February 9, 1943,
8 Federal Register 1825, and such applicable policies, directives and regu-
lations as have been or may hereafter be issued hj the War f'anpov.;er Commission,

Questions concerning the interpretation or the application of the orders or
regulations are to be taken up by bidders and subcontra^-tors x?itb. their region-
al or area manpower directors.

FA_IR ayLjD'^lIEIJT FPJ\CTICE

The lessor in the performance of this contract, shall not discriminate against

any employee or applicant for emploj^Tient because of race, creed, color, or

national origin. The lessor shall include in all subcontracts a provision
imposing a like obligation on subcontractors.

The payment of rental vjill be made at the conclusion of each month, as prompt-

ly as possible after the presentation to the Food Distribution Administration
of properly executed vouchers.

Bidder to state immediatelj'' belox; a comprehensive description of the space
offered, settln."' forthe the location of the sptice in the building, the name
and address of the building, type of construction, number of floors in the

building, and any special features not re^tuired b'^ these specifications, such
as free use of storage space, vaults, parking space, conference rooms, etc.

NOTE TO £Ii3.p__aF_^IjI!=P^^

In duplicating this "Invitation" for use, if it is necessary to use Standard
Form No. 36 as a continuation sheet for Page 1, the specifications should be
typed in column entitled "ARTICLES OR SWICSS" rather than across the page
as above. ?'imeog"'aph or plain paper should be used for all succeeding pages,
vjhich should be printed back to back. Care should be exercised to see that all
places indicated '-.lith an asterisk (*) are properly completed.





U1JIT3D STATES DSl^A3?TI!Er;T OF AORI CULTURE

.SUPPLMEtWAL AGREEI ISI-jT

THIS ACtREE?IENT, made and entered into this

day of mineteen hundred forty-three, by and

between the "RCfv'TsTTlTHSbN BUILDING CORPORATION, whose address is 207

Smithson Street, Denver, Colorado, hereinafter called the Lessor,

and the IP'IT^ STA':^S OF AT^'HSRICA, hereinafter called the CTOvernment

:

I T N :^ S S S T H :

viOPRSAS, the parties hereto have heretofore entered into a certain
lease dated December 16, 19i2, wherein the Lon^or leased to the Govern-

ment Ronr.s 1-A and 1-B in the Smithson Building, 207 Smithson Street,

Denver, Colorado,' for the period beginning November 1, 1942 and endinf^

vjith June 30, 1943, the terms and conditions of w/hich said lease have
been extended to June 30, 1944; and

^'JHERSAS, it is the desire of the parties hereto to amend said

lease by increasing the amount of floor space leased to the Crovern-

ment and the annual rental rate to be paid by the Government;

NOW, THEREFORE, it is mutually understood and a^?reed by and
betv/een the parties hereto that the said lease shall be and the same
is herebj'' amended by the leasing to the Government of an additional
300 square feet of floor space, being' Room 1-C, in the above-m.entioned
premises, effective,

.
>

^'^ increase in the

annual rental rate to be paid by the Government of Three Hundred Fifty
Dollars and Sixty-I\vo Cents (!|350.62).

It is further m.utually understood and ap:roed by and between
the parties hereto that the Lessor shall not discriminate against
any emplovee or applicant for emplovment because of race, creed,

color or national origin and shall include a provision in eaqh sub-
contract entered into in onnection vjith the performance of his ob-
ligations under this lease whereby 'the subcontractor agrees that he
vjill net discriminate against any of his emplo^'-ees or applicants to
him for employment because of race, crsi^d, color, or national origin.

It is further mutually understood and agreed by and between
the said parties that all of the other terms, conditions and pro-
visions of said lease shall be and remain in full force and effect
as therein provided.



IN •TITN'^SS ''HFIRSOF, the parties hereto have executed this
agreement in duplicate on the day, month and year first above
vjritten.

i?ITNESS: 207 ailTHSON BIJIUDING CORPORATION

BY:

Lessor.

THE UNITED STATES OE AI.SRICA

BY:

(if Lessor is a corporation, the following certificate shall be
executed by the secretary or assistant socretarjO •

as Lessor in the above agreenent; that

who sirned said a(?reement on behalf of the Lessor, was then

of said corporation; that said

afreement was duly sifrnod for and in behalf of said corporation by.

authority' of its f^overninp- body, and is v;ithin the scope of its

corporate powers.

I, certify that I am

the secretary of the corporation named

CORPO^J\TS

S.EAL)



StanOard Form No. 1086—Revised . « mm No
coJpW&^».s. STATEMENT AND CERTIFICATE (contact) -

—
November 12, 1937 /^Ty k\\TKr»T\ t^.

Qen. Reg. No. 51, Sup. No. 0 OF AWARD Date ,19

yAR FOOD AD^!IMISTRATIOF FOOD DISTRIBUTION ADT 'INISTRATION _
fDepartmeut or establishment) (Bureau or offics) (Location)

METHOD OF OR ABSENCE OF ADVERTISING
(Section 3709 of the Revised Statutes)

1. After advertising in newspapers.

2. (a) After advertising by circular letters sent to dealers.

(b) And by notices posted in public places.

(If notices were not posted in addition to adTertising hy circular letters sent to dealers, explanation of such omission must b«
made. The notation on the certificate below must be "2 (a) (b)" or "2 (a)," depending on whether or not notices were posted.)

3. Without advertising, under an exigency of the service which existed prior to the order and would not admit of the

delay incident to advertising. bit'
4. Without advertising in accordance with ? 2}.l

6. Without advertising, it being impracticable to secure competition because of

(Here state circumstances under which the securing of competition was impracticable)

AWARD OF CONTRACT
A. To lowest bidder as to price (Expenditures).
B. To other than the lowest bidder as to price (Expenditures).
C. To highest bidder as to price (Receipts).
D. To other than the highest bidder as to price (Receipts).

CERTIFICATE
4

I CEETIFT that the foregoing statement is true and correct; that the agreement was made in consequence of No.

of the method of or absence of advertising and in accordance with award of contract lettered , as shown above;

that the total number of bids received is , and that where lower bids (expenditure contracts) or higher bids

(receipt contracts) as to price were received a statement of reasons for their rejection, together with an abstract of bids

received, including all lower than that accepted in case of expenditure contracts and all higher in case of receipt contracts, is

given below or on the reverse hereof or on a separate sheet attached hereto; that the articles or services covered by the agreement
(expenditure) are necessary for the public service, and that the prices charged are just and reasonable.

In. accordance vjith the data contained on the attached prerenewal canvass state-
ment^ it has been administratively determined that continued occupancy of the
premises covered by Lease No. _ ,

will not be detrimental to the

Goverlynent and that, in fact, such continued occupancy v/ill be to the best
interest of the Government.

Lease No. is, therefore, renevjed for the period beginning
July 1, 194 , and endinr, June 30, 194_ under the terms of the Comptroller
General's Decision, 16 Comp, Gen. 931.

(Signature of contracting officer) (Title)

Note.—This statement and certificate will be used to support all agreements, both formal contracts and less formal agreements of whatever character, involving
the expenditure or receipt of public funds. It must be executed and signed by the contracting ofHcer (unless the award is made by or is subiect to approval by aa
officer other than the contracting officer, when execution and signature may be made by such officer). lo 1968





coiJTRACT itui:ber_

ITAR FOOD ADT'I?TTSTRATION

Food Distribution Adninistration

ITjFOKIAL AGRSjaiENT

Tins AGREEI'.mTT, made and entered into this day of

194 ,
by and ' between

'

' , 'vjhose address is

^
_ _ ,

hereinafter called the Lessor, and

the Food Distribution Administration, VJar Food Administration, hereinafter
called the Administration:

•r I .T N S S S E T H

1. The -Lessor arrreos to lease to the Administration the following described
premisesi _ j

to be used for . _ _ „ _ ,
at a rental rate of

$ per payable at the end of .

2. The occupancy of the above-described premises shall cover the period be-
ginning Tjith , and ending

,
unless previously terminated upon days' written

notice by
,
such notice to be computed from

the date of mailing,

3. The Lessor agrees to furnish to the Administration as part of the rental
consideration set forth above during the period of this agreement:

4. No Ilember of or Delegate to Congress or Resident Comjnissioner shall be
admitted to any share or part of this agreement or to any benefit to arise
therefrom.. Nothing, however, herein contained shall be construed to extend
to any incorporated company, if the agreement be for the general benefit of
such corporation or company,

5. The provisions on the reverse of this form are made a part of this
contract , . .

IN WITNESS ^'TiEREOF, the parties hereto have hereunto subscribed their names
as of the date first above 7.7ritten.

'fitness:

Lessor

Food Distribution Administration

By:



CONDITIONS

The Lessor agrees that it vjill not discriminate af^ainst anj' enployeo or
applicant for emplo^Tient because of race, creed, color or national origin,
and the Lessor shall include a provision in each subcontract entered into
in connection vvith the performance of his obligations under this Agreement
whereby the contractor agrees that he ?Jill not discriminate against any of
his employees or applicants for employment because of race, creed, color o;

national origin.

The attention cf the Lessor is called to Scecutivc Order No. 9301, dated
February 9, 1943 (8 ?ede:-al Register 1825), establishing a minim.um vjar-

time \.Jorb//eek of 48 hours and such applicable policies directives and
regulations as have been or may hereinafter be issued b3'' the 'Tar .Manpower

Commission. QueBtions concerning the interpretation or a-plication of the

orders or regulations are to be taken up by the partv of the first part
with the regional or area manpower directors.



(TSRimiATION NOTICE)

(LSTTSRHSAD)

December 31, 194-3

Smith Roaltj'- Company
S5P5 iTalnut Street
Dallas, Texas

Contlemen:

B^r virtue of the povjor and authority vested in this De-
partment under the terras of a certain lease dated Juljr 1,

1943, entered into jrou with the United States of

America, wherein you leased to the Ccvernment 2,150 square
feet of floor space in the Central Office Buildinc, 925
Market "^troet, Dallas, Texas < for the period befrinninfz

July 1, 1943, and ending June 30, 1944, ^'"ou are hereby
notified that the said lease shall terminate and be at an
end at midnight, January 30, 1944, on which date possession
of the premises will be surrendered to you and thereafter no
rental shall be pavable b^^ or claim-able from the United
States of America for, or on account of, the use or occupancy
of said premises for any period after said date.

Ver37 truly yours.





'
UlTITSD STATES DEPARTT'njMT OF AGRICULTURE

.SUrPLSIIMTAL ACP.EEI'IE>TT

THIS AGR'HIET-^TT, mado and entered into this
day of , nineteen hundred forty-thrco,
by and between JOHN R. RANDOLPH, whose address is 3581 Park
Place, Atlanta, Georgia, hereinafter called the Lessor and the

UNITED STATES OF AITERIGA, hereinafter called the Government:

ITNESSETH:
V/HSREAS, the parties hereto have heretofore entered into

a certain lease, dated July 20, 1943, vjherein the Lessor leased
to the Government Room No. 1101, containing approximately 365
square feet of office space in the building located on the corner
of So. Madison and Gerard Streets, Northeast, Atlanta, Georgia,
for the period beginning v.;ith July 15, 1943 and ending with
June 30, 1944; and

'fflEREAS, it is the desire of the parties hereto to ter-
minate said lease;

NOW, TIIEPSFORE, it is mutually understood and agreed by
and between the parties hereto that said lease shall be and the
sam.e is hereby terminated, effective at midnight, November 30,

1943, on which date possession of the premises was surrendered by
the Government to the Lessor and no rental shall be payable by or
claimable from the Government for, or on a'^count of, the use or
occupancy of said premises for any period after said date.

IN I'TITMESS TOE^SOF, the parties hereto have executed this
agreement in duplicate on the day, month and year first above
written.

WITNESS: JOHN R. RANDOLPH

Lessor.

THE UNITED STATES OF AMERICA

BY:





Porm rM-572 WjLR AmiillSTBATIOil

Pood Distribution Administration

NOTICE or RElCaWiOi

You are advised that, under the terms of an option conferred upon this

Administration by the following instrument:

all of the conditions and provisions of the said instrument are hereby

extended to cover the period beginning

ilie considerations acts, promise s, agreements, and provisions to be

executed and performed by each j^arty to the above mentioned instrument,

as originally provided therein, shall remain in full force and effect

for the said extended period.

Very truly yours,

Chief, Regional Administrative Services
Division io





Food Distribution ^dniini strati on

HElJEwMi A&BEEivIEHT

THIS AGEEElffiNT, made and entered into this

nineteen hundred and

day of
"by and "between

hereinafter called the Lessor,

whose address i&

and the United States of America, hereinafter referred to as the G-overnment,

'-ffiEREf^S, the parties hereto have heretofore entered into a certain

lease dated ,
whero"by the Lessor lea,sed to the

Government the following-described premises;

vVHilREfiS, it is desired "by the parti js hereto to provide for the renewal
of said loiise

i^OW, THEHEK)KE, THIS AGEmiElTT WITNESSETH:

Said lease, and any supplements are here'by extended to cover the period
"beginning July 1, nineteen hundred and and ending
with Juno 30, nineteen hundred and and,

( over)
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The parties hcr3to do haroby mutually agreo that tho aforosaid
loaso and/or any supiplemento -m^ay be torainatod by tho Sovernment at any
time during any month of the prosont renewal thereof upon thirty da^/s'

notice in writing to the Lessor. Such notice shall "be computed from the
dato of mailing.

I'he considerations, acts, promises, agreements, and provisions to

he executed and performed by each party to the above-mentioned instrument
and/or instruments as originally provided therein, shall otherwise rer.;ain

in full force and effect except as herein modified.

IN WITNESS WHEEEOr the parties have hereunto subscribed their n::jne3

as of tho day, month, and year first abova vrritten.

In presence ofJ

(Lessor)

(Address) THE UNITED STATES OF iu^ISRICA

(Address)

(If Lessor is a corporation, tho following cer tifica'co shall be executed
by the secretary or assistant secretary).

I,
,
certify that I am tho

Secretary of the corporation named cis Lossor

in the above agreement; that , who signed said

agreement on behalf of th'e Lessor, was then .

•

of said corporation; that said agreement was duly signed for and in behalf
;

of said corporation by authority of its governing body, and is within the

scopo of its corporate powers.

( Corpbratp
Seal)



Form im -670 ".vAB K)OD AmiNI STHaTION

(Superseding SMA.-1044) Food Distribution Administration

FAIR i^iABKi]! VaLUS STAlEi-iEiTS

IN SUPPORT OF LEASE X'iUi'IBEE

Buildings smd Location Date

1. Assessed Valuation of Building and Land $

(-attach Statement from City of County Assessor)
*2. Ratio of assessed to Fair iiarket Value "jo

3. Fair i-iaxket Value of Building and Land $

(Item 1 divided "by Item 2)

Value is faulty give reasons:

'5. Appraised Fair Market Value of Building ajad Land
(Attach at least three statements of appraisal
and a statement from a disinterested auT:hority

as to the qualifications of the appraisers)
liajne of ii.ppraiser Date Value

%

$.

Total of appraisals $
*--pprc.i3ed value used

6. Totol Rentable Area in the Building
(Obtain from Lessor)

7. Area to be Occupied by the Government
(Obtain from bid or offer)

8. Percent of Total Area Occupied by -ohe Gov^irnment
(Item 7 divided by Item 6)

9. Fair l^iarket Value of Space Occupied
(Item 3 or 5 multiplied by Item 8)

10. Allowable Annual Rental Rate for Bare Premises
(l5^/» of Item 9)

*lil. Annual Rental Rate Under the Lease
(Obtain from bid or offer) • $

*12. Cost of SorvicGs for Entire Building
(Attach Certified Statement from Lessor) S

*13. Cost of Services for Space Occupied
(Item 12 multiplied by Item 8, or cost as shown
on attached certified statement from Lessor) i?

*14. Annual Rental Rate Pa^^'able for Bare Premises
(Item 11 minus Item 13) $

S

_sq. FT.

_3(i. FT.

>

It will be seen from the above that the rental under the lease is within th<

limitations of Section 322 of the Economy Act of 1932, as amended.

*SEE I17STRUCTI0HS OK THE REVERSE OF THIS mw. Contra.cting Officer



IHSTHJCTIOHS

Gonoral

:

(a) Signed statomoats in support of oach ito.n, as indie tor, must "bo to relied.

(b) If the annual rental rate to "be paid is iglitly in excess of $2Q00 .

and if by deducting the pro-rata cost .of services from thu annual
rental rate, the cost for bare premises (not including the furnishing
of services by the lessor) will be below $2000, only Items 6 to 8,

inclusive, and 11 to 14, Inclusive, should bo used.

2. The ratio of assessed to full valuation should be socur.^d from the
assessor. It raust not be. computed by dividing Item 1 by Item .3,

unless both Item 1 and Item 3 have boon furnished in the signed staoe-
ment from the assessor.

4. Unless a complete justification is shown for 'ci sregarding the assessor'

s

valuation, appraisals caxinoo be used.

5. iSee 4 (a.bove) as to v;hen appraisals cen be used.- If tne appraisals shov;

widely conflicting information, only the lov/est appraisal sho-dd be used.
In other cases, the average appraisal may be used.

11. If the Item is less than Item 10, the limitation of the a-ct have been met.
If this Item is greater than Item 10, use Items 12 to 14, inclusive.
See 14 (below).

12. Only sums which the Lessor expends for ser^/icos or mainteno\nce of the

building ma,y be used. The cost of .mrxnagem^ent and repairs, such as office
•.• -...expynse, . .insur^jice, taxes, advertising, superintendence, repairs, painting,

etc. casino t be used. See also 13 (below).

13. In the event that the cost statement is furnished only for the space to

be occuoiod by the Government, Item 12 may be omitted -and, the suin inserted
in Icem 13. See 12 (above) for loer.missiblo costs.' ,

.•

14. This Item must be less than Item 10.



tJ. S. Standora Form No. 2 (Revised)
Approved by the Secretary of the Treasury

May 6, 1935

LEASE

between

and

THE UNITED STATES OF AMERICA

1. This LEASE, made and entered into this day of

, in the year one thousand nine hundred and
by and between

whose address is

for heirs, executors, administrators, successors, and
assigns, hereinafter called the Lessor, and the UNITED STATES OF
AMERICA, hereinafter called the Government:

WITNESSETH: The parties hereto for the considerations hereinafter
mentioned covenant and agree as follows:

2. The Lessor hereby leases to the Government the following
described premises, viz:

to be used exclusively for the following purposes (see instruction
No. 3):



3. TO HAVE AND TO HOLD the said premises with their appurtenances
for the term beginning
and ending v/ith

4. The Government shall not assign this lease in any event, and
shall not sublet the demised premises except to a desirable tenant, and
for a similar purpose, and will not permit the use of said premises
by anyone other than the Government, such sublessee, and the agents and
servants of the Government, or of such sublessee.

5. This lease may, at the option of the Government, be renewed
from year to year at a rental of

and otherwise upon the terms and conditions herein specified, provided
notice be given in writing to the Lessor at least days
before this lease or any renewal thereof would otherwise expire: Pro-
vided that no renewal thereof shall extend the period of occupancy of
the premises beyond the day of

6. The Lessor shall furnish to the Government, during the
occupancy of said premises, under the terms of this lease, as part of
the rental consideration, the following:

7. The Government shall pay the Lessor for the premises rent at

the following rate:

Payment shall be made at the end of each

8. The Government shall have the right, during the existence of

this lease, to make alterations, attach fixtures, and erect additions,
structures, or signs, in or upon the premises hereby leased (provided
such alterations, additions, structures, or signs shall not be detri-
mental to or inconsistent with the rights granted to other tenants on

the property or in the building in which said premises are located);
which fixtures, additions, or structures so placed in or upon or

attached to the said premises shall be and remain the property of the

Government and may be removed therefrom by the Government prior to the

termination of this lease, and the Government, if required by the

Lessor, shall, before the expiration of this lease or renewal thereof,

restore the premises to the same condition as that existing at the time

of entering upon the same under this lease, reasonable and ordinary wear
and tear and damages by the elements or by circumstances over which the

Government has no control, excepted: Provided, however, that if the

Lessor requires such restoration, the Lessor shall give written notice
thereof to the Government days before the termination
of the 1ease . lo—iseo



U. S. Stanaard Form No. 3
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[Lease]

9. The Lessor shall, unless herein specified to the bontrary, maintain the said premises in good
repair and tenantable condition during the continuance of this lease, except in case of damage aris-

ing from the act or the negligence of the Government's agents or employees. For the purpose of so

maintaining the premises, the Lessor reserves the right at reasonable times to enter and inspect the

premises and to make any necessary repairs thereto. c i ,

^

ns toq 000,S$ gbeeDxe

10. If the said premises be destroyed by fire or other casualty this lease shall immediately ter-

minate. In case of partial destruction or damage, so as to render the premises untenantable, either

party may terminate the lease by giving written notice to the other within fifteen days thereafter,

and if so terminated no rent shall accrue to the Lessor after such partial destruction or damage.

97ii I. ."jd iiaxla. oaest srfT .S
"

'

11. No Member of or Delegate to Congress or Resident Commissioner shall be admitted to any
share or part of this lease or to any benefit to arise therefrom. Nothing, however, herein contained
shall be construed to extend to any incorporated company, if the lease be for the general benefit of
such corporation or company.

•

. , , , .. ^, xy-M;; , [. .o .. n

a iio at '93c6biv9 TOfCja'io ^%^moii& \o lawoq aid io asxqoo bs^fiai^nerfius

T"^'- ... . .. laxrhiiq sxfJ lo asrriBn sAi ,qirIa'i9rrhBq & ai loaasl qA^ ngxT// .3

loi ,9fiifin <. taq 9ri^ xliiw b9fr§ia ed IlBxIa 9aB9l 9flT .gaBsI 9di \o xhod eAi m bgtB^a ed

.arriBa 9i{i snirrsia igniiBq 9di grasn sAi ^6

In v/itness whereof, the parties hereto have hereunto subscribed their names as of the date
first above written. '

'

jrieimui 9d oi aaij^IioB^ yiBaaaogn ii9' sAi fo 9 rlfiBi^BiBq igbnU .T i

In presence of
:

'

,^^q ,90ivi9a loiirif c

..jijii loi-iq: juodiiw inioi aiiii moil noiiBivgb on ad Iffida 9i9dT .8

I =ismm.J.mmssmQ::S.
L I boiie' TO M3aBff9i ylr^noni & isvoo oi beilRib ad x^ia 8 rfqBiBBiBl (n) Lessor.

I .i&ox
i

' -! 'iBOY^.'^'^'^^ti^- . . y riaq boftio9qa B "Tol" rpv^-rro-f -i Lf^ ffq'2'r'9,F5'iBq nl (6) {

ila "i«9y; ib9x moiV; 9&BiAq eAi united States of AMERidA^^-^^'^
iBnoiiqo

\

3u iona&o lo b9ira9b ioxi fei lawangi 'io jiigii 'li .ohcui ii-i'iiuhisAuz igqoiq

I
.^5+':^ /') f^d yjicn § Aqr.'^"^.

.wt oJ ioa ai -i' By ^•S'i£^_(o}

. . .

B' yis ,iiBq9'i boos ni z'^'Zims'if^^^^^W-^^kli niBiniBcxi

(If Lessor is a corporation,.the following certificate shall be executed by the secretarj^ or assistant
secretary.) «o n^ioioi ai a9aini9iq sn[ri9V0D agaBsI sni^0i>9X9 n9xfV/

, . ..nolnoo 0* ^'^^588906 - ' •

'
'-

• cmoi b '

'

I,
,
certify that I am the ^^.SL.^. .

'uDit-iBq 9tAi o.t ^iniJiii9T ,anoiaivo*iq IsrioijibbA

Secretary of the corporation named as Lessor in the attached Iea«^f th^-L?I::.L„l..„!.^^^ t^'i-iii"

, who signed said lease on behalf of^h^ ' Lessor, -'vfas then

.^^ of §^id corporation ; that^said lease was duly signed' fori
in behalf of said corporation by authority of its governing body, and is within the scope of its cor-
gprate powers,, ^ _ . . ^y,^.^, . .lioqoig; £..i.i

.f.l u»ra9 crfjpDT yiv j at nsslfii ad blfjorf!? sibo .airf'^ri «'dn.Bn9* 9d* JD9ioiq

r CORPORATE

1

10—1*J0 "
"

\ SEAL J





AMS-24 UNITED STATES DEPARTMENT OF AGRICULTURE
AGRICULTURAL MARKETING SERVICE

WASHINGTON O. C

• (Date)__

!
:

REQUEST FOR NEW I^EASE OR RENEWAL OF LEASE

To Business Manager:

Will you please take such action as is necessary to have a new.

lease prepared in accordance with the information filled in below.

CITY STATE:

NAME OF BUILDING: __STREET AND NO,

NUMBER OF ROOMS: ROOM NOS.: TOTAL SQ. FT,:.

NAME OF LESSOR:
,

^ADDRESS:

IF A CORPORATION SPECIFY STATE IN WHICH INCORPORATED:.

IF A FIRM OF PARTNERS GIVE NAME OF EACH PARTNER:

RENTAL RATE $ PER PAYABLE:

PERIOD ^RENEWABLE TO.

APPROPRIATION:

RENTAL INCLUDES ITEMS FOR:

(Precaution should be taken to see that heat, hot and cold running water, elec-

tricity for light and power, window shades, and, janitor, towel and ice service

,

particularly janitor service, are included in the rental consideration.)

SPACE TO BE USED FOR: ,.. . NUMBER OF EMPLOYEES:

TOTAL SQ. FEET. OCCUPIED BY FURNITURE , LABORATORY EQUIPMENT, ETC.:_.

LOCATION_OF._OFFICES, AND CHARACTER OF BUILDING:

Floor of building: Number of floors in building:
Total office space on same floor of building: square feet
Condition of floor: Is floor covering needed?

ASSIGNMENT OF ROOMS: (Give in space on reverse side list of rooms with in-
formation requested and, if possible, also prepare a chart or diagram of space
occupied, with designation of rooms on chart by numbers and give corresponding
designation below.)

(OVER)



Room No.

Size

(feet)

Area
sq. ft

Number of

employees
Class of
employees Use of room

ARTIFICIAL LIGHTING AND POWER: .

Is electricity used for lighting?^

Current direct or alternating?

.For power?,

.Voltage?

If alternating, number of cycles and phase:

Is gas used for lighting?
,

For laboratory work?.

Who pays for electricity?, Who pays for gas?

NATURAL . LIGHT

:

Is light poor, medium or good?.

RUNNING WATER:

Hot? Cold?
.

Direction from?

Location?

TOILET FACILITIES:

Which floor for men? For women? Distance?

IS CERTIFICATE FROM THE LOCAL FEDERAL BUSINESS ASSOCIATION ENCLOSED?.

REMARKS

:

I certify that the office quarters (or storage space) recommended herein

were selected after careful inquiry and examination of space available and the

rental is the lowest obtainable for suitable space. This space is necessary and
essential and it is recommended that a new lease (or renewal of lease) be pre-
pared for the period mentioned above after a full consideration of all of the

factors involved.

Very truly yours,

Enclosure

.

Divisional Leader.



WAR FOOD ADMINISTRATION

FOOD DISTRIBUTION ADMINISTRATION

(Date)

DETAILED INFORMATION REGARDING SPACE TO BE LEASED
OR LEASE TO BE RENEWED

To be filled in by the field representative and forwarded in triplicate with new lease or renewal docket to the appropriate

Regional Administrative Services Division.

City , State

Name of Building Street and No.

Number of Rooms Room Nos Total Square Feet

Name of Lessor Address

If a Corporation Specify State in Which Incorporated

If a Firm of Partners Give Name of Each Partner

Rental Rate, $ Per Payable

Period Renewable To

Appropriation

Rental Includes Items for (facilities and services)

Assignment of Rooms (give in space below list of rooms with information requested and, if possible,

also prepare a chart or diagram of space occupied, with designation of rooms on chart by numbers and
give corresponding designation below)

:

Section or Unit Room No. Abe A
(Sq. Ft.)

Size (Ft.)
Number op
Employees

C^ASS OF
Employees Use of Boom

Form FDA-463
(Superseding SMA-1040)



Space To Be Used For Number of Employees

Total Square Feet Occupied by Furniture, Laboratory Equipment, etc

Location of Offices and Character of Building :

Floor (s) on which space is located Number of floors in building

Total office space on same floor of building square feet.

Condition of floor (s) Is floor covering needed?

Character of Section of City :

[

Noisy ? Dirty ? Smooth ?

Kind of streets:
|

I Quiet? Clean? Rough?

Accessibility

Street car facilities

Artificial Lighting and Power :

Is electricity used for lighting? For power?

Direct or alternating current? Voltage?

If alternating, state nimiber of cycles and phase

Is gas used for lighting? For laboratory work?

Who pays for electricity? Who pays for gas?

Natural Light :

Is light poor, medium, or good? Direction from?

Running Water :

Hot? Cold? Location?

Toilet Facilities :

Which floor for men For women Distance

Is Certificate FromXocal Federal Business Association or Postmaster Enclosed?

Remarks:

I certify that the office quarters (or storage space) recommended herein were selected after careful
inquiry and examination of space available and the rental is the lowest obtainable for suitable space.
This space is necessary and essential and it is recommended that a new lease (or renewal of lease) be pre-
pared for the period mentioned above after a full consideration of all of the factors involved.

Very truly yours,



a£A1040 UNITED STATES DEPARTMENT OF AGRICULTURE

StmPLtJS MARKETING ADllIlflSTRATION

DETAILED I.WORIJATIOH REGARDING SPACE'' TO BE LEASED

To be filled in by the field representativo and forwarded in three copies^ with bids
on space.

Date '..

; ,

'.

:

CITY:
;

STATE: [ ;„..,..,;, .

NAIvIE OF BUILDING: STREET AND NO,:'
,

NUt!BER OF ROOMS: ' ROOM NOS.: „ TOTAL SQ. FT,:

NAME OF LESSOR: "ADDRESS: ,.. ..; ;

IF A CORPORATION SPECIFY STATE IN VfHICH IHCORPOP^lTED: „

IF A FIRii OF PARTNERS. GIVE NA.-IE OF EACH PARTNER: .'.

RENTAL RATE $ PER PAYABLE

PERIOD: RENEl/^ABLE TO:.,.^
:

NOTICE REQUIRED TO TERIviINiiTE NOTICE REQUIRED TO RENEIT

EFFECTIVE DATE OF CONTR/VCT APPROPRIATION

RENTiiL INCLUDES ITEJS FOR: (Facilities oxid Services)

ASSIGMSI'JT OF ROOMS; (Give in space below list of rooms vdth inforraation requested,
and, if possible, also prepare a chart or diagram of space, occupied, vdth designt-tior
of rooms on chart

^^^^^^^^
give corresponding designation below)

^
Section

. 1
" Room " iirea I'

^ Size
'

1 No.'of j Class ' of
f"

"

''

or Unit No,
}

Sq,Ft,
;

(feet) .Eiiipl»
1

Employees
I Use of Room



SPACE TO BE USED FOR:
_

NmiBER OF EfJPIiOYEES:

SPACE TO BE USED BY DIVISION: TYPE OF OFFICE:

TOTAL SQ. FT. OCCUPIED BY FURI^TURE, LABORATORY EQUIPmT, ETC.:

LOCATIOiJ OF OFFICES CliARACTER OF BUILDING:
Floor on which space is located: Nmber of floors in birllding:

Tota.1 office space on same floor of building: Sq» Ft,
Condition of floor: Is floor covering needed?

ciMAcm_oF..^cnoiii)Fj;m
Kind of streets: (Noisy?.... Dirty? i Smooth?

(Qiiiet?;' Clean? Rough?
Accessibility:
Street Car facilities:

ARXI™IM;J^IGH™G^ AND
Is electricity used for lighting? For power?
Current direct or alternating? Voltage?
If; alternating

J
nimber of cycles and phase ?,_^

Is gas used for lighting? For laboratory vrork?

Yiho pays for electricity? ^Bio pays for gas?

IJATORAL_I.IGHT:

Is light poor, medium or good?
_

Direction from?

RUNNINGJYATER:
Hot? "

- Cold? Location?

.TPII^T I:^.T™IES_:
Which floor for men? For women? Distance?

IS CERTIFICATE FROM TEE LOCAL FEDERAI. BUSII^SS ASSOCIATION OR POSTI,tASTER ENCLOSED?
RE[^«ARKS

:

I certify that the office quarters (or storage space) recoramended were selected
after careful inquiry and examination of space available and the rental is the

lowest obtainable for suitable space. This lease is necessary and essential and
it is recomraended for the period mentioned above after a full consideration #f all
the factors involved. '

(Title)
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Form AD-258

UNITED STATES. DEPARTMEWT OF AGRICULTURE

PREREMEWAL CANVASS STATEMENT

(This form is to oe filled in by the head of the office involved before r«ieiv»l

of leases may oe effected. Since one (l) month's notice is usually required,

this form shoiild be directed throu^ proper channels to the
_at least sixty (60) days prior to the

expiration date. All known sources of supply should be solicited and informal
quotations submitted in spaces provided or on an attached i*ider if more than five
quotations are received. A statemait from the local postmaster relative to the
availability of Federal space should be attached hereto. Insert present lessor's
quotation under Item 1.)

(Date)
The following is a list of informal quotations for furnishing approximately

square feet of space and pertinent services similar to those now

furnished the ^in premises known as

. in the city of
^

1. (a),

(b)

QUOTATIONS

(Name of bidder and address of property offered)

(No. of sq, ft.) (Rate per sq, ft, per annm) (Total annual rental)
(c)

(Services included in rental rate)
(d)

(Remains)

2, (a)

(Name of bidder and address of property offered)
(b)_^

'

^
(No. of sq, ft.) (Rate per sq. ft. per annum) (Total annual rental)

(c)

(Services included in rental rate)

(1)
, ^

(Remarks )

3. (a)
^

(Name of bidder and address of property offered)
(b)_^

(No. of sq. ft.) (Rate per sq. ft. per annum) (Total annual rental)
(c)

]

(Services included in rental rate)
(d)

,

(Remarks)

(OVER)



(a)
.

(b).

(c).

(Name of bidder and address of property offered)
~

(No. of sq. ft.) (Rate per sq, ft. per annum) (Total annual rental)

(Services included "in rental ryte)

(d).

5. (a).

(b)
.

(c)
.

.(d).

(Remarks

)

™~^arae of bidder aiid address of property offered) ~
"

(No. of sq. ft.) (Rat© per sq, ft. per annumy~TTotal annual rental)

(Services included in rental rate)

(Remarkiy

If suitable space be available at a lower rental than the existing rates, the
approximate cost of moving based upon quotations and/or established rates would be
as follows:

1. Moving furniture, supplies, and eqxiipment %
2. Installing new telephone service f-)

3. Installing new electric service 0

U. . ?

5. %
6. % .

Possible annual rental reduction, % Total cost of moving %_

In accordance with the above, I recomr.iend that (indicate choice by check opposite
letter)

:

A. Present lease be renewed for period beginning and ending
B. Present lease not be renevred,

C. Present lease oe terminated effective as of

D. Formal bids oq taken in order to obtain space other than that now occupied.

I certify that the above is a true statement of facts and that, insofar as I have
been able to determine after a thorough investigation', all sources have been can-
vassed from which might be obtained space suitable to the needs of the

_offices previously descriued in this form im-aediately above the space
provided for quotation No. 1.

(Signature)

(Title)


