
Estimated Time-Line for Securing 
Leased Space  

 
 
 
 

Once location is 
selected,  

RES begins 
negotiations for  

space and  
requests 

assignment  
of Facilities 
Management 

Draft of lease 
document 
completed 

RES prepares 
write-ups  
for leased 
space for 

approval by 
 the Board  
of Visitor’s 

Assistance 
provided in 

completing the 
Space 

Questionnaire 

Request for 
Information 
or Request 

for Proposals 
advertised. 

Within 3  
Days 

7-10  
Days 

1 
Month 

14-30 
Days 

Up to  
1 Month 

Up to  
3 Months 

With  
2 weeks 

Quarterly  
Approval 

Based on the 
location selected 
RES prepares a 
Lease Analysis 
Chart (market 
survey) of the 

toured site. 

RES shares the 
available 

leased space 
information 

department and 
schedule site 

visits. 

Space 
Questionnaire 

reviewed 
internally and 

approved. 
Signatures 
received. 

Lease 
Justificatio
n & Space 
Questionna
ire sent to 
Requestor 

Lease Timeline 


