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1. [bookmark: _Toc330390536][bookmark: _Toc330548067][bookmark: _Toc334526754][bookmark: _Toc338944117][bookmark: _Toc339359004][bookmark: _Toc354662522][bookmark: _Toc83624906][bookmark: _Toc161651071][bookmark: _Toc161736989][bookmark: _Toc161811201][bookmark: _Toc161811764][bookmark: _Toc161811845][bookmark: _Toc161812022][bookmark: _Toc161814353][bookmark: _Toc161651072][bookmark: _Toc161736990][bookmark: _Toc161811202][bookmark: _Toc161811765][bookmark: _Toc161811846][bookmark: _Toc161812023][bookmark: _Toc161814354][bookmark: _Toc165860949][bookmark: _Toc165861208][bookmark: _Toc184442300][bookmark: _Toc184537922][bookmark: _Toc258233757][bookmark: _Toc162333103][bookmark: _Toc426977485]Introduction
[bookmark: _Toc330390537][bookmark: _Toc330548068][bookmark: _Toc334526755][bookmark: _Toc338944118][bookmark: _Toc339359005][bookmark: _Toc354662523][bookmark: _Toc334526757][bookmark: _Toc338944120][bookmark: _Toc339359007][bookmark: _Toc354662525]An Occupancy Agreement (OA) is a record of understanding between a client agency that uses space and the agency that controls the owned or leased space. Electronic Occupancy Agreement Tool (eOA) is a web-based extranet application that enables Agency and Public Building Services (PBS) users to view OAs in read-only mode. The system is accessed throught an external PBS Portal. Besides viewing OAs, users have the ability to view documents related to the OA.
The eOA application allows users to search for and view the details of an OA (occupancy agreement). They can also view the details as a PDF. Users can view all OAs for any agency to which the user has access. For example, a USDA employee can view USDA OAs. GSA users with access to OA Tool can view OAs for all agencies.
Users may also view several reports for an OA. Signed Agreement, Preview Billing, Financial Summary, and Combined documents are all available on the web and as a PDF.
[bookmark: _Toc422402667][bookmark: _Toc334526760][bookmark: _Toc338944123][bookmark: _Toc339359010][bookmark: _Toc354662528][bookmark: _Toc426977486]Purpose
The purpose of eOA is to provide users from non-GSA agencies access to OAs, so they can verify that rent bills were charged accurately. They can also view rates history and OA documents.
[bookmark: _Toc334526761][bookmark: _Toc338944124][bookmark: _Toc339359011][bookmark: _Toc354662529][bookmark: _Toc426977487]General Description
In order to access eOA, users will need to get an account, which allows them to be authenticated and stores the user’s list of assigned agency/bureau codes. GSA users will have access to OAs from all agencies.
Users can perform a quick search on a specific OA, or search based on state, status, and agency. Results from the latter search can be sorted and filtered to help find exactly what the user is seeking. The details for an OA can be viewed in the application, and can be generated as a PDF.
Several documents can also be viewed and printed as a PDF: Signed Agreement, Financial Summary, Combined, and Preview Bill documents. 
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[bookmark: _Toc422402670][bookmark: _Toc422402671][bookmark: _Toc422402672][bookmark: _Toc422402673][bookmark: _Toc422402674][bookmark: _Toc422402675][bookmark: _Toc422402676][bookmark: _Toc422402677][bookmark: _Toc422402678][bookmark: _Toc422402679][bookmark: _Toc422402680][bookmark: _Toc422402681][bookmark: _Toc422402682][bookmark: _Toc426977488]Getting Started
This section is intended to help familiarize users with the basics of accessing and navigating the system.
1) Go to www.gsa.gov/eoa and click on the Electronic Occupancy Agreement link. Information about eOA will be displayed. A User ID request form is also available here. Open the request form and follow the directions. 
2) If approved, a confirmation e-mail will be sent providing a User ID and phone number to call for a temporary password. 

Logon
1) After receiving a user ID and password, enter the PBS Portal Extranet by going to https://extportal.pbs.gsa.gov and click the green “login” button located at the top center of the intro page. 

[image: ]
[bookmark: _Toc426977518]Figure 1: PBS Portal Extranet Logon Page




2) Click to logon with One-Time Password

[image: ]
[bookmark: _Toc426977519]Figure 2: One-time Password Logon

3) Enter username and password, and click Continue
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[bookmark: _Toc426977520]Figure 3: Logon Validation




4) After clicking “Continue”, you will get the following two screens

[image: ]
[bookmark: _Toc426977521]Figure 4: Logging in

[image: ]
[bookmark: _Toc426977522]Figure 5: Sending One Time Password



5) When you get the third screen (below), check your Agency email for the 5-digit pin, then enter it in the textbox and click “Enter”

[image: ]
[bookmark: _Toc426977523]Figure 6: Enter Pin

6) You will be taken to the PBS Portal.  Select the eOA icon  [image: eOA_d] from the list of Extranet Applications.

[image: ]
[bookmark: _Toc426977524]Figure 7: PBS Portal Extranet Landing Page
7) Select  the eOA icon  [image: eOA_d] to access the eOA application
[image: ]
[bookmark: _Toc426977525]Figure 8: eOA Portal Landing Page

8) After the eOA application launches, the eOA Home Page Screen displays the OA search section and left navigation.
 [image: ]
[bookmark: _Toc426977526]Figure 9: eOA Home Page Screen


The Home page displays the OA search section.


[bookmark: _Toc415064354][bookmark: _Toc426977490]	Navigation
The navigation links located on the home page also exist on every other screen in the system and constitute the primary navigation mechanism. 

Top Navigation
The top right corner of the home page features the Help and Logout links. Clicking the Help link will bring up an online copy of the User Manual. Clicking the Logout link will take the user back to the Portal. 

OA Quick Search
Use the Quick Search feature to search for and open a known OA.  Begin typing the first few letters of the OA you wish to view. After three letters are entered, the system begins searching for matching OAs that you have access to. Wait for the system to return a list of OAs. At this point, you can select one of them.  Note: It’s faster to type more characters (instead of just “ADE”, type “ADE00”). This reduces the number of results you will see in the drop-down, from which to select an OA.
Once you have selected an OA, click the search (magnifying glass) icon. This will take you to the OA Details screen for the selected OA. 

Left Navigation
The items listed on the left side are the following. All these screens are read-only for both Agency and PBS users:
Home: Links to the home page, which in turn opens the Search screen.
Search: Links to the OA Search screen.
Reports: Links to the following four documents:
a. Financial Summary
b. Signed Agreement
c. Preview Bill
d. Combined Signed Agreement and Financial Summary

[image: ]
[bookmark: _Toc426977527]Figure 10: Top and Left Menu Navigation

[bookmark: _Toc426977491]Search OAs
The Search engine allows users to search for Final and Closed OAs. 
[bookmark: _Toc415064356][bookmark: _Toc426977492] Search OA Criteria
To search for OAs, follow the directions below:
1. On the left menu bar, click on the Search or Home links. A screen containing the search engine will open.
Note: If you are an Agency user with one agency assigned to you, the Agency Bureau field will automatically be populated with your agency name in the Search criteria.


[image: ]
[bookmark: _Toc426977528]Figure 11: Search OA Criteria Screen

2. Enter valid information into one or more of the search criteria available in the engine. Each of the search criteria fields is optional except for the Status (Final or Closed) check-boxes.
3. Click Search to submit your search criteria or Reset to erase your selections. 
[bookmark: _Toc415064357][bookmark: _Toc426977493] Search OA Results
Once a search has been submitted, a screen containing the OA search results listings will appear under the Search criteria. The number of search results found is listed as well as the number of rows displayed per page.

[image: ]
[bookmark: _Toc426977529]Figure 12: OA Search Results Screen
For each listed OA, the system provides its OA Number – Version Number, Status, OA Type, A/B Code, Location Code, Effective Date and Expiration Date. The results are initially sorted by the OA Number – Version Number but may be sorted by any of the columns in ascending or descending order by clicking the column headings. Each row in the table is a link to the OA Details screen.  
When OA results are listed, a Filter keyword search is available. Using this  filter, you may narrow down the search results. Any entered value(s) is searched against all the columns that are displayed in the Search Results.
[bookmark: _Toc415064358][bookmark: _Toc426977494]  View OA Details
To view the details of an OA, click on the OA Number in the OA Search results. This will open a screen with the OA Details. The OA Details contains various OA information such as Location, Space/Parking, Rates, Joint Use charges, Billing Adjustments, Escalations, Tenant Improvements and Forced Move. For more information, please see Figures 13-15.
[image: OA1]
[bookmark: _Toc426977530]Figure 13: OA Details Screen (top)
[image: OA2]
[bookmark: _Toc426977531]Figure 14: OA Details Screen (middle)
[image: OA3]
[bookmark: _Toc426977532]Figure 15: OA Details Screen (bottom)
[bookmark: _Toc415064359][bookmark: _Toc426977495]  Rates History
The Rates History screen contains all billed charges on an OA,  in addition to the current and future billed charges. To view the Rates History, perform the following steps:
On the OA Details screen, click on the Rates History. A pop-up screen will open where all the OA rates (including Joint Use rates) are listed: 
[image: ]
[bookmark: _Toc426977533]Figure 16: Rates History Pop-Up Screen

To  close the Rates Hstory, click on the X sign at the top-right corner.
[bookmark: _Toc415064360][bookmark: _Toc426977496] Download/Save OA Details as PDF
To downloads/save the OA Details, click on the PDF icon. This will download the OA Details to your local machine. Note: this feature currently works in Chrome and IE10 or higher.

[bookmark: _Toc394921114][bookmark: _Toc426977497]OA Documents
eOA provides four OA documents. These documents display financial data from OAs. In addition, they are available in PDF Format.
[bookmark: _Toc415064362][bookmark: _Toc426977498] 	Financial Summary 
The Financial Summary Report (FSR) displays financial details of the Occupancy Agreement (space and rates paid).   An FSR is generated for a specified time period or entire OA Term.  Each page of the report contains data for the sequential fiscal year or OA year or part of a FY or OA year.  eOA features a search section to generate Financial Summary documents. This functionality is accessible from the Left Menu navigation.
[bookmark: _Toc64780102][bookmark: _Toc77684677][bookmark: _Toc415064363]	Financial Summary Criteria
1. From the Left Menu Bar, click Reports, and then click Financial Summary. The Financial Summary Document Criteria section will open as a pop-window within the left-menu.
[image: ]
[bookmark: _Toc426977534]Figure 17: Financial Summary Criteria
2. Enter valid information into one or more of the search criteria fields. 
Note: When you enter the OA, system auto-populates the Effective and Expiration Dates from the selected OA version.
3. Click Generate to generate the document or Reset to erase your criteria selection.
4. Screen with HTML version of the document displays. To download a PDF version of the document, click on the [image: pdf_download_icon] icon.

[bookmark: _Toc415064364][bookmark: _Toc64780103][bookmark: _Toc77684678] 	Generate Financial Summary 
If the search criteria you entered were valid, the system will generate the Financial Summary Document.

[image: ]
[bookmark: _Toc426977535]Figure 18: Generated Financial Summary 

Report Header Information
In the header of the report, among other information, the following data is displayed:
· The Occupancy Agreement number and the OA Version number
· The Agency/Bureau Name
· The Lease Number
· The Period of the Report
· Supplemental Reason
· Agency Tracking Number
Detail Information
If different square footage or parking amounts exist within the period of the FSR, data for the applicable space/parking period is displayed on separate pages.
Financial Summary displays rates per rentable square foot. All rates are annualized. When different rates exist in the same financial year, the report will show the total annual amount for each year.  
When a line item amount equals zero (Ø), the item is not printed on the report with an exception of Surface Parking, Structured Parking, and PBS Fees.
When the Surface and/or Structured Parking annual amount is zero and a number of parking spaces exist, the line is printed showing the number of parking spaces.
When the SQFT on an OA is zero, PBS Fee is still displayed and calculated by aggregating parking and space item annual amounts.
When escalations apply, Financial Summary displays a notation “***  Escalation Applies” for the line item in the footer of the report.
A note is displayed at the bottom of each page of the report with information about the square footage and R/U Factor, except for a version that does not have any square footage.
When a Free Space clause from the Optional Clauses section is added to the OA version, a note is displayed including the values entered of the clause variables, at the bottom of each page of the report.
Real Estate Tax Increase displays as lump sum amount and as a Billing Adjustment for the appropriate fiscal year and OA Year.  If Shell Rent Rates expires prior to the expiration of OA and is not replaced with another Shell Rent Rate, Financial Summary Report will generate until the time it is replaced by another rate or insert TBD if there are no Shell Rent Rates.  Financial Summary Report will perform Progressive Merge and will create Progressive OAs.

[bookmark: _Toc415064365][bookmark: _Toc426977499]Signed Agreement 
The Signed Agreement report displays the agreement between GSA and the client agency. It is generated to provide a signed copy of the Occupancy Agreement in the form of a report. When applicable, this report displays statements for Lump Sum Payment and Escalations. A signed agreement may have multiple signatures.  eOA features a search section to generate Signed Agreement documents. This functionality is accessible from the Left Menu navigation.
[bookmark: _Toc415064366] 	Signed Agreement Criteria
1. From the Left Menu Bar, click Reports, and then click Signed Agreement. The Signed Agreement Document Criteria section will open as a pop-window within the left-menu.
[image: ]
[bookmark: _Toc426977536]Figure 19: Signed Agreement Criteria
1. Enter valid information into one or more of the search criteria fields. 
Note: When you enter the OA, system auto-populates the Effective and Expiration Dates from the selected OA version.
2. Click Generate to generate the document or Reset to erase your criteria selection.
3. Screen with HTML version of the document displays. To download a PDF version of the document, click on the [image: pdf_download_icon] icon.
[bookmark: _Toc415064367] 	Generate Signed Agreeement 
If the search criteria you entered were valid, the system will generate the Signed Agreement document.

[image: ]
[bookmark: _Toc426977537]Figure 20: Generated Signed Agreement 

The Signed Agreement header displays the following information:
· OA Number
· [bookmark: _GoBack]OA Version Number
· Date Last Modified
· OA Status
· Location Code
· Lease Number
· Supplemental reason code (and/or description)

Fields displayed include: Space Occupied, number of Structured and number of Surface Parking Spaces, Space Location, Lump Sum Payment, Operating Cost, Real Estate Tax Escalations, and Structured and Surface Parking Escalations.

Any clauses that apply to the occupancy agreement are listed in this report. The report order is as follows:
1. Standard Clause
2. GSA clauses (Federal/Lease/Postal)
For Federal Buildings
The following clauses are added to the OAs with the following Occupancy Rights: 1 (Federally Owned), 5 (Purchase Contract), 4 (Permit), 7 (Other/Special) or 8 (Portfolio Lease).
Federal Specific Mandatory Clauses
1. Financial Terms
2. Federal Construction
3. Building Services
4. Federal Rent Charges
5. Obligation to Pay Rent
6. Tenant Agency Move
7. Occupancy Agreement Iterations
8. PBS Services
9. Alterations by Tenant Agency
10. Payment by Tenant Improvements
11. Move Cost Responsibilities
12. Replacement Responsibilities
 
For Leased buildings
The clauses below are mandatory for Occupancy Rights 2 (Leased) or 3 (Nominal/Rent Free – Leased).
Leased Specific Mandatory Clauses
1. Financial terms
2. Tenant Agency Appeal
3. Building Services
4. Lease Contract Rent
5. Obligation to Pay Rent
6. Tenant Agency Move
7. Occupancy Agreement Iterations
8. PBS Services
9. Alterations by Tenant Agency
10. Payment by Tenant Improvements
11. Move Cost Responsibilities
12. Replacement Responsibilities
 
For Postal Office Buildings
The clauses specified below are mandatory for all Occupancy Agreements for Occupancy Right 6 (Postal).
Postal Building Specific Mandatory Clauses
1. Financial terms
2. Tenant Agency Appeal
3. Building Services
4. Lease Contract Rent
5. Obligation to Pay Rent
6. Tenant Agency Move
7. Occupancy Agreement Iterations
8. PBS Services
9. Alterations by Tenant Agency
10. Payment by Tenant Improvements
11. Move Cost Responsibilities
12. Replacement Responsibilities

3. PBS
Miscellaneous Clauses
1. Non-Cancelable Space
2. Non-Cancelable Space with Occupancy Right 2 or 3
3. Space Item of Antenna if selected/entered
4. Tenant Improvement Cost
5. Tenant Improvement Lump Sum Cost

4. Optional Clauses for All OAs
The following clauses may be added  to all OA’s
· New Construction or Building   Modernization ROI Pricing
· Convert Existing Property to ROI Pricing
5. Agency/Bureau
 
6. Regional Clauses
 
7. Ad Hoc Clauses

[bookmark: _Toc415064368][bookmark: _Toc426977500] Preview Bill
The OA Preview Bill report displays financial details of the Occupancy Agreement (space and rates paid) for a specified month.  eOA features a search section to generate Preview Bill documents. This functionality is accessible from the Left Menu navigation.
[bookmark: _Toc415064369] 	Preview Bill Criteria
1. From the Left Menu Bar, click Reports, and then click Preview Bill. The Preview Bill Report Criteria section will open as a pop-window within the left-menu.
[image: ]
[bookmark: _Toc426977538]Figure 21: Preview Bill Criteria
5. Enter valid information into one or more of the search criteria fields.
6. Click Generate to generate the document or Reset to erase your criteria selection.
7. Screen with HTML version of the document displays. To download a PDF version of the document, click on the [image: pdf_download_icon] icon.
[bookmark: _Toc415064370] 	Generate Preview Bill 
If the search criteria you entered were valid, the system will generate the Preview Bill document.

[image: ]
[bookmark: _Toc426977539]Figure 22: Generated Preview Bill 
Cost items that were escalated in Financial Summary Report will not be escalated in the OA Preview Bill report.  The OA Preview Bill report will display the back billing amount for each month in the Billing Adjustment section.  
 
The back billing amount includes the following rates from the rates screen:
· PBS fees
· Rent Component
· Rent Component for other space
· Billing Adjustment
· JU rates
In addition:
· When a Free Space clause from the Optional Clauses section is added to the OA version, a note is displayed including the values entered of the clause variables, at the bottom of each page of the report.
· A note is displayed at the bottom of each page of the report with information about the square footage and R/U Factor, except for a version that does not have any square footage.

[bookmark: _Toc415064371][bookmark: _Toc426977501]Combined Signed Agreement and Financial Summary
This report is a combination of the Signed Agreement and the Financial Summary reports and is frequently referred to as the Combined Report. A user may view this report in Adobe Acrobat format ( PDF).
The Combined Report can be generated for one OA or all OAs, for a specific Agency or Location Code.  eOA features a search section to generate Combined Signed Agreement and Financial Summary documents. This functionality is accessible from the Left Menu navigation.
[bookmark: _Toc415064372] 	Combined Signed Agreement and Financial Summary 
1. From the Left Menu Bar, click Reports, and then click Combined Report. The Signed Agreement and Financial Summary Report Criteria section will open as a pop-window within the left-menu.
[image: ]
[bookmark: _Toc426977540]Figure 23: Combined Criteria
9. Enter valid information into one or more of the search criteria fields.
10. Click Generate to generate the document or Reset to erase your criteria selection.
11. The PDF version of the document will display.

[bookmark: _Toc415063355][image: ]
[bookmark: _Toc426977541]Figure 24: Generated Combined Signed Agreement and Financial Summary



[bookmark: _Toc334526769][bookmark: _Toc338944132][bookmark: _Toc339359019][bookmark: _Toc354662537][bookmark: _Toc426977502]Operating Instructions
[bookmark: _Toc334526771][bookmark: _Toc338944134][bookmark: _Toc339359021][bookmark: _Toc354662539][bookmark: _Toc426977503]Maintain Operation
[bookmark: _Toc334526772][bookmark: _Toc338944135][bookmark: _Toc339359022][bookmark: _Toc354662540]Since eOA is a web application, users do not need to install any software.  The only maintenance activities required for eOA are: 
1. to keep an active extranet Portal account, and
2. participate in the user role recertification that occurs yearly.
[bookmark: _Toc426977504]Terminate and Restart Operation
Users access eOA via the extranet Portal. Occasionally, you may get an application error. While this may cause the current task you are working on to abort, you should be able to navigate to another page in the system without shutting the application down.  
Occasionally, system problems occur which may require you to shut down your current browser window (clicking on the X in the top right corner of your browser window) and re-launch it from the eOA icon on the Portal. Even less frequently, you may have to close all browsers you have open and log into the Portal once again.


[bookmark: _Toc334526773][bookmark: _Toc338944136][bookmark: _Toc339359023][bookmark: _Toc354662541][bookmark: _Toc426977505]Error Handling
eOA displays error messages on the screen to indicate what validations failed or conditions were not met in order to process the user action.


[bookmark: _Toc334526774][bookmark: _Toc338944137][bookmark: _Toc339359024][bookmark: _Toc354662542][bookmark: _Toc426977506]Help Facilities
COPBSApp@gsa.gov
Local Number: (202) 219-1054
National Number: 866-367-7878
[bookmark: _Toc193697416][bookmark: _Toc193698030][bookmark: _Toc193697417][bookmark: _Toc193698031]
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Tenant Improvements

TENANT IMPROVEMENTS

RawlUSF  Toal
Gen. Allow: 5347193 5143,849.70
Cust. Allow: $6.943860 52876994
ot Allow: S41.663161 5172,619.64
Gen.Exp: S0.000000  50.00
Cust Exp: 50000000 S000
TotExp: S0.000000  S0.00

TENANT IMPROVEMENTS

Cust. Tier: 2
Local Const.Index: 089
Amort. Term: &

Amort. Start Date: 100112014
Unamort. Bal: 50,00

Amort. IntRate (%):  2.885%

RWA DirectCost:  $0.00

“Total RWA Costincluding Fees:  $0.00

TI PAYMENT METHODS

T Total Expended Over Term: $0.00
T Lump Sum (Buy Down): $0.00
T Expended Minus Buy Down: $0.00

Exceeds Allowance (Lump Sum Required): $0.00

o be Amortized: S0.00

Miscellaneous

IGTE Order #: Field Offce:

UPSTATE SERVICE CENTER

Buyer BPN: Buyer TAS:

Seller TAS:

RENT DIFFERENTIAL

Usable Square Feet: 1535100

Old Rate (S/RSF): 519010000
432339883
16.750000
167350000

Total Amount (Rent Dif Term): 0.0

FORCED MOVE COST

Physical Move: $24 27219
TelecomCost  50.00

Systems Furniure,

Special Equipment:  S0.00

UNDEPRECIATED LUMP SUM

Original Lump Sum Amount: S0.00

Original Term (months): 60
Remaining Term (months): 8
Undepreciated Lump Sum: S0.00

TOTAL FORCED MOVE COST

Pay ThroughRente  50.00
Pay to Displaced Agency: $24272.19
Total Cost:524.272.19

UNAMORTIZED BALANCE

Original Tl Amount: 50,00

Original Interest Rate: 0.000%
riginal Term (months):
Remairing Term (months):

Unamortized Balance: $0.00

RENT ON DISPLACED
AGENCY'S SPACE

Rentable Square Feet:  17,920.00
Current Rate (SRSF): 16750000

Term of Renovation:

Total Amount
(Displaced Agency Space):  S0.00
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INTERNAL REVENUE SERVICE (2011)
< nd

Financial Summary

‘GENERAL SERVICES ADMINISTRATION

ANYOB544 Final Version: 2 Date Last Modifed: 295ep2014
NY0281ZZ Fiscal Year Update

INTERNAL REVENUE SERVICE (Code 2011) wil occupy 4,143.22 usable (5,609.92 rentable) square feet of space and 13 stuctured parking spaces and 0 surface parking spaces at JAMES M HANLEY FB (NY0281) located at 100 SOUTH
‘CLINTON ST, SYRACUSE, NY, for a perod of 24 months commencing on of about 092912014

‘The agency share of Jon Use Spaces s 420.63 rentable square feet. The agency share of Joint Use Stuctured Parking Spaces i 0.06 parking spaces.

INTERNAL REVENUE SERVICE (Code 2011) il pay the General Services Administation font in accordance wih the aftached pageis). The rental il be adjusted annually for operating cost and parking escalatons

Preview Bil <

Combined Report <

INTERNAL REVENUE SERVICE (Code 2011) il pay the General Senvices Admiistation addional rent or porated share of ont se space assodiated vith tislocaton, f any.
‘Addtionalfeduced senices are shown on the attached Occupancy Agreement Financial Summary.

Mandatory Clauses
Promoting Efcent Spending

Promoting Efcient Spending to Support Agency Operations

In accordance withthe Presdental Memorandum “Disposing of Unneeded Federal Real Estate” ssued on June 10, 2010 and Offce of Management and Budget Memorandum “Promoling Efficent Spending to Support Agency Operatons” ssued on
May 11, 2012, Execuive agencies shal ot ncrease the sz of theiroveral civian real etate inventory and increases it an agency’stoal square footage must be offse by reductions eisewhers. INTERNAL REVENUE SERVICE is aware of Secton
3-Real Property o the OMB memo.

Federal Specifi Mandatory Clauses

Aerations by Tenant Agency

“The tenant agency agrees that il undertake no aleratons o the eal property govemed by his OA without prior approval fom PES.

Buiding Senvces

Buiding senvices {0 be provided are outined inthe PBS Real Property Customer Guide. Addtional or upgraded servies beyond those ieniifed are provided by PBS on a reimbursable basis. Charges for cetta recurtng rembursable senices may be.
biled on the PES Bil. Recuring charges foroverlme uties, enhanced custodial senies, mechanical O8M HVAC, mechanical O8M Other and addional guard senvces are eligibe for bilng on the PBS Eil povided the tenant agency has been
designaed as a ‘paricpatng agency”. The charges must be infated by the tenant agency and renevied annualy. The recuring RVJA processing fee vl be assessed agaist each senice biled.

Federal Constucton

Inthe case of Federal construction, the paries agree that PES s responsile or poviding the funds necessary fo acquir and (f appropriate), design and consiruc the buiing shel, and fund the fenant agency’ fenant improvement alowance. The.
tenant agency i responsile for any tenant improvemen costs in e1cess of the tenant mprovement allowance. The parties fufther agree that savings of cost over-uns on the acquisifon of and of the design and constucton of buiking shel vl not
resultin increases or decreases i the tenant alowance amount, except in the case of prospectus levl prjects, vhere bids for the constucton of the shell re over the approved budget. In this case, i pemnissibe o lover the tenant alowance in
order o increase the shel budget, but only with approval of the tenant agency. The fenant agency can appeal 0 the PBS asset manager in cases n which the agency' assigned fenant improvement alowance s nadequate to provde basic
functionaity for the space.

Federal Rent Charges

Federalental charges vl consist o a shel ren pius amortzed tenant improvements, i appicable. There may be addiional charges for operatng expenses, securty,font use, parking, and other space fems such as antennas. Regardiess of the OA
tem, the shellrate or“as i rateisset for periods up o but ot beyond ive (5) years. For OAS vilh tems beyond § years, the shellor“as " rent il be fe-3ppraised every S years. In the case of buldings prced on a “Retu on Investment” approach,
the rent aftibutable 1o the originalshell improvements il emain level forthe duraton of the OA. If addtional capialzed shel replacements or improvements are made, the Shell Rent ate il be adjusted every 5 years o reflct the addtonal
investment. Charges for operatng expenses, oint use spac, parking, antennas and securty may be adjsted on an annual basi.

Financial Tems

Whie this occupancy agreement (OA) addresses financia tems that cover multple fiscalyears, the parties agree that. The tenant agency may reinquish space upon four (4) months' nofice at any point aftr the ist elve (12) months of occupancy.
“Thus, aferth fist twehe (12) months of occupancy,the tenant agency's fnancial bligation can be reduced 1o four (4) morihs of Rent, plus the unamortized balance of any tenant mprovements financed thiough PBS, plus any rent concesson not
yet eamed. Any free Rent o other concession given at the beginning of the occupancy term must be alocated on a pro-ata basis over the enie OA temn, and the uneamed balance repaid o PBS.
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Signed Agreement and Financial Summary

OCCUPANCY AGREEMENT
Between
INTERNAL REVENUE SERVICE (2011)
And
GENERAL SERVICES ADMINISTRATION

ANY08544 Final Version: u Date Last Modified: 29-Sep-2014
NY02812Z Fiscal Year Update

INTERNAL REVENUE SERVICE (Code 2011) will occupy 4,143.22 usable ( 5,609.92 rentable) square
feet of space and 13 structured parking spaces and 0 surface parking spaces at JAMES M HANLEY FB
(NY0281) located at 100 SOUTH CLINTON ST., SYRACUSE, NY, for a period of 24 months
‘commencing on or about 09/29/2014.

‘The agency share of Joint Use Spaces is 420,63 rentable square feet. The agency share of Joint Use
Structured Parking Spaces is 0.06 parking spaces.

INTERNAL REVENUE SERVICE (Code 2011) will pay the General Services Administration rent in
‘accordance with the attached page(s). The rental will be adjusted annually for operating cost and parking
escalations.

INTERNAL REVENUE SERVICE (Code 2011) will pay the General Services Administration additional
rent for prorated share of joint use space associated with this location, if any.

Additionalfreduced services are shown on the attached Occupancy Agreement Financial Summary.
Mandatory Clauses

‘Promoting Efficient Spending

‘Promoting Efficient Spending to Support Agency Operations

I





