Lease Transmittal and Checklist

	To
	
	
	Building
	

	
	Building Owner or Representative
	
	
	

	
	Address
	
	
	

	
	Phone
	
	
	Suite No.                                  Floor

	
	Contact
	
	
	Date

	From
	
	
	Lessee
	

	
	Leasing Company Name
	
	
	Company Name

	
	Address
	
	
	Address

	
	Phone
	
	
	Phone

	
	Contact
	
	
	Contact




Attached

□	Lease (_______ copies)	□	Tenant Credit Information

	□	Addenda (if applicable)	□	Lease Summary

	□	Amendments (if applicable)	□	Security Deposit: $________herewith or $________

	□	Workletter/Tenant Improvements	□	Advance Rent: $________herewith or $________

	□	Floor Plan	□	Commission Advice


Sent

	To		on		for	

	To		on		for	

	To		on		for	


Action Requested

□	Review and Comment	□	Approve	□	Sign	□	Deposit	□	Commission Payment

□	Other: 									



Complete by 		Reviewed by 	


DISCLAIMER: These sample forms and agreements are not endorsed by BRP Education™. They are presented for informational purposes only and should not be relied upon for accuracy, completeness or consistency with applicable law. The user is advised to check all applicable state and federal law before using these forms, agreements, or parts thereof. Because certain forms have legal implications (e.g., management agreements, rental applications), it is recommended that downloaded versions of such forms should be reviewed with legal counsel prior to their use and that any modifications made by the user should also be reviewed by legal counsel. 



