
Version Release Date: November 14, 2023--DRAFT
Origin Date: October 13, 2022Off-Campus Space Lease Approvals (New, Renewals)- 

Purpose: The purpose of this workflow is to document the process and approval requirement for executing a space lease agreement.  Note: All clinical lease proposals must have an existing comprehensive business plan that has already been fully executed and 
approved by the corresponding parties, including UCR Health CEO and relevant committees/groups, such as Dean’s Council, General Finance, etc.  Also, process for all lease changes (new, renewal, phaseouts) must occur at least 6-9 months in advance.

Fa
cil

iti
es

 D
ep

t.
Re

qu
es

tin
g 

De
pa

rt
m

en
t o

r 
Un

it¹
 

Ca
m

pu
s R

ea
l 

Es
ta

te
 S

er
vi

ce
s

Start

Determine need for off-
campus space and/or existing 

lease renewal; identify 
requirements

Obtain lease 
agreement from 

rental agent/
landlord 

Send lease agreement to
the Campus Real Estate

Office, SOM Compliance, 
and SOM Campus

Legal Counsel to review 
and

update terms

Send request 
information and 

financial approval to 
Facilities Dept.

Review agreement 
and approve³ 

Send copy of lease 
agreement and SOM 

Lease Space 
Approval Form to 

Campus Real Estate 
Services 

Provide documents
to support financial
feasibility route to

unit head and
CFAO for review/

approval

Review and discuss
request with dept,

identify
opportunities

Review options with 
unit and obtain 

approval
from requesting

dept. 

Is option over 
5% of approved 

budget? 

Route SOM Lease 
Space Approval

Form and
agreement to SOM

Campus Legal
Council, CFAO and

Dean for review
and approval² 

Send copy of final 
executed agreement 
to Requesting Dept 
and Contracts Dept. 

Re-route updated 
budget to CFAO for 

approval

Approve and return 
to Facilities dept.

Yes

No

Notes: 
¹For UCR Health outpatient clinics, UCR Health CEO should be 
department/unit approver.
² Routing of Approval Page and agreement to CFAO. CFAO will 
review that all the other prerequisites (i.e. business plan, approval 
from Dean’s Council, approval from CEO, etc.) have been met. Then 
the Dean’s approval is always required before executing, renewing 
or extending terms for all SOM lease agreements
³ Real Estate cannot execute agreement without the fully executed 
“SOM Lease Space Approval form.

Submit approved 
agreement to rental 

agent/landlord. 
Request W-9

Submit copy of final 
executed agreement 
and W-9to Business 

Operations. 

End
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