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AUTHORITY:  Wis. Stats. 16.84(5) 
 
SCOPE: - to establish policy for the leasing of all real property including, but not limited to, 

the following types of space:  office, storage, warehouse, laboratory, 
communication towers and airplane hangers 

 
POLICY:  I. The Department of Administration, Division of State Facilities, Bureau of Portfolio 

Management, is responsible for all functions relating to the leasing of all real 
property by the state.  This includes locating, negotiating and developing leases. 

 
 II. The Department of Administration, Division of State Facilities, is responsible for 

new construction, purchase, and remodeling of state-owned facilities. 
 
CONTENT:  I. The review and evaluation of agency space requests is the responsibility of the 

Department of Administration, Division of State Facilities, Bureau of Portfolio 
Management.  This Bureau reviews and approves agency requests, regardless of the 
dollar amount, for all types of space expected to be leased or to be occupied in a 
state office building.  Review and approval of requests for remodeling of leased 
space and requests for additional leased space also are handled by this Bureau. 

 
 II. The Division of State Facilities, Bureau of Portfolio Management, is available to 

answer questions regarding the leasing process and can assist agencies in 
estimating space costs and space needs.  The Space Management and Leasing 
Manual is available to agencies upon request. 

 
PROCEDURE:  I. The procurement of leased land and building space is not subject to purchasing 

rules and regulations and, therefore, agencies should work directly with the 
Division of State Facilities for approval.  Agencies should call 608/266-8183. 

 
 II. PRO-D-22 does not apply to the rental of rooms for short-term activities, e.g., a 

one-day conference. 
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