Date: 
Brinda Devine Jordan
Senior Real Estate Officer

Finance and Business Operations
5700 Cass Avenue, Suite 4900

Detroit, MI  48202

Re:
Letter of Authorization for Dean/ Department Head– Lease Space

Add address here________________________


Benefit of ______________________________ Department

Dear Brinda Devine Jordan,

Please let this letter represent my approval of the Wayne State University Theatre and Dance Department to seek the renewal of lease  space at __________________, Detroit  for the period ____________20___ thru _________ 20____.
It is my understanding that you will oversee the lease negotiation process, which includes rates.

I also understand that Wayne State University intends to enter into the proposed lease space for the benefit of the department(s) stated above.  However, Wayne State University will not be responsible for the payment of any telephone, Internet, parking charges, or moving charges associated with the proposed lease space, if applicable.  I understand that the department(s) stated above must make their own arrangements with the landlord and/or Wayne State’s C&IT department for payment of such charges.

Funding sources for base and additional rent:

· Proposed lease space, including index # _____________________________
Funding sources for tenant improvements paid by the department:
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Proposed lease space, including index # _____________________________

  Should I have any questions or concerns, I will address them directly to you.

Signed:

_________________________________________________

Print:



It’s:


Date:

_____________________



Add address here:
Ph: (____) ___-____, Email: _____________________[image: image2.png]



