Federal RPM

Federal Real Property
Management User’s Guide

Version 4.2

By FSC, Inc.

Doc-To-Help Standard Template 0BGetting Started o 1



Getting Started 12

OVEIVIBW ...ttt sttt e s b et e et e et e st e s te e s be e beesbeeaeeeaeeebe e beesbeenbeesbesteestaeseeeteennes 12
SYSTEIM DIBSIGN ..ttt bbbttt b e bt b e bt e bt et e s b e sbeebesbeebe et e e st eneennenbeneesbea 13
USING the DIALOGS - ..ttt b e bbbt e e b bbb 13
Ao [0 21U £ ) o USSR 13

T I ST 1 (o] SR 13

L0 I S0 P 14

L 10 N = 0[PP 14

LOF: 10 [0t I =0 (oS 14

DEIEte BUION......eciieiiiic ettt s be e ste e e e s be e s beebeenbeeraesreens 14

ClOSE BULLON ...ttt ettt et e et e e s ta e s be e sbe e sreennas 14
Guide to Property Specific Dialogs 15
L@ YTV 1= SR SSSRN 15
INSEAITALIONS ... ettt et r e be e re e s e e e e et e r e e nrenrenrenne s 15
Installation Dialog, Data EIEMENTS........cccccvvviiieirciece e 15
LO00] 0] 0] 13 PSSP 17
Complex Dialog, Data EIEMENLS ..o 17
Building, Land and STIUCTUIE .........veieiie ettt sttt nee e 18
PrOPEITY SEAICK ....oviiiiiiieice bbb 18

Dialog Menus At A GIANCE .......oiuiiiiiieee e e 19
Building, Land and Structure Dialogs, Data Elements..........ccccooeiiiiniiinicnenee, 21
AACGUISTEION. ..ttt bbbttt b e e e e eb e bt s bt bt eb e et ene et et e e sbeneas 23
Characteristics — Audit Trail.........ccooviiieiic e 25
Characteristics — BUilding OCCUPANES .........ccviviieiiireie it te e e se e sre e e s 25
Characteristics — Condition ASSESSMENT .......ciueiieieiieieresesesteeeereesiesreste e sresreeeeseeseesreseesnens 25
T I =0 P 26

RT3 [ SRR 26

B[ TP PP UR PR PPPRPRPRPN 26
CONAITION ...ttt et e e be et e e rae s reesbeesbeesreeneas 26
ASSESSIMENT BY .. 26
ASSESSIMENT DALE.......eeeiiiiiiee e sae e nae e 26
APPIaiSEd AMOUNT ...ttt ettt e bbbt se e e 26

SPECIAI INOTES ...ttt bbb bt 26
CharaCteriStiCS — CONLACES.......cveieiiiieieste st se ettt et te et e e et e et estesreere e e esee e e tesaesneas 26
CharaCteriStICS — DIAIY......ccveiiiieiieieice sttt e e e e e st estesreere e e eseesresteseesnea 27
Characteristics — FI0ors and ROOMS .........ccccviiiiiiiiicie et ene s 27
TS ) 1 (oo RSP SSPR 27

[T G T=Tt T o P 27

0] 0 RS-t o o S 28
CharacteriStiCs — HOUSING ...vouviverieiiiieiieiete sttt 28
Characteristics — RESIIICHIONS. ......c.iiieiiiie ettt ettt st sbe e sre e annas 28
CaAtEYONIES TaD ..o itieeiiitiieect bbbt 29

(€= 1 (<o I I OSSPSR 29

(1= Lo I I o USROS 29
Characteristics — Map COOFJINALES .........coiiiiiiieiee e e 30

2 e 0BGetting Started

Federal RPM User’s Guide



Characteristics — OCCUPIEA SPACE.......c.eiieuiiririeiisie ettt 31

CharaCteriStiCS — OFNEI......cuiiiieci e ettt st ne e seesaesee e 31
CharaCteriStiCs — PArKiNG ........coveieiiiie ettt e sae 31
Characteristics - PErformance IMEASUIES...........coeiirireiirieeee ettt s 32
SUMMEEY TAD ..ot ettt se e b e e 32
ULHHZALION TAD.c.ecvicice ettt sbe e 32
Condition INEX TaD....c.ciiieiiee s 33
COSE TAD .ttt bttt nes 33
CharacteristiCs — PEISONNEL.......ccoieiieieerie ettt s 33
Characteristics — SEISMIC SATELY .......cccviiiiiiiiiceere e 34
Characteristics — SPeCial FEAIUIES .........cvcviieiee e ene s 36
Unassigned SPecial FEAUIES ..........cooveiiiieiii e 36
ASSIgNed SPECial FEALUIES .........cviiiieieie e 36
CharaCteristics — TOWNSNID .....oiuiiiiiiiie e e 36
Characteristics — Vulnerability ASSESSIMENT..........cooiiiiirireiieieiee e 37
ClEAN UP PrOJECES ...ttt ettt bbb bttt e b e snesbe e b 37
SUMMANY TAD ...viiiie ettt a et e e e e re e e 38
GENETAL TAD 1.ttt n s 39
COSE TAD .ttt bt nes 40
g0 T T I o P 40
RANKING TaAD .o e ene s 41
Deferred MAINTENANCE .....c.oiviieirieieire ettt ettt bbbt 42
SUMMANY TAD 1. 43
GENEIAL TAD ...ttt bttt r e e 43
L0011 RSP 44
FUNAING TAD .ot bbb bbb 45
RANKING TAD .o b 46
Preventive MaiNtENaNCE. ........coi ittt bbbt e e e b e 46
PErfOrmMEd Tab ... ..ooeieiiiieicese ettt ere s 47
[ L (0T VA I o TS 47
SCREAUIEA TaD ..o 47
[T o T =LA o] o S 47
Y0 0] =Y I o SRS 48
(G- T I oSSR 49
L0011 RSP 49
FUNAING TAD 1ttt 50
RANKING TAD .o b 51
DISPOSAL ...ttt bttt bbbt bbbt b e bbb e 52
EStimated EXCESS DAL ........coueiuieiiiieie ettt sttt 52
EXCESS INAICALON ..ottt ettt et sbe e 52
ACTUAI EXCESS DALE.......veveiviieiicie ettt sttt sttt 52
EStIMALET VAIUE ..ooovieiiiece ettt 52
AACTES. ettt ettt bR R R R R Rt Rt n e nr e n b ene s 52
SOUAIE FBL.....eeeee ettt st e et et e s e nraenre e reenreeneenes 52
LSy =] o0 I =SS 52
GSA RESPONSE DALE ...ttt 53
APPIOVEA DY GSA ... 53
APPrOVEA DY HUD ..o 53
DiSPOSAL REASON ...ttt ettt bbb 53
DiSPOSAl METNOM......c.eeiiiiitie e e bbb 53
DiSpOSal SUDCALEGOTIY ....cveieiiieiiieeee et e 53
Disposal Recipient (Non-Federal) ..........cccooviiiiiiieiciiic e 53
Disposal Recipient (FEderal) ..........coieiiiiiiiiiiiiie e 53
DiSPOSAl DALE .....veveveeiieeieiee et nre e 53
DT o0 L] v LU 53
T 00| O ) S 53

Federal RPM User’s Guide, Version 4.2 OBGetting Started o 3



DiSPOSAl PrOCEEUS. ......cveiveieiiite ettt 53

JOUMNAL VOUCNETS (JV/S) ..ttt ettt ettt 54
R T TS A =10 ) TR 54

DL | (=PRSS 54

BN 1 1101 | PR 54

INCOME CHECKDOX ... ..ottt 54
Deferred Maintenance ChECKDOX ..........couiiiiiiiiiiiie et 54

(O g 07| IO [<Ted (010 R 54

(@] 0T B O TSRS 54

PO Or BanK Card # ......oooveeiii ettt ettt s sbe s s sbe e b s s sressree e 54

g (00 =T 1 [ TP PO PP PP PTPUPRTI 54

PROJECE ..ttt bbb b b 55
Organization LISt BOX .......cccureiiiriiiiinieisienieesi et 55
Deferred MaintenanCe LiSt BOX .......ccueeiiciiiiiiiiee ettt st 55

1Y LT 0 0 [0 TP 55

ST RO 55
How To Add Commercial Lease SPaCe........cccccviereeieeierieiesesesres e se e seesie e sreeeas 57

How to Reallocate Space by Type of SPace......cccccceieveiiiiiese e 58

Lease Dialog Detail ...........cccveviieieiisise ettt ere 58

Lease MENU — CharaCtBIISTICS ......veeiviiirieiieeiteeeite e stee et e sreeesbes s sr s sbe s s sbessabe s sbessabessrbessaeeesnes 60
ACCOUNING ANIOCALION. .....ueiicieice e ene s 60
MUItI-PrOPEITY LEASE.......eiveieeiieeieeieeesiesiesiesie e eree et e sae et steste s e e e saesaesaesresresneeneas 60

L= L N0 (=TT 60

THHAE Bl .ottt e ettt s et e e s st e e s e bt e s e s ebeeeessrbeeessabaeeesan 60

Lease MENU - DEPIECIALION . .......c.euiiriiieiiriei ettt bbbt 61
LEASE MENU = RWAS ...ttt e s s bbb e e e s s s e bbb e r e e e s s s s abbaees 61
HOW TO A N RWA ...ttt e st e e sbe s raesre s 61

RWA Dialog Detail .......ccoiuiiiiieiiieie et s 61

Lease Menu - Occupancy Agreements and TEIMS ......ccccvvevvevieriereiesesesieeeeseesee e e e sresreens 64
Lease MENU = WOTKSNEEES. ........coiueiiciii ettt sttt st st be e st e s st e e saee e sees 67
Lease Determination WOIKSHEEL .........cocviiiiiiiiii ettt 67
LU o] [T T 68
T Lo I 1) =0 ) 68

SUD LBASE Nttt ettt e e ettt e sttt e e e st e e s ettt s e st eeeessbbeeesaaraeeesarens 69

] = A D (PSR 69

[T I L (=3P 69

[ST0 T o IO TR 69

F oo o 11 | AT OTTRRRR 69
PrOGIAM <.t b e e et e e ae bbbt e nree 69

o 0] =11 O 69

(@ o F- T2 11T ] S TOPSPSRSN 69

[T = TP 69

(O] ] - ox A 69

o010 3T 69

- G 69
MONENTY RENT... .ot 70

[N 0] (=TT 70

L= LN (0] (=TT 70
[ 0 L0 T TP T U UPTPRRURUPROT 70
General Dialogs 70
(@Y= V1LY 70
L0810 o o PSSR 71
(@ YT AV 1= Y AP 71
VIeWiNG Chargebacks. ........coiviiiieieieie s eneas 71

4 e 0BGetting Started Federal RPM User’s Guide



Adding Chargebacks .........c.coiiiriiiiiieese e 71

FIIE DIAIOGS. ... ettt bbb 73
PIEIEIEINCES ...ttt bbbttt bbb b s 73

Change PASSWOIT ........cciiuiiiiiieieiieee ettt sttt se b e b 74

o 111 0] SO OO ROUO PP 74

100 0 ) i USSP 74
B2 0T o] £SO 74
NBITIE L.t r e nr e e sre e bt e r e e n e e nree s 74

AUAIESS ... bbbttt bbb 74

A oI O o[- SRR 74

PRONE NUMDET ...ttt sttt abe e 74

FAX NUMDEE ...ttt st s be e ste e e s e e sbe e sbeesbeeabeerbesrnens 74

VLT aTo (o g o FO OO PR PRRUSRRPRTRPP 74

LO70] 01 (o) A U TPV U U U U U URPURRPRO 74

ACLION TEEMS DIAIOG. .. ..e vttt e bbbt e e see e e 75
ContinUING NEBA REQUEST ........ciueieieiieieiie et 75
FOrecasted VACANCIES .......ceveiirieieiisieiete sttt sttt sttt et see b e 75

Lease Renewal DEAAIINE ..........cooeviirieiiie e 75

Lease Cancellation DeAdliNe .............ccvveieieieiieieieice e 75

(0T 1 DT 1 [ LSS 75
(G- T I o o =T P 75

Federal Real Property Profile ... 76
GEOGraPIC COUES ......oviiieiirieicie e 76
MEPPING DALA......ecviieeietiieeeer et 76

IMPOIT DIAIOGS ...ttt bbbttt sb e et sb e et b e b b 76
FIMS INEEITACE ... e bbb s 76
FINANCIAl IMPOIT ... bbb s 76

SeleCt HOIAOVE SPACES .....cveiviieiiieiie ettt e 84
Selecting Adjustment Records for Rebill and Modifying Their Comments Section. 84

Import Depreciation RECOIMS..........ccviiiiiiieiee e 88

Import Journal VOUChEr RECOIUS.........cciiiiviicieece e 88

Import Personnel CouNt RECOIUS........ccviviiiieieice e 88

Import Congressional DiStrict COUES .......ccveverieriieresr e 88

Import Federal RPM Report LiDrary ..o 89

Import GSA Geographic LOCation COUES..........curveiierieinieniesiesese e 89

Import Latitude/Longitude WOrk Files...........coiiiiiiiiiieeeeeee e 89

IMPOrt ESRIATCVIEW GIS ..o 89
AdMINIStration DIALOGS. .....eoueeieeieie ittt se et sae s 89
AGENCY CONTACT ...ttt ettt ettt b e sb e e b e e b e e nresarenae e 89
PrOPerty IMANAGETS .....viiiieeiiie ettt ettt et ae et sba et e sbaeenree e 90
LICENSEA USEIS ...ttt sttt sttt sttt st sttt sb et sttt b e 90
Maintain Groups and Permissions Dialog ........c.cccevvevieieriiieiie s see e 91

Default AHOCAtION COUES ......c.eviiiiiiieiiiie ettt 92

GloDbal SYStEM RUIES .....ccveeeese e 93
Guide to Reference Codes 96
OVBIVIBW ...ttt ettt bbbt bt b2 et e s e eb e b e bt e b e e b e e Rt e Rt e ee e e b e nb e e bt e b e e neanbeneesbeneesbe s 96
(@] (o a4 U1 T ]  H OSSOSO 96
Organization COUE........oveiieieiieeiee ettt sne s 96

LNE OFFICE 1.eoviiieice ettt 97

REGION COUB ...ttt ettt st sbe e ebe e 97

State Region Code Cross-REfErENCE. .......covviriere e 98

LG TCT I <o o =T PSSP 98
ACCOUNTE COUB ..ttt sttt sttt sttt st et st eteere e st e e e saebesaesnenreaneas 98

FUNA COUB ...ttt ettt st be e s beeaesab e ebsesbeesbeebeerbesrnens 99

Federal RPM User’s Guide, Version 4.2 OBGetting Started e 5



PROJECT COUR ...ttt ab e 99

PROJECE TP ettt bbbttt et 100

PrOgram COUB. .....coueiieieie sttt b et see b b ene s 100

ODBJECE ClaSS COUE ...ttt bbb sb e 101

Capital IMPIrOVEMENT ........oiuiiiiiiie ettt b e b et sb et bbb 102
Bureau Capitalization Threshold ... 102

Capital Improvement REQUIFEMENL .........cceveiiiiie e 102

REASON COUE ... ettt sttt sttt bttt 102

SEIVICE LITE ottt 102

Clean Up AMOItIZAtION .......coveieie ettt e e e e e e srenrenne e 103
Clean Up REQUITEMENTS.........cieieirereeeeiesesiesie e steeeeeesaeseessesaesres e sneeseessenseseessenses 103
EStIMate MEthOU.........oveeieiece e e 103

REASON COUE......ccuiereeieeite ettt ettt e e bt seesresneeneas 103
IVLRINTENANCE. ...ttt ettt ettt b e bbbt e s et e b e besbeeb e e bt eneene et e nbesbenbeseeaneas 104
Deferred Maintenance COUE...........ooiieieiireeiee et 104
Deferred Maintenance REQUIFEMENT............coiiiiiiiiiieree e 104
Deferred Maintenance Operating Standard ............ccccoceveienininsieciesesese e 104
Preventive Maintenance ACLIVILY .......ccccvcviieeiieieicse e 105

(D= o[ [ O - (o1 | Y S 106
Proper USAQE COUES. .....ccueiveiieieieieie st siestesteeseese e sae e stesreste s e eseesaestestestesresseeneessenseseesrenes 107
Property Class COUES .......ccuiveieieieesestese e eree e este e se e e e e et et sresresseenee e eneeseenrenes 107
[ T0T] o LT SRR 107

7 o TSRS 107

Other Structures and FaCIIILIES ........c.ccvivieeririie e s 108

SPACE TYPE COUES. ...tttk ettt bbbttt bbbttt b et b et et nn e 108
SPECIAl FEAIUIE COUES. ... ittt e bbbttt be e 108
Mass Change of AHOCAtION COUES.........cceiiririiiieiieiee et e 108
Preloaded COUES ..ottt b bt ettt ae bbb b e 109
Glossary of Terms 109
F ol ola 11 o | PRSP OP PSPPSR 109
ACCOUNTE COUR ..ottt sttt st ettt e s e st et et e sbesbeebeeseen e e ee s e besneseesrenneas 109
ACCOUNT COUB NAME ...ttt ettt e bbb be bt e b e et et seesbesbe b 109
Accumulated CleanUP AMOUNT........cciiiieie ettt e e e b e b b sbe e eneas 109
Accumulated DePreCiatioN ...........coeieiiiiieii ettt st sne s 110
ACQUISTTION COSE ...ttt sttt e s te e e ae e s e et et e besbesteebeete e s esbesaestenreaneas 110
ACTUAL EXCESS DALE ...o.vevveviieeiciesie ettt sttt sttt ettt se et et e ere b e 110
AUUAIESS ..ttt ettt b e e R et b e et e e bt ere b e 110
AdJaCeNt DEFICIENCY ...vvcvvieiiie ettt e e sresrenreane s 110
Ao 1=] 3103 A oo - OSSR 110
AGENCY NAIME ..ot e e st e st e e s teeeeaseeeseesse e teenteestesneesreesreenreenees 110
AMOItIZation MELNOU. ........eoiieeee et sne s 110
F N0 010 10 | PSPPSR 110
ANNUAL RENT ...ttt et s te e e es e ee s e steseesbeseenneas 111
ANNUAHZEA CRAIGES ... .otiiieitieiieiee ettt b e bbb e bt b e et saesbenbesne s 111
ANLICIPAEA EXCESS DAL ... ettt et e e nae 111
F AN o] o] - 11T S SOV ORUPTURTRPRRN 111
P AN o] o] - VST U 0ol a1 110 I 1N o TSRS 111
PN o oL T U B LSS 111
APPFAISEA VAlUE ...ttt e be b e te et et sr e besrenre s 111
APPIOVE AIMOUNT ...ttt ettt ettt e sate e st b e e sabe e s ab e e st e e snbeesnteennnees 111
APPIOVE AIMOUNT ...ttt ettt sttt esat e e st b e e sabe e s st e e st e e snbeesnteennnees 111
F AN ] o] 01V 0] =!I 111
APPIOVE DALE.......oeiiiieieiieee e 112
APPIOVE PRONE ...ttt ettt b e e b ettt eb e et b e et ab e et sbe e 112

6 e OBGetting Started

Federal RPM User’s Guide



WA D 11 g (o 4=To I @0 a1 (=101 (o) TR 112

AULhOFIZEA DELAIIEES ..ot be e sbe e ereeaaesaeas 112
AULNOFIZEA FUIITIME ...ttt sae e 112
AULNOFIZEA OThET ...t bbb b b e eae e 112
AULNOFIZEA P TIME ...ttt bbbttt bbb seeene e 112
AULNOTIZE SUMIMET .ttt ettt sttt sttt sttt se e ebe b s e ebeneeresre e 112
BaSEHNE INAICALOT ......evviviieiieiiiiee ettt neenes 112
BaSiC RENLADIE ATBA .....cvieeiiiiiieeiei bbbttt enen 112
Bl NUMDEE «... bbbttt nes 113
BIIIINO <ottt nes 113
B PIEFIX vttt nes 113
BIlled INQICALON ......ccuviciiiceiccie ettt be e be b st sbe e sre e sbeenae e 113
BUITAING NAIME ...ttt bbbt enes 113
BUIAING NUMDET ... e 113
BUIlAING RENTADIE ATBA ...ttt e 113
BUIAING RIU RALIO ...ttt ettt e sbe b s 113
BOBC ...t e ene e nne e 113
BOAC CRECK......etiieiiiieieiiste bbbttt bbbt enes 114
L0 [0 ] T ST 114
2 T0T] o T To T @] q o Lol q 10 AN =T U 114
BUIBAU NAIME ... e 114
BUIBAU COUE ...ttt b bbbttt bbbt enes 114
Capitalization DESCIIPLION .......oviiiiiiiiteere e 114
CapItaliZEd AMOUNT ......iviiiiitiecste bbb bbbt sbns 114
Change IN MiSSION INQICALOT . .........c.iruiiiiirieiiiee e 114
CNAIGE AMOUNT. ...ttt ettt e e bbbt ettt e s e e be b e e besbeebesbeene e e e nee b e 115
CNAIGE DALE ...ttt s b bbbt h et et e bbbt R et nb et ae e 115
Charge Indicators for Service and UtHHTIES. ..o 115
(08T 10 [T @ To 1o IS 115
Chargeback COMMENLS .........ccviiiieieic et s re e e et e re e e 115
Chargehack CONTACT.........cciiiiicieicce ettt te e ae e e et e s resre e e 115
L0810 T o ot Sl N o T 115
Charghack STALUS .......cvieiicieiee sttt ne e e e e renrenre e 115
ChargeDaCK TYPE ..ttt bbbttt bbbt 115
CNAIGE PEICENT. ...ttt bbbttt bbb 116
L0713V SO SRSSSRR 116
(011 Y oo [OOSR 116
CILY TOWN Ittt ettt ettt st et et sttt b 116
CILY TOWN NAIME. ...ttt bbbt sb e b e bt bt st e et se e e et e nbesbeebeene e 116
Cleanup Co0E NAME ......ccueiviiiie e s e e re e et e e sae st e teeaeere e e enbesresrenre e 116
Cleanup EStIMAte AMOUNT........cccviiieiee ettt re st tesne e e e ebesresresee e 116
Cleanup ESHMALE 1. .....cc.oiiiiieir ettt see b e e 116
(O3 TV TUT TN [ o [ToT: (o 116
Cleanup REGUITEBMENTS........viiieeeeieriese st e e ettt e e e e see st e stesneene e e eneeseeneeneenns 117
Clearing SYMDOL.........ooi e e 117
(01011 18\ o TSRS T PSR URRURRPRP 117
COMMENTL ..ot e et e e st e e s tb e e aab e e s rbeeaabeesrbeesneeesrbeesneeenees 117
L0101 41 ] 2RSS 117
COMMON ATEE FACTON ..ottt ettt e et ebe e bt et e sbesnbeniee s 117
(0] To 11 To] 1 1 [ TSROSO 117
CONAILION INAME ...ttt b bbbttt e s be st e besbeebe e e st e s e nee b e 117
LO0] 01 (o) F TP P PP TRPRRPRRPRPR 117
CONLACE MR ...ttt ettt bbb ne et b 118
CONLACT PRONE.....oiitiieiitee bbb bbbt 118
(07011 £ ] I NN TSSOSO 118
L0001 S TSP T PP S TR TP PRI 118

Federal RPM User’s Guide, Version 4.2 0BGetting Started o 7



L0011 o1 1R PUPTPTRURUPRPRPON 118

County Territory COUNTNY 10 ......coiiiiiiiiieieee e 118
County Territory COUNTIY NAIME.......coiiiiiiiriee ettt e e sbe e e 118
CHITICAL INGICALON ... ..cveeiie et ettt bbbttt e bbb b b e 118
Daily CleANUP AMOUNT .....veiiiie ettt ettt ettt sttt st et e e e saesbe b sbeens 118
Daily Depreciation AMOUNT..........cciiiiiiieieiieie et st e e e re b e stesreereenes 119
[ L ANt [ UL =T ST 119
(D L o (= or T o AP 119
Date CONSIIUCTE ....o.veveivieeiieiireeste ettt bbb enes 119
[ L (=0 [N ) (o S 119
Date SEISMIC RALING ..v.vvivveieeieie ettt re s e ss e ae e e seesresrenns 119
DAY TN QE e s 119
DEferTal INAICALON........cviiiieiteccie et ettt st be e sbe e sre s aesaeesbe e sbeebeenes 119
Deferred Maintenance INAICALON .........ccuiiiiiiiiiee e 119
Delegated INICALON..........cieiieieeeee ettt see b e 120
Depreciation IMport INAICALON .........coeiiiiiie e 120
Depreciation Method 10 ..o e e 120
Depreciation Threshold AMOUNL........cccovciiiiiicie e 120
[ TC Yol 01 T ) ST 120
[T 00| P 120
[T o0 L L S 120
[T o0 LN 1o T Lo} P 120
DiSPOSAl PIOCEEUS ...ttt 121
DiSPOSAI REASON......cviiitiitiietiiteeet bbbttt bbb 121
DISPOSAI STALUS ...ttt bbbttt b et 121
(D13 £ ot o OSSO 121
(0] |- OSSO UR TP 121
E MaIL...oiiie bbbttt n bt nes 121
EfTECHIVE DAL ...ttt bbbttt bbbt nes 121
0o I TSSOSO SPRSS 121
1= ()Y [ RSP 121
LT 0 Y =V PSS 122
Estimated ACQUISITION COSt ......viviiieeieieire st ereens 122
EStimated CoSt INAICALON.........c.iiiiiiiicie ettt sbe e sre e re s s re e sreenre s 122
EStimated CUITENt VAlUB........ccviciieiice ettt ettt sttt ebe e 122
EStIMAated EXCESS DALE.........eieeuieiieieiie sttt sttt ettt ne et sne e 122
EXCESS AACTES ... ettt ettt h e bttt et h e h e bt e ke et e R bt Re e Re e nEe e eRe e b e bt nr e bt e 122
EXCESS ESHMAEA WVAIUE. .....cueiiiiiiiiie bbb 122
(= [ Lo [ ot (o] (PRSPPI 122
EXCESS SQUAIE FEET ....viiiiiiiiii ettt sttt e raeenere s 123
(=T 0] 01 T USRS 123
EXEEINGAL T ...ttt 123
= To] | 3P 123
X ettt R E R R Rt E et r e anenrs 123
FRATUIE INAMIE ...t b e e bt r b bt b e b nnens 123
FINAL LEASE DALE .....cuviieiectiicte ettt et et ettt e st e s be e sbe e besaeesbeesaeenbeenreenns 123
FIFSE INGITIE L.ttt et b et e et e et e et b esbeesbeesbeesbeeseesaeesaeeabeebeenns 123
FISCAI YA ... ettt ettt e et e et e et e s be e sbe e sbeesreentesntesaeebeenns 123
FIOOr COMIMON AT ...ttt ettt bbb bt b e e e e e b e nbe b ebeens 124
FI0OT USADIE ATBA. ... bbb sbe b s 124
FOUNALION TYPR ...ttt ettt b et bbbttt e sbesbesbesbesre e 124
=T UL (o)A 1Y/ o1 PSP UPPTPPI 124
FUNG COUB.....titeieiecie bbbttt bbb bt n b neenes 124
FUNG NBIME <.ttt bbb bbb b st e b et enes 124
(O T I =T (o T g 1Y o S 124
(C1=To] [T TToll B 1=) Tod =T os YA 125

8 e 0BGetting Started

Federal RPM User’s Guide



GrOSS SQUAIE FOOTAGE ......ceiviieiiieiieitisr ettt 125

GSA APProVal INAICALON .......oviiiiiieiirie bbb 125
GSA ASSISTANCE INAICAION ... .eiiiiiiii ittt e st e s st e e e s s bt e e s sbba e e s sareas 125
LY AN (=] o] ([0 o VUSSP 125
GSA IMPOIE CYCIE ... ettt b e bbbt st sbe e e 125
LCESY AN LT o] ST 125
LCRY N =T oo (B - 1= P PP URTR 126
GSA RESPONSE DALE ...ttt et 126
GSA SEAS INICALON ......iicvee ettt e st s b e s rbe s s rbe e sbte s sabeesbte s sbeeesreeesres 126
GSA WOTKSTALIONS .....vveiicvee ettt sttt e st s e st e e s st e s sab e s sbbe s sabessabe s sabessreessbeessreessres 126
HIGhESt BEST USE 10 ... ettt nnenns 126
HiIghest BEST USE NAME .......coviiiiiitiieiite ettt 126
[ TR (o] Tor=1 Il T o7= (o] SO 126
HOUSING BEATOOMS ...ttt et sttt eesa e 127
HOUSING CAPACITY ....c.eeveiteitieieeiieee ettt et b ettt e e bbbt st et e b et e e b bt 127
HOUSING LIVING UNIES ...ttt bbbt e e 127
| (00T £ O UPRR 127
HUD ApPProval INAICALON ........cc.eiviiiieiecieiece ettt ereens 127
IN SEIVICE DALE ..ottt et st e s st e s st e s sab e s s bessab e s ssbessabessbassnbesans 127
Lo [T @ T oo o | S 127
Lo [T oo [T o S 127
QTS [T @1 T 127
(a1 =L = 0] o TN o PR 127
LT =T A R L= 128
INEEIIM USE INAICAION ... eveieieiie ettt ettt ettt e e et e s st e e s s et e e e seareesssabeeesstbeeesans 128
INEEITACE AMOUNT ... .eiiiitiie ettt e ettt e e et e e s s b e e e s s bt e e s sbbeeessabbeessabbesesseasessabenesssbansesans 128
01 T = 1oL G0 1 U | RO 128
INEEITACE DALE.... ..o ceeiiii ittt et ettt e et e e s st e e e e bt e e e et eaesssbbeeessabaessssbeaessbansssssbbesesans 128
INEEITACE IMIONTN ..ottt s s b e s s sb e e sbe s s sbassabesen 128
L)1 7= Y= O 1 1 SRS 128
INEEITACE INAIME. ... ettt e et e e sb e e e sbe e s b e e e sbe e s sbasssbeessbesssbaeabesans 128
L) T 7= Yo Y L ST P 128
LR (T (oI =T | SR 128
JOINE USE SOTL. ..ttt et 129
JOUNAl VOUCNET AMOUNT........viieiitiie it e sttt e e ettt e e st e e sttt e e sssbeeessabeeessbbeesseseesesssbenesssbeesesans 129
JOUINAL VOUCKNET DALE .....vveeeieeiee ettt ettt ettt e sttt e e st et e e s e e e s abb e e e ssateesesbenessssbeeesans 129
JOUINAl VOUCNET IMBIMIO ...ttt ettt ettt s et e e st e e s s ebba e e s sabea s s sabenesssbbaeesans 129
10| -1 TSRO 129
Journal Voucher IMmport INAICALON.............ooiiiiiiiieee e e 129
JOUrNAl VOUCKHET INQICALON .....vviiveeiiii ettt ettt st e s be e sb e s s bessabeeens 129
[T AN o (U T |l D L (< URORRTT 129
Last ACCUMUIALEA DAL........cccuiiiiieiiie ittt ettt r et sb s s be s s sb e s st e s s bessabe s srbassabee e 129
Last Cleanup Charge DAt ........ccccceieriieiieeeiere sttt sre e e snesneseennens 129
1Y AV U R 130
[T AR {1017 L (=T [ 130
LSt SUNVEY DALE.......ouiiiiiiiciiciee e sr e 130
LAtItUAE DEGIEES ...ttt b et b et b et b ettt b e et b bbb et e ebenn et abe e 130
(L1 0T [ D [ (=Tox 1o TR 130
(L1010 [ A LU (TR 130
LatitUOE SECONGS.......eeiieiiiie ettt ettt et et e e e s eb b e e s s et b e s e sabaa e s s st b e e s sabtaesssabeaeessbbaneas 130
(=TT I AN LU0 o L= TR 130
LBASEE INAIMIE. . .uviiiiiie ettt e e e e et e bbb e e e e e s s e e bbb b e e e e e e s es bbb beaeeesaesabbbaeseseesiates 130
[0 [0 o D PSP PP UPPOPRTRN 130
LONQITUAE DEOIEES ... c.veieeiieeteereeiee st st steste e e st e st st s e sre et e e e e e stestestesaesteaneeneenenseneenrens 131
(g To TR 0o (TN I 1o o PSS 131
LONGITUAE IMINULES....c.veciieeice sttt ettt te e ene e e e e e neeseesnenreeneas 131

Federal RPM User’s Guide, Version 4.2 OBGetting Started o 9



LONGITUAE SECONMS. ..ottt ettt bttt b ettt sb et b b 131

Maintenance AmOUNt CrItICAL........c.ccveiiiereiere e 131
Maintenance AmMount NON CritiCal.........cooi it 131
MaiNteNaNCe DESCIIPLION .........eiieiiiieeiti ittt b bbbt see b b sae 131
MaINTENANCE FIEOUENCY ....vevieiieieee sttt sttt sttt sttt et bbb e st e e e e e b seesbesaeeneas 131
MaintenanCe FOTECASE DALE.........ceiveiiiieirieriei ettt sttt sttt bbb 131
MaiNtENANCE PIIOTILY ..oivviiiciiciesc ettt et saeste e et e e steseesre 131
IMIBASUIE 10 ...ttt et b ettt b ettt b et sb e et sbe e ebe st e e eteabe e 132
MBASUIE NBIMIE ...ttt bbbt e e bbbt bt e e nnean b nne s 132
T L= I o PSSP 132
Month To Month Lease INICALON ..........cooviriiiiiiceee s 132
[N =TT PSPPSR 132
Name - INStallation NAME .........oiiiiiieie et ae e 132
Negligible COSt INAICALON........couiiiiiie ettt sbesne s 133
NEXE ACHIVITY DALE .....c.eieeieiiie ittt ettt bbbt e e e e e 133
NEXE ACHVITY VAIUE ...ttt bbb sbe s 133
NEXE SUINVEY DAL ...cvviiiiiieiiie ittt et b e be e b e beenebe s 133
NONSIUCTUIAl DEFICIENCY ....viviciiiicc et re s 133
IO T g0 =T = U T (o T q o S 133
INUMDEE LBASES ...ttt sttt sttt bbbttt sttt enes 133
(@] o TTo1 O TS O o[- 133
(@] o TTo1 @ ST AN - U T 134
OCCUPANCY RIGNT ..o 134
OCCUPANCY INAICALON ...ttt bbbttt 134
OFFICE SPACE ...ttt bbbt bbbttt 134
OFFICE PEISONNEL ...ttt bbbttt e et e b 134
ONDOAIA CONITACIONS. ... .etiitiitieieeie ettt e bbbt ettt et b b e 134
ONDOAIA DELAIIEES ......c.eeieieiitieie ittt bbbt bt e e b e 134
ONDOAIT FUILIME ... .cviitiiciccesi ettt bbbt 134
ONDOAIT OFNET ...ttt ettt bbb 134
ONDOAIA PArt TIME .....cvviiiciiiiieisie ettt be e 134
ONDOAIT SUMIMET ...ttt ettt sttt bbbt e 135
Operating Condition Standard Id...........ccccviieiieiciese e 135
Operating StANAArd 10.........ccvoiriiie bbb 135
Operating Standard NAME.........cooiiii bbb 135
Organization COUE .........cuiiiiiiriiieiirt bbbttt bbb 135
OUL SEIVICE DALE.......ceeieiteiee ettt ettt ettt se e b e bbb e et e neesbesbe b e 135
OULSIAE CAIPOOL ...ttt et bbb ne e b et eb et e e et e e e nee b e 135
(O 15T [l o Fo g Lo [T OSSR 135
OULSIAE OFNET ... ettt bbbt n et st 135
L@ 11T I S 135
(O 1o 2 A O 1 - T (o (=] OSSP 136
YT 0L A D USSR 136
L) 7N 1 10 o S 136
=Y (o] 1T I S 136
o oo I = o OSSR PUTOPROPR 136
PRIONE e bbbt a e te e re e nreeare e e aaeenreenns 136
Predominant USE COUE ........cueieiire ettt sttt et sttt esaesaenbe st snenns 136
Predominant USe DESCIIPLION .......ccuiiiiuiriiiie ettt seesae s 138
PrOCESS DALE ...ttt bttt b et b e bt b e be e nbe e b 138
PrOGIamM COUE ... ittt e bbbttt b e b e b bt et et e ne e e et e b b e 138
PrOgram NAME .....uvi ittt nb bbb e nab s 138
Project BUget AMOUNT ........coiiieice et sttt sttt sresrenns 138
o 0] 1= o1 A O L 138
0] [=T o Y, T T T T ST 139
0] 1=t 1N U3 139

10 e 0BGetting Started

Federal RPM User’s Guide



PrOJECE TYPE U ..ottt 139

PrOJECE TYPE NAIMIE ...ttt bbbttt bt 139
PIOPEE USE T ..ttt ettt ettt sb e bbb e e b e 139
PrOPEr USE INAIME ...ttt ettt b e e sb e e sbe e b e e nbeeneenae e 139
Property Category 0. ..o e bbbt nbe b s 139
Property Class 10.........cciiiiiieieiecc e ettt s b e te e na e e b e sresrenes 139
Property Class NAIME ........ccciviieiiiiiie ettt sb e tesbeebe e e et e stesreneas 140
(0] 01T YO0 [ o | S RO P PR OPR PR 140
0] 01T Y I - (SR 140
Property DESCIIPLION ........ciiiiieeeeiee et e sttt ne e e et e stesresresreeneeseeneeneenrenrs 140
(0] 01T 1 Y2 [ S 140
PrOPErty IMBNAGET ......cciiiiieieie it 140
PIOPEITY TYPE ..ttt et 140
L@ U F- 4 -] O TP TSR 140
LRSS 141
RALE ST ...t bbbttt bbbt bRttt nae e 141
REASON COUE ...ttt ettt bbbt s bt s e et b n et e s tenes 141
REASON DESCIIPLION ......uiivieiieicie ettt st se et be st e s testeete e e e b e seestesbesreerearas 141
REDIIT DAL ......ceeeietiieeiete ettt bbb b sttt n et e n e n et nes 141
RECEIPE STALUS ...vvevveeie et n et e et srenreaseera e e eneeneenrenrs 141
RECEIVE DALE......cviitiieiietiee ettt bbb bbb bbb b st b bbb e enes 141
=T T ] T [ S 141
REMAIKS ... ettt sttt s et e b s bt st e e Re e s et et et sbenbeeReereene et e e nrenren 142
Renewal Option Years REMAINING........cccoiriiiirieiniieise et 142
R 171 o] LN 1 USSP 142
REPOI ON LLBB......cceiiiieiii ettt sttt ettt b et et e s e s b e e b e e st e e sbe e nbe e b e saeeeneenneenes 142
REGUESE AMOUNT ...ttt ettt b ettt s et e st e e be e nbe e be e e saeeebeenbe e 142
REGUESTE DALE ......eeee ettt b ettt b bbb e bt b e e be e sre e b b 142
T U T=tS) c=To AN 0T 10 ) ST 142
R (U R L= ot [0 ] LD LS 142
RIU RGLIO ...ttt bttt b bbbttt bbbt n ettt be st nes 142
RUFET ACTES ...ttt ettt bbb bbbttt bbb sttt b et enes 143
T NVZ: Yo T A 2o U o | U 143
SECUNLY GIOUP NAME ...ttt bbbttt 143
SEISIMIC CAEIOIY ... .vvetieeeete ittt ekttt bbbt b e b et ettt 143
ST IS T Tl [T Lo 1 o RS 143
SEIVICE LITE T .ottt e e be e 143
SEIVICE LT NAIME ... ettt e b 143
SEIVICE LITE YBAIS ..ttt bbbt bt et bbb 143
SROTE COUE ...ttt bbbt bt b 143
ST 1 (=N o OSSPSR 144
SIS A Rt R R R b bR bt r et b 144
Y011 1Y/ 0 144
S 0TSSR 144
IS0 Y/ o - SRRSO 144
SPECIAI FEAIUMES .......veieee bbbttt b e 144
SPECIAI INOLES ...ttt bbbt b et 144
SPECIAI SPACE ...ttt bbb bbb 144
SPECTANIST. ..ttt bbbt bttt ae e 145
S0 | OSSOSO 145
SEAIT DIALE ...ttt bbbttt bbb ekt b e et e e she e ebe e bt e bt e b e eneenarenree s 145
RS LT UP PRSP PRTPRPR 145
SEAE POSTAL 1 ...ttt 145
SEALE POSTAL INAIME ...ttt bbbttt 145
State Territory COUNLIY 10......ocveieiercie e 145
State Territory COUNLIY NAIME ....c.voviiiieireeee et se e sresrenre e 146

Federal RPM User’s Guide, Version 4.2 0BGetting Started e 11



Index

Getting

0] [0 [ IS o= (o TP PTRRTRPRRRO 146

] (0] =TSR 146
SEIUCTUTAL DEFICIENCY ..ot bbbttt a e 146
] ([ (U] (0 o [OOSR 146
Y ([ (T (= 1o [ Tor: (o] SRR 146
SHTUCTUIE NAIME ..ttt e e e s s e e e e e s e s sb b b a e e e e e e s s sbbbareeeeeeaas 146
YU o] F=Te Y AN (o TU | ST 146
YU o] [=Te T D T L (<SR 146
U o] 1= YT N [ 147
YU e T a T Lo ] 1] 147
337101 01 P 147
TermM RIGNE DAL ...t b ettt 147
TErMS REMAINING. ... ccveteieteiee ettt bbbttt b ettt be e 147
BB L) TG (o TTo7: 1 (o) G TR 147
B L =TT 147
L IO J B - =TT 147
TrANSACTION COUR ... vviiiviiiceii ettt ettt et e e e bt s s b e s et e s st e s sabesssbassbesssbeesabasssbassnbesans 147
L)/ L P RTP PR VRPPRRTP 148
IO (=T o TN [ Lo [T (o S 148
L0 L £ 148
L0 Lo LI Ao (1S 148
L LT To (=3 oo S 148
L E=T o [ RO 148
V2= oo (o] AN 4 41010 o | U 148
V7= a0 (o] G OLaTU | AT 148
AV 1010 (o) gl B - =TT 148
V<1216 (o] g o IR TR 149
Vo] O o [T N[0T 0] o] (TSR 149
R o S T 1 (TSR 149
B 1 O 4T 1o TSP 149
A |« TS 149

151

Started

Overview

Welcome to the Federal Real Property Management System (Federal RPM). The
Federal RPM Real Property module is specifically designed to fulfill all Federal
government regulations for Real Property. These business rules and regulations are
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established by the General Services Administration (GSA), the Federal Real Property
Council (FRPC), and the General Accounting Office (GAO). These rules and
regulations address GSA rent, depreciation, clean-up amortization, deferred
maintenance and annual reporting of real property.

Federal RPM is also filled with functions and features to assist you in the effective
management of real property. These features support the entire life-cycle of real
property, from property acquisition through disposal.

System Design

Federal RPM is designed as a table-driven system. This makes it easy for you to
customize the system to fit your unique mission requirements, without the need for
computer programmers. As delivered, Federal RPM is preloaded with real property-
related codes required by GSA, GAO, FRPC and OMB. In addition, the system gives
you the ability to enter additional agency-defined codes to track and manage your
property.

After you have reviewed Federal RPM and your system requirements, your Federal
RPM System Administrator should use the Reference function to set up the codes
required. For the most part, this is a one-time activity. Once the codes are
established, they will not need to be changed. However, some of the codes will
require periodic maintenance as your property management needs change.

Once entered, Federal RPM uses the codes to manage your property. The data entry
screens display the meaning of the code, not the code itself. Use the Reports feature
of the system to view codes and descriptions.

For details, see “Guide to Reference Codes.”

Using the Dialogs

Federal RPM’s screens (referred to in this document as dialogs) are designed to be
consistent in their use of command buttons, navigation of windows, and treatment of
data. This consistency makes it easy to learn and operate the Federal RPM system.

When you make a menu selection, Federal RPM loads the selected dialog. On initial
load, all data entry fields (text boxes, pick lists, and file folders) are disabled. To start
your dialog, you must click the Add button, the Find button, or use the Find List box.

Add Button

Click the Add button to start the entry of a new record. When you click the Add
button, text and pick lists will be activated and the system will position the cursor at
the first text box requiring data.

Find Button

For large record sets, Federal RPM uses Find dialogs to help you quickly locate the
information you need. Click the Find button to start the search for existing records.
The Find Button closes the current window and opens a search dialog. To facilitate
movement through your property records, this dialog will be populated with the
results of your last search.
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You may use any or all of the data elements in the search dialog to conduct your
search. For example, to search for real property, you might select a City for your
search.

Federal RPM also supports wild card searches. Use the % to specify wild card
searches. For example, to search for all property that is located in Oregon, enter
“O%” (without the quotes) in the state text box. The search dialog will return all
records that match the conditions specified.

To select a record, you may either double-click on the record in the Matching
Records list box, or single click on the selected record and click the Close button.
Once you have selected a record, the Find dialog will return you to the calling dialog,
and fill the screen with all data associated with the record.

Find List Box

For small record sets, Federal RPM uses Find List boxes to help you quickly locate
the information you need. Find List boxes are loaded with data available when the
dialog opens. To select a record, double-click on the record in the Find List box. The
dialog will then be loaded with all data associated with the record.

Update Button

Click the Update button to save your work. You must click the Update button to save
new records and changes to existing records. When you click the Update button,
Federal RPM will perform edits on the data and notify you of any conditions that
must be corrected before data may be saved.

When all edits are passed, the data is saved and you will be notified that the record
has been updated. After successful Update, the screen will be cleared and the Add
and Find buttons enabled.

Cancel Button

Click the Cancel button to clear the dialog without saving any changes.

Delete Button

Click the Delete button to delete a record. When you click the Delete button, Federal
RPM will perform edits on the data and notify you of any conditions that exist that
prevent the data from being deleted.

When all edits are passed, the data is deleted and you will be notified that the record
has been deleted. After successful Delete, the screen will be cleared and the Add and
Find buttons enabled.

Please note that any property record that has had financial activity cannot be deleted
from the system. Similarly, any code that has been assigned to a property record
cannot be deleted from the system.

Close Button
Click the Close button to end the dialog.
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Guide to Property Specific
Dialogs

Overview

This section describes the primary dialogs associated with GSA Installations,
Complexes, Buildings, Land and Structures. The dialogs for Buildings, Land and
Structure are generally identical. Variances between these dialogs are noted in dialog
descriptions.

Installations

Agencies and bureaus are currently required to report their real property inventory to
GSA on an annual basis. All owned and commercially leased (not leased from GSA)
must be reported at the constructed asset level. Each asset that is reported must be
assigned to a specific GSA Installation.

Installations are created along Bureau boundaries, within each type of Installation.
Property (building, land or structures) can only be assigned to a given Installation if
the property has the same characteristics as the Installation. For example, a
commercially leased building operated by Bureau A can only be assigned to a
Bureau A installation that is categorized as a leased property installation.

Note: The only Installation data element required for the Federal Real Property
Profile (FRPP) data call for fiscal year 2005 was the installation id. All other data
elements collected via this dialog are not reported to GSA.

Note: If your agency/bureau only leases property from GSA and does not have any
owned or commercially lease property in the portfolio, this dialog is not required and
is hidden.

Installation Dialog, Data Elements

Installation Id

A unique identification code assigned from a block of installation identification
codes provided to the agency/bureau by GSA.

Agency

The application will default this selection to your agency.

Bureau

Select the Bureau assigned to this installation. Only property with the same
Reporting Bureau will be able to be assigned to this installation.
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Name

Enter installation name.

Address

Enter installation address.

Geographic Location

Click the Folder button to locate the geographic location of the installation. Enter
State Postal Id. Then click search to bring up a list of locations. Click the desired
location. Based on your selection, the system will automatically complete
information for the city and state.

Zip Code

Enter the installation’s five-digit ZIP code, and four-digit ZIP code suffix. Zip code
is required, the four-digit ZIP code is optional.

Last Reported Value

This field is maintained by the application. Starting with fiscal year 2005 this data
element was not required for the Federal Real Property Profile (FRPP) data call,
however GSA has not officially announced the discontinuance of this data element..

Historical Indicator

Indicates that the installation contains property categorized as historical. Starting
with fiscal year 2005 this data element was not required for the Federal Real
Property Profile (FRPP) data call, however GSA has not officially discontinued use
of this data element..

Property Type

Either Owned, Leased or Trust. Only property with the same ownership type may be
assigned to the installation.

Disposal Date

This data element was not required for the fiscal year 2005 Federal Real Property
Profile (FRPP) data call, however GSA has not officially announced the
discontinuance of this data element..

Unassigned Property

This window lists property that have the same bureau and property type assignement
as the installation that are not currently assigned to an installation. Double-click on
the selected line to assign the property to the installation. There is no need to click
the Update button.

Assigned Property

This window lists properties that are assigned to the installation. You can double-
click on the selected line to navigate to the property record. To unassign the property
click the line in the window, then the Unassign button. There is no need to click the
Update button.
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Complexes

Complexes are user-defined groupings of property. Unlike the formal rules for
assigning property to a GSA Installation, a complex can consist of any type of
property with any type of ownership. For example, you could define a complex and
then assign GSA leased buildings, GSA owned buildings, leased land and owned
structures to the complex. The only rule enforced by the application is the rule that a
given property can only be assigned to one complex. If you wish to change the
property’s complex assignment, simply unassign the property from the current
complex and then assign it to a new complex.

Complex Dialog, Data Elements

Name
Enter complex name.

Address
Enter complex address.

Geographic Location

Click the Folder button to locate the geographic location of the complex. Enter State
Postal Id. Then click search to bring up a list of locations. Click the desired
location. Based on your selection, the system will automatically complete
information for the city and state.

Zip Code

Federal RPM uses a reference table for zip codes in the U.S. Clicking the drop-down
menu will reveal all of the zip codes in the selected Geographic location. If no drop-
down list is revealed, then the zip code must be entered manually. Entering the five-
digit Zip code is required, the four-digit ZIP code is optional.

Management Office
The Real Estate Management Office responsible for the complex.

GSA Controlled Indicator

If you wish to enforce a rule that only GSA owned or GSA leased property may be
assigned to the complex this indicator must be set. This designation can only be
made when the complex is first created. Once created the indicator cannot be
changed.

Depending on your implementation of Federal RPM the GSA controlled indicator
may not be displayed and if not displayed will not be enforced.

Complex Id

A unique identifier for the complex, automatically assigned by the applications.

Primary Occupant

The primary occupant of the complex based on occupiable square footage.
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Complex Totals — Occupied Square Footage

The total occupiable square footage for all property assigned to the complex.

Complex Totals — Personnel

The total number of on board personnel for all property assigned to the complex.

Complex Totals — Urban Arcres
The total urban acreage for all property assigned to the complex.

Complex Totals — Rural Arcres
The total rural acreage for all property assigned to the complex.

Unassigned Property

This window lists properties that have not been assigned to a complex. Double-click
on the selected line to assign the property to the complex. There is no need to click
the Update button.

Assigned Property

This window lists properties that are assigned to the complex. You can double-click
on the selected line to navigate to the property record. To unassign the property click
the line in the window, then the Unassign button. There is no need to click the
Update button.

Building, Land and Structure

GSA groups real property into three broad categories for management and reporting
purposes. These categories include: Buildings, Land, and Other Structures and
Facilities.

The application provides a dialog for each of these categories of property. Because
of the similarity between the dialogs they are presented as a group in this section.
Exceptions between the categories are noted where necessary.

Buildings may be obtained from GSA, a commercial vendor, or may be owned by
your agency/bureau. During the import of GSA assignment bills, Federal RPM
automatically adds associated building records to the Federal RPM database. GSA
provided buildings may be viewed through this dialog, however, data (such as
address) cannot be changed. Similarly, the system prevents you from depreciating
property that is leased from GSA.

This dialog is also used to enter data about buildings, land or structures you own, or
lease from commercial vendors. In order to set up a commercial lease, you must first
add a property record to Federal RPM.

Property Search

The property search feature is the ability to search for any type of property,
regardless of whether it is building, land, or structure. Otherwise, the property search
feature works the same as a building, land, or structure search.
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Dialog Menus At A Glance

e Acquisition: Click to enter acquisition data, assign additional property category
attributes, and/or assign a property manager to the property.

e Characteristics — Audit Trail: Certain events in Federal RPM trigger the
creation of audit trail records for each property. Currently, these events include:
change of acquisition cost; change in property manager assigned overall
responsibility for the property; change in property acquisition date; addition of
property to the inventory; change to clean up projects; addition of clean up
projects; change to deferred maintenance project; addition of deferred
maintenance project; change to depreciation record; addition of depreciation
record; change to rate per square foot (GSA Assignments only); and change to
square feet (GSA Assignments only). The Audit Trail dialog allows you to view
all of these auditable events, or to view the events by audit category.

e Characteristics — Building Occupants: Click this menu option to view
occupants in the building. Note: this submenu option is only displayed for
buildings.

e Characteristics — Complex: Click this menu option to navigate to the complex
to which the property is assigned.

e Characteristics — Condition Assessment: Click to enter or view condition
assessment data. For details, see “Error! Reference source not found..”

e Characteristics — Diary: Click the diary entry to enter specific notes (diary
entries) about the property. Each diary entry contains the date the entry was
made, and the name of the individual making the entry.

e Characteristics — Floors and Rooms: Click to allocate leased and owned space
by floors and room for each type of space associated with a lease or building.
Note: this submenu option is only displayed for buildings.

e Characteristics - Housing: Click to enter or view housing data associated with
the property. For details, see “Error! Reference source not found..”

e Characteristics - Image: Click to view a picture of the property. Images of the
property may be stored in jpg or gif format. Pictures should be sent to your
System Administrator for entry into Federal RPM’s file system. (Note: Property
images are viewed using Microsoft’s Internet Explorer).

e Characteristics — Installation: Click this menu option to navigate to the GSA
installation to which the property is assigned.

e Characteristics — Map Coordinates: Click to enter or view map coordinates
for the property. Map coordinate data may be maintained manually, or imported
directly from FSC using the Geographic Code import process. For details, see
“Error! Reference source not found..”

e Characteristics — Occupied Space: Click this menu option to define and
allocate occupied space for owned property. Note: this submenu option is only
displayed for owned buildings.

e Characteristics — Other: Click to enter or view Other data elements defined by
your organization for Federal RPM. Up to 30 additional data elements may be
defined. For details, see “Error! Reference source not found..”

e Characteristics — Parking: Click to enter or view parking data associated with
the property. For details, see “Error! Reference source not found..”
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e Characteristics — Performance Measures: Click to view the properties
performance measures. Performance measures include those data elements
required for the FRPP, including mission dependency.

e Characteristics — Personnel Counts: Click to enter or view personnel data
associated with the property. Personnel data may be maintained manually, or
imported directly from a Personnel Locator system.

e Characteristics — Restrictions: Click to enter or view restrictions (as defined
for the FRPP) associated with the property. Restrictions address rights expressly
granted or denied to the property.

e Characteristics — Seismic Safety: Click to enter or view seismic safety data
associated with the property. Note: this submenu option is not displayed for
land.

e Characteristics — Special Features: Your organization may wish to define
special features about real property that you wish to track. For example, you
might wish to track property that has “Child Care” facilities. Once the “Child
Care” feature has been defined (see “Guide to Reference Codes™), it can be
assigned to a property. Click to enter or view Special Features.

e Characteristics - Township: Click to enter or view the township location of the
property

e Characteristics — Vulnerability Assessment: Click to view the vulnerability
assessment for the property. Note: this submenu option is only displayed for
buildings..

e Clean Up: Click to enter or view clean up project data and to view clean up
amortization. Note: this menu option is only displayed for owned property.

e Maintenance — Deferred Maintenance: Click to enter or view deferred
maintenance data. This menu option is only displayed for owned buildings and
owned structures. Note: If your system has been configured to prevent entry of
deferred maintenance, this menu item will not appear.

e Maintenance - Preventive Maintenance: Click to enter or view preventive
maintenance data. Note: this menu option is only displayed for owned buildings
or owned structures that are assigned to a property class that has preventive
maintenance activities.

o Depreciation: Click to enter or view depreciation data and to view accumulated
depreciation.

Note This option is only available if the property is owned.

e Disposal: Click to enter or view data concerning property disposal. .”

e Journal Vouchers (JVs): Click to enter miscellaneous income and expense
activity for the property.

Note If your system has been configured to prevent entry of journal vouchers,
this menu item will not appear.

e Report - Utilization: Click to generate a utilization report.

e Sublease: Click to enter or view sublease data.
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Building, Land and Structure Dialogs, Data
Elements

Name
Enter property name.

Note This field is disabled if the property is leased from GSA.

Address

Enter property address.

Note This field is disabled if the property is leased from GSA.

Geographic Location

Click the Folder button to locate the geographic location of the property. Enter a two
letter state abbreviation into the State Postal Id, then click search to bring up a list of
locations. Click the desired location. Based on your selection, the system will
automatically complete information for the city and state.

Note GSA requires that all property be assigned a geographic location code.
Geographic location codes are defined by GSA and contained in a Federal RPM
reference table.

Zip Code

Federal RPM uses a reference table for zip codes in the U.S. Clicking the drop-down
menu will reveal all of the zip codes in the selected Geographic location. If no drop-
down list is revealed, then the zip code must be entered manually. Entering the five-
digit Zip code is required, the four-digit ZIP code is optional. The zip code reference
table includes the Congressional District and Zip-Code centric latitude and longitude
for the zip code. Changing the zip code will automatically change the Congressional
District. Changing the zip code will only change the latitude and longitude if
requested.

Complex
Click the Folder button to locate and assign the building to a complex.

Installation
Click the Folder button to locate and assign the building to an installation.

Note GSA requires that all property that is not leased from GSA be assigned to an
installation

Congressional District

Click the Folder button to select a congressional district for the property. Enter the
congressional district (state and district number) where the installation is located.
You can click the Folder button again to assign more than one congressional district
to the property. Up to 10 congressional districts may be assigned to each property. If

Federal RPM User’s Guide, Version 4.2 1BGuide to Property Specific Dialogs e 21



you need to remove a selection, click the drop down list and then click the district
you wish to remove.

Note Changing the zip code will automatically change the Congressional District
assignment.

Primary Occupant

The application automatically keeps track of the primary occupant for the property
based upon the assignment of organizations to space allocation records.
Occupied Square Feet

The application automatically keeps track of the occupied square footage for the
property (displayed for buildings only).

Space Source

Select the means used to acquire the property.
Region
Select the region where the property is located.

Gross Square Footage (Gross Sqft)
Enter the gross square footage of the building. Displayed for buildings only.

Urban Acres

Enter the urban acres for the land parcel. Displayed for land only.

Rural Acres

Enter the rural acres for the land parcel. Displayed for land only.

Size

Enter the number of size units associated with the structure. Displayed for structures
only.

Size Unit of Measure

Select the unit of measure for the size of the structure. Displayed for structures only.

Note The unit of measure choices displayed to you are based upon the structure’s
predominant use. The FRPC has specified valid units of measure for each
predominant use.

GSA Region

Enter the GSA Region in which this building is located. Displayed for buildings
only.

Note This field is disabled if the property is leased from GSA. For agency owned
or commercially leased property, this field is optional.
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Status

Select the status of the property (either active or inactive).

Property Id

This field is for display only. For GSA buildings, this field displays the GSA
Building Number. For property not obtained from GSA, this field displays the
property identification number assigned by the Federal RPM system.

Cont. Update

This check box is used to place the system into “Continuous Update Mode”. Click
the check box if you have multiple pieces of property that you are adding to the
system for the same installation. When the continuous update box is checked, the
system will retain Installation Name, Address, City, State, Zip Code, Congressional
Code, Space Source, and Region as you add and move from record to record. This
feature reduces the amount of data entry required to add new property records into
Federal RPM.

Management Office
Select the real estate management office that has responsibility for this property.

Lease List Window

This Window lists any leases and occupancy agreements assigned to the property.
Double-click on the lease number or occupancy agreement number to navigate to the
lease or occupancy agreement. Note: If the lease is no longer active (for GSA a lease
without any occupied space records; for commercial lease, a lease with a final
expiration date prior to the current date) the lease number is followed with
“(Inactive)”.

Add Lease Button
Click the Lease button to add a new lease to the property.

Note If this button is selected for a GSA provided building, the system assumes that
you are setting up a delegated lease. At this point you will be presented with a
picklist of GSA Assignments. Select the GSA Assignment(s) that is/are delegated,
then complete entry of the associated commercial lease. Warning! Once this
delegation relationship is established, it cannot be reversed.

Acquisition

If you’re entering a new property you must provide data collected via the acquisition
dialog as the first step in the process.

Date Acquired
Enter the date the property was acquired.

Date Constructed

Enter the date the property was constructed.

Federal RPM User’s Guide, Version 4.2 1BGuide to Property Specific Dialogs e 23



Acquisition Method

Select the acquisition method for the property. Your selection will determine if the
property is leased or owned. If leased, lease data must be provided before the
property record may be saved.

Acquisition Cost

Enter the cost of the property. This amount may be set to $0 for both owned and
leased property.

Reporting Bureau

Select the bureau responsible for this property. For property not acquired from GSA,
this selection will be to report bureau property to GSA via the FRPP.

External Id

This is an optional field used to cross-reference the property record in Federal RPM
with a related property record in an external application. Enter the property record
identifier used by the external application.

Report to GSA

This indicator is used to determine whether a property should be reported to GSA in
the FRPP. The indicator is automatically set to off for property leased from GSA.
Interim Use Indicator

This check box is used to specify if the property is an interim use property.

Baseline Indicator

This check box will only appear if your agency is using Federal RPM for Advance
Billing purposes. An Advance Bill is used to obtain funding for the operation of an
owned property. This indicator is used to state that the property has baseline
occupant assignments. For a baselined property space records associated with the
property record, via the Characteristics — Occupied Space dialog, are used to
determine current occupancy and space records associated with the lease are used to
determine the Advance Bill amount. For non-base lined property, space records
associated with the lease record are used to determine both occupancy and the
Advance Bill amount.

FASAB Category

Select the property category. Categories are defined by the Federal Accounting
Standards Board (FASAB).

Historical Category

Select the property’s historical category. Categories are defined by the FRPC.

Predominant Use
Select the property’s predominant use category. Categories are defined by the FRPC.

Property Class

This is an optional field used to further categorize property within the boarder
predominant use categories specified by the FRPC. Contact your System
Administrator if you need an additional property class.
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Proper Use

An optional field used to indicate the extent to which the property is being used as
intended. Contact your System Administrator if you need an additional proper use
category.

Property Manager

The individual in charge of the property. Property managers may receive email alerts
concerning audit trail events for the property, or lease expiration notices. Contact
your System Administrator if you need an additional Property Manager added to the
list of available property managers.

Characteristics — Audit Trail

Certain events in Federal RPM trigger the creation of audit trail records for each
property. Currently, these events include: change of acquisition cost; change in
property manager assigned overall responsibility for the property; change in property
acquisition date; addition of property to the inventory; change to clean up projects;
addition of clean up projects; change to deferred maintenance project; addition of
deferred maintenance project; change to depreciation record; addition of depreciation
record; change to rate per square foot (GSA Assignments only); and change to
square feet (GSA Assignments only).

The Audit Trail dialog allows you to view all of these auditable events, or to view
the events by audit category. Audit categories include: Acquisition, Capital
Improvement, Clean-Up, Deferred Maintenance, Disposal, Diary, Space
Management, and All.

Click the Transaction Type list box to select the type of audit event you wish to
review, then double-click the event in the list box to review the details of the event.

Click the Print Button to view the audit trail report for the property.

Characteristics — Building Occupants

This screen is only available for Buildings. It lists by Bureau and Floor the usable
square footage, percent of floor occupied, expected vacancy date (set via the
allocation rule screen), and, if leased, the lease number lease end date and lease
projected end date. To view organizational assignments by type of space, double-
click the Bureau name. To view room information, double-click the Floor name.

Characteristics — Condition Assessment

The Condition Assessment dialog provides a means to track and report condition
assessments conducted for the property. Condition assessments available in Federal
RPM include: Replacement value; Environmental; Executive Order Survey,
Security, Safety; and Deferred Maintenance. One or more of each of these condition
assessments may be completed for each property.

Condition assessments may be conducted by a commercial vendor, or by an internal
team. Federal RPM maintains a history of all condition assessments made for each

property.
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The Replacement Value condition assessment is used in conjunction with the repair
backlog to calculate the property’s facility condition index (FCI). If multiple
replacement values are on file, the most current replacement value entry is used for
the calculation.

Find List Box

Double-click to select a condition assessment.

Vendor

This list box is preloaded with Vendors defined by your organization. Select the
vendor conducting the condition assessment.

Type

Select the type of condition assessment.

Condition

This list box is preloaded with general rating categories for the current condition of
the property.

Assessment By

The name of the individual that conducted the condition assessment.

Assessment Date

The date of the assessment in mm/dd/yyyy format.

Appraised Amount

For appraisal condition assessments, the appraised amount (in U.S. dollars).

Special Notes

A free form area to enter special notes concerning the condition assessment.

Characteristics — Contacts

This screen allows you to build your own ‘Rolodex’ of key contacts for the property.
The type column lists those contact types already defined in the database. If you need
to add another type of contact simply type the contact type description in this
column. Please note that an optional import to the GSA/DHS rent process includes
loading realty specialist contact information for GSA and DHS.
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Characteristics — Diary

The Diary dialog provides a means to enter free form notes about property events,
contacts, etc. For each diary entry, the system automatically records the date that the
entry was made, and the name of the individual making the entry. Once entered,
only the author of a diary entry may change or delete the entry.

Click the Print Button to view the diary report for the property.

Characteristics — Floors and Rooms

The Floors and Rooms dialog provides the ability to define floors and rooms for both
owned and leased buildings. This enables the user to maintain floor and room data,
as well as to obtain a quick view into the entire property, summarizing occupant data
across all space types associated with the property. Views are provided for a given
building (and its associated leases) and leases (both GSA assignments and
commercial leases). The views allow the user to click on column headings to sort the
data. They also allow the user to “drill-down’ to view room assignments for the
associated building, occupant and floor.

List of Floors

Lists floors associated with the property. Note that the floor name is followed by an
asterisk if the rentable floor square footage does not equal the total rentable square
footage for all rooms on the floor. Use the Up/Down arrows to the right of the list to
change the display order of the floors. This display order is used in this dialog as
well as the Allocation dialog.

Floor Section

Floor
The name of the floor.

R/U Factor

The rentable/usable (R/U) factor for the floor (default value is one).

Rentable Sqft

The number of rentable square feet on the floor. This will automatically enter a
number for usable square feet.

Usable Sqft
The number of usable square feet on the floor.
Copy

Any floor that has a name that is numeric (i.e. ‘2’) can be copied to multiple floors.
The copying process will also copy the room associated with the source floor, as
long as the room number is numeric. For example, if you copy floor 1 and floor 1 has
room 101 assigned to it, then the copy process will create floor 2 and room 201.
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Rooms Section

Room Number

The number for the room.

Rentable Sqft
The rentable square feet in the room.

Usable Sqft
The usable square feet in the room.

SCIF (Sensitive Compartmented Information Facilities)
Select the SCIF status of the room.

Type of Space
Select the designated use for the room from the drop down list.

Notes

If needed, provide additional information not covered in the previous headings. For
example, the notes field could be used to specify the seating capacity of the room.

Copy

Any room that has a name that is numeric ( i.e. ‘201’) can be copied to multiple
rooms on the subject floor.

Characteristics — Housing

For Quarters reporting a property manager may need to track housing information.
The Housing dialog allows you to record building capacity, number of bedrooms and
number of living units.

Capacity

Enter the capacity of the facility.

Number of Bedrooms
Enter the number of bedrooms in the facility.

Number of Living Units
Enter the number of living unit in the facility.

Characteristics — Restrictions

Property restrictions (for example rights-of-way, gas rights, and oil rights) may be
specifically granted to, or denied from a piece of property. Use this dialog to specify
restrictions, and to grant or deny restrictions to/from each property. Restriction
categories are defined by the Federal Real Property Council (FRPC).
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Categories Tab

Description

Enter the description for the restriction. Entries made in this tab will automatically
be available in the category combo boxes in the Granted and Denied tabs.

Granted Tab

This tab is used to assign and describe restrictions that are specifically granted to a
property.
File List

Double click on an entry to edit or delete the entry.

Category

Select the restriction category. If you need a right that is not in the list, navigate to
the Categories tab to enter a new category.

Short Name

Enter the short name.

Granted By
Enter the name of the individual or legal entity that granted the restriction.

Start Date
Enter the date that the restriction was granted (in mm/dd/yyyy format).

End Date
Enter the date that restriction expires (in mm/dd/yyyy format).

Denied Tab

This tab is used to assign and describe restrictions that are specifically denied from a
property.
File List

Double click on an entry to edit or delete the entry.

Category

Select the restriction category. If you need a right that is not in the list, navigate to
the Categories tab to enter a new category.

Short Name

Enter a short name for the restriction..

Denied By
Enter the name of the individual or legal entity that denied the restriction.
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Start Date
Enter the date that the restriction denial is effective (in mm/dd/yyyy format).

End Date
Enter the date that the restriction denial expires (in mm/dd/yyyy format).

Characteristics — Map Coordinates

By assigning map coordinates (latitude and longitude) to a property, real property
data is automatically displayed in Federal RPM.Net via Google Maps. Use this
dialog to enter map coordinates. (Note: The Import Geographic Data feature of
Federal RPM will also automatically update the fields contained in this dialog during
import.)

Address

This field will default to the address assigned to the property record. However, for
geocoding purposes you can also record a second address.

Latitude - Direction

Select North or South.

Latitude - Degrees
Enter the degrees, 0 to 90.

Latitude - Minutes
Enter the number of minutes, 0 to 60.

Latitude - Seconds
Enter the number of seconds, 0 to 60.

Longitude - Direction
Select East or West.

Longitude - Degrees

Enter the number of degrees, 0 to 180.

Longitude - Minutes
Enter the number of minutes, 0 to 60.

Longitude - Seconds
Enter the number of seconds, 0 to 60.

Sensitive Location Indicator

When turned on, the property’s address will be reported in the FRPP rather than its
geographic coordinates.
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Characteristics — Occupied Space

The Occupied Space dialog menu option only appears for owned property, the menu
option is hidden for GSA leased property and commercially leased property. Use
this dialog to define occupied space for owned property, and to allocate occupied
space for owned property.

Defining Occupied Space

When you click the Occupied Space menu option a dialog appears that lists all
available space types in the left window, and all assigned space types in the right
window.

To add a type of space, click the selected space type in the left window, then click
the add button. This action will cause the Allocate Space dialog to appear.

To modify a space assignment or to change the amount of occupied space, click on
the space type in the right window. This will cause the Allocate Space dialog to
appear.

Please refer to the Allocate Space dialog for instructions on completing allocation of
occupied space.

Characteristics — Other

Your Agency may need to collect property specific data that is not currently defined
in Federal RPM. The Other dialog allows you to view or enter this additional data.
Working with your Federal RPM System Administrator, you can define up to 3
categories of additional data elements, with up to 10 data element per category.
Fields contained in this dialog are defined by your organization during the initial
implementation of Federal RPM. Contact your Federal RPM System Administrator
if you require additional data elements to be added to this dialog.

Characteristics — Parking

This dialog is used to record the number of parking spaces, by location (inside versus
outside) and type (car pool, handicap, and other) associated with the property.

Please note that parking spaces for GSA leased space are also contained in Federal
RPM. These parking spaces are recorded FOR EACH LEASE. This information is
included as part of the data contained in the electronic rent bill provided by GSA.
Parking data provided by GSA is only classified as either Structured (inside parking)
or Surface (outside parking).

Inside — Car Pool

Enter the number of car pool parking spaces inside.

Inside — Handicap

Enter the number of handicap parking spaces inside.

Inside — All Other

Enter the number of all other parking spaces inside.

Outside — Car Pool

Enter the number of car pool parking spaces outside.
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Outside — Handicap
Enter the number of handicap parking spaces outside.

Outside — All Other

Enter the number of all other parking spaces outside.

Characteristics - Performance Measures

The FRPP data call for fiscal year 2005 requires that certain performance measures
be reported to GSA on a constructed asset basis. The purpose of this dialog is place
most of the data elements required for the performance measures in one convenient
location in the application.

Summary Tab

Mission Dependency

Select the mission dependency for the property.
Sustainability

Select the sustainability rating for the property.
Utilization

A display of the calculated utilization and utilization rating based on utilization
criteria used for the FRPP. Utilization is not provided for land or structures, or for
certain predominant use categories for buildings.

Condition Index

The facility condition index (FCI) based on FCI formula used for the FRPP.
Condition index is not provided for land.

Operating Costs

Fiscal year operating costs. Cost categories include those specified for the FRPP.
Operating costs are not calculated for land.

Utilization Tab

Design Capacity Unit of Measure

Select the design capacity unit of measure used to calculate utilization. Default
values provided by the application include Occupancy and Square footage per
person. Occupancy utilization is calculated based on the total occupiable square
footage and the amount of occupiable square footage unassigned to a ‘Vacant’ or
‘Unassigned’ organization. Square footage per person utilization is based upon the
total occupiable square feet, the number of on board personnel, and the utilization
thresholds specified by the agency for each utilization category. Note that an agency
can also specify their own design capacity unit of measure for each of the
predominant use categories where GSA requires a utilization rating.

Design Capacity
The design capacity in user-specified units of measure.
Units Used

The number of design capacity units used in user-specified units of measure.
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Utilization Percent
Percent of utilization.
Rate

The utilization rate, based on utilization percent, predominant use and utilization
thresholds specified by the FRPC.

Condition Index Tab
Replacement Value

The latest replacement value entered for the property via the Condition Assessment
Dialog.
Repair Backlog

The total value of all incomplete, funded, approved deferred maintenance projects.
Deferred maintenance amounts are maintained via the Deferred Maintenance Dialog.

Condition Index

The condition index of the property as calculated using the FRPC condition index
formula (1 — (repair backlog / replacement value) * 100).

Rate

The condition rating based upon the condition index and the thresholds specified by
the FRPC.

Cost Tab

The cost tab presents operating cost categories by fiscal year, including the budget
and year to date amount. The prorated budget is compared against actuals to
calculate a variance. Budget amounts may be entered manually or via the GSA Rent
Budget worksheet. Actual amount for rent are calculated automatically by the
application as GSA rent is imported or rent for commercial leases is recognized.
Actual amounts for all other cost categories must be entered manually via this dialog.

Characteristics — Personnel

Property managers can assess and plan for property utilization by analyzing property
utilization (square feet per person). This dialog is used to record personnel data. The
system tracks personnel for each Bureau and/or Line Office, and/or Organization, by
budget category (authorized, onboard and telecommuters) and type (full-time,
military, part-time, summer students, contractors, detailees, non-assigned, and other
personnel). Federal RPM will also automatically update the fields contained in this
dialog during import of Personnel Location data.

On board personnel counts are used to calculate the utilization for a building when
the utilization is based upon occupiable square footage per person. In this instance,
the application will automatically recalculate utilization based on changes to the on
board personnel count and/or the occupiable square footage.
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Bureau

Select the bureau to which the personnel are assigned.

Line Office

Select the line office to which the personnel are assigned. (Note: not all bureaus have
line offices assigned to them. If line offices are not assigned to a bureau, the line
office picklist will be disabled.)

Organization

Select the organization to which the personnel are assigned. (Note: organization
assignment is optional.)

Full Time

Enter the number of full-time personnel.

Military
Enter the number of military personnel.

Part Time

Enter the number of part-time personnel.

Summer Students
Enter the number of summer students.

Contractors
Enter the number of contractors.

Detailees
Enter the number of Detailees.

Other Personnel

Enter the number of Other personnel.

Non-Assigned
Enter the number of Non-assigned personnel.

Characteristics — Seismic Safety

In February 1994, the Interagency Committee on Seismic Safety in Construction
issued Standards of Seismic Safety for Existing Federally Owned or Leased
Buildings (RP4). In addition to specifying appropriate seismic evaluation
methodologies, the standard includes specific items that "trigger" a seismic
evaluation. These triggers include:

e Significant remodeling
e Repair of structural damage
e Change of function

e Designation by the owning agency as an “exceptionally high risk”
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o Newly added to the Federal inventory, such as by purchase or donation

Section 1 of Executive Order 12941 adopts the RP4 standards as the minimum
technical criteria that all Executive Branch agencies and departments must meet in
future seismic evaluation and mitigation projects. By adopting the RP4 standards,
the "triggers" become mandatory, thus initiating a program of seismic evaluation and
rehabilitation in all Federal agencies.

Section 2 of Executive Order 12941 requires that all agencies and departments
owning or leasing buildings develop a seismic inventory and estimate the costs of
mitigating unacceptable seismic risks. The order directs that inventory and cost
information be forwarded to FEMA by December 1, 1998. FEMA will use the data
to examine the costs and benefits of a wide variety of potential programs to upgrade
the seismic safety of existing Federal buildings. By December 1, 2000, FEMA will
submit to Congress the results of their findings.

Federal RPM is specifically designed to fulfill the data collection requirements of
Executive Order 12941. The Seismic Safety function in Federal RPM collects
necessary rating and condition data, while the Deferred Maintenance function
collects financial projection and expenditure data.

Seismic Category

Select the seismic category for this property. Categories are specified by Executive
Order 12941.

Soil Type

Select the type of soil the property’s foundation is built on.

Foundation Type
Select the type of foundation.

Number of Stories

Enter the number of stories in the property.

Date of Construction

Enter the date of original construction (in mm/dd/yyyy format).

Last Renovated

Enter the date property was last renovated (in mm/dd/yyyy format).

Model Type

Select the primary model type for the property’s frame.

Essential (Above minimum RP4)

Check the box if the property is essential (above minimum RP4).

Date Rated
Enter the date the property was rated (in mm/dd/yyyy format).

Deficient

Check the box if the property has an overall rating of deficient.
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Deficient Reason - Structural

Select the structural rating for this property.

Deficient Reason — Non-Structural

Select the non-structural rating for this property.

Deficient Reason — Geologic/Site Hazard
Select the geologic/site hazard rating for this property.

Deficient Reason — Adjacent Property
Select the adjacent property rating for this property.

Characteristics — Special Features

The Special Features dialog provides a means to identify and report special features
for the property. For example, the property might include childcare facilities, bike
racks, and handicap access. By assigning special features, property managers can
easily track special characteristics about the property. Please contact your System
Administrator if you need to define a special feature that is currently not available.

Unassigned Special Features

This list box displays types of special features that may be applied to the property.
Special Features are defined by your organization. To assign one or more types of
special features characteristic to the property, click on the special features name, and
then click the Select button.

Tip You can select more than one item in the list by pressing CTRL as you make
your selection, or select a range of activities by pressing SHIFT+click.

Assigned Special Features

The assigned special features list box displays all special features characteristics
assigned to the property. To unassign one or more characteristics, click on the
special features name, then click the Remove button.

Tip You can select more than one item in the list by pressing CTRL as you make
your selection, or select a range of activities by pressing SHIFT+click.

Characteristics — Township

This dialog allows you to view or enter the location of the property by township.

County Abstract Number

Enter the county abstract number for the township.

Meridian

A state may have 0, 1 or 2 meridians. Based upon the state that the property resides
in, Federal RPM will either preassign the meridian (if the state has 0 or 1 meridian),
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or provide a list of meridians from which to choose. The meridian is used to identify
the cadastral survey designation for a line extending North and South from the initial
point of entry.

Aliquot Parts

Aliquot parts provide a means to subdivide a plot of land, 160 square acres in size.
They are legal subdivisions, except fractional lots, or further subdivision of any
smaller legal subdivision, except fractional lots, by division into fourths, down to 2.5
acres. Up to 4 Aliquot parts may be specified. Each additional specification further
subdivides the plot of land. Aliquot parts are specified using the combo lists
provided. Parts are assigned using the right-most combo box first, followed by the
next available box to the left.

Survey Number

Enter the state/county number of the survey.

Township Number

Enter the township number. Township numbers are the designation for an East/West
tier of townships North and South of a base line. There is an assumed decimal point
before the fourth position which must be either a “0” if a full township or a “5” for a
half township. The last position must be either a “N” or “S”. For example, 0010N is
a township number of 1, North..

Range Number

Enter the range number. Range is a North/South column of townships East or West
of a meridian. There is an assumed decimal point before the fourth position which
must be either a “0” if a full range or a “5” for a half range. The last position must
be either a “E” or “W”. For example, 0015E is a range of 1 and ¥ East.

Section

Enter the section number. Section is a subdivision, normally 1 square mile (640
acres) and usually numbered 1 through 36.

Lot Number

Enter the number used to identify a specific lot..

Metes and Bounds

Enter the metes and bounds description for the property.

Characteristics — Vulnerability Assessment

The application comes preloaded with U.S. Marshal vulnerability assessment
guidelines based on the risk level of the property. Use this screen to complete
vulnerability assessments.

Clean Up Projects

Accounting standards set by the Office of Management and Budget (OMB), the
General Accounting Office (GAO), and the Department of the Treasury, require that
financial statements include liabilities and an amortization of expenses associated
with clean up projects for property, plant and equipment.
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Federal RPM is specifically designed to fully these financial requirements and to
comply with all government regulations.

The purpose of the Clean Up dialog is to enter and maintain data required to
amortize each Clean Up project. The Generate Financial function in Federal RPM
amortizes clean up charges on a monthly basis. Please note that clean up projects
must be approved and be fully funded (approved funds must be equal to or greater
than the estimated cost of the clean up project) before amortization will occur.

The dialog is divided into five tabs as follows:

Summary - Presents a summary of all clean up projects for the subject
property.

General - Presents general information about one or more clean up projects.
The drop down list is used to select a project for viewing. Project statuses
include: Proposed; Approved; Active; Denied; and Completed. Reason and
Operating standard codes are user defined.

Cost — Presents estimated and actual costs associated with each clean up project
associated with the property

Funding — Displays, by project, the status of funding and allocation of funding
for each clean up project associated with the property. Funding allocation may
be made by organization, object class, program and/or project. Funding status is
tracked for each funding allocation record.

Ranking — Displays/calculates the rank score of each clean up project. Projects
are ranked using user-defined clean up ranking categories and assigned category
weights (see “Guide to Reference Codes”).

Summary Tab

Estimated: The total estimated cost of clean up projects for this property (in
U.S. dollars).

Recognized: The amount of clean up project charges amortized to date (in U.S.
dollars).

Remaining: The amount of clean up project charges remaining to be amortized
(in U.S. dollars).

Recognized Through: The date through which clean up costs have been
amortized

Start Date: The earliest start date of all clean up projects for the property
End Date: The latest end date of all clean up projects for the property.

Funding Required: Total funding required for all clean up projects for the
property.

Funding Enacted: Total funding enacted (officially appropriated) for all clean
up projects associated with the property.

Funding Requested: Total of all outstanding funding requests for clean up
projects associated with this property.

Funding Variance: The difference between funding required and funding
enacted.
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General Tab

Project Combo Box

A property may have multiple clean up projects. Use this list box to select a clean up
project to view or maintain.

Project Name

Enter the name of the clean up project.

Select Project

If there is more than one project for the selected property, then this menu item is for
switching between each project

Status
Select the status of the clean up project.

Reason

This list box is preloaded with clean up project reasons defined by your organization.

Start Date
The start date of the clean up project (in mm/dd/yyyy format).

End Date
The end date of the clean up project (in mm/dd/yyyy format).

Note End dates may be moved forward or backward in time to the extent that the
change does not impact amounts already amortized. Clean up project amounts are
amortized between the specified start and end dates on a straight-line basis.
Amortization amounts are applied based upon the number of days in the month being
amortized.

Requested By
Enter the name of the individual requesting the clean up project.

Requested Date
Enter the date that the clean up project was requested.

Approved/Denied By

Enter the name of the individual approving/denying the clean up project. Note:
Clean up projects must be approved before they can be amortized.
Approval/Denial Date

Enter the date that the clean up project was approved/denied.

Project Description
Enter the description of the project.
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Need/Benefit

Enter a description of the need or benefit for/of this project.

Cost Tab

Project Combo Box

A property may have multiple clean up projects. Use this list box to select a clean up
project to view or maintain.

Estimate Amount

The estimated amount of the clean up project (in U.S. dollars).

Note Estimates may be increased or decreased to the extent that the change does not
impact amounts already amortized.

Estimate Class

Select the class of estimate.

Estimate Expiration Date
Enter the date (in mm/dd/yyyy format) that the estimate expires.

Estimated By
Enter the name of the individual completing the estimate.

Allocation Method
Select the method used to estimate the allocation of clean up charges.

Recognized
The amount amortized for the clean up project (in U.S. dollars).

Remaining
The amount of clean up charges remaining to be amortized (in U.S. dollars).

Recognized Through
The date through which clean up charges have been amortized.

Funding Tab

Data elements contained in the funding tab are used to establish funding records for
each clean-up project. Each project must be fully funded (funds are in ‘enacted’
status and meet or exceed the estimated amount of the clean-up project) before the
project may be amortized.

You may set up multiple funding records for each clean-up project, differentiating
the funding by unique combinations of organization, object class, program and
project. Each funding record may also have a status of ‘estimated*, ‘requested’, or
‘enacted’ (appropriated or approved). These funding statuses allow you to track
funding for a potential clean-up project before it begins.
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Project Combo Box

A property may have multiple clean up projects. Use this list box to select a clean up
project to view or maintain.

Funding List Box

Double click on an item to view and/or maintain funding information for the selected
funding record.

Organization

Select the organization for the funding record.

Object Class
Select the object class for the funding record.

Program
Select the select the program for the funding record.

Project
Select the project for the funding record.

Estimated Amount

Enter the amount estimated for the funding record. This amount is typically a ‘work
paper’ amount.

Unfunded Amount

A display only field that shows the unfunded amount for the project.

Funding Status
Select the status of the funding (estimated, requested or enacted).

Requested Amount
Enter the amount of funding formally requested for this funding record.

Funded Amount

Enter the fund amount formally enacted (approved/appropriated/obligated) for this
funding record..

Ranking Tab

Project Combo Box

A property may have multiple clean up projects. Use this list box to select a clean up
project to view or maintain.

Rank Score

This score is automatically calculated by the system. The score is calculated as the
sum of cleaning need requirements and their associated weight multiplied by the
ratio of the need in the project. For example, if a project has a Environmental Need
that is 75% of the project with a need weight of 10, and a Personnel Safety Need that
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is 25% of the project with a need weight of 20 the rank score would be: (10 * .75) +
20 *.25) =12.5.
Percent Remaining

The percent of the project remaining to be assigned to a needs requirement.

Unassigned Needs

A listing of needs available to be assigned to the project. Double-click on a need to
select the need and assign the percent that it is applied to the project.

Assigned Needs

A listing of needs assigned to the project and the percent to which they are assigned.
Double-click on a need to remove the need from the project.

Deferred Maintenance

Accounting standards set by the Office of Management and Budget (OMB), the
General Accounting Office (GAO), and the Department of the Treasury. These
standards require that financial statements include liabilities associated with the
deferred maintenance of property, plant and equipment.

Federal RPM is specifically designed to fully manage these financial requirements
and to comply with all government regulations.

The purpose of the Deferred Maintenance dialog is to enter and maintain data
required for each Deferred Maintenance project. Actual charges for the projects are
entered through the Journal VVoucher function of Federal RPM.

The dialog is divided into five tabs as follows:

e Summary — Presents a summary of all deferred maintenance projects for the
subject property. Totals are presented for Critical and Non-Critical
Maintenance, both recognized and estimated. Totals are also presented for the
funding status of all deferred maintenance projects for the property. Property
condition index is calculated as the percent of total deferred maintenance in
relation to the current market value of the property. For example, a property
with $100,000 of deferred maintenance with a $1 million market value would
have a Property Condition Index of 10% (100,000/ 1,000,000).

e General - Presents general information about one or more deferred maintenance
projects. The drop down list is used to select a project for viewing. Project
statuses include: Proposed; Approved; Active; Denied; and Completed. Reason
and Operating standard codes are user defined.

e Cost — Presents estimated and actual costs associated with each deferred
maintenance project associated with the property

e Funding - Displays, by project, the status of funding and allocation of funding
for each deferred maintenance project associated with the property. Funding
allocation may be made by organization, object class, program and/or project.
Funding status is tracked for each funding allocation record.

e Ranking — Displays/calculates the rank score of each deferred maintenance
project. Projects are ranked using user-defined deferred maintenance ranking
categories and assigned category weights (see “Guide to Reference Codes”).
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Summary Tab

e Estimated Critical: The total estimated cost of critical deferred maintenance
projects for this property (in U.S. dollars).

e Estimated Non-Critical: The total estimated cost of non-critical deferred
maintenance projects for this property (in U.S. dollars).

e Recognized Critical: The amount of critical deferred maintenance expense
recognized to date (in U.S. dollars).

e Recognized Non-Critical: The amount of non-critical deferred maintenance
expense recognized to date (in U.S. dollars).

e Property Condition Index: The property condition index is calculated as the
percent of total deferred maintenance and current market value. For example, a
property with $100,000 of deferred maintenance with a $1 million market value
would have a Property Condition Index of 10% (100,000/ 1,000,000).

e Funding Required: Total funding required for all deferred maintenance
projects for the property.

e Funding Enacted: Total funding enacted for all deferred maintenance projects
associated with the property.

e Funding Requested: Total of all outstanding funding requests for deferred
maintenance projects associated with this property.

¢ Funding Variance: The difference between funding required and funding
enacted.

General Tab

Project Combo Box

A property may have multiple deferred maintenance projects. Use this list box to
select a deferred maintenance project to view or maintain.

Project Name
Enter the name of the deferred maintenance project.

Status
Select the status of the deferred maintenance project.

Select Project

If there is more than one project for the selected property, then this menu item is for
switching between each project

Start Date
The start date of the deferred maintenance project (mm/dd/yyyy format).

End Date

The end date of the deferred maintenance project (mm/dd/yyyy format).
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Reason

This list box is preloaded with deferred maintenance project reasons defined by your
organization.

Operating Standard

This list box is preloaded with deferred maintenance operating standard compliance
reasons defined by your organization.

Requested By
Enter the name of the individual requesting the deferred maintenance project.

Requested Date

e Enter the date that the deferred maintenance project was requested.

Approved/Denied By

Enter the name of the individual approving/denying the deferred maintenance
project.

Approval/Denial Date
Enter the date that the deferred maintenance project was approved/denied.

Project Description
Enter the description of the project.

Need/Benefit

Enter a description of the need or benefit for/of this project.

Cost Tab

Project Combo Box

A property may have multiple deferred maintenance projects. Use this list box to
select a deferred maintenance project to view or maintain.

Estimate Class
Select the class of estimate.

Forecast

The date of the forecast for the project, and the method used to forecast the deferred
maintenance amount (forecast methods are defined by GAO).

Estimate Expiration Date
Enter the date (in mm/dd/yyyy format) that the estimate expires.

Estimated By
Enter the name of the individual completing the estimate.
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Critical Estimated

Enter the total estimated cost of critical deferred maintenance projects for this project
(in U.S. dollars).

Critical Actual

The actual amount of critical deferred maintenance expenses to date for this project
(in U.S. dollars).

Non-Critical Estimated

Enter the total estimated cost of non-critical deferred maintenance projects for this
project (in U.S. dollars).

Non-Critical Actual

The actual amount of non-critical deferred maintenance expenses to date for this
project (in U.S. dollars).

Funding Tab

Data elements contained in the funding tab are used to establish funding records for
each deferred maintenance project. Unlike cleanup and capitalized improvement
projects, the funding for deferred maintenance project is only for informational
purposes. Expensed associated with a deferred maintenance project will be
recognized via the entry of journal vouchers, regardless of the project’s funding
status.

You may set up multiple funding records for each deferred maintenance project,
differentiating the funding by unique combinations of organization, object class,
program and project. Each funding record may also have a status of ‘estimated,
‘requested’, or ‘enacted’ (appropriated or approved). These funding statuses allow
you to track funding for a potential deferred maintenance project before it begins.

Project Combo Box

A property may have multiple deferred maintenance projects. Use this list box to
select a deferred maintenance project to view or maintain.

Funding List Box

Double click on an item to view and/or maintain funding information for the selected
funding record.

Organization
Select the organization for the funding record.

Object Class
Select the object class for the funding record.

Program
Select the select the program for the funding record.

Project
Select the project for the funding record.
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Estimated Amount

Enter the amount estimated for the funding record. This amount is typically a “‘work
paper’ amount.

Unfunded Amount

A display only field that shows the unfunded amount for the project.

Funding Status
Select the status of the funding (estimated, requested or enacted).

Requested Amount
Enter the amount of funding formally requested for this funding record.

Funded Amount

Enter the fund amount formally enacted (approved/appropriated/obligated) for this
funding record.

Ranking Tab

Project Combo Box
Select a deferred maintenance project to view or maintain.

Rank Score

This score is automatically calculated by the system. The score is calculated as the
sum of cleaning need requirements and their associated weight multiplied by the
ratio of the need in the project. For example, if a project has a Environmental Need
that is 75% of the project with a need weight of 10, and a Personnel Safety Need that
is 25% of the project with a need weight of 20 the rank score would be: (10 * .75) +
20 *.25) = 125.

Percent Remaining
The percent of the project remaining to be assigned to a needs requirement.

Unassigned Needs

A listing of needs available to be assigned to the project. Double-click on a need to
select the need and assign the percent that it is applied to the project.

Assigned Needs

A listing of needs assigned to the project and the percent to which they are assigned.
Double-click on a need to remove the need from the project.

Preventive Maintenance

The Preventive Maintenance dialog provides a means to record preventive
maintenance activities, view scheduled activities, and view a history of preventive
maintenance actions by type of activity. Federal RPM preloads maintenance
activities in this dialog, based upon the preventive maintenance activities that your
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organization has authorized for the property’s property class through the preventive
maintenance setup function in Federal RPM.

Note If preventive maintenance activities have not been authorized for the property
class associated with the property, the Preventive Maintenance menu option is
hidden. Contact your Federal RPM System Administrator if you need to track a
preventive maintenance activity that is not listed.

Performed Tab

Type of Service

Name of the preventive maintenance activity.

Date

Enter the date the preventive maintenance activity was performed (in mm/dd/yyyy
format).

Work Order Number

Enter the number of the work order for this activity.

Actual Hours

Enter the number of labor hours (precision, 1 decimal place) required to complete the
preventive maintenance activity.

Actual Cost

Enter the cost (in U.S. dollars) required to complete the preventive maintenance
activity.

Completed By

Enter the name of the individual completing the preventive maintenance.

Notes

Enter miscellaneous notes about the preventive maintenance activity.

History Tab

Use the list to select the type of preventive maintenance you wish to view. Federal
RPM will return a list of completed activities, including the date completed, and a

comparison of actual labor hours and cost required to complete the activity against
the standard hours and cost established by your organization.

Scheduled Tab

This tab displays a list of scheduled preventive maintenance activities.

Depreciation

The purpose of the Depreciation dialog is to enter and maintain data required to
depreciate each capitalized amount associated with the property. Capitalized
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projects may be established for property that is owned, capitalized leases, and/or
lease hold improvements.

The Generate Financial function in Federal RPM depreciates the property
(capitalized amount less salvage value) on a straight-line basis, across the service life
of the capitalized project.

The dialog is divided into four tabs as follows:

Summary - Presents a summary of all capital improvement projects for the
subject property. Totals are presented for Total Capitalized amount, Total
Salvage and Total Depreciation.

General - Presents general information about one or more capital improvement
projects. The drop down list is used to select a project for viewing. Project
statuses include: Proposed; Approved; Active; Denied; and Completed.

Cost — Presents the capitalized amount, salvage amount and amount depreciated
for each capital improvement project associated with the property

Funding — Displays, by project, the status of funding and allocation of funding
for each capital improvement project associated with the property. Funding
allocation may be made by organization, object class, program and/or project.
Funding status is tracked for each funding allocation record. Please note that
each capitalized project must be fully funded and have a status of ‘Approved’
before depreciation will be made for the project.

Note The menu for this dialog is only visible if the property is owned. The menu
for the dialog is hidden for buildings leased from GSA.

Summary Tab

Capitalized: The total capitalized amount of the property (in U.S. dollars).
Salvage: The total salvage value of the property (in U.S. dollars).

Depreciated: The total accumulated depreciation for the property (in U.S.
dollars).

Remaining: The amount remaining to be depreciated (in U.S. dollars).

Depreciated Through: The date through which capitalized amounts have been
depreciated.

In Service: The earliest in service date of capitalized property (in mm/dd/yyyy
format)

Out of Service: The latest service end date of capitalized property (in
mm/dd/yyyy format)

Funding Required: Total funding required for all deferred maintenance
projects for the property.

Funding Enacted: Total funding enacted for all deferred maintenance projects
associated with the property.

Funding Requested: Total of all outstanding funding requests for deferred
maintenance projects associated with this property.

Funding Variance: The difference between funding required and funding
enacted.
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General Tab

Project Combo Box

Select a capital improvement project to view or maintain.

Project Name

Enter the name of the capital improvement project.

Select Project

If there is more than one project for the selected property, then this menu item is for
switching between each project

Reason

Select the reason for the capital improvement project.

Leasehold Improvement

A checkbox that indicates whether the capitalized project is associated with a
leasehold improvement. The leasehold improvement designation is made when the
capitalized project is created. It cannot be changed once it is set.

Status

Select the status of the capital improvement project.

Requested By
Enter the name of the individual requesting the capital improvement project.

Requested Date
Enter the date that the capital improvement project was requested.

Approved/Denied By
Enter the name of the individual approving/denying the capital improvement project.

Approval/Denial Date
Enter the date that the capital improvement project was approved/denied.

Project Description

Enter the description of the project.

Need/Benefit

Enter a description of the need or benefit for/of this project.

Cost Tab

Project Combo Box

Select a capital improvement project to view or maintain.
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In Service Date

Enter the date (in mm/dd/yyyy format) that the asset was placed in service. This data
will be used as the starting date for depreciation.

Service Life

Select the number of service life months for the asset. In service date and service life
months are used to perform depreciation of the asset. Federal RPM performs
depreciation on a monthly basis as part of the Financial Import process. All
depreciation is calculated on a straight-line basis.

Out of Service Date

Date asset will be fully depreciated. This field is system generated.

Capitalized Amount
Enter the amount capitalized for the asset.

Salvage Value

Enter the salvage value of the asset. Federal RPM depreciates the capitalized amount
less the salvage value.

Accumulated Depreciation

Total accumulated depreciation for the asset. This amount is calculated by Federal
RPM.

Remaining

Value of the capital improvement remaining to be depreciated.

Depreciated Through

Date through which depreciation for the capital improvement project has been
depreciated. This date is posted by Federal RPM.

Estimate Class

Select the class of estimate.

Estimate Expiration Date
Enter the date (in mm/dd/yyyy format) that the estimate expires.

Estimated By
Enter the name of the individual completing the estimate.

Funding Tab

Data elements in the funding tab establish funding records for each capital
improvement project. Each project must be fully funded (funds are in ‘enacted’
status and meet or exceed the capitalized amount of the capitalized project) before
the project may be depreciated.

You may set up multiple funding records for each capitalized project, differentiating
the funding by unique combinations of organization, object class, program and
project. Each funding record may also have a status of ‘estimated*, ‘requested’, or
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‘enacted’ (appropriated or approved). These funding statuses allow you to track
funding for a potential capitalized project before it begins.

Project Combo Box

A property may have multiple capitalized projects. Use this list box to select a
capitalized project to view or maintain.

Funding List Box

Double click on an item to view and/or maintain funding information for the selected
funding record.

Organization

Select the organization for the funding record.

Object Class
Select the object class for the funding record.

Program

Select the select the program for the funding record.

Project

Select the project for the funding record.

Estimated Amount

Enter the amount estimated for the funding record. This amount is typically a ‘work
paper’ amount.

Unfunded Amount

A display-only field that shows the unfunded amount for a project.

Funding Status

Select the status of the funding (estimated, requested or enacted).

Requested Amount

Enter the amount of funding formally requested for this funding record.

Funded Amount

Enter the fund amount formally enacted (approved/appropriated/obligated) for this
funding record..

Ranking Tab

Project Combo Box

Select a capital improvement project to view or maintain.

Rank Score

This score is automatically calculated by the system. The score is calculated as the
sum of cleaning need requirements and their associated weight multiplied by the
ratio of the need in the project. For example, if a project has a Environmental Need
that is 75% of the project with a need weight of 10, and a Personnel Safety Need that
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is 25% of the project with a need weight of 20 the rank score would be: (10 * .75) +
20 *.25) =12.5.
Percent Remaining

The percent of the project remaining to be assigned to a needs requirement.

Unassigned Needs

A listing of needs available to be assigned to the project. Double-click on a need to
select the need and assign the percent that it is applied to the project.

Assigned Needs

A listing of needs assigned to the project and the percent to which they are assigned.
Double-click on a need to remove the need from the project.

Disposal

Real property is removed from service at the end of its life-cycle. It may be declared
as excess property and reported to GSA, it may be sold (either on the commercial
market or through GSA), or it may be destroyed. This dialog records the disposal of
real property. The dialog also includes all data elements required by GSA to report
excess property. In addition, Federal RPM also calculates and displays the net
gain/loss on the property and creates associated financial transactions to be passed to
the general ledger

Estimated Excess Date
Enter the estimated excess date (in mm/dd/yyyy format) for the property.

Excess Indicator

Check this box if the property is being excessed.

Actual Excess Date
Enter the actual excess date (in mm/dd/yyyy format) for the property.

Estimated Value

Enter the estimated fair market value of the property at time of excess.

Acres

Enter the number of acres being excessed.

Square Feet

Enter the number of square feet being excessed.

GSA Report Date
Enter the date (in mm/dd/yyyy format) the disposal was reported to GSA.
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GSA Response Date

Enter the date (in mm/dd/yyyy format) that GSA responded to the disposal
notification.

Approved by GSA
Check this box if the disposal request is approved by GSA.

Approved by HUD
Check this box if the disposal request is approved by HUD.

Disposal Reason

Enter the reason for the disposal of the property.

Disposal Method
Select the disposal method for the property.

Disposal Subcategory
Select the disposal subcategory for the property.

Disposal Recipient (Non-Federal)

Enter the property’s non-federal recipient.

Disposal Recipient (Federal)

Select the property’s federal recipient.

Disposal Date
Enter the date of disposal (in mm/dd/yyyy format).

Disposal Status

Enter the status of the disposal.

Disposal Cost

Enter the total of all costs associated with the disposal of the property.

Disposal Proceeds

Enter the proceeds from the sale of the property.
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Journal Vouchers (JVs)

Use this dialog to record miscellaneous income and expense amounts associated with
the property. This dialog is also used to record actual expenditures for deferred
maintenance projects.

File List Box

This list is preloaded with Journal VVouchers that have been entered into the system.
Double-click to view the vouchers.

IMPORTANT Once vouchers are entered into the system, they cannot be changed.

Date
Enter the Journal Voucher date (in mm/dd/yyyy format).

Amount

Enter the Journal voucher amount (in U.S. dollars).

Income Checkbox

Check this box to see a list of Income Accounts, clear the box to see a list of Expense
Accounts.

Deferred Maintenance Checkbox

This check box appears if the property has deferred maintenance projects on file.
Check this box if the journal voucher is for a deferred maintenance project.

Critical Checkbox

This checkbox appears if the property has deferred maintenance projects on file.
Check this box if the journal voucher is for a deferred maintenance project and the
amount is for critical maintenance.

Object Class

Select the general ledger object class for the journal voucher.

PO or Bank Card #

Enter the PO or bank card number.

Program

Select the general ledger program for the journal voucher.
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Project

Select the general ledger project for the journal voucher.

Organization List Box

Select the general ledger organization for the journal voucher.

Deferred Maintenance List Box

This list box appears if the property has deferred maintenance projects on file and
you have indicated that the journal voucher is for a deferred maintenance project.
Use the list box to assign the journal voucher to a specific deferred maintenance
project. If the Critical Box is checked, it will be recorded as Critical Maintenance,
otherwise, it will be recorded as Non-Critical Maintenance.

Memo

Enter the reason for the journal voucher entry.

Lease

Federal RPM maintains two types of leases: GSA leases and commercial leases.
Characteristics of these two lease types include:

GSA Leases
e Imported from the GSA rent file

e Data from the file used to construct a new property record, new lease, new
space record(s), and a default allocation record for each type of space

e Each lease may include multiple types of space

e  Space records may include both occupied space types (for example, General
Purpose) and unoccupied space type (for example, Security Basic). (Note:
Occupied Space reports in Federal RPM ignore the square footage assigned
to unoccupied space types)

e  Space records must match space assignments on file at GSA. For example,
you cannot add General Purpose space to a GSA lease if GSA records do
not include a General Purpose space type for the lease

e  GSA does not provide the start or end date of the lease in the rent file.
Federal RPM automatically assigns the start date to be the first day of the
month for the first billing period for the lease. For example, if a new lease
is received in the April 2001 rent bill, the lease will be assigned a start date
of April 1, 2001

e Leases obtained from GSA cannot be capitalized or have lease hold
improvements

e Lease charges are obtained from the GSA rent file (see “FIMS Interface

e This provides the user the ability to periodically check the Federal
RPM/FIMS Interface log to review additions, changes, or deletions of space
assignments that originated in FIMS. In addition, you can start/stop the
FIMS interface agent, or change the frequency that it checks FIMS for
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changes. This menu item may not be displayed for all implementations of
Federal RPM. Note that the FIMS interface agent is used to communicate
with the Trirega Facility Manager application. This particular interface may
not be used by your agency.

Lease charges are recognized on a monthly basis
The rate per square foot cannot be changed for GSA leases

The square footage for each type of space must always match the square
footage amount on file at GSA

Each type of space may be allocated across organizations, programs,
projects, and object classes

Once established, allocation rules are used to distribute lease charges they
are imported from GSA

GSA leases may be delegated

Commercial Leases

Entered manually. Before you can enter a commercial lease, you must first
create a building, land, or other structure record, then add the lease

Commercial leases may be capitalized and may have lease hold
improvements

Each lease may include multiple types of space

Space records include occupied square feet (for example, General Purpose),
charge basis square feet may not be assigned to a commercial lease (for
example, Security Basic).

Lease charges are based upon the rate per square foot and the number of
square feet for each type of space

Lease charges may be recognized on a monthly, quarterly, semi-annual,
annual or one-time basis

Lease charges are recognized in arrears on the first day following the initial
lease cycle. For example, a lease with a start date of April 1, 2001 and a
monthly payment cycle will have its lease charges recognized during the
generation of non-GSA financial data for May 2001. In this process, lease
charges for April 1 through April 30, 2001 will be recognized. A lease with
a start date of April 1, 2001 and a quarterly payment cycle will have its
lease charges recognized during the generation of non-GSA financial data
for July 2001. In this process, lease charges for April 1 through June30,
2001 will be recognized (see “FIMS Interface

This provides the user the ability to periodically check the Federal
RPM/FIMS Interface log to review additions, changes, or deletions of space
assignments that originated in FIMS. In addition, you can start/stop the
FIMS interface agent, or change the frequency that it checks FIMS for
changes. This menu item may not be displayed for all implementations of
Federal RPM. Note that the FIMS interface agent is used to communicate
with the Trirega Facility Manager application. This particular interface may
not be used by your agency.

The rate per square foot may be changed for commercial leases

Each type of space may be allocated across organizations, programs,
projects, and object classes
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e  Once established allocation rules are used to distribute lease charges are
they are generated by Federal RPM

e Commercial leases may be assigned to a delegated GSA lease

The main lease dialog is used to enter basic lease information, add/remove/or change
space types assigned to the lease, and navigate to depreciation (for capitalized leases
and/or leasehold improvements) and lease terms.

How To Add Commercial Lease Space

1.

Create a building, land or other structure record. Set the acquisition method to
‘Commercial Lease’.

You will be asked to specify the type of Delegation authority you have received
for the lease. If the lease is categorized as General Purpose you must provide the
GSA-approved ARA/PBS date.

Create a lease record, a lease determination worksheet, and a capitalized lease
worksheet (a capitalized lease worksheet is only required if the lease
determination process has specified that the lease is a capitalized lease).

After creating these records, click the Manage Space button. A list box of space
types will appear.

Double click the name of the space type you need to add. The space type dialog
will appear.

The space allocation dialog displays up to 4 frames of data. These frames
include: Agency/Bureau space rate and amounts; GSA space rates and amounts;
Delegated Service dates and vendor; an