
  

 

 
REAL PROPERTY MANAGEMENT DIVISION 

POLICY BULLETIN NUMBER 29 
 

May 1, 2010 
  
 

Subject: Federal RPM Lease Document Uploading 
 

Category: Electronic Lease Documentation 
 
 

This policy is effective immediately and applies to all (new and succeeding) leases 
executed on or after January 1, 2010. It requires that all pertinent documents associated 
with recently executed real property agreements such as leases, licenses, and permits 
be uploaded to the FRPM.net website in electronic format. This will enable program 
officials and all RPMD offices easier access to key documents and decrease the need 
for data calls.  
 
The Facility Support Assistant (FSA) located in the responsible RPMD office is 
responsible for uploading these documents to the FRPM.net website in electronic 
format upon full execution of the agreement and entry into FRPM. Migration of 
FRPM.net to another server will temporarily delay compliance with this bulletin. 
Documentation for those agreements executed after January 1, 2010, but prior to 
migration must be scanned and staged (hard drive, network drive, or CD) for upload as 
soon as practicable, but not later than July 31, 2010. 
 
The following list includes, but is not limited to, the documents required to be 
uploaded in PDF, JPEG, or .dwg format. Not all documents will be applicable in 
every case, i.e. permit or license agreement. Each RPMD office filing plan must 
address maintenance of these electronic files. 
 

 Fully executed SF-2, License, Permit, etc. (PDF) 
 SFO (initialed) (PDF) 
 GSA Form 3517, General Clauses (initialed) (PDF) 
 GSA Form 3518, Representations & Certifications (initialed and signed) (PDF) 
 GSA Form 1217, Lessor’s Annual Cost Statement (completed, signed and dated) (PDF) 
 Other attachments (PDF) 
 Photos Interior and exterior (JPEG) 
 Proposal Forms (when necessary) (PDF) 
 Appraisal Report Summary pages (when necessary) (PDF) 
 Documentation of fair market value (FMV) and/or age of property (PDF) 
 Fully executed SLAs (PDF) 
 Floor plan (PDF or dwg)
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FRPM will ask for a document category, title, and description. Multiple documents 
are uploaded for each property. The document library may also be searched across 
multiple properties. The files are saved on the web server and are limited to 10mb 
per document. For assistance, please contact the FRPM system advisor. All 
documents will have file names that start with the contract number and then the 
descriptor (underlined in the list above). 
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