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Getting 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 established by the General Services Administration (GSA) 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, Federa
RPM is preloaded with real property-related codes required by GSA, GAO, and OMB. In addition, the
system gives you the ability to enter additional codesto 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, thisisa
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 |oads 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.
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Add Button

Click the Add button to start the entry of anew 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.

Y ou 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 islocated 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 arecord, 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 arecord, 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 avail able when the dialog opens. To select arecord,
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. Y ou 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 datais 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.
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Delete Button

Click the Delete button to delete arecord. 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 datais deleted and you will be notified that the record has been del eted.
After successful Delete, the screen will be cleared and the Add and Find buttons enabl ed.

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

Close Button

Click the Close button to end the dial og.

Guide to Property-Specific Dialogs

Overview

This section describes the primary dialogs within each of Federal RPM’ s menus, in menu and submenu
order.

Buildings Dialog

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

Thisisthe main dialog to maintain and view data about your buildings. Buildings may be obtained from
GSA, acommercial 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.

Thisdialog is aso used to enter data about buildings you own, or lease from commercial vendors. In
order to set up acommercial lease, you must first add a building record to Federal RPM.

Dialog Menus At A Glance

Acquisition: Click to enter acquisition data. For details, see “Main Building Dialog, Data
Elements.”

Characteristics— Audit Trail: Certain eventsin Federal RPM trigger the creation of audit trail
records for each property. Currently, these eventsinclude: change of acquisition cost; change in property
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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
mai ntenance 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 alows you to view al of these auditable events, or to
view the events by audit category.

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

Characteristics— Condition Assessment: Click to enter or view condition assessment data. For
details, see “ Characteristics — Condition Assessment Dialog.”

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.

Characteristics - Energy: Click to define the types of energy used by the property, and to enter
energy consumption data. For details, see “Characteristics — Energy Consumption Dialog.”

Characteristics - Housing: Click to enter or view housing data associated with the property. For
details, see “ Characteristics — Housing Dialog.”

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’sfile system. (Note: Property images are viewed using Microsoft’ s Internet Explorer).

Note Thismenu itemisdisabled if apictureisnot onfile.

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

Characteristics— Land Rights: Click to enter or view land rights associated with the property.
Land rights address rights expressly granted or denied to the property. For details, see “ Characteristics —
Land Rights.”

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 “ Characteristics — Map Coordinates Dialog.”

Characteristics— Occupied Space: Click this menu option to define and allocate occupied space
for owned property.

Note Thismenu itemishidden if the property is leased.

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 “Characteristics —
Other Dialog.”

Characteristics— Parking: Click to enter or view parking data associated with the property. For
details, see “ Characteristics — Parking Dialog.”
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Characteristics— Personnel: 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. For
details, see “ Characteristics — Personnel Dialog.”

Characteristics— Seismic Safety: Click to enter or view seismic safety data associated with the
property. For details, see “ Characteristics — Seismic Safety Dialog.”

Characteristics— Special Features. Y our 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. Oncethe“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. For details, see “ Characteristics -
Specia Features Dialog.”

Characteristics- Township: Click to enter or view the township location of the property. For
details, see “ Characteristics — Township Dialog.”

Clean Up: Click to enter or view clean up project data and to view clean up amortization. For
details, see “ Clean Up Projects Dialog.”

M aintenance — Deferred Maintenance: Click to enter or view deferred maintenance data. For
details, see “ Deferred Maintenance Projects Dialog.”

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

M aintenance - Preventive Maintenance: Click to enter or view preventive maintenance data.
For details, see “Preventive Maintenance Dialog.”

Depreciation: Click to enter or view depreciation data and to view accumulated depreciation. For
details, see “Depreciation Dialog.”

Note Thisoption isonly available if the property is owned.

Disposal: Click to enter or view data concerning property disposal. For details, see “Disposal
Diaog.”

Journal Vouchers:. Click to enter miscellaneous income and expense activity for the property.
For details, see “Journal Vouchers.”

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

L ease: Click to enter or view lease data for the property. For details, see “Lease.”
Note Thisoptionisonly activated if the property is leased.
Sublease: Click to enter or view sublease data. For details, see “ Sublease.”

Note Thisoptionisonly activated if the property is owned.
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Main Building Dialog, Data Elements
Organization

Select the organization that has primary responsibility for the property.

Note Federa RPM provides a number of allocation methods to assign usage and associated charges for a
single building to one or more organizations.

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 requiresthat all property that is not leased from GSA be assigned to an installation.

Name

Property name.
Note Thisfield isdisabled if the property isleased from GSA.

Address

Property address.
Note Thisfield isdisabled if the property isleased from GSA.

Geographic Location

Click the Folder button to locate the geographic location of the property. Based on your selection, the
system will automatically complete information for the city and state.

Note GSA requiresthat 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

The property’ sfive-digit ZIP code, and four-digit ZIP code suffix. Zip codeisrequired, the four-digit
ZIP codeis optional.

Congressional District

The congressional district (state and district number) where the installation is located. Up to 10
congressional districts may be assigned to each installation.
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Space Source

Select the means used to acquire the property.
Region

Select the region where the property is located.
Gross Square Footage

Enter the gross square footage of the building.

Note The gross square footage amount is used as the basis for allocating depreciation, clean up
amortization, journal voucher and sublease charges and income.

Units

Enter the number of units associated with the building. Thisis an optional field.

Note The definition of units may vary depending on the predominant use of the building or the
building’s property class. For example, for a hospital, the units may be beds, for an office, the units may
be rooms. Follow the policy set by your agency when entering datain thisfield.

GSA Region

The GSA Region in which this building is located.

Note Thisfield isdisabled if the property isleased from GSA. For agency owned or commercially
leased property, thisfield is optional.

Property Id

Thisfieldisfor display only. For GSA assignments, thisfield displays the GSA Building Number. For
property not obtained from GSA, thisfield 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 mangement office that has responsibility for this property.

Lease List Window
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This Window lists any leases assigned to the property. Double-click on the lease number to navigate to
thelease. Note: If the leaseis no longer active (for GSA alease without any occupied space records; for
commercial lease, alease with afinal 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 building.

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 commercia lease. Warning!
Once this delegation relationship is established, it cannot be reversed.

Characteristics — Audit Trail Dialog

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 categoriesinclude: 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 audti trail report for the property.

Characteristics — Condition Assessment Dialog

The Condition Assessment dialog provides a means to track and report condition assessments conducted
for the property. Condition assessments available in Federal RPM include: Appraisal; 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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Find List Box
Double-click to select a condition assessment.
Vendor

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

Type

Select the type of condition assessment.

Condition

Thislist 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 freeform areato enter special notes concerning the condition assessment.

Characteristics — Diary Dialog

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 adiary entry may change the entry.

Click the Print Button to view the diary report for the property.
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Characteristics — Energy Consumption Dialog

The Energy dialog provides a means to define the type(s) of energy consumed by the property, record
energy consumption and cost, and view history of energy usage by type of energy. Federal RPM is
preloaded with energy types defined by the Department of Energy (DOE) and collects energy
consumption in aformat that may be used to comply with DOE’ s annual energy reporting requirements.

When you open this dialog for the first time, you must navigate to the Assign Types Tab, and assign one
or more types of energy use for the property. Once types of energy are assigned, navigate to the Usage
Tab to enter energy consumption, or to the History Tab to view consumption history.

Assign Types Tab
Unassigned Energy Types

Thislist box displays types of energy defined by DOE. To assign one or more types of energy to the
property, click on the energy name, then click the Select button.

Tip You can select more than oneitem inthelist by pressing CTRL as you make your selection, or
select arange of activities by pressing SHIFT+click.

Assigned Energy Types

The assigned energy types list box displays all energy types assigned to the property. To unassign one or
more energy types, click on the energy type name, then click the Remove button.

Tip You can select more than oneitem inthelist by pressing CTRL as you make your selection, or
select arange of activities by pressing SHIFT+click.

Usage Tab
Find List Box

Thislist box is preloaded with Energy Types defines viathe Assign Tab process, for consumption by the
property. Double-click to select atype of energy.

Transaction Date

Enter the date of the energy consumption transaction (in mm/dd/yyyy format).
Number of Units

Enter the number of energy units consumed (precision, 1 decimal place).
Cost

Enter the cost of energy consumed (in U.S. dollars).
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Vendor
Select the vendor providing the fuel. (Optional field)
Invoice Number

Enter the invoice number associated with the fuel. (Optional field)

History Tab
List Box

Thislist box is preloaded with energy types that have a history of consumption for this property. Usethe
list box to select history information by type of energy.

Characteristics — Housing Dialog

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 — Land Rights

Land rights (for example rights-of-way, gas rights, oil rights) may be specifically granted to, or denied
from a piece of property. Usethisdialog to specify land rights, and to grant or deny rights to/from each

property.
Categories Tab
Description

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

Thistab is used to assign and describe land rights that are specifically granted to a property.
File List

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

Category

Select the land right category. If you need aright that is not in the list, navigate to the Categories tab to
enter anew category.

Short Name

Enter a short name for the land right.

Granted By

Enter the name of the individual or legal entity that authorized the granting of the land right.
Start Date

Enter the date that the land right was granted (in mm/dd/yyyy format).

End Date

Enter the date that the land right expires (in mm/dd/yyyy format).

Description

Enter afull description of the land right.

Denied Tab

Thistab is used to assign and describe land rights that are specifically denied from a property.
File List

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

Category

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

Short Name
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Enter a short name for the land right.

Denied By

Enter the name of the individual or legal entity that denied the land right.
Start Date

Enter the date that the land right denial is effective (in mm/dd/yyyy format).
End Date

Enter the date that the land right denial expires (in mm/dd/yyyy format).
Description

Enter afull description of the land right.

Characteristics — Map Coordinates Dialog

By assigning map coordinates (latitude and longitude) to a property, data from Federal RPM may be
easily exported to a Geographic Information System (GIS) for further reporting and analysis. Usethis
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.)

Latitude - Direction

Select North or South.

Latitude - Degrees

Enter the degrees, 0 to 90.

Latitude - Minutes

Enter the number of minutes, O to 60.
Latitude - Seconds

Enter the number of seconds, O to 60.
Longitude - Direction

Select East or West.

Longitude - Degrees
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Enter the number of degrees, 0 to 180.

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

Enter the number of seconds, 0 to 60.

Characteristics — Occupied Space Dialog

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 typesin
the left window, and all assigned space types in the right window.

To add atype 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, double-click on the space type
in the right window. Thiswill cause the Allocate Space dialog to appear.

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

Characteristics — Other Dialog

Y our Agency may need to collect property specific datathat 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 Dialog

Thisdialog 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. Thisinformation isincluded 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).
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Inside — Car Pool

Enter the number of inside car pool parking spaces.
Inside — Handicap

Enter the number of inside handicap parking spaces.
Inside — All Other

Enter the number of inside all other parking spaces.
Outside — Car Pool

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

Enter the number of Outside handicap parking spaces.
Outside — All Other

Enter the number of Outside all other parking spaces.

Characteristics — Personnel Dialog

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

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.)

Authorized — Full Time
Enter the number of full-time, authorized personnel.

Authorized — Part Time
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Enter the number of part-time, authorized personnel.
Authorized — Summer Students

Enter the number of summer students, authorized personnel.
Authorized — Contractors

Enter the number of contractors, authorized personnel.
Authorized — Detailees

Enter the number of Detailees, authorized personnel.
Authorized — Other

Enter the number of Other, authorized personnel.
On-Board — Part Time

Enter the number of part-time, On-Board personnel.
On-Board — Summer Students

Enter the number of summer students, On-Board personnel.
On-Board — Contractors

Enter the number of contractors, On-Board personnel.
On-Board — Detailees

Enter the number of Detailees, On-Board personnel.
On-Board — Other

Enter the number of Other, On-Board personnel.

Characteristics — Seismic Safety Dialog

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 methodol ogies, the standard includes specific items that "trigger" a
seismic evaluation. These triggersinclude:

Significant remodeling

Repair of structural damage
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Change of function

Designation by the owning agency as an “exceptionally high risk”
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 criteriathat 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 awide variety of potential programsto
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 storiesin the property.

Date of Construction

Enter the date of original construction (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).
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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.
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 Dialog

The Specia Features dialog provides a meansto identify and report special features for the property. For
example, the property might include: child care 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 specia feature that is currently not available.

Unassigned Special Features

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

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

Assigned Special Features

The assigned special featureslist box displays all special features characteristics assigned to the
property. To unassign one or more characteristics, click on the specia 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
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select arange of activities by pressing SHIFT+click.

Characteristics — Township Dialog

Thisdialog 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 O, 1 or 2 meridians. Based upon the state that the property residesin, Federal RPM will
either preassign the meridian (if the state has 0 or 1 meridian), or provide alist of meridians from which
to choose. The meridian is used to identify the cadastral survey designation for aline extending North
and South from the initial point of entry.

Aliquot Parts

Aliquot parts provide a means to subdivide aplot of land, 160 square acresin 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 | eft.

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 abaseline. Thereisan assumed decimal point before the fourth position which must
be either a“0” if afull township or a“5” for ahalf township. The last position must be either a“N” or
“S’. For example, 0010N is atownship number of 1, North..

Range Number

Enter the range number. Range is a North/South column of townships East or West of ameridian. There
Is an assumed decimal point before the fourth position which must be either a“0” if afull rangeor a“5”
for ahalf range. Thelast position must be either a“E” or “W”. For example, 0015E isarange of 1 and
Y5 East.

Section

Enter the section number. Section isasubdivision, normally 1 square mile (640 acres) and usually
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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.

Clean Up Projects Dialog

Accounting standards set by the Office of Management and Budget (OMB), the General Accounting
Office (GAO), and the Department of the Treasury, require that financia statements include liabilities
and an amortization of expenses associated with clean up projects for property, plant and equipment.

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 aproject for viewing. Project status 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/cal culates 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).
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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 al 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 al clean up projects
associated with the property.

Funding Requested: Total of al outstanding funding requests for clean up 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 clean up projects. Use thislist box to select a clean up project to view or
maintain.

Project Name

Enter the name of the clean up project.

Status

Select the status of the clean up project.

Reason

Thislist 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.
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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.

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. Usethislist 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
aready amortized.

Estimate Class

Select the class of estimate.

Estimated By

Enter the name of the individual completing the estimate.

Estimate Expiration Date
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Enter the date (in mm/dd/yyyy format) that the estimate expires.
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 arein ‘enacted’ status and meet or exceed the
estimated amount of the clean-up project) before the project may be amortized.

Y ou 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 aso have a
status of ‘estimated’, ‘requested’, or ‘enacted’ (appropriated or approved). These funding status' allow
you to track funding for a potential clean-up project before it begins.

Project Combo Box

A property may have multiple clean up projects. Usethislist 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
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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. Thisamount istypically 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. Usethislist box to select a clean up project to view or
maintain.

Rank Score

This score is automatically calculated by the system. The scoreis 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 aproject 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) =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
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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 Projects Dialog

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 statementsinclude liabilities
associated with the deferred maintenance of property, plant and equipment.

Federal RPM is specifically designed to fully 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 V oucher function of
Federal RPM.

The dialog is divided into five tabs as follows:

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).

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

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

Funding — Displays, by project, the status of funding and allocation of funding for each deferred
mai ntenance project associated with the property. Funding allocation 