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Introduction

The major landholding agencies of the United States Department of Agriculture (USDA) have each produced individual Building Block Plans (BBPs) supporting the USDA Departmental Asset Management Plan (AMP), as required by Executive Order (E.O.) 13327, “Federal Real Property Asset Management.” This Non-Landholding (NLH) Agencies BBP rounds out the remaining real property management responsibilities of the USDA.  This plan is guided by the principles of the Federal Real Property Council (FRPC) established by E.O. 13327.

This NLH BBP is organized as described in Table 1 below.

	SECTION
	CONTENTS

	Section 1
	An introduction and description of the approach and content of this plan.

	Section 2
	NLH agencies’ missions and real property support in implementing missions and strategic goals, human capital and organizational structure, decision-making framework, and owner’s objectives.  

	Section 3
	NLH agencies’ acquisition planning for real property assets, development of their capital plans, identification of their prioritized acquisition list each fiscal year, measurement of the effectiveness of their acquisition results, and key initiatives to improve financial management and acquisition performance.

	Section 4
	NLH agencies’ operation of their real property assets, inventory systems, its Operations and Maintenance Plans, and periodic evaluation of assets.  Additionally, operational measures are described as well as key initiatives that are underway to improve operational performance.

	Section 5
	NLH agencies’ disposal practices of unneeded real property assets, measures of the effectiveness of their redeployment actions and identified key initiatives to improve the pace of disposition.  Lists of recent disposals are provided as a frame of reference. 


Figure 1:  NLH BBP Structure

The USDA Non-Landholding Agencies are characterized by the real property acquisition strategies for meeting the requirements for the agency missions. All real property acquisitions are managed either through GSA space assignments (which under the current moratorium is not a viable option) or through direct commercial leasing by the agencies. For the National Capital Region agency requirements, the Office of Operations (OO) is instrumental and responsible for acquiring space for the agencies. There are currently very strong real property relationships between the agencies and the Departmental offices supporting real property activities such as budget, space management, and policies and guidance. This Asset Management BBP is based upon “as is” real property asset management processes and activities, and also describes initiatives (either in process or proposed) to transform the agencies’ processes and activities to the “to be” status of a more effective and efficient asset management organization.  These initiatives can further strengthen and streamline agency and Departmental relationships. The ultimate delivery of service to the agency occupants has been identified and is targeted for review by the USDA Real Property Council (RPC) for further development and acceptance. 

The use of performance measures is a key ingredient for determining the best management practices and policies for managing the agencies’ portfolios.  The BBP requires the continued use of existing performance measures, and the incorporation of the FRPC’s performance measures of Condition Index (CI), Utilization, Mission Dependency, and Annual Operating Costs.  Each of these performance measures will be incorporated based upon the guidance of the USDA RPC.

This BBP features:

· The presentation of current practices, with a focus on life-cycle procedures for managing space and emphasizing fulfillment of mission requirements, while meeting the USDA owner’s objectives for real property

· The presentation of how agencies will address the internal agency scorecard requirements

· A strengthened process and governance model for the management of portfolio and individual projects and assets

· The establishment of an accurate and current property inventory with data elements and performance metrics that will be supported by the Corporate Property Automated Information System (CPAIS) and other USDA/agency systems

· A framework for accountable management of assets including reporting

In every instance, “best practices” concepts have been identified for review by the USDA RPC for possible use by other USDA agencies.  

To maintain an active and open view of industry best practices and benchmarks, USDA agencies belong to industry organizations such as Building Owners & Managers Association (BOMA), International Facilities Management Association (IFMA), and National Contract Management Association (NCMA).  In addition to these well-known sources of best practices and general industry information, the agencies have developed relationships with other government agencies, such as Department of Interior and General Services Administration, both within the US and internationally.

USDA and its agencies are committed to determining and maintaining the optimal mix of investments needed to achieve desired USDA outcomes or strategic goals. They are likewise committed to minimize risk and maximizing the cost-effectiveness and performance of their assets. Therefore the Department (working with OMB) has developed specific internal performance scorecard measures and timeframes for achievement of results for each USDA agency.  Real Property management is a key area of the internal scorecard measures.  The common measures being tracked under the scorecard are depicted in the table below.

	METRIC
	STATUS
	COMMENTS

	Asset Management Plan Development of Agency Building Block Plans (50% Review).
	GREEN
	Non-Landholding Agency 50% BBP was delivered on time

	Development of Agency Building Block Plans (100% submission).
	
	Action not due until August 31, 2005

	Identify and analyze best internal USDA practices for possible implementation.
	
	Action not due until Q2 FY 06

	Initiate drafting of the USDA three year rolling timeline for meeting plan goals and objectives.
	
	Action not due until Q2 FY 06

	Begin to implement the USDA Asset Management Plan and accompanying agency Building Block Plans.
	
	Action not due until Q2 FY 06

	Implement three year rolling timeline. 
	
	Action not due until Q4 FY 06

	Inventory Management System – CPAIS:

Populate missing data in current Corporate Property Automated Information System (CPAIS).
	
	Action not due until September 29, 2005

	Clean-up data for FY 2005 Federal Real Property Profile (FRPP).
	
	Action not due until August 31, 2005

	Population of 23 data elements at constructed asset level.
	
	Action not due until May 2006

	Performance Measures:

Begin development of USDA baselines and targets for performance measures.
	
	Action not due until January 2006

	Finalize baselines and targets for performance measures.
	
	Action not due until Q3 FY 06


Figure 2:  USDA Agency Internal Performance Scorecard

Background

Complete information on the organizational structure of USDA is found in the USDA Departmental Asset Management Plan.  

The USDA mission statement:

“We provide leadership on food, agriculture, natural resources, and related issues based on sound public policy, the best available science, and efficient management.” 

The USDA vision statement:

“We want to be recognized as a dynamic organization that is able to efficiently provide the integrated program delivery needed to lead a rapidly evolving food and agriculture system.” 

Each USDA agency prepared its mission statement in support of the Departmental mission statement.  Each agency also prepared strategic plans in support of their mission statement and the strategic plan of the Department in order to meet the requirements for success. 

For this BBP, each agency within the USDA has a unique mission and a specific strategic plan addressing how the mission will be accomplished.  Based upon the uniqueness of the plans and the USDA’s overall vision for a dynamic organization efficiently responding to the requirements of the evolving food and agriculture system, USDA has incorporated the industry best practice of source level support for real property services at the service delivery site.  

Each USDA site has a staff member responsible for answering or providing guidance on real property issues or requests.  USDA manages a large number of locations with a variety of acquisition solutions, which are discussed in detail in Section 3.

Due to the large number of GSA assignments in the National Capital Region (NCR), USDA has leveraged its Departmental resources by aggregating the responsibility for the property management for these offices in the OO under the Assistant Secretary of Administration.   Each Agency with field or remote (non-NCR) offices, has created processes for developing requirements, submitting space requests, and supplying the real property services needed to meet program missions.  Each agency also has developed and implemented thresholds for approval, management processes to determine customer satisfaction, facility condition assessments for future work, processes for consolidating leases, and procedures for converting direct leases to GSA assignments, etc.  These processes are discussed more fully in Section 4.  The agencies use life-cycle asset management practices in managing their portfolios of space.  Initiatives are underway to improve these practices incorporating additional Quality Assurance and Quality Control measures. 

USDA Non-Landholding Agencies

The USDA NLH agencies’ real property management functions and plans presented in this Appendix represent the following percentages of the total square footage under the control of the Department. The following numbers reference the space managed for and by the USDA Non-Landholding Agencies:

· 67.1% Non-GSA Space Assignments

· 32.9% GSA Space Assignments

The following definitions apply to the terms above:

USDA Leased Space or Non-GSA Space Assignments:  A contract vehicle that enables USDA to become a tenant and rent space and accompanying building services for a specified period at a negotiated rate.  This type of lease is also known as a “direct lease.”

GSA Space Assignments:  Space acquired from GSA, can be a fully serviced space where all costs are included in the rate or space with delegated responsibilities for operations and maintenance costs (Delegated).

The Real Property Management processes and procedures for providing real property services to the mission programs of their Non-Landholding Agencies are presented and addressed in this plan for the following agencies:

· Center for Nutrition Policy and Promotion (CNPP)

· Cooperative State Research, Education and Extension Service (CSREES)

· Economic Research Service (ERS)

· Farm Service Agency (FSA)

· Food and Nutrition Service  (FNS)

· Food Safety and Inspection Service (FSIS)

· National Agricultural Statistics Service (NASS)

· Rural Development  (RD)

Information for the following USDA Offices is also presented in this document.

· Office of the Chief Information Officer (OCIO)

· Office of Operations (OO)

USDA’s Agricultural Research Service (ARS) provides property management services for the following agencies:

· Cooperative State Research, Education and Extension Service (CSREES)

· Economic Research Service (ERS)

· National Agricultural Statistics Service (NASS)

The Non-Landholding Agency inventory consists of 3,417 locations with 9,753,176 square feet. This information is detailed in the table presented below. The inventory is split between properties acquired through GSA assignments and properties leased from the private sector and other sources. Remaining USDA Divisions and Offices have inventories of 74 locations with 631,419 square feet. The table below provides an inventory summary for the major Non-Landholding Agencies, based on the USDA Consolidated Master Space Plan/Strategy Report for calendar year 2003, as maintained by the Office of Procurement and Property Management (OPPM).

	AGENCY
	TOTAL NUMBER OF LOCATIONS
	TOTAL SQUARE FOOTAGE
	GSA ASSIGNMENTS
	NON-GSA ASSIGNMENTS

	
	
	
	NO.
	SF
	NO.
	SF

	CSREES
	2
	125,861
	2
	125,861
	0
	0

	FNS
	72
	399,782
	70
	372,831
	2
	26,951

	FSA
	2,448
	6,172,181
	105
	1,045,181
	2343
	5,172,000

	FSIS
	93
	603,840
	84
	362,595
	9
	241,245

	FAS
	3
	128,042
	3
	128,042
	0
	0

	NASS
	21
	195,654
	20
	189,460
	1
	6,194

	RD
	778
	2,127,816
	89
	983,293
	689
	1,144,523


Figure 3:  Inventory Summary for Major Non-Landholding Agencies

Real Property Responsibilities and Relationships

Each agency’s specific strategic goals and missions are key factors in determining the need for real property assets; additional factors include location of assets, design of final configuration and any agreements with other organizations for space.  This section describes the basic relationships between the Department and the Non-Landholding Agencies and between the Non-Landholding Agencies and their customers.  
The USDA, OO and OPPM serve critical functions in facilitating fulfillment of real property requirements, as well as managing information at the Department level; these responsibilities keep the Department actively involved in the real property activities of the agencies.  OPPM’s Property Management Division (PMD) also develops, implements, monitors and provides Department-wide policies, procedures and regulations for the management of personal and real property. These regulations can be found in the Agriculture Property Management Regulations (AGPMR). Each agency also develops additional policies and guidance needed to support the mission of the programs.  

The Deputy Director of OPPM is the Senior Real Property Officer (SRPO) for USDA.  USDA has chartered the USDA RPC with membership of the Deputy Administrators for Management.  The RPC has created a Real Property Working Group (RPWG) to address cross-agency issues and to serve as a communications lifeline to all agencies within the Department.  Participation in the RPC and RPWG includes both landholding and Non-Landholding Agencies.

Real Property Portfolio

In creating their real property portfolios, each agency works through specific and varied mission requirements. In response to the mission requirements, each agency reviews the resources at their disposal to achieve those missions. Various decision-making and operating groups with differing objectives, responsibilities, and technical knowledge are involved in the process.  There is some flexibility in establishing processes for evaluating facilities investment proposals, although they must follow the same procedures for funding requests through the annual budget process.  

At the agency level, facility requirements to support organizational operations or to meet Congressional and Presidential directives are identified. It is also at the agency level that alternatives are identified and developed, and analyses of facilities investment proposals are conducted.    

All USDA agency decisions regarding facilities investments take into account the costs and benefits to the public at large as well as to a specific agency. The USDA Non-Landholding Agencies support public services and do not generally operate under easily quantifiable dollar measures of costs, operating margins, and market performance, complicating simple metrics for decision making. Therefore benefits are often qualitative rather than quantitative and difficult to measure.  

In order for Non-Landholding Agencies to make the best possible decisions, a series of approvals and thresholds has been put in place to ensure the proposal can pass cost-benefit and best alternative tests – and most importantly, can meet mission requirements.  In addition to this series of checks and balances, agencies have established a framework of procedures, required information, and valuation criteria that aligns the goals, objectives, and values of decision making and operating groups to achieve each agency’s overall mission. This framework also ensures a more effective decision-making environment.  

The agencies have recognized the need for a better and more consistent methodology for measuring the outcomes from their facilities investments. In particular, agencies have identified the need for an objective metrics system to measure the effectiveness of provided facilities against the completion of the mission.  The Non-Landholding Agencies are committed to working with the other agencies of the USDA to develop a USDA performance measure framework that will incorporate performance measures developed and proposed through FRPC guidance, and also will include specific measures for the individual agency and facility.  

In addition to improving acquisition processes and measurement of results, USDA agencies are developing systematic and regular reviews of customer experiences in the space, regardless of how the space is acquired by USDA.  While reviews of the space occupied are being conducted by all agencies in determining the condition of leased facilities, they have been informal.  

In all space controlled by USDA (USDA leases or GSA assignments), regular inspections and operations and maintenance activities, where managed or operated by USDA, are managed through performance-based contracts.  In the final phase of asset lifecycle - disposal, agencies regularly review the upcoming expiration of Occupancy Agreements (OA) and leases. By comparing the information on the space against the mission requirements, agencies can ensure that missions are being met in the best possible and most cost effective manner and decisions are made to either keep or release the space.

Portfolio Management

Portfolio management by agencies through the asset life-cycle is handled at the individual agency level. Approvals from the Department are made based upon the justification and information submitted by the agency through each phase—planning, acquisition, operation, and disposal.  Key areas of concern for the agencies and the Department in terms of better management for leases include:

· Decreasing operational costs based upon commercial benchmarking for those agencies with operations and maintenance responsibilities

· Decreasing percentage of underutilized assets or assets that do not meet mission requirements

· Increasing percentage of assets shared across the Department and possibly with other government agencies, as appropriate

· Increasing the use of exit strategy development for GSA assignments or leased facilities

For planning, all agencies look first at the possibility and feasibility of collocation and consolidation with every real property decision.

For acquisition, all agencies survey existing USDA space, either owned or otherwise under USDA control. The agencies look at the alternatives of acquiring space from GSA, then at leasing space through a delegated authority of USDA.  The current USDA moratorium on new GSA space has eliminated this last option for the foreseeable future.  There is also a major consolidation, being managed by the Office of Operations, underway at USDA.  This effort will be presented in detail in Section 3.

As established under the Commodity Credit Corporation Charter Act, as amended through P.L. 107-195, June 16, 2002, the Commodity Credit Corporation may contract for the use, in accordance with the usual customs of trade and commerce, of plants and facilities for the physical handling, storage, processing, servicing, and transportation of the agricultural commodities subject to its control. The Corporation shall not have power to acquire real property or any interest therein except that it may (a) rent or lease office space necessary for the conduct of its business and (b) acquire real property or any interest therein for the purpose of providing storage adequate to carry out effectively and efficiently any of the Corporation's programs, or of securing or discharging obligations owing to the Corporation, or of otherwise protecting the financial interests of the Corporation.

For operations and maintenance, checks are made of fully serviced space, in terms of the condition of the facilities and feedback on the levels of service provided at the space.  Also, in the USDA Headquarters South Building, which is under the control of the OO, operations and maintenance functions are managed under a performance-based contract.  This contract and the resulting benefits to USDA, represent industry best practice, tying the performance of the contract to results of the work performed by the contract.  

For disposal, the agencies dispose of space when it no longer meets the requirements of the mission.
  

Support of Agency Missions and Strategic Goals

Investment, operational, and disposal decisions are integrated with and supportive of core mission activities to effectively manage and optimize real property assets.  To facilitate integrating real property asset management decisions with agency missions, two elements are needed:  

· A clear understanding of how the agency’s mission drives the allocation and use of all available resources (human capital, physical capital, financial capital and technology/information capital) 

· An effective decision-making framework

This section discusses in general the mission, human capital, and decision-making framework of the USDA Non-Landholding Agencies
.  Specific examples are provided for those agencies that vary from the overall standard process.  

The USDA Non-Landholding Agencies developed this plan and the strategies presented for implementing the changes that the agencies have identified.  These strategies include:

· Improving the oversight and management of remote facilities

· Maximizing the contribution of the real property services in support of the Department’s diverse missions

· Supporting the Agencies strategic goals, maximize utilization, effectiveness, and efficiency

Agency Mission

Each Non-Landholding Agency has specific programs supporting a distinct and unique mission; each of these missions in turn supports the enterprise mission of the Department.  Attachment 7.2, USDA Non-Landholding Agencies’ Missions, lists each USDA Non-Landholding Agency and its mission.

Each Non-Landholding Agency ensures that its real property asset management is integrated with GSA, USDA and its agency’s real property asset management policies.  Furthermore, each agency performs its mission work in accordance with the policies and procedures for the management and accounting of agency-owned and leased real property.  GSA, USDA, and the agency are responsible for real property policies and procedures that govern the decision-making processes and guidelines for real property management. These policies and guidelines encompass the organizational structure, responsibilities, capitalization and depreciation, and life-cycle management processes and procedures for real property (acquisition, operation, maintenance, and disposition).
Authority for the management and accounting of real property by USDA agencies is provided by E.O. 13327 and E.O. 13287; Public Contracts and Property Management; the Federal Accounting Standards Advisory Board (FASAB) statements and concepts; AGPMR; and the Joint Financial Management Improvement Program (JFMIP).

The strategic goals of the Non-Landholding Agencies in support of the mission of the agency are met through the effective, efficient leasing and GSA Assignments and use of the real property assets.

Real Property Organization Mission

The Non-Landholding Agencies’ real property missions provide real property asset management in support of the agencies’ overall missions.  A consolidated list of the NLH agencies’ real property initiatives that support these missions is presented in Attachment 7.3, Agency Real Property Initiatives.

The primary goal of the USDA Non-Landholding Agencies’ real property management is to ensure accountability and stewardship of and accounting for real property assets.  Stewardship involves a proactive policy that ensures obtaining maximum value from leased real property assets and ensures their adequacy in meeting the mission of the non-landholding programs.  

The real property policy underlying the real property missions of all Non-Landholding Agencies includes the following:

· Adequate staffing of organizations with qualified, motivated and trained personnel.

· Acquisition of real property based on need, as identified by Program Managers when suitable Government-owned or Government-leased facilities are not available.  A cost analysis will be made prior to acquisition.

· Capture of accurate, complete and timely management and accounting information on all leasehold improvements to ensure the creation and maintenance of essential management and accounting records.  These records support internal management decisions and agency reporting requirements.  They satisfy internal and external regulatory and audit requirements.  The official USDA real property inventory system is established in CPAIS.

· Assurance that real property is utilized to the highest extent possible within program goals and maintained in working condition to support programs.  

· Procedures to recover a proportionate share of common administrative expenses, including maintenance costs, for non-agency tenants.

· Disposition and retirement of real property that is no longer needed or is underutilized, by reporting of such property through USDA, the General Services Administration, or other authorized disposition methods.

Human Capital and Organization Infrastructure 

Attachment 7.4, Non-Landholding Agency Organizational Chart, provides a high level basic organizational chart that demonstrates the typical real property organizational structure supporting the headquarters and field locations of the Non-Landholding Agencies. 
Non-Landholding Agencies understand the importance of having a competent workforce with the appropriate real property skills and training to support the agencies’ real property core competencies, goals, and mission. Attachment 7.5, Non-Landholding Agency Real Property Core Competencies, provides a description of the NLH agencies’ real property core competencies. Each agency supports continuous learning to strengthen these real property core competencies and to keep aware of and import applicable industry trends, benchmarks, and best practices.  

Real Property Leasing Officers (RPLOs) are appointed in accordance with USDA 5100-002, Real Property Leasing Officer Warrant System.  Also, the County Executive Officer (CEO) for Commodity Credit Corporation’s (CCC) leasing authority carries similar responsibilities.

Program Offices

Managers of Program Offices are responsible for all requirements to support their programs, including real property requirements.  Program Managers appoint Program Facility Managers to provide guidance to facility managers at each facility.  In cases where two or more programs share a facility, the program with the preponderance of facilities staffs the Facility Manager position.

Regional/State/County/Local Offices

Program Offices have administrative staff responsible for real property functions on their staffs.  Regional/State Directors have authority to approve space requests.  

Program Facility Coordinators

Each of the major Program Managers appoints a Program Facility Coordinator to coordinate all facility requirements for that program.  The incumbent works with Program Managers to identify new acquisition requirements, renovation requirements, and budgeting.

Facilities Managers
Each property has an assigned facility manager responsible for maintenance, improvement, space-utilization surveys, and reporting.

Specific agency position titles may vary somewhat, however, the fundamental checks and balances are in place in each agency to ensure the best decisions are made in supplying the space to the agency mission/program.

Real Property Asset Management Decision-Making Framework

For Non-Landholding Agencies, real property asset management decisions are made at all levels of the organizations.  There are distinct thresholds and criteria for the decision making processes; funding levels of projects and program areas determine the level within the organization at which real property decisions are made.

Decisions regarding federal facilities investments involve multiple stakeholders with varying interest areas and degrees of responsibility, including field offices, agency staff, Departmental staff, OMB, Congress, etc.  Groups that manage facilities are responsible for ensuring that facilities perform well enough to support their agencies’ missions and programs without undue disruption.  

Senior level executives are responsible for the overall performance of the organization in meeting its mission and for using resources effectively and efficiently.  Competing demands for funding are balanced against all programs and initiatives, including human capital; information technologies; research; and other physical assets, such as fleets, etc. 

The decision making processes include: GSA assignments, USDA commercial leases, USDA owned space, and other types of space agreements, such as revocable permit, etc. Process flow diagrams take the asset through its life-cycle, showing the complete cycle from planning (forecasting).  The process begins at the program/field office level (the origination of the request for space) to the termination of the agreement.  

Real Property  Objectives

Each Non-Landholding Agency is in the process of establishing or has established a set of qualitative Real Property objectives specific to its portfolio.  These objectives are the foundation for developing the asset level strategy.  The Non-Landholding asset management framework involves understanding and balancing customer needs/risks with market dynamics and the condition and performance of its assets.  

The Real Property Objectives support the following USDA policy:

· When two or more field office agency locations are in the same community or geographical area, collocation will occur whenever practical. Agencies will take advantage of all space actions to increase participation in collocations.

· When planning a space action, first consideration will be given to USDA-owned facilities and leased space under the control of USDA agencies in the area that meet program requirements. Next consideration will be given to other federally-controlled space that meets program requirements. 

· It is USDA’s policy to house operations in facilities that fully comply with all applicable rules and regulations pertaining to accessibility for the disabled. 

· The standard Utilization Rate (UR) for USDA office space will be 150 square feet per person average.

· USDA agencies will release unused and unneeded space at the earliest opportunity.

· All USDA real property assets will be inventoried in the CPAIS system.

The USDA Non-Landholding Agencies’ Real Property objectives support the FRPC’s guidance for right-sizing for the effort, maintaining lowest cost for value for any space request, ensuring standard utilization rates for office space, and full compliance with all applicable rules and regulations accessibility for the disabled. The Real Property objectives also ensure that space that is determined as unused or unneeded can be released as quickly as possible.  Each agency adheres to these Departmental guidelines and addresses them specifically through their agency guidelines and practices.

Planning and Acquisition of Real Property

This section describes the planning and acquisition phase of real property management. The other phases of the real property management lifecycle are covered in the following sections of the plan—operations and maintenance in Section 4 and disposal in Section 5.

Real property requirements consist of the need for land, land improvements, buildings, building improvements, additions or renovations, other structures and leases and leasehold improvements. These requirements are identified by Program Managers based on the requirements of their specific programs. Requirements are identified during the budget process and prioritized based on need and condition of facilities.

During the acquisition phase, the agency translates mission needs into discrete requirements, marshals the necessary resources and sees that the necessary real property assets are delivered. 

Agency acquisitions are directed by mission-driven requirements. When a requirement is received or developed, the agency looks to use existing Government-owned assets. 

USDA Departmental Regulation (DR) 1620-002, USDA Space Management Policy is based upon legislation that requires the Secretary of Agriculture to reduce administrative costs where practicable; and, to the extent consistent with efficient, effective, and improved service, to combine field offices of agencies within USDA to reduce overhead expenses by joint use of resources and offices.  

If there are no suitable solutions, the agency typically has two main alternatives: using a GSA assignment (currently on hold due to the moratorium), or executing an agency lease. 

Each of the factors listed below has a significant impact on the cost of alternatives and thus the feasibility of the project acquired.  

In making an acquisition determination, the following criteria are considered to determine which acquisition approach is most appropriate: 

· How many assets are needed 

· How quickly is the asset needed 

· How long is the asset needed 

· How specialized is the asset 

Development of new real property requirements adheres generally to the following process:

1. The program/field office manager conducts a real property requirements analysis when existing programs change or when new programs are identified. 

2. Each Facility Manager identifies requirements to support existing programs or new programs at their facility, and provides prioritized requirements for facility improvements to the program facility manager and Program Manager for their approval and submission.

3. Regional/State/County/Field Program Managers coordinate requirements for their areas of responsibilities to ensure that space assignments meet program needs and are conducted in accordance with Federal and USDA real property policy.

4. Program Managers (with the support of their program facility managers) identify construction and renovation requirements to meet program goals and objectives.

5. Program Managers compile requirements from facility managers at each Program facility and prioritize them.

Additionally, a Realty Team conducts periodic utilization surveys to determine if real property assets are not being utilized, underutilized or not put to optimum use.  The surveys match program requirements against available facilities.  Additional requirements or excess facilities are identified.

Specific agency processes may vary somewhat from this general process; however, the fundamental checks and balances are in place in each agency to ensure the best decision is made in supplying the space to the agency mission/program.

As established under the Commodity Credit Corporation Charter Act, as amended through Public Law (P.L.) 107-195, June 16, 2002, the Commodity Credit Corporation may contract for the use, in accordance with the usual customs of trade and commerce, of plants and facilities for the physical handling, storage, processing, servicing, and transportation of the agricultural commodities subject to its control. The Corporation shall not have power to acquire real property or any interest therein except that it may (a) rent or lease office space necessary for the conduct of its business and (b) acquire real property or any interest therein for the purpose of providing storage adequate to carry out effectively and efficiently any of the Corporation's programs, or of securing or discharging obligations owing to the Corporation, or of otherwise protecting the financial interests of the Corporation.  This leasing authority is provided to CCC.  Officials of the FSA, the Foreign Agricultural Service (FAS), the Food and Nutrition Service (FNS), the Natural Resources Conservation Service (NRCS), and the Agricultural Marketing Service (AMS) serve as ex officio officers of the Corporation.

Forecasting models are being developed by FSIS for implementation to better forecast the space requirements of their agency which will allow them to forecast project requirements sufficiently in advance for the project build out costs to be covered by GSA build outs in GSA assignments.  This would result in considerable savings to the agency budget and provide GSA with better programming information for its budgeting and planning processes.  This effort will be reviewed by the other agencies within USDA for possible implementation.

Capital Plan for Major Projects

The funding process and criteria for size and dollar thresholds for capital projects is best exemplified by the Consolidation of Headquarters Offices, P.L. 103-354, Section 214. This legislation is managed as a key initiative in the Strategic Space Planning effort, to meet the housing needs of the USDA in the National Capital Region, to better utilize USDA buildings and space, and to reduce long-term leasing costs. Staubach was the industry expert contracted to work with the Department in this effort – which is fully explained in the Pre-Decisional Business Case for Consolidation Draft, March 10, 2005, Updated June 30, 2005:  “The Business Case Results Potential Consolidation of 8 Leased Sites in NCR, United States Department of Agriculture.”

Best practices in real property management are demonstrated in this project managed by the Office of Operations. The scope of the project included eight leases in seven buildings, expiring between 2007 and 2010. The leases represented a total of 394,055 rentable square feet and housed 1,198 employees and contractors (seats); the agreements also represented $14,131,183 in annual rent. 

Four alternatives were developed for evaluation.  The most cost-effective solution was selected based upon the consolidation of all seven sites into a single facility close to the South Building Headquarters (HQ) complex. The consolidation will broaden the use of space standards applied in the South Building Modernization effort, thereby increasing the utilization efficiency by 25 percent. The lease term established under this solution is at least 15 years, because the savings from a 15-year lease are more than double those of a 10-year lease term.

This project was documented through the most stringent Capital Planning and Investment process, obtaining signoff from all agencies involved in the plan and senior USDA management. It exemplifies the guiding principles of the FRPC, including balancing performance of the assets to the mission requirements, and assessing all costs associated with the evaluation (including the costs of relocating employees, etc.) 

In accordance with the USDA DR 1620-002, USDA agencies will develop and maintain a Master Space Plan/Strategy to ensure space reductions/changes correspond over time with staffing reductions/changes, the 150 square foot UR, and adherence to policy stipulations. 

Repair and Alterations Major Projects

Many smaller projects compete with larger projects and could be backlogged, awaiting the preparation of a description of work for purchase order. Therefore, field-delegated authority can be granted for minor construction projects meeting prescribed criteria.

Once final project rankings are established, a budget is completed and submitted based on available funding.  Remaining projects will be cued up for submittal the following year, or alternative methods of meeting the need, such as leasing, will be explored.

Acquisition of Major Leases

USDA’s policy is to efficiently and effectively manage USDA-occupied space, to achieve the most customer friendly facilities, while ensuring effective and efficient coordination of effort and sharing of resources with non-federal partners. In order to accomplish this, USDA is committed to greater management control and accountability at all levels for real property assets. 

The Federal Crop Insurance Reform and Department of Agriculture Reorganization Act of 1994 (the Act), P.L. 103-354, as amended, provides authority to the Secretary of Agriculture to streamline and reorganize USDA to achieve greater efficiency, effectiveness and economies in the organization and management of the programs and activities carried out by the Department. The Act directs the Secretary (where practicable and to the extent consistent with efficient, effective, and improved service), to combine field offices of agencies within USDA to reduce personnel and duplicative overhead expenses by the joint use of resources and offices. 

Funding available for USDA overhead and administrative costs, including rent and rental payments, must be controlled in order to provide as much money as possible for USDA programs. Furthermore, USDA’s budget, staffing, and organizational adjustments to meet program requirements are made with an eye to maintaining productive and valuable partnerships with non-federal partners. 

When planning a space action, first consideration is given to USDA-owned facilities and leased space under the control of USDA agencies in the area that meet program requirements. Next consideration is given to other federally-controlled space that meets program requirements.  Attachment 7.6, USDA Non-Landholding Agency Leasing Process, depicts the USDA leasing process for Non-Landholding Agencies.

Specific Space Action Policies

It is USDA’s policy to house operations in facilities that fully comply with all applicable rules and regulations pertaining to accessibility for the disabled. USDA policy is implemented whenever entering into a new or expanded GSA assignment, new or superseding USDA lease, space reduction action, or other space action resulting in significant space changes in owned or leased space as follows: 

1. When two or more field office agency locations are in the same community or geographical area, collocation will occur whenever practical. Agencies will take advantage of all space actions to increase participation in collocations. A request for an exception to the collocation policy will be signed by all agencies involved, forwarded through the lead agency’s Administrative Services Division (ASD) Director, who coordinates with affected agencies’ ASD Directors, prior to submitting a request to OPPM for a decision.  The lead agency is the agency that performs portfolio management for the agencies they support with real property functions.

2. Requests for de-collocation, containing a joint recommendation by the State Food and Agriculture Council (SFAC), will also be forwarded to OPPM through the initiating agency's ASD Director for coordination and submission to the National Food and Agriculture Council (NFAC) for approval.  Requests for de-collocation actions that will impact the central rent account will contain a recommendation by the Director of OPPM.  

3. When USDA agencies acquire leased space, careful consideration will be given to the following factors when determining if a termination clause in-whole and, when possible, in-part, can practically be included: market conditions; whether new construction or extensive build-out is anticipated; and the organizational stability of the occupying agencies. These factors will assist the agencies in determining the proper course of action in order to get the best deal for the Government while maximizing the amount of flexibility in lease terms. 

4. USDA agencies planning to exercise USDA's delegated leasing authority to acquire space in major urban centers shall request prior approval from the OPPM Director. Requests must include a copy of GSA's notification to the agency that no federally controlled space is available that will meet the space requirement. See Agriculture Property Management Regulation 104-18.5100 for a listing of major urban centers as defined under USDA's Delegated Leasing Authority. 

5. USDA agencies will comply with the following: 

a) Agencies will avoid space build-out that exceeds the GSA tenant improvement allowance. Exceptions require the approval of the lead agency's ASD Director, who will coordinate with the affected agencies’ ASD Directors. All charges exceeding the GSA tenant improvement allowance must be funded by the requesting agency. In no case will these charges be amortized in rent; 

b) The standard UR for USDA office space will be 150 square feet per person average (see Appendix A, section 6). Exceptions for space outside NCR require the written approval of the lead agency’s ASD Director, who coordinates with the affected agencies’ ASD Directors. Exceptions for space in NCR require the written approval of the OO Director. A copy of the approval is placed in the acquisition file; 

c) USDA agencies will release unused and unneeded space at the earliest opportunity; and 

d) General employee parking will not be paid from the rent appropriation, unless  supplied as part of a lease (i.e., where the lessor offers parking at no cost as part of  the deal, not in response to a requirement in the solicitation for offers that results in a specifically stated charge for parking spaces). 

6. When two or more USDA agencies share a common field office, the agencies will jointly use office space, equipment, personnel, office supplies and other resources associated with that field office, in accordance with the Act.  This checklist will be utilized for developing space requirements for all space acquisitions and a signed copy attesting to compliance with the checklist becomes part of the acquisition file for each site. Additionally, as authorized by law and using a flexible and common-sense approach, sharing of staff and resources with non-federal partners is encouraged when they are collocated with USDA agencies in field offices. 

7. USDA agencies will develop and maintain a Master Space Plan/Strategy to ensure space reductions/changes correspond over time with staffing reductions/changes, the 150 square foot UR, and adherence to policy stipulations outlined in this regulation.  This requirement was in place by January 1, 2003, and a report is due annually beginning March 1, 2003, from the Directors of ASD.  The agencies will, in concert with OPPM, pay particular attention to all GSA space assignments containing 5,000 square feet or more to identify space which is, or will be, excess to their needs due to personnel reductions or to a UR that exceeds the 150 square foot standard. 

8. USDA Service Center locations will be coordinated by the SFAC. Agencies not commonly housed in USDA Service Centers are strongly encouraged to coordinate all space actions through the SFAC to ensure collocation opportunities are maximized and provisions of the Act followed. 

9. All USDA agencies’ space actions that impact the central rent account require notification of OPPM, through their respective ASD Directors, 180 days before the action. USDA agencies relocating from USDA commercially leased space into GSA assignment space will reimburse the central rent account for the amount budgeted for the space being vacated or the cost of the GSA assignment space, whichever is less (see the portion of the annual appropriations act for the Department that discusses the Agriculture Buildings and Facilities and Rental Payments Account). The Office of the Chief Financial Officer (OCFO) is responsible for determining if special circumstances warrant an exception to this policy. The Forest Service (FS) is exempt from this requirement. 

10. USDA agencies planning to acquire a new or increased GSA space assignment of 5,000 square feet or more are required to receive prior approval from OPPM. Requests should include square footage to be acquired, estimated cost, occupancy date, number of people to be housed and any other pertinent information and be processed through their respective ASD Directors. Agencies in NCR planning a new or increased GSA space assignment of 5,000 square feet or more are required to supply the same information to OO. In each case, this information will be forwarded to OPPM prior to notifying GSA. OPPM will approve/disapprove requests within 30 days of receipt. 

Appeals of the OPPM decision may be submitted to the Assistant Secretary of Administration (ASA) for a final determination. The FS is exempt from this requirement for field offices. Also exempt for field offices are agencies that reimburse the central Rent account from user fees. However, an agency that reimburses the account for less than 100 percent of space costs must still receive approval for the portion that will be paid from the central Rent account appropriation. 

11. USDA agencies requiring or occupying space in the NCR will strictly adhere to the objectives of the Strategic Space Plan (SSP). The objectives of the SSP are to consolidate USDA Headquarters into two government-owned locations, to house employees in modern and safe facilities, to enhance USDA operations and to reduce facility costs. 

In accordance with this policy and the SSP, space requirements should be reviewed annually by each agency and excess space relinquished to USDA. In particular, agencies shall reduce space holdings as reductions in personnel and/or special requirements occur. Additionally, all space actions (space acquisition, renewal or release) within NCR must be approved by OO. 

A notification to OO must be in writing and be received a minimum of 150 days prior to releasing GSA assignment space. All space actions in the NCR will adhere to the 150 square foot average UR, along with the other provisions of this policy. Space design should utilize an open space concept, minimizing private offices, and employ modular or systems furniture to accommodate workflow and employee privacy. 

12. The Director of OPPM will establish and maintain for each USDA agency, a baseline for total square footage as well as for space costs paid from the central rent account as of March 31, 2003 (see section 7b). Agencies will (consistent with their Exhibit 54 submissions) reduce square footage in proportion to personnel reductions, when applicable, at the earliest opportunity or whenever a major space action occurs (usually within a 5-year cycle). 

When a sound program or policy rationale exists for maintaining current levels or requesting an increase in their square footage or space cost allowance, the agency will provide OPPM with supporting justification for use in preparing the annual budget request to Congress for the central Rent account appropriation. All requests for increases must adhere to the 150 square foot per person UR. 

13. Realizing the uncertainty and potential legal questions associated with remaining in a leased location upon lease expiration (see, for example, provisions of the Competition in Contracting Act, Public Law 98-369, as amended), USDA agencies will monitor lease expiration dates for their offices in GSA assigned space. Agency budget officers will plan and budget for telecommunications expenses, move costs, and required build out that exceeds the GSA tenant improvement allowance, should relocation become necessary at lease expiration for field offices and space assignments in NCR. 

14. USDA agency budget officers for agencies that receive funding from non-appropriated sources will verify their distribution of space costs as determined by the percentage of funding received from non-appropriated sources (e.g., reimbursable, trusts, working capital fund, etc.). This information is due annually by May 1 to the Director, OPPM. 

Space Management Roles and Responsibilities

1. The ASA is responsible for policy, oversight and coordination for space management in USDA and management of the Departmental central rent account. The ASA makes a final determination on appeals for approval for new or increased GSA space assignments of 5,000 square feet or more. 

2. OPPM’s Director is responsible for providing assistance to the agencies for monitoring the implementation of the space management program for the Office of the Secretary. The Director approves exceptions to the collocation policy, coordinates de-collocation requests and submits them to the NFAC, and makes a recommendation to the NFAC when a de-collocation action will impact the central rent account. 

OPPM maintains a baseline of total square footage and space costs for each USDA agency paid from the central rent account and prepares the Annual Baseline Report. OPPM also approves field office and NCR requests for new or increased GSA space assignments of 5,000 square feet or more. The Director, OPPM, approves requests to exercise USDA's leasing authority in major urban centers and is responsible for receiving agency verification of their percentage of funding received from non-appropriated sources. 

3. The OO Director is responsible for implementing and maintaining the SSP for all USDA agencies in NCR, coordinating all space actions in NCR, and granting exceptions to adherence with the 150 square foot average UR in NCR. The Director, OO, approves space actions for new or expanded leased space in NCR under 5,000 square feet and forwards requests for 5,000 square feet or more to OPPM for approval. 

4. The OCFO is responsible for processing funds transfers to and from the central rent account when agencies move to and from GSA assignment. The OCFO also has responsibility for determining if special circumstances warrant an exception to an agency reimbursing the central rent account when moving from USDA space into GSA assignments. 

5. Each USDA agency is responsible for implementing this policy. Each agency will develop a Master Space Plan/Strategy, which will show planned staffing and space reductions/changes. The agencies will, in concert with OPPM, pay particular attention to all GSA space assignments containing 5,000 square feet or more to identify space which is, or will be, excess to their needs due to personnel reductions or to a UR which exceeds the 150 square foot standard. Agencies will be required to justify to the ASA exceptions to reducing space as staffing numbers are reduced.  Agencies are responsible for funding all charges exceeding the GSA tenant improvement allowance. 

6. Agency budget officers are responsible for budgeting funds that may be needed to pay for telecommunications costs, moving expenses and required build out that exceeds the GSA tenant improvement allowance, for possible relocation at lease expiration for field offices and space assignments in NCR. Additionally, funds required for office closures due to changing program requirements or reorganization decisions should be included in budget projections. Budget officers in agencies that receive a portion of funding from non-appropriated sources are required to verify that percentage to the Director, OPPM.

7. The ASD Directors are responsible for approving all charges exceeding the GSA tenant improvement allowance and exceptions to adhering to the 150 square foot average UR outside NCR. The ASDs will coordinate and submit information to OPPM for processing/approval on the following: 

a) Requests for space actions for field offices planning to acquire a new or increased GSA space assignment of 5,000 square feet or more; 

b) Notification of space actions that impact the central rent account; 

c) Exceptions to collocation; and de-collocation requests. 

The ASDs also will notify OPPM when the agency relocates to or from central rent account space. They are responsible for the annual submission of the Master Space Plan/Strategy to OPPM. These responsibilities cannot be re-delegated without prior approval of OPPM. 

8. The NFAC has responsibility to resolve interagency space issues that cannot be resolved at lower levels. The NFAC approves de-collocation requests processed through OPPM. 

9. The SFAC’s are responsible for providing the leadership for implementation of this policy within their respective States. The SFACs resolve interagency space differences that cannot be resolved at the local level.  De-collocation requests must contain a joint recommendation by the SFAC before submitting them to the initiating agency's ASD Director. 

10. The Local Food and Agriculture Councils (LFACs) are responsible for implementing the policy by providing technical and administrative direction necessary to assure the most efficient and effective operation of collocated offices. 

Reporting Requirements:

Master Space Plan/Strategy. ASD Directors, will submit an annual report outlining: the amount of square footage and number of personnel housed in USDA-owned and -leased space; GSA assignment space; and the URs for each of these space categories. The submission will outline plans for reducing space (when applicable) to bring the agency’s total square footage in line with staffing and the 150 square foot UR. The report also will ask for a list of exceptions requested and granted for exceeding the UR during the past calendar year and exceptions requested and granted for sites to exceed the GSA tenant improvement allowance. 

Annual Baseline Report.  OPPM, in conjunction with the ASD Directors, will calculate the baseline of total square footage and space costs paid for each USDA agency from the central Rent account. 

Verification of Distribution of Space Costs.  Agency budget officers for agencies that receive funding from non-appropriated sources will submit a verification of the percentage of total funding received from non-appropriated sources to the Director of OPPM. This report is due annually on May 1.

Lease Acquisition Requirements

Lease acquisition requirements are based on the program request and established need.

Many land and space leases are obtained from Universities and local governments.  These leases are typically obtained for nominal rent. An evaluation is conducted to determine which offeror represents the best value to the Government.  The primary criteria in this evaluation is price; however, if location is a requirement within a Solicitation For Offer (SFO), then offers within the delineated area as defined within the SFO will be considered. Other considerations might include the proximity to other agency facilities, accessibility of the site, availability of infrastructure, site development costs, environmental assessment, etc.  

An affirmative determination of the lessor’s responsibility is conducted to determine that the lessor: 

· Has adequate financial resources as required during performance of the lease 

· Is able to comply with the delivery of performance schedules, as required 

· Has the necessary organization, experience, accounting and operational controls and technical skills (or ability to obtain them) 

· Has a satisfactory record of integrity and business ethics 

· Has the necessary production, construction, and technical equipment and facilities (or the ability to obtain them) 

· Is otherwise qualified and eligible to receive award under applicable laws and regulations  

A physical inspection of the property is an agency requirement. This inspection may be done by a Location Representative.

Market surveys are used to identify potential lease sources.  For each lease action, market survey forms for space leases and market surveys for land are completed to ensure uniform documentation of the survey results.  Specific information on each property surveyed is recorded.  Any supporting documentation (photos, maps, or floor plans) is attached to the form for future reference.  Agencies’ scoring analysis process is done in accordance with the criteria outlined in OMB Circular No. A-11, Appendix B.  

An overview of the requirements of a market survey is provided below in the section titled “Direct Leasing Procedures.”  

Real Property Leasing Procedures

The acquisition of leasehold interests in real property is unique. Because no two properties are alike, the recommended methods of contracting differ from procedures for supplies and services. 

An overview of the leasing process begins with the determination of an agency’s space requirement. The RPLO and the Commodity Credit Corporation’s CEO will then prepare a Solicitation for Offers.  Locations are identified through advertising and contacts with local real estate companies and other related business concerns. 

During the market survey, the RPLO and, as appropriate, the CCC’s CEO, will survey all buildings and sites within the delineated area that either meet or have the potential to meet the Government’s requirements. The RPLO and, as appropriate, the CCC’s CEO, meets with prospective lessors and issues the SFO package as warranted. The Government’s requirements package will instruct potential lessors where and when to submit offers. The offers are then evaluated by the RPLO and, as appropriate, the CCC’s CEO. Offers will be evaluated on the basis of the lowest annual price per square foot and other award factors, as stated in the SFO. Negotiations will be conducted with all offerors whose space meets, or is capable of meeting, the Government’s minimum requirements. Negotiations are terminated when the RPLO and, as appropriate, the CCC’s CEO, is convinced that the most favorable rental rate to the Government has been obtained.

Under certain circumstances, the Truth in Negotiations Act, (TINA), may cause the RPLO and, as appropriate, the CCC’s CEO, to perform an appraisal. TINA requires offerors to submit cost or pricing data when adequate price competition does not exist for leases having a total contract value greater than $550,000. In such circumstances, the market price exemption from this requirement may be applied based on market survey information or an appraisal. When the cost or pricing data provisions of TINA are triggered and no market information is available, an appraisal should be prepared instead of requiring lessors to submit costs or pricing data.

An award is made to the offeror that is most advantageous to the Government’s requirements as stated in the SFO; price and other factors considered. Prior to occupancy, the RPLO and, as appropriate, the CCC’s CEO or other agency representative will inspect the space to ensure it meets the requirements of the lease contract. A lease commencement date is based on the results of the inspection.

Space Review Requirements

Federal policy on space requirements is established by the Federal Management Regulation (FMR) which sets forth the methodology and criteria to determine the amount of space required to develop the basic build out requirements for new or expansion space. Establishing the need involves identifying and describing the delineated area, the personnel to be housed, and furniture and equipment needs, square footage required per person and in total and technical requirements.  Agency space requirements must be thoroughly reviewed before proceeding with a lease acquisition. The review should include the following:

· Type and Amount of Space.  When planning a space action, DR 1620-002, USDA Space Management Policy, should be used. This policy is to be implemented whenever entering into a new or expanded GSA assignment, new and superseding USDA leases, space reduction actions, or other space actions resulting in significant space changes in owned and leased space.

· All space requirements should be documented. Use of the Standard Form (SF) 81 (Request for Space) and its related documents (SF-81A, Parts 1 and 2) facilitates requirements development. (As established in “Can’t Beat GSA Leasing” October 1996, these forms are no longer mandatory in the formulation of a space need when making requests to GSA. However, their continued use is permissible, and they remain the recommended tool for capturing this information and explaining requirements.) The “Space Requirements Guidelines and Questionnaire,” developed by GSA, is available from their Regional Offices and is a useful document in putting together information on the technical aspects of the space needs.

· Location.  Leasing authority for agencies within the Department is generally restricted to areas outside of major urban centers. There are four exceptions:

· Leases for county level offices of the NRCS, FSA, and/or RD and for FS District Ranger stations

· Leases for which there is an approved specific delegation from the Administrator, GSA

· Leases for special purpose space as described in FMR 102-73.155. Lease terms for cotton-classing laboratories are limited to five years including all options. The same five year lease term applies to office space when it is required to be located in or adjacent to stockyards, produce markets, produce terminals, airports, and other ports

GSA has extended to the Secretary of Agriculture the option of leasing in major metropolitan areas. This authority has not been re-delegated to the agencies within the Department. All requests for leasing in major metropolitan areas must receive the approval of the Director, OPPM. 

Acquisition of Leased Space

1. Federally Controlled.  As described above, agencies must inquire into the availability of suitable Government controlled space. (This is a requirement of FMR 102-73.60.) When Government controlled space is available but is not suitable for the agency's program mission, the agency must have written approval from the GSA Assistant Regional Administrator to decline to use the space. In order to obtain this approval, agencies must demonstrate why the available space is not suitable for the activity to be housed. Agencies should also ascertain collocation opportunities with other agencies when contemplating relocation.

2. Competition in Contracting Act.  Agencies must comply with the requirements of the Competition in Contracting Act (CICA). All new leasehold acquisitions, including succeeding and superseding leases and renewal options, are subject to the requirements of the Act.

a) Full and Open Competition. CICA requires full and open competition. Permitting all responsible sources to compete constitutes full and open competition. A market survey should be conducted to determine possible sources for fulfilling space requirements.

b) Other Than Full and Open Competition. If after review of the agency's space requirements and/or the market survey indicates that full and open competition is not possible, then use other than full and open competition procedures to fulfill the space needs. This process requires preparing a formal justification and requesting the required approval for other than full and open competitive actions.

c) Exceptions for Use of Full and Open Competition. The agency must cite one of the following in the justification for other than full and open competition.

i. only responsible source*

ii. unusual and compelling urgency*

iii. industrial mobilization; experimental, developmental or research work

iv. international agreement

v. authorized or required by statute

vi. national security

vii. public interest

d) Examples of Supportable Justification. Examples of supportable justification under 41 United States Code (U.S.C) 253 (c)(1) or (c)(2), of other than full and open competition for new lease acquisitions are:

i. Location specific due to program mission, e.g., border stations, airports, grain elevators etc

ii. Only one location available supported by market survey and/or advertising

iii. Disaster or emergency

iv. Time critical so that the Government would be injured seriously by delay

A justification generally should include supporting data, market survey and program mission as it relates, to space. It should further include program certification that requirements are accurate and complete, and RPLO certification that information is accurate and complete. A justification for other than full and open competition must be approved in writing at the appropriate level. The total value of the lease contract including any options establishes contract approval thresholds.

Acquisition Plan

All proposed acquisitions in excess of $25,000 (total contract amount) shall have an "acquisition plan." The RPLO shall be responsible for preparing the plan. All plans shall be reviewed and approved at least one level above the individual writing the plan. 

All plans over $100,000 must be in writing.  The Head of the Real Property Leasing Activity (HRPLA) or their designee may authorize oral plans for acquisitions between $25,000 and $100,000. For oral plans, the file must be documented with the name of the individual who approved the plan.  In cases of unusual or compelling urgency, a written plan may be waived if the preparation of the plan prior to award would unreasonably delay the acquisition. 

Oral plans are to be documented, and acquisition plans are to be completed after the award. Acquisition plans for contracts expected to exceed $500,000 and using other than full and open competition must be coordinated with and concurred with by the agency's competition advocate.

The General Services Administration (GSA) established a leasing program that offers Federal agencies the option of continuing to use GSA as their leasing agent for general purpose space or taking on that responsibility within their own agency. 

USDA rent for space that GSA assignments will be based on “Shell” rent plus a service fee comparable to that charged by private sector agents. GSA can provide customized tenant allowances and flexibility in payment alternatives for above standard items.

GSA's leasing specialists will continue to follow all the statutory requirements – the same ones the agency follows if other brokerage services are used.

Direct Leasing Procedures

The market survey described in the section above titled “Lease Acquisition Requirements” is the most critical step in the acquisition process because it helps to identify all possible blocks of space which meet, or are capable of meeting, the Government's minimum requirements. This is the means by which the agency becomes familiar with the marketplace and gathers data for negotiation strategy as well as the development of the  SFOs.

The agency determines which proposed properties meet the requirements and which might be made acceptable. The information gathered must document thoroughly the availability of space, quality of space, services offered, and rental rates. A poor market survey puts the agency at a disadvantage and can multiply the difficulties in the leasing process. 

The steps required in conducting a market survey in a direct leasing scenario are as follows: 

· Identify Potential Locations.  The first step is to identify as many potential locations as possible. This is done by using the following means:

· Advertising in a local newspaper

· Consultations (by telephone or in person) with real estate agents, owners, real estate service contractors, and others, as appropriate

· Driving or walking the delineated area, noting signs, vacant buildings or lots, construction sites, etc 

· Inspecting any buildings the agency may identify to assure that they contain adequate facilities for the needs

· Contacting local officials

· Employing multiple listing services or other database services which provide current information on commercial space

In the past, market surveys required an on-site inspection of available properties. This is no longer required at the market survey stage because of the detailed information that is available from many sources. However, after initial offers, but before evaluation of best and final offers, all properties in consideration are inspected if the Government has not previously inspected them.

When conducting a market survey, the RPLO does not conduct any negotiations during this process. The agency points out defects with the properties or allows the potential offeror to state the asking price, but does not go any further with negotiations. Each potential offeror is advised that the market survey does not constitute the issuance of an SFO, and is told that an SFO asking for a written offer will be sent if the space meets the minimum requirements.

· Advertising.  The RPLO obtains information on the availability and cost of space in a given market through the use of circulars or newspaper advertisements. Market surveys may employ two types of advertisements. One is a “Sources Sought” advertisement where the Government is seeking expressions of interest from potential offerors. The second is a notice that an SFO is available and the Government is soliciting offers for space to meet its needs.

Advertising in local newspapers or an on-line information system is required for:

· Leases over 10,000 square feet

· Lease construction projects on pre-selected sites. A 15-day notice in the Commerce Business Daily prior to issuing the SFO is required.

The square footage in the advertisement is stated in rentable square feet and is based upon the agency’s usable square footage requirement. The RPLO has the understanding of the market. The RPLO prepares the newspaper advertisement reflecting the “appropriate “rentable” square feet. In addition, the advertisement states that the rentable square footage must “yield __xxx__ to__xxx__ American National Standards Institute/Building Owners and Managers Association (ANSI/BOMA) usable square feet (minimum-maximum range), available for use by tenant for personnel, furnishings and equipment.” 

The RPLO includes the minimum-maximum lease usable square footage necessary to satisfy the agency. The advertisement must also contain the delineated area, date occupancy is required, and any special or unusual requirements.  If the required space is more than 10,000 square feet, copies of the advertisement are sent to the Advisory Council on Historic Preservation and the State Historic Preservation Officer on the day the ad is placed.

The Historic Preservation Office should respond prior to the agency performance of the market survey. However, if this does not occur, the agency is still required to identify any historic building capable of meeting the needs during the market survey.  If the space does not exceed 10,000 square feet, advertising is discretionary with the RPLO, based on whether it would increase competition.

· Survey of Existing Agency Occupied Space.  When applicable, a walk-through of existing agency occupied space is conducted to:

· Understand their operations

· Look for special alterations that may be needed

· Check the layout

· Ask about any problems to be avoided in replacement space

· When inspecting buildings with owners or agents, the agency RPLO or designee takes:

· Camera to photograph buildings

· Tape measure to get approximate measurements

· Local street map to identify subject property within delineated area

· General agency/SFO requirements and GSA Forms 3516, 3517 and 3518. 

Additionally, the RPLO or designee takes Building Accessibility Description data and Fire and Life Safety Specifications. It is important to determine whether the buildings can meet fire and life safety as well as accessibility requirements.

· Historic Preference.  Advance notice to the Advisory Council on Historic Preservation is not required for leases under 10,000 square feet. Preference should be given to historic buildings capable of meeting the Government’s requirements and the cost to lease the building is no more than 10 percent higher than the lowest acceptable offer.

· Recording the Findings.  The purpose of recording the findings on the market survey is to document the lease case file of the available space surveyed, its cost, ability to meet the SFO requirements, etc. The GSA Form 3627, Market Survey Form, may be used to document the lease file. This documentation can also be used as supportive justification for "other than full and open competition." 

· Acquisitions by other than full and open competition require approval by higher officials that may be required by the RPLO before negotiations commence.  Any exclusion of a building from competition, in an acquisition involving other than full and open competition, must be documented thoroughly by setting forth the reasons, such as building conditions, location, accessibility of facilities, fire and life safety deficiencies, etc.

· Analysis of Findings.  The SFO should allow for full competition in the marketplace. If the analysis of the market data, after completing the market survey, suggests that the standardized SFO will require modifications, these changes should be made to the SFO before proceeding with the acquisition.

Acquisition Performance Measures and Continuous Monitoring

Non-Landholding Agencies conduct condition assessments of the managed properties based upon the management status of the asset, for example, buildings with the delegated management responsibilities have USDA managed services and operations responsibilities with separate funding requirements; whereas, full service leases have all services provided under the provision of the lease.

Agencies analyze the degree of utilization of the facility and report this utilization in annual Master Planning Reports.  Each Agency also will evaluate the physical condition, document deficiencies, and evaluate the facility for code and environmental compliance.

Performance measures are tracked and used for multiple purposes including the agency’s Strategic Assessment, Strategy and Action Plans, Program Assessment and Rating Tool submittals, its Performance Accountability Report, its Congressional Justification submittal, and individual asset decisions.  

Agencies use key measures in conjunction with agency goals in quarterly General Performance Reviews (GPRs), where senior managers monitor performance and progress toward meeting key initiatives associated with the President’s Management Agenda.  These sessions provide an opportunity to shape direction, to allow for mid-course corrections for both programs and projects, to influence asset strategies and to inform investment decisions.

Continuous monitoring takes place each month with the rent reconciliation process.  Identification and reconciliation of space and billing is accomplished each month.  Annually, a Master Space Report is completed by each agency and submitted to OPPM.

Federal Real Property Council Acquisition Measures

Upon finalization of the FRPC Performance Measures for acquisition, USDA (through its Real Property Council and Real Property Working Group) will investigate how best to implement the necessary processes to support the measures and produce meaningful results.  

A working subgroup with a membership representing the USDA landholding agencies has been established to address performance measures guidance from the FRPC.  This working group, through its diverse representation, reaches a consensus regarding how USDA can best utilize existing data sources – and what, if any, additional data is needed to calculate and report on the performance measures to OMB.  

Several NLH agencies’ managers actively participate on both the Real Property Working Group and on the performance measures working subgroup, and will implement the processes that these groups develop to support the FRPC acquisition measures.

Agency Specific Measures

The agencies measure the effectiveness and cost competitiveness of project delivery for leasing projects through a series of measures that track project schedule, scope, and budget.  These measures include:

Leasing Acquisition Measure

Non-Landholding Agencies use various strategies to keep leasing costs at or below market levels, including comparing lease offers to industry benchmarks, using market surveys to comparison shop for best prices. They also use published market sources, such as the Society of Industrial and Office Realtors (SIOR), CoSTAR and Torto Wheaton, to gain a better understanding of area markets and to ensure leasing costs are in line with the private sector market. 

Benchmarking in a live market is not an exact science.  Some inherent limitations of this benchmarking process are:

· BOMA and SIOR data will always be at least a year old

· BOMA and SIOR data pertain to generic office space

· Only the major metropolitan areas are covered, and many of the areas covered by the mission requirements of the USDA NLH agencies are suburban or rural areas

As a baseline, the agencies follow the GSA methodology for determining best value for leasing.  

Customer Satisfaction Surveys/Measures

The OO conducts facility satisfaction and assessments surveys with tenants in their spaces.  They utilize the Space Evaluation Survey Summary Report for delivering the results of the Post Occupancy Space Evaluation Surveys.  The report provides a summary of the findings and the identification of the responsible parties who will be handling the outstanding items.  Attachment 7.7, Post Occupancy Space Evaluation Survey, provides an example of a Post Occupancy Space Evaluation Survey.

Acquisition Initiatives

Acquisition initiatives underway by the USDA NLH agencies, as described earlier in this section, are listed below.

· The Strategic Space Plan initiative for the National Capital Region

· Modernization of the South Building

· The RD relocation in St. Louis

· Development of the FSIS Space forecasting model

· Development of the FSIS Space requirements survey
Operations of Real Property

The management phase of USDA Non-Landholding Agency real property assets involves making decisions regarding reinvestment of funds back into the asset, as well as monitoring administration of leases and serviced agency needs.  Critical information is needed on all assets and the ability of the assets to meet the mission requirements of the agency to support operational decision-making.

The table below demonstrates the Departmental approval required for all space requests greater than or equal to 5,000 square feet for GSA Assignments paid for by the Central Rent account.

	AGENCY
	LOCATION OF OFFICE
	SPACE ACTION REQUEST

ORIGINATORS
	APPROVAL REQUIRED
	>=5,000 SF
	COMMENTS

	All USDA Agencies
	NCR
	Agency Location as defined by DR 1620-002
	OO/OPPM approval, if not Agency Commercial Lease
	OPPM
	Departmental oversight of the Central Rent Account

	CSREES
	NCR
	State/National Partners
	OPPM approval, if not Agency Commercial Lease 
	OPPM
	Serviced by ARS

	ERS
	NCR
	State/National Partners
	OPPM approval, if not Agency Commercial Lease
	OPPM
	Serviced by ARS

	FSA
	Field
	Agency Location as defined by DR 1620-002
	County Executive Director/State Executive Director
	OPPM
	Free county space with a maintenance fee

	FNCS
	Field offices
	Field offices
	OPPM approval, if not Agency Commercial Lease
	OPPM
	Combination of FNS & CNPP

	FSIS
	Local office
	Agency Location as defined by DR 1620-002
	OPPM approval, if not Agency Commercial Lease
	OPPM
	Some cases of shared space

	NASS
	Field offices
	States
	OPPM approval, if not Agency Commercial Lease
	OPPM
	Serviced by ARS

	RD
	State/local offices
	Agency Location as defined by DR 1620-002
	OPPM approval, if not Agency Commercial Lease
	N/A


	Free local space with phone costs


Figure 4:  Real Property Decision Matrix

Inventory and Describe Assets

Physical Inventory

USDA policy indicates that real property physical inventories for leased space shall be conducted on a five-year cycle.  The NLH agencies ensure that each facility, as appropriate, is inventoried during the cycle period.  

Real property inventories are taken to physically identify all real property owned or managed by the agencies and to ensure that all real property location, description, condition, and any additions or enhancements added since the last physical inventory are properly annotated. Completion of a physical inventory and reconciliation using metrics and quality assurance gives credibility to reports submitted. This is backed up by physical inventory data and certification of persons accountable for the property. Additionally, inventorying real property assets helps to determine the suitability and condition of those assets. The inventory may reveal assets in need of repair and identify those that are candidates for expansion or disposition.

CPAIS serves as the USDA subsidiary ledger for owned real property and the primary inventory reporting and portfolio management tool for all real property. CPAIS will maintain data elements necessary to track and manage owned real property, leased property, GSA assignments, and inter-agency agreements. 

The CPAIS inventory system includes key fields on the number, size, location, use, type, occupants, and age of assets. It tracks all space and assignments in an agency’s real property assets.  The CPAIS automated database is tied into core systems (including the accounting system) that track payments to private sector landlords for leased locations and serve as the billing system for generating rent bills to tenant agencies at the building or lease level.  

CPAIS does not currently contain all of the key data fields outlined by the Federal Real Property Council’s Inventory Working Group based upon the Comparative Analysis performed in December 2004.  All necessary systems changes have been identified and are in the process of being incorporated.  The Agencies are working with the USDA Real Property Council to ensure its data fields and naming conventions are in alignment with the common government-wide terminology under development.

CPAIS records the acquisition, depreciation, and disposal of a real property asset, while the corporate financial system and the procurement subsidiary systems (the Integrated Acquisition System and the Purchase Order System) generate the financial transactions associated with the acquisition and use of real property. CPAIS also tracks specific data elements necessary to meet external mandatory reporting requirements and ad hoc query requirements. 

Reconciliation

Rent reconciliation for all GSA assignments is performed each month following receipt of rent bills. The agencies recognize that good fiscal responsibility and management requires a constant review of rent billing not only by commercial lessors, but also from GSA.  In response to this requirement, all Non-Landholding Agencies with individual Client Billing Records for GSA Assignments, as well as direct leasing agreements, have developed a rent reconciliation process that is executed on a regular basis.  This reconciliation takes place monthly following the posting of the rent bills on the GSA web site.  The process employed is the same for all agencies; with only the timing varied.

With the posting of the GSA Assignment bill to the Rent on the website, the agency downloads the billing information or uses the rent bill in an Excel spreadsheet, checks the current month’s bill against the prior month’s bill for any variation, and verifies the amounts on the bill are consistent with the agreed-upon rates of the GSA Occupancy Agreement or the leasing source documents.  Any discrepancies are resolved with GSA or the lessor. Following the mutually agreed-upon resolution, the bill is approved and paid.  If needed, GSA or the lessor makes adjustment to the respective billing systems for correct future billing.

This process is currently done manually, using Excel spreadsheets.  Based upon feedback for the use of CPAIS, this process may be able to be done through CPAIS, saving a great deal of time and resulting in accurate and timely data updates to CPAIS.  Further investigation of the use of CPAIS for this process will be conducted for possible use by all USDA agencies performing rent reconciliation.  

Inventory Verification

The real property "Accountable Property Officer" certifies that the physical inventory is complete and accurate.  Accountants of the Financial Management Division are responsible for the financial records in CPAIS and FFIS.

In CPAIS each asset that meets the capitalization rate is assigned a unique asset identifier (UAI).  Following the requirements of the FRPC, each real property asset will have an assigned unique asset identifier. Each site has an assigned 18-digit alphanumeric installation number (representing Agency Code, Project Group, Org Code and Asset ID) for identification by both the Agencies and GSA. 

Within the installation, each asset (building, land, structure, or other feature) has a unique building or other structure identification number.  Once an acquisition is identified through procurement, donation or construction, the organization establishes a skeleton record to be completed upon receipt. The UAI consists of the following aspects: 

· The Organization Code: A code identifying the organization that owns the real property asset.

· The Asset ID and Project Group: An ID that allows the identification of costs to the asset. The Project Group is a category aligned with the purpose of the asset.

· Asset Location.

· The Capital Project Number (CPN): A unique number assigned to each capitalized base unit asset.   

· Depending on useful life (two or more years) and cost ($25,000 or more) determination is made as to whether it is a capital or expensed asset. 

Real property records shall, at a minimum, contain the CPAIS mandatory data to ensure adequate reporting.  These items are provided in relation to the instructions on preparing the real property inventory: 

· Description and location of the property, including state, county and city 

· Name of the person accountable for the property  

· Dates of acquisition and/or disposition

· Posting references (purchase orders, transfer documents, contracts, location of title papers, etc.) 

· Land, how acquired (public domain, purchase, donation, etc.) 

· Annual depreciation rate or amount, when applicable

· Unit cost or value

· Owned Property Installation and Installation Site Form.  This form captures key information about the installation and installation sites. 

Historic Preservation Requirements

In compliance with the National Historic Preservation Act of 1966, as amended and Executive Orders 11593, 13006, and 13287, the agencies follow the Departmental guidelines on the requirements and processes for historic properties. The AGPMR describes how historic properties are evaluated for potential use by the agency to support the missions of the agencies.  

Asset Documentation

All ownership/leasing asset documentation resides at the agency level. Specific building information resides at the building level. For the National Capital Region, complete documentation on all space in this region is managed and maintained by the Office of Operations, including the building operations and maintenance information for the delegated space.

A standard of the types of documentation maintained on the inventory based upon acquisition type, i.e., GSA assignments, USDA leasing, etc. include a complete lease file to complete rent payment reconciliation, to monitor expiration or termination dates, to manage any maintenance or operations activities, and to monitor and adjust to escalation charges, etc.  All documentation including CAD drawings, responsibility documentation and other documentation needed for the best property management practices is collected and maintained by the agency.

The ASD Director is responsible for submitting an annual report outlining the square footage and number of personnel housed in: USDA-owned and commercially leased space; GSA assignments; and the URs for each category.  The report will also outline plans for space reduction, when applicable, to meet the 150 square foot UR.  In addition, exceptions to GSA Tenant Improvement allowances requested and granted are submitted. The ASD Director receives a reporting format from OPPM that began in January 2003 and is reported by March 1 each year.

Property management reports support the communication of property management needs.  This includes required reports and reports desired internally to promote communication and mission performance.  It is important to assess and maintain control over reports that provide information from one stakeholder to another to ensure accurate data is forwarded. Reports may be provided directly from the real property system created manually, or be a combination of the two sources.

Facility Master Planning Reports

Annually, each agency produces a Master Space Plan in compliance with the DR 1620-002. The Agency uses the CPAIS inventory system for capturing the inventory data for the agencies.  This report is used in conjunction with the forecasting of the GSA RentEst to provide guidelines and opportunities for looking over the entire USDA portfolio to identify any overlaps of demand or supply. This system will allow asset teams to store information on each asset or group of assets.  It will ultimately link to key information systems and include sections that cover the building profile, performance measure information, financial information from the financial system, a discussion section for financial matters, customer issues, operational issues, a strategic plan for the asset, an action plan to implement the strategic plan, a housing plan, and an investment plan for capital expenditures downloaded from the financial system.  

Periodic Evaluation of Assets

Agencies assess the value of their assets based upon how the asset was acquired.  Leases are evaluated against the market based upon a market survey of the area for comparable space type, amenities, etc. for the space being leased. For delegated buildings, the assets are evaluated on a periodic basis for major building systems and daily by the occupants who call with issues or problems.  Based upon the O&M contract for the buildings, assessments are made of the building while repairs/corrections are being made. As a fiduciary agent, the agency will perform cyclical evaluations of its real property assets.  

Agencies track the value of their assets in several ways, based upon the acquisition method.  Leases are tracked as above.  
Condition Assessments

For the delegated facilities in the NCR managed by OO, condition assessments are conducted for facilities and are used for near and long-term maintenance planning.  The maintenance and operations for these facilities are handled by performance based contracts.  These contracts result in monthly reports on the status of all funding being utilized for the operations and maintenance of the facilities.  

Annual updates verify backlog reductions, add any new deficiencies and identify substantive changes to facility conditions since the last update. In addition, they identify the need for immediate repairs and cases where preventive maintenance has not been accomplished on a scheduled basis.  

Based on the annual assessment, maintenance cost data is updated and replacement and repair costs are revised for budget purposes. Regular maintenance requirements are evaluated, planned, budgeted and executed using condition assessments.  
Local Facility Assessments

Typically, local facility assessments are conducted by the leasing organization, i.e., GSA is responsible for the GSA assignments.  Interior condition assessments for updating interior finishes are conducted at the end of a GSA Occupancy Agreement or lease and the information is used to negotiate either an extension or new lease for the property and to look elsewhere for space.

Through the use of assessment tools used by OO, there is a long term strategy during the modernization of the South building to maintain the areas that have completed modernization or are awaiting incorporation into the effort developed by the contract operations team.  

Operations and Maintenance Plan

The USDA Non-Landholding Agencies operate a broad range of facilities throughout the United States in support of their missions. As public space managers, the agencies are responsible for maintaining these facilities in a good state of repair and complying with National, State, and Local Building Codes, the Life Safety Code, the National Fire Code, Occupational Safety and Health Administration (OSHA) regulations, and Environmental Protection Agency (EPA) regulations. 

Plan for Basic Repair and Alterations Needs

A facility manager is designated at each site.  Facility managers are the personnel responsible for the maintenance management program at the facilities where program missions are accomplished.  The actual performance of repairs is the based upon the terms of the agreement for occupancy.  The facility manager responsibilities are as follows:

· Ensuring routine maintenance and repair is conducted by surveying facilities and noting requirements

· Requesting and overseeing repairs when breakage occurs  

· Monitoring changing requirements for agency missions  

· Ensuring that facility data for real property is updated at least annually and is accurate in accordance with these procedures, the agency, USDA and other Federal guidance  

· Identifying facility maintenance needs and prioritizing them in a consistent manner  

· Completing reports of maintenance accomplished in accordance with the guidance in this procedure

Funds for projects that are the responsibility of USDA, (i.e., the delegated space managed by OO are allocated based upon the size, age, type, and performance of their portfolio for the work items on their plan.  

Operations Performance Measures and Continuous Monitoring

The Agency actively participates and contributes to determine the guidelines for meeting the requirements for reporting performance measures through the USDA Real Property Council, the USDA Real Property Working Group and the appropriate sub-groups to accomplish their goals.

Federal Real Property Council Measures

The table below describes that FRPC’s operations performance measures and the agencies’ current status in their implementation of those performance measures.

	FRPC MEASURE
	AGENCIES’ CURRENT STATUS

	Condition Index 
	The NLH agencies have not in the past calculated the CI on the designated assets suitable for CI, however, they are prepared to implement the CI performance measure as necessary for the assets for which they are responsible based upon the FRPC guidance and the Departmental guidelines.

	Utilization Index
	Each of the agencies has calculated utilization based upon the standard square footage for office space; however, they will be adjusting their measurements based upon the FRPC guidance and the Departmental guidelines.

	Annual operating costs
	The NLH agencies have not in the past calculated the annual operating costs on the designated assets suitable for this measure, however, they are prepared to implement this performance measure as necessary for the assets for which they are responsible based upon the FRPC guidance and the Departmental guidelines.

	Mission Dependency
	The agencies have not in the past had a consistent approach to determining mission dependency.  However, they are prepared to implement the measure in compliance with the FRPC guidance and the Departmental guidelines.


Figure 5:  FRPC Performance Measures and Agencies’ Status

Agency Specific Measures

Across the board, USDA Non-Landholding Agencies measure and report on the utilization of occupied space based upon the space standard of 150 square feet per person.  Also, the agencies verify the market rates for space in the areas requested and for the space acquisition method (i.e., GSA Assignments or direct leasing or sharing space based upon the reimbursed rates quoted by the lead agency). These measures include:  

· Utilization

The utilization measure serves many purposes, including the determination of best alternatives for space consolidations (Strategic Space Planning initiative), and for determining new space requirements for supply and demand forecasting based upon headcount projections.   

· Financial Performance

Financial information is gathered by the managing agency for each assignment or commercial lease it manages; information is based upon the leasing rates (and services included in the leasing rates) at the time of expiration of the GSA Occupancy Agreement or commercial lease.  This information is used to complete a financial analysis of the alternatives for the acquisition of space to meet the mission requirements.  The final decision among alternatives is made based upon the financial analysis and the ability of the space to meet the mission requirements.

Operations Initiatives

In its role as Property Manager for the National Capital Region, OO has developed and implemented performance-based contracting for all operations and maintenance activities in the management of all delegated space supplied by GSA.  Other space is covered by fully serviced leases through GSA Assignments.  

In addition, costs associated with the fully serviced leases are reviewed in accordance with the services provided and the condition of space. This information is used during subsequent negotiations with the managing organization.

A key initiative underway is the FSIS Laboratory Facilities’ management of the environmental factors surrounding their facilities management.  Below, is an explanation of the way FSIS manages this responsibility.

Example of Environmental Responsibility:  FSIS Laboratory Facilities

FSIS has three multidisciplinary laboratory facilities, located in Athens, Georgia; St. Louis, Missouri; and Alameda, California, which provide analytical support in chemistry, microbiology, and pathology to FSIS inspection activities.  The laboratories analyze meat, poultry and egg product samples to determine the presence of food additives, economic fraud, environmental and drug contaminants, microbial contamination and nutritional value. 

The Eastern Laboratory (EL) is a tenant of ARS at the Russell Research Center (RRC) in Athens, GA.  Located on the second, sixth, and seventh floors and the basement and sub-basement of the RRC, the EL occupies approximately 55,000 square feet of space and maintains a staff of 90 microbiologists, chemists, pathologists, technicians, and other support personnel.  The Midwestern Laboratory (MWL) is a tenant of GSA at the St. Louis Federal Center in St. Louis, MO.  Located in Building 105-D, the MWL occupies approximately 64,000 square feet of space and maintains a staff of 60.  The Western Laboratory (WL) is a tenant of GSA at the GSA Federal Center in Alameda, CA.   Located primarily in Buildings 1, 2A, 2D, and 4, the WL occupies approximately 35,000 square feet of space and maintains a staff of 45 microbiologists, chemists, technicians, and other support personnel. 

All three facilities use and store hazardous materials and are small quantity generators of hazardous waste.  No extremely hazardous substances are present above threshold planning quantities.  Each laboratory is staffed with one or more employees collaterally responsible for facility-wide environmental, health and safety (EHS) compliance activities. FSIS has developed a Laboratory Environmental, Health and Safety Handbook that provides guidance to laboratory managers and employees on proper standard operating procedures for the safe performance of their duties. 

Each facility has an Emergency Response and Contingency Plan developed to comply with Federal and state environmental regulations.  The plans contain standard operating procedures for hazardous materials container management and for response to incidents such as fires, explosions, and releases or spills of hazardous materials.  These plans have been reviewed with GSA, ARS and local emergency response authorities.  

All chemical storage within the laboratory rooms is in flammable liquid storage cabinets, acid cabinets, or satellite accumulation areas with secondary containment.  All drum hazardous waste storage is in separate, properly designed storage buildings. All buildings have communication and alarm systems, fire extinguishers, spill control equipment, and emergency eyewash and shower facilities.  Employee and occupant protection is further provided through the use of laboratory hoods and local ventilation systems.  

Employees receive annual training on the safe use, storage, handling and disposal of hazardous materials and hazardous wastes.  All three facilities are secured with restricted access to the property, individual laboratory rooms and the hazardous waste storage buildings.

Disposal of Unneeded Real Property

This section describes the approach that USDA Non-Landholding Agencies take when disposing of unneeded real property assets
.

Tools to Support Decision Making

Upon notice of expiration of the GSA Occupancy Agreement or USDA lease, all Non-Landholding Agencies review the following factors in determining whether or not to extend the agreement/lease, renegotiate the terms of the agreement, or look for alternative space: 

· Current and long range customer mission needs

· Community considerations and local planning objectives

· Stewardship issues such as historic preservation, and national policy (e.g., Executive Orders 12072 and 13006)

· Available alternative housing solutions 

· Costs associated with retaining and operating specific buildings (using performance and building inventory data) versus relocating clients, acquiring new space, and disposing of the assets

Several agencies including ARS, OO and others, have developed standard practices in developing and reviewing the alternatives through the evaluation of financial factors determined from the cost of re-location of employees (such as in the case of the George Washington Carver Center consolidation), to the reduction of the overall utilization factors resulting from the consolidation of seven leases into a single facility (such as in the Strategic Space Planning Project-NCR).

Disposal Process

Real property identified as not meeting the mission requirements of the occupying agency must be disposed of in the most economical manner consistent with the best interests of the USDA and the Government.  

Program Managers, supported by their Program Facility Manager and Facility Managers, have a fiduciary responsibility to ensure that the real property assets used by their programs are adequate (but not excessive) for their needs.  Each facility manager must constantly review changing program requirements, budgets and facility conditions to ensure that underutilized or non-mission appropriate space is identified, analyzed and either internally reassigned or subject to disposal.

Disposal Performance Measures and Continuous Monitoring

The majority of the activities related to disposal are more related to downsizing or re-sizing to adjust to the requirements of the agencies to successfully address their missions.  Consolidation of leases, conversion of direct USDA leases to GSA assignments, as appropriate, and collocation activities all serve the purposes of better utilization of space and of downsizing or better pricing for the space and facilities requirements.

Federal Real Property Council Disposal Measures

As the FRPC and OMB further define the most appropriate version of the Disposal Index, the agencies will ensure consistency with the FRPC’s Department’s standards.

Agency Specific Measures

The specific measures are tied to the space fitting the requirements of the missions for the agencies.  This determination is made by the program office, the facility manager, and the agency real property office.

Disposal Initiatives

Agency initiatives and milestones relating to the disposal phase include:

· Consolidation of leases in the National Capital Region

· Conversion of USDA leases to GSA Assignments

· Examination of current space requirements against mission requirements
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Attachments

BBP Milestones Summary

This Attachment is to be developed in conjunction with the USDA Departmental AMP.

USDA Non-Landholding Agencies’ Missions

	Mission Area/Agency
	Acronym
	Description

	Agricultural Marketing Service
	AMS
	AMS facilitates the strategic marketing of agricultural products in domestic and international markets while ensuring fair trading practices and promoting a competitive and efficient marketplace. AMS constantly works to develop new marketing services to increase customer satisfaction. 

	Center for Nutrition Policy and Promotion
	CNPP
	CNPP works to improve the health and well-being of Americans by developing and promoting dietary guidance that links scientific research to the nutrition needs of consumers. 

	Cooperative State Research, Education and Extension Service
	CREES
	In partnership with land-grant universities, and other public and private organizations, CREES provides the focus to advance a global system of extramural research, extension, and higher education in the food and agricultural sciences. 

	Economic Research Service
	ERS
	ERS is USDA's principal social science research agency. Each year, ERS communicates research results and socioeconomic indicators via briefings, analyses for policymakers and their staffs, market analysis updates, and major reports. 

	Farm & Foreign Agricultural Services
	FFAS
	Farm and Foreign Agricultural Services helps to keep America's farmers and ranchers in business as they face the uncertainties of weather and markets. They deliver commodity, credit, conservation, disaster, and emergency assistance programs that help improve the stability and strength of the agricultural economy. 

	Farm Service Agency
	FSA
	FSA aids farmers and ranchers as it works to stabilize income through its efforts to conserve resources, provide credit and relieve operations from the effects of disaster. 

	Food and Nutrition Service
	FNS
	FNS increases food security and reduces hunger in partnership with cooperating organizations by providing children and low-income people access to food, a healthy diet, and nutrition education in a manner that supports American agriculture and inspires public confidence. 

	Food Safety
	FS
	Food Safety ensures that the Nation's commercial supply of meat, poultry, and egg products is safe, wholesome, and properly labeled, and packaged. This mission area also plays a key role in the President's Council on Food Safety and has been instrumental in coordinating a national food safety strategic plan among various partner agencies including the Department of Health and Human Services and the Environmental Protection Agency. 

	Food Safety and Inspection Service
	FSIS
	FSIS enhances public health and well-being by protecting the public from food borne illness and ensuring that the nation's meat, poultry and egg products are safe, wholesome, and correctly packaged. 

	Foreign Agricultural Service
	FAS
	FAS works to improve foreign market access for U.S. products. This USDA agency operates programs designed to build new markets and improve the competitive position of U.S. agriculture in the global marketplace. 

	Grain Inspection, Packers and Stockyards Administration
	GIPSA
	GIPSA facilitates the marketing of livestock, poultry, meat, cereals, oilseeds, and related agricultural products. It also promotes fair and competitive trading practices for the overall benefit of consumers and American agriculture. GIPSA ensures open and competitive markets for livestock, poultry, and meat by investigating and monitoring industry trade practices. 

	Marketing and Regulatory Programs
	MRP
	Marketing and Regulatory Programs facilitates domestic and international marketing of U.S. agricultural products and ensures the health and care of animals and plants. MRP agencies are active participants in setting national and international standards. 

	National Agricultural Library
	NAL
	NAL ensures and enhances access to agricultural information for a better quality of life. 

	National Agricultural Statistics Service
	NASS
	NASS serves the basic agricultural and rural data needs of the country by providing objective, important and accurate statistical information and services to farmers, ranchers, agribusinesses and public officials. This data is vital to monitoring the ever-changing agricultural sector and carrying out farm policy. 

	Natural Resources and Environment
	NRE
	Natural Resources and Environment ensures the health of the land through sustainable management. Its agencies work to prevent damage to natural resources and the environment, restore the resource base, and promote good land management. 

	Research, Education and Economics
	REE
	Research, Education and Economics is dedicated to the creation of a safe, sustainable, competitive U.S. food and fiber system, as well as strong communities, families, and youth through integrated research, analysis, and education. 

	Risk Management Agency
	RMA
	RMA helps to ensure that farmers have the financial tools necessary to manage their agricultural risks. RMA provides coverage through the Federal Crop Insurance Corporation, which promotes national welfare by improving the economic stability of agriculture. 

	Rural Development
	RD
	Rural Development is committed to helping improve the economy and quality of life in all of rural America by providing financial programs to support essential public facilities and services as water and sewer systems, housing, health clinics, emergency service facilities and electric and telephone service. Rural Development promotes economic development by providing loans to businesses through banks and community-managed lending pools, while also assisting communities to participate in community empowerment programs. 


	USDA Offices

	Civil Rights
	CR
	CR ensures compliance with applicable laws, regulations and policies for USDA customers and employees regardless of race, color, national origin, gender, religion, age, disability, sexual orientation, marital or family status, political beliefs, parental status, protected genetic information, or because all or part of an individual's income is derived from any public assistance program. 

	Departmental Administration
	DA
	Departmental Administration is USDA's central administrative management organization. Departmental Administration provides support to policy officials of the Department, and overall direction and coordination for the administrative programs and services of USDA. In addition, Departmental Administration manages the Headquarters Complex and provides direct customer service to Washington, D.C. employees. 

	National Appeals Division
	NAD
	NAD conducts impartial administrative appeal hearings of adverse program decisions made by USDA and reviews of determinations issued by NAD hearing officers when requested by a party to the appeal. 

	Office of Budget and Program Analysis
	OBPA
	OBPA provides centralized coordination and direction for the Department's budget, legislative and regulatory functions. It also provides analysis and evaluation to support the implementation of critical policies. OBPA administers the Department's budgetary functions and develops and presents budget-related matters to Congress, the news media, and the public. 

	Office of Chief Economist
	OCE
	OCE advises the Secretary on the economic situation in agricultural markets and the economic implications of policies and programs affecting American agriculture and rural communities. OCE serves as the focal point for economic intelligence and analysis related to agricultural markets and for risk assessment and cost-benefit analysis related to Departmental Regulations affecting food and agriculture. 

	Office of Chief Financial Officer
	OCFO
	OCFO shapes an environment for USDA officials eliciting the high-quality financial performance needed to make and implement effective policy, management, stewardship, and program decisions. 

	Office of Communications
	OC
	OC is USDA's central source of public information. The office provides centralized information services using the latest, most effective and efficient technology and standards for communication. It also provides the leadership, coordination, expertise, and counsel needed to develop the strategies, products, and services that are used to describe USDA initiatives, programs, and functions to the public. 

	Office of Congressional Relations
	OCR
	OCR serves as the USDA's liaison with Congress. OCR works closely with members and staffs of various House and Senate Committees to communicate the USDA's legislative agenda and budget proposals. 

	Office of Executive Secretariat 
	OES
	OES ensures that all Department officials are included in the correspondence drafting and policy-making process through a managed clearance and control system. Keeping policy officials informed of executive documents enhances the Secretary's ability to review sound and thought out policy recommendations before making final decisions. 

	Office of Inspector General
	OIG
	OIG investigates allegations of crime against the Department's program, and promotes the economy and efficiency of its operations. 

	Office of Operations
	OO
	The Office of Operations provides facilities management services for the agencies and staff offices occupying USDA's Headquarters Complex, the George Washington Carver Center, and USDA leased facilities in the Washington Metropolitan Area. In addition to operating and maintaining the headquarters' infrastructure, the office provides physical security, emergency planning and response, and facilities safety programs. Its support activities include: ergonomic assessments; environmental quality assessments; occupational health services; architectural design, engineering, construction and hazardous materials abatement; space planning, design and leasing; building alterations and repairs. 

	Office of Procurement & Property Management
	OPPM
	OPPM serves the Secretary and USDA agencies with policy, advice and coordination in acquisitions, procurement and management of real and personal property. In addition it provides oversight and policy in transportation, supply, motor vehicles, aircraft, recycling, and energy conservation. The Office also coordinates USDA’s disaster management and emergency planning response activities.

	Office of the Chief Information Officer


	OCIO
	OCIO has the primary responsibility for the supervision and coordination of the design, acquisition, maintenance, use, and disposal of information technology by USDA agencies. OCIO strategically acquires and uses information technology resources to improve the quality, timeliness and cost-effectiveness of USDA services. 

	Office of the General Counsel
	OGC
	The Office of the General Counsel (OGC) is an independent legal agency that provides legal advice and services to the Secretary of Agriculture and to all other officials and agencies of the Department with respect to all USDA programs and activities. 


Agency Real Property Initiatives

Agency Real Property Initiatives include:

· FSIS:  Developing a space requirements survey  

· NASS:  Establishing a CPAIS inventory of State Government-Owned space occupied by NASS State Statistician Offices

· OO:  The consolidation of leases in the National Capital Region

· OO:  Modernization of the South Building

· RD:  The RD relocation in St. Louis

· All agencies determine appropriate performance measures for non-USDA owned real property

· All agencies performing rent reconciliation utilize CPAIS database and capabilities for rent reconciliation

Timelines and milestones will be developed in accordance with the USDA Internal Agency Real Property Performance Scorecard schedule.

Non-Landholding Agency Organizational Chart
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Non-Landholding Agency Real Property Core Competencies

This attachment consists of sample core competencies, with the required knowledge, skills and abilities, for key real property positions within the USDA Non-Landholding Agencies.

Realty Specialist Sample Core Competencies

· Expert knowledge and extensive expertise in the real property assets and space assigned and utilized by the agency

· Comprehensive knowledge of specific USDA legislation and Government-wide legislation and authorities including E.O., OMB Circulars and other directives on management of real property, historic preservation and the environment, decisions of the Comptroller General and the General Counsel and the ability to apply this knowledge in developing policies and regulations for the agency

· Extensive knowledge of agency programs, services, systems, and program goals

· Expert knowledge of conducting analyses to plan for, anticipate, and manage real property and space needs for the agency

· Expert knowledge of and extensive skill in performing planning, monitoring, physical positioning, security, and disposition of real property assets

· Expert knowledge of real property and space management methods, techniques, procedures, and policies

· Excellent ability to manage and maintain a wide range of complex real property and space management issues

· Skill in troubleshooting and resolving the most complex real property and space management issues

· Skill in allocating and managing the agency’s real property inventory; determining the need for additional resources to support existing program initiatives; and preparing/coordinating the preparation of associated resource documents

· Ability to plan, organize, and direct studies or analyses with long-range (10-15 years out) forecasts

· Expert communication skills, to include both oral and written communication skills, in order to prepare and conduct exceptionally high quality oral presentations and written reports

· Skill in leading work teams or projects

· Ability to recommend methods for enhancing the efficiency of real property inventory systems by adapting existing and/or applying significantly evolving technology

· Ability to evaluate and make recommendations concerning overall plans and proposals for major organization real property inventory projects

Facilities Maintenance Unit Chief Sample Core Competencies

· Relationship Management

· Effectively moves people toward a common goal

· Procurement Management

· Demonstrates expertise in procurement

· Project Management

· Delineates and executes procedures necessary for timely and satisfactory project

· Process Management

· Engages in a continuous cycle of evaluating and modifying processes to ensure efficient and effective project delivery; oversees interrelationship of processes

· Consulting

· Engages in careful, high level analysis of information, issues and trends in order to provide clients with multiple realistic solutions to problems

· Offering management

· Designs an offering from concept to delivery, addressing issues of design, packaging, investment characteristics and project termination

· Analytical 

· Collects and analyzes information in a way that supports sound business decisions

· Knowledge Management

· Collects, disseminates and utilizes knowledge within the organization so it supports personal development and sound business decisions

· Cultural Support

· Supports commitment of fairness, efficiency, progressive change and public benefit

· Leadership

· Directs, guides, and facilitates interactions and procedures in ways that maximize customer results, optimize utilization of talent and inspire public trust

· Core Discipline Expertise

· Demonstrates knowledge and capability in specific functional areas

USDA Non-Landholding Agency Leasing Process
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Post Occupancy Space Evaluation Survey
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U.S. Department of Agriculture
Office of Operations
Design and Construction Division
Space Management Branch

Post Occupancy Space Evaluation Survey

TOPIC

EXPLANATION / ACTIVITY

PURPOSE

The purpose of this survey is to assist the Office of Operations' (O0)
Design and Construction Division (DCD), Space Management Branch
(SMB), to make a qualitative assessment of your space. We value your
prompt feedback as we endeavor to continually improve the level of our
real property services to our clients.

PROCEDURE

Please fill in all answers as completely and accurately as possible, and
return the completed survey form to XXXXX XXXXXX in your Suite.

* Questions. If you have questions about how to complete this survey,
feel free to contact XXXXX XXXXX, Facilties Utilization Specialist, DCD/
SMB on or via e-mail at: XXXXXXXXXXXX @usda.gov.

* Due Date. Please complete the survey by Friday, XXOOOXXXXX.

This survey has been especially designed for the XXXXXXXX Agency in
Suites XXX of the XXXXXXX Building.

BACKGROUND
INFORMATION

Please complete the questions below.
(Print neatly or type.).

Name of person completing the survey:

Location (e.g. Office number):

E-mail address:

‘Check here if you would like a
summary report of this survey's results YES NO
sent to you by e-ma

Date survey complete
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� USDA Consolidated Master Space Plan/Strategy Report for calendar year 2003, OPPM
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