
UNITED STATES DEPARTMENT OF AGRICULTURE 
Farm Service Agency 
Washington, DC 20250 
 
For:  State Office Administrative Officers and State Executive Officers 
 

Annual Certification of Real Property Data for FY 2013 in the 
Corporate Property Automated Information System (CPAIS) 

Approved by:  Deputy Administrator, Management 

 
 
 
1 Overview 
 

A Background 
 
The USDA Office of Procurement and Property Management (OPPM) has directed USDA 
Agencies to keep the data in CPAIS current by entering data updates on commercial leases 
within 5 workdays of completing the leasing action.  The information is required for accurate 
reporting to GSA for the annual Federal Real Property Profile (FRPP). 

 
GSA Bulletin FMR C-1, “Accurate Reporting of Data for the Federal Real Property Profile 
(FRPP)”, issued November 20, 2012, requires that Agencies should maintain accurate, 
reliable, and complete data about their real property inventory. 
 

B Purpose 
 
This notice: 
 
• informs State Offices of the upcoming FRPP data submission deadline 

 
• reminds State Offices about maintaining accurate data in CPAIS 

 
• reminds State Offices to cease entering data into CPAIS after the close of FY 2013 

(September 30, 2013) until otherwise notified. 
 

C Action 
 
This notice instructs State Offices to do the following: 
 
• enter required data updates into CPAIS as follows: 

 
• resolve all FRPP data gaps 

 
 
 
Disposal Date 
 
January 1, 2014 

Distribution 
 
State Offices 
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1  Overview (Continued) 
 

C Action (Continued) 
 

• verify that CPAIS information has been updated with the most current and accurate 
information for those leased locations where FSA is the designated leasing lead 
within the State or territory 

 
• update all CPAIS asset records for those locations where, during FY 2013, FSA is no 

longer the leasing lead either through the lead agency transfer or through the closing 
of an office and where FSA was formerly the leasing lead 
 

• complete the disposition of all required FRPP data elements by September 25, 2013 
 

• once the CPAIS data for a given State or territory has been verified as complete and 
accurate, each State Office Administrative Officer (AO), State Executive Officer (SEO), 
or Real Property Leasing Officer (RPLO) is to certify that the CPAIS data is complete 
and accurate by e-mail to Christopher Finley, FSA National Leasing Office (NLO), 
Property and Facilities Management Branch (PFMB), MSD at 
christopher.finley@wdc.usda.gov by September 25, 2013 
 

• as of September 30, 2013, State Offices should suspend entry of FY 2014 disposals, or 
entry of any new asset records, until notified by FSA’s FRPP Administrator, 
Christopher Finley, that the FY 2013 CPAIS data reporting to GSA is complete. 

 
Note: FY 2013 reporting date to GSA is September 30, 2013. 

 
D Contact 

 
For questions about this notice, contact Christopher Finley by either of the following: 
 
• e-mail at christopher.finley@wdc.usda.gov 
• telephone at 202-690-2050. 

 
2  CPAIS Data Entry 
 

A CPAIS User Access 
 
For instructions on requesting access to CPAIS and for entering data updates for real 
property, see the CPAIS User Management Application (UMA) Quick Guide at 
https://www.nfc.usda.gov/Corporate/CPAIS.htm.  AO’s and SEO’s shall do both of the 
following: 
 
• review their current user access status upon receiving this notice 

 
• contact the FRPP Administrator, Christopher Finley, if the office does not have a CPAIS 

real property user with current access. 
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2  CPAIS Data Entry (Continued) 
 

B CPAIS Data Entry Instructions 
 
To meet the reporting requirements of FRPP, lease data and personnel data must be entered 
into CPAIS.  The data must be entered into CPAIS for all existing, leased, or managed real 
property assets as follows: 

 
• leased information in the Leased Property form/Lease tab and Leased Property 

form/Building tab 
 

• building information in the associated building record, which is accessible from the 
Leased Property form/Building tab/Maintain Property button 

 
• personnel information in the Maintain Property form/Buildings tab/Occupancy block in 

FTE’s. 
 
Do not enter any data into CPAIS that will be effective after September 30, 2013.  State 
Offices will be notified when this data can be entered into CPAIS. 
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