
How to Report Real Property Excess
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Module 2 Learning Objectives

Content Learning Objectives

An Overview of Reporting Property 
Excess  Identify the benefits of reporting excess property.

The GSA Report of Excess 
Package

 Review key information included in GSA’s Report 
of Excess (ROE).

 Learn how to complete and submit GSA’s ROE.

The ROE Portal: An Electronic 
Alternative

 Learn an overview of ROE Portal and how to find 
more information.
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https://extportal.pbs.gsa.gov/ResourceCent
er/content/federalagency.do

An Overview of 
Reporting Real Property Excess
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https://extportal.pbs.gsa.gov/ResourceCent
er/content/federalagency.do

Why Report Real Property Excess?
Property is no longer mission critical
 “Right Size” the portfolio through asset management
Cost savings on security, operation and maintenance costs
Cost avoidance on capital reinvestments for major repairs and 

replacements.
Meet Executive Order 13327 and OMB Memo guidelines to 

freeze/reduce the footprint, such as consolidate/co-locate.
Disposing of property provides an offset to allow for new 

space.
 Increase space utilization by instituting new space saving 

office configurations, such as teleworking and hoteling.
Contribute to socio-economic programs through PBCs
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 In accordance with the 40 USC, Chapter 5, Federal agencies must prepare 
the Report of Excess when disposing of an excess property. 

 In addition, wherever any Government-owned land is reported excess, the 
LHA must also prepare a title report documenting the Government’s title to 
the property. 

These requirements are only for those properties that will be disposed under 40 
USC, Chapter 5.

What are the legal requirements that direct 
a Landholding Agency (LHA) to complete 
the Report of Excess (ROE)? 

The LHA 
identifies 
property 

to be 
excessed

The LHA 
completes the 
ROE package 
and submits it 

to GSA

GSA reviews 
the ROE 
package

The ROE package is 
complete. GSA accepts 
the ROE package and 

sends a letter notifying 
the LHA that the package 

has been accepted

The ROE package 
is incomplete.  

GSA notifies the 
LHA what items 
are still required

The LHA submits 
the required 
information



6How to Report Property Excess Webinar
June 29, 2017

The ROE is a package of information completed by a 
LHA and submitted to GSA, when the LHA is 
reporting the property excess. 

What is the ROE? 

Standard 
Form 118 and 

its Attachments

Report of Excess
Package

Report of Excess
Package

Standard 
Form 118 and 

its Attachments

Excess Real 
Property
Checklist
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LHAs may submit the ROE in one of two ways:

1. Submit the ROE via hard copy to the corresponding 
GSA Regional Office (based on the property’s 
location).

2. Complete the ROE electronically, via the Report of 
Excess Portal. 

How does the LHA submit the ROE?
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The GSA 
Report of Excess Package



9How to Report Property Excess Webinar
June 29, 2017

Standard Form (SF) 118
– Standard Form 118A – Building, Structures, Utilities, and 

Miscellaneous Facilities

– Standard Form 118B – Land

– Standard Form 118C – Related Personnel Property

Excess Real Property (ERP) Checklist
– Title documentation

– Legal description of the property

– Environmental documentation

– Photos and maps

What does the ROE package consist of?
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 The Standard Form 118 requires 
information on the property to be 
disposed including:

– Holding Agency Contact Information

– Property Identification and Location 

– GSA Representative Contact Information

– General information from SF 118A, 118B, and 118C

– Disposition of proceeds

– Type of construction

– Holding agency use

– Possible uses

– Names of interested parties

What information is required by the 
Standard Form 118?
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Provide information 
about the buildings 
including:

– Description

– Cost

– Size

– Number of floors

– Use restrictions

What information is required by the 
Standard Form 118A?
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Provide information about 
the land including:
– Government interest 

in the land
• Fee, permit, 

license, lease  
– Name of former 

owner
– Size of land
– Cost
– Type of acquisition 
– Use restrictions

What information is required by the 
Standard Form 118B?
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Provide information 
about any related 
personal property, 
including:

– Description 

– Condition

• New, used, repairs 
needed, etc. 

– Quantity

– Costs

What information is required by the 
Standard Form 118C?
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The ERP Checklist is designed to help LHAs provide the 
requisite due diligence information, including:

– Title information 

– Environmental information 

– Jurisdictional information

– Known interest in the property 

– Continued Federal occupancy

– Homeless suitability determination 

What is the purpose of the Excess Real 
Property Checklist?
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 Title Due Diligence: Acquisition of the title, title exceptions, 
past actions, jurisdiction, screening of property, etc.

 Environmental Due Diligence Information: Information on 
a variety of environmental issues including the current or 
historical presence of certain substances, the presence of 
natural features that may impact the property, etc.

 Additional Property Information: Continued Federal 
occupancy, homeless suitability determination, known public 
body interest, etc.

What is required in the ERP Checklist?
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Acquisition method

Exceptions to the title 

Government actions, post-acquisition, that have or 
may have affected the title

Jurisdiction

What Title Information is required by the 
ERP Checklist?
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Title and acquisition documents of a property can be 
found through the following:

– Agency records and files

– Legal department

– County clerk’s office

– Title company

Where can LHAs find Title Documents?
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A copy of the property’s legal description 
including the metes and bounds, 
township and range, or block and lot 
description.

 Include legible drawing/assessor’s map 
with the excess area outlined.

Survey work
– Agency may need to conduct survey services, 

if no legal description is in place.

What is included in a Property’s Legal 
Description?

– GSA can contract out survey work on a reimbursable basis, if 
needed.
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National Environmental Policy Act (NEPA) 
Compliance

Floodplains
Wetlands 
Endangered Species and Biological Resources
Archeological and Cultural Resources
Asbestos
Hazardous Substance Activity Certification 

(CERCLA)

What Environmental Information is required 
by the ERP Checklist?
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Polychlorinated Biphenyls (PCBs)
Lead Based Paint (LBP)
Underground Storage Tanks (USTs)
Resource Conservation and Recovery Act (RCRA) 

Permits and Landfills
Mold
Radon
Pesticides
Contamination by Ordnance/Explosives
Coastal Zone Management 

What Environmental Information is required 
by the ERP Checklist ? - continued
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Environmental information for a given property can be 
found through:
– Agency records and files 

– Internal environmental staff

– Physical inspection

– Various property studies

Where can Environmental Due Diligence 
Information be located? 

Former NIKE Site D-58
Newport, Michigan
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How will the Environmental Information
be used?

Environmental 
Due Diligence

Compliance with 
Environmental

Statutes
Support the 

Sales Contract g
Support the 
Conveyance 
Documents 
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Protection and Maintenance (P&M)
Continued Federal Occupancy
Homeless Suitability
National Park or Indian Reservation
National Forest or Wildlife Refuge
Federal Aviation Administration (FAA) Determination 
Public Body Interest
Cost Savings & Cost Avoidance
Other Pertinent Information

What additional Property Information is 
requested in the ERP Checklist?
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After the LHA submits the ROE package, the GSA 
Project Manager examines the package for 
sufficiency.

 If the ROE package is sufficient, GSA accepts the 
ROE and sends an acceptance letter to LHA. 

 If the package is not sufficient, GSA conditionally 
accepts the ROE package and identifies what items 
are still required for full acceptance. 

What happens after the LHA submits the 
ROE?



25How to Report Property Excess Webinar
June 29, 2017

Recent Case Studies: Pinconning, MI  
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Recent Case Studies: Cincinnati, OH  
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The ROE Portal: 
An Electronic Alternative
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The ROE Portal assists LHAs in compiling information 
needed to report real property excess to GSA for 
disposal electronically. 

The ROE Portal:

– Allows users to manage their report of excess submissions to 
GSA.

– Includes the SF-118 and checklist to report critical information 
about excess real property.

– Is available to users with .mil or .gov email accounts.

– Complies with Federal property laws and regulations.

What is the ROE Portal?
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How do I access the ROE Portal?
Access the Portal by either: 

https://resourcecenter.secure.force.com/pbs/SubscriberLogin

 The ROE Portal link on the Federal 
Agency Customers page

 Clicking the Login link at the top or 
bottom of any page on the Resource 
Center

http://propertydisposal.gsa.gov/FAA
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San Francisco

Auburn

Fort 
Worth

Chicago
Boston

Atlanta

Washington, 
DC

(Central Office)

Zone 9 Zone 7 Zone 11 Zone 1Zone 4

How do I identify and find my nearest 
Regional Office?
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How do I contact my nearest Regional Office?
 If you have questions about the ROE Portal or about your 

submissions please contact us at 
http://propertydisposal.gsa.gov/ContactUS

 Zone 1:  John Kelly – Boston, MA
john.kelly@gsa.gov or (617) 565-5700

 Zone 4:  Jeneil Magloire, – Atlanta, GA
angela.risch@gsa.gov or (404) 331-1141

 Zone 7:  Melvin Freeman – Fort Worth, TX
melvin.freeman@gsa.gov or (817) 978-2331

 Zone 9:  David Haase– San Francisco, CA
david.haase@gsa.gov or (415) 522-3426

 Zone 11:  Tim Sheckler– Washington, DC
tim.sheckler@gsa.gov or (202) 401-5806

 Presenter: Rich Balsano – Chicago, IL
richard.balsano@gsa.gov or 312-353-0302
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Central Office Contact Information 

For project specific questions please contact John 
Dreswick

Presentation slides will be posted to the GSA website at 
http://propertydisposal.gsa.gov/Training

Name Email Phone
John Dreswick John.dreswick@gsa.gov 202-501-1179
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GSA Real Property Utilization and Disposal 
Websites

GSA Real Property Utilization and Disposal Website:
http://propertydisposal.gsa.gov/FAA

GSA Real Property Auction Website:
http://realestatesales.gov

Training Website:
http://propertydisposal.gsa.gov/Training


