Office of Property Disposal

Public Building Service (
U.S. General Services Administration

[image: image1.wmf]
http://RC.GSA.GOV/Resource Center

                                  
[image: image2.png]GSA




For further information about Property Disposal, go to

http://propertydisposal.gsa.gov
Welcome to the Resource Center

The Resource Center is a web-enabled electronic tool that provides Federal agencies, state and local governments, eligible non-profit organizations, and stakeholders (such as Congress and OMB) with easy access to useful real property utilization, disposal and other asset management information

GSA's Office of Property Disposal fosters responsible asset management initiatives and decisions by sharing information with you via the Resource Center.

You do not need special equipment or software, anyone with Internet access and a browser may view the information in the Resource Center.

Getting Started

The first thing you need to do is open an internet browser such as Windows Explorer or Netscape.

Locating the Resource Center

Enter the following URL into the Location field of your Internet browser, then press enter:

http://RC.GSA.Gov/ResourceCenter
Resource Center Home Page

From the Resource Center's Home Page, Property Disposal clients can freely access the Library and Real Property Disposal Forms modules.

Library

The Library is a repository for evolving information presented in a variety of formats (i.e., HTML, PDF, and RTF).  You may download and/or print material from the following topics:

Laws & Regulations

Resource Center
Information concerning real property regulations, laws authorizing real property conveyance for public use, and other disposal laws. 

Guidebooks

Utilization Disposal Guidebooks in HTML and PDF format.  

Sample Letters, Notices, Applications, Instructions, Formats

Provides sample letters, notices, applications, instructions and formats. 

Typical Property Redeployment Steps

Provides documents detailing the property redeployment process.

Viewing Screening Notices

Displays property availability for Federal, state/local and eligible non-profit re-use.  There are two types of screening notices, Federal and Surplus. 

Federal Screening Notices

Authorized Federal users receive e-mail notification of Federal Screening Notices that are posted on the Internet.

Surplus Screening Notices

Authorized sponsoring agency, state/local and eligible non-profit representatives receive e-mail notifications of Surplus Screening Notices each time a notice is posted on the Internet.

Linking to Screening Notices

If you have browser driven e-mail (i.e., Netscape Messenger, Microsoft Outlook, etc.), you may click the URL address that appears in the e-mail notification.  This automatically links you to the Resource Center.
Enter the Library.  There are two ways to link to Viewing Screening Notices:  Go to the top of the Library page, click on Viewing Screening Notices (last item), or scroll down to the bottom of the Library page and select the federal/surplus notices of your choice.

If your e-mail is not browser driven (i.e., America Online, Yahoo, Hotmail,  etc.), simply launch your Internet browser, enter the Resource Center's URL in the Location field, and press enter.  Open the Library.  Select Viewing Screening Notices either at the top or bottom of the Library page screen and select the federal/surplus notices of your choice.

The Real Property Disposal Forms Page

The Real Property Disposal Forms module provides the following forms and checklists:
· SF118 Report of Excess Real Property

· Excess Real Property Checklist

· HUD Checklist

· GSA 1334 Request for Transfer of Excess Real Property and Related Personal Property

Viewing Forms

You have the option of viewing and working with forms On-line or Off-line.

Working On-line

To view forms in the Resource Center, simply select the desired title.  The form opens in HTML.  Using the HTML format, you may complete and submit the forms while On-line.

Printing Forms On-line

To print forms while working On-line, select the Print icon located on your Internet browser.

Save

The Save feature enables you to complete forms at your leisure.  Before completion, simply save your work and continue at another time.  You may access saved work on the Search Forms in Progress page.

Submit

The Submit feature enables information submission once you complete a form. 

Attachment

The Attachment feature offers the option of attaching documents, maps, etc. to a form.  You may attach up to five documents prior to submission.

Working Off-line

You may save blank forms to your hard drive so that you may work Off-line.

Formats Offered

In addition to the HTML format, the Resource Center also offers forms in Adobe Acrobat [.PDF], Microsoft Word [.DOC] and Rich Text Format [.RTF] formats.

Adobe Acrobat Reader is required to view [.PDF] files.  You may download Adobe Acrobat Reader directly from the Real Property Disposal Forms page. 

Microsoft Word is required to view [.DOC] files.  Refer to the Viewing Forms section of this pamphlet for more information.

Selecting any of these formats initiates the download process. Your computer will prompt you for the appropriate actions.  Save the document to your hard drive and use the corresponding application to open and view the document.

Additional information regarding viewing requirements is provided in the Real Property Disposal Forms section.

Printing Forms Offline

To print forms while working offline, open the corresponding application (i.e., MS Word, Adobe Acrobat).  Select Print from the File menu.

OUTREACH

The outreach module provides you with a listing of other government-related websites containing information you might need.

Help

For subject matter assistance only, select To locate a Property Disposal Point of Contact for assistance with completing Online forms.  From the Point of Contact window, select the appropriate geographical office.  A point of contact list displays the names and pertinent information of those who can help answer subject matter questions. 

You can find a nationwide Property Disposal staff listing at the bottom of Resource Center's Main Page 

For technical assistance contact the webmaster at rc@bah.com.
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