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i01-47.4902-4 Instructions for the preparation of Standard Form 118, and
Attachments, Standard Forms llSa, llSb, and l18e.

(a) Page I of Lnstructions for the Preparation of Standard Form 1 18, ’and Attachments, Standard Forms lisa, 118b, and 118c.

OF EXCESS REAL PROPERTY
STANDARD FOF ii

General Instructious.

Standard Form 118 shall e used’by holding a@encies to report to the
General ervices Administration excess real property and related per-
sonal proper therein as defined by 101-47.103. Each report
ahn/1 cover excess property, at a single location OLlyo The original
and first four copies, with supporting schedules, shall be filed with
the CA regional office for the region in which the
excess property is located.

All figures of this report shall he shown in +erms of whole numbers,
without the use of fractions, declmals etc., except for blOcks 10 and
12.

This form, conspicuously stamped "correction", shall be used to with-aw
or correct reports of excess previously filed with the Administration.
Blocks ’I through 12, 18 and 19 shall be coleted in the nuner prescribed
in the Specific Instructions, below, except that blocks 9 through 12
shall pertain to the property renining after the correction. Block 18,
Reks, shall indicate in sunary for the nature of the correction.
Each such corected report shall reflect the sse holding a@ency identi-
.lying number inblock 1 as the orislnal report.

Speiflc Instructions.

Block 1 Enter the number assigned hy the holding agency to identify
the report.

Block 2 Enter the dte on which the report is forwarded by the holdin
aKency to the General Services Administration.

Enter the address of the appropriate office of the General
Services Administration o which the excess property is
bein reported.

L

Enter the. name ad address of the office transmitting the
report. Show department and bureau, or other subdivision
involved.

Enter the name and address of the holding a6eney’s representa-
tive to be contacted for further information about the reported
property.
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Co) Page 2 of Instructions for the Preparation of Standard Form 118,
and Attachments, Standard Forms llSa, llSb, and I18c.

BlOck 7

i11ock 8

Enter the name and address of the eustod/an of the reported
property.

Enter the offcisl" title or name used by the holding agency
to ldentiy the reported property. Enter also the number
assigned by GSA for the purpose of the annual report on
Federal real property hold/ngs using the" number shorn on
the machine listing of the latest inventory supplied by GSA
to the hold/ng agency (use all nine d/Its, e.E. i13 07I)o

Enter the street address, city, county: and State for urban
property, or the KFD address, county and State for rural
property. Attach a map showin the property location and
surrounding area

Item A Office.

Column 1. Number of buildings. Enter the total number of
.buildings which are being reported in whole or in paz and
which contain excess office space. (Count of buildings coded
"a" in Column (f) on Schedule A.)

Oolumn 2. Floor Area. Enter the 8ross floor area (in terms
of square feet) of all this excess office space in all build-
ings reported in column 1. (Sum of all entries coded "a" in
column (f) on Schedule A.)

Column . Number of floors. Enter the total number of loors
vhich contain excess office space in all of the build/ngs
reported (Sum of all entries coded "a" in column (g) on
Schedule A. )

Column k. Floor load capacity. Enter the range of the load
capacity (in terms of pounds per square foot) of all floors
containing excess office space as shorn in column (i) on
Schedule A. For example, "30 O" where the lowest capacity
is 30 and the highest is O.

Colman 5- Clear head room. Enter the range of the clear
head room of the excess ofTice space as shown in column (h)
on Schedule A.

Item B StoraKe.

Enter the information for excess storage space in the appropri
ate columns,-in accordance with instructions set forth in 9A
kbove

/
-2-
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(c) Page 3 of Instrucons for the Preparation of Standard Form 118,
and Attachments, Standard Forms llSa, llSb, and I18c.

Item C Other.

Enter the information for other types of space formally used
for such purposes as manufacturing, etc., but vhtch are nov
excess, in the appropriate columns, im accordance with the
instructions set forth in 9A above. Enter.the "floor load
capacity*’ only if available. Specify "other uses" in Block
Fprovided for this purpose.

Item D ; Total.

Enter the total number of buildings reported excess in whole
or in part and the total excess floor area, in columns 1 and
2 respectively. The figure for the total number of buildings
sha], represent an unduplica+.ed count of the buildings
reported excess on Schedule A, and shall not be the total of
the figures entered on lines A, B and C, which may contain
duplications if one building is used for more than one par-
pose. The figure for the total flor area shall equal the
total of column (f) on Schedule A and will also be the sum
of the figures entered directly above on lines A B and C of
Standard Form 118.

Item E Government Interest.

Indicate the number of buildings and total excess gross floor
area where the Government’s interest in the .property is as:

(2) Tenant

The sum of the excess floor areas in each category shall
equal the total excess 8oss floor area reported in
Item 9D.

Bock i0 Enter the nUmber Of excess acres or square feet of land oned
or controlled by the Government as follows, indicating the
unit of measure used:

Bloc 11

A. Fee
B. Leased
C. Other
D. Total this figure shall equal the total of column (e)

on Schedule B.

Enter in block ll the detailed cOSt data for each category of
the excess Government-owned property shown on the schedules
as follows:

FEDERAL PROPE R’rY MANAGEMENT R EGULAT ION
ECEMBER 1964 461
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(d) Page 4 of Lnstructions for the Preparation of Standard Form 118,
ad Attachments, Standard Forms l18a. l18b, and I18c.

Schedule A (Standard Form llSA) Buildings Structures,
Utilities "and Miscellaneous
FclI Itles.

Schedule (Standard Form 118B) Land.

Schedule C (Standard Form 118C) Related Personal Property
(Include installed -chinery
and equipment).

Cost Column Enter the total cost of te different types of
eXcess property on lines A to C as follows:

The cost shall include the original cost plus the costs of
installation, improvements, betterments, etc. If the cost
is not avallble please estimate. (If portions of prop-
erties are being reported excess report only the cost of
the excess portion. )

Item A Buildings, Structures Utilities, and Miscellaneous
Facilities. This figure shall equal the total reflected
in column (d) of Schedule A.

Item B Land. This figure shall equal the total of eolnn
() of Schedule B.

Item C Related Persol Property. This fi@ure shL equa
the total of colmu (h) of Schedule C.

Item D Total of Items A, B, and C.

Enter the total estimted direct annual cost to the-ug agency of protectin and msintainin the property
reported herein while it is excess. Attach a sheet givln
breakdown of such cost as follows:

Item

""Personnel (number and types of positions)
Water
Electricity

Sewage isposal
Telephone
eatin

Annual Cost
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(f) Pae 6 of -nstructtons for the leparaton of Standard For 18, andAtta, Standard For lSa, llSb, ad 18c.

inwlved. Tstead, ths uortton w b shown in coln (c),Schedule A. Indicate where cclete plans and official speeifl-
catlone ma e. exazLued.

Speei use ade by the holding agency of the property reported.For example, if the property is used for storage, specif thetype of property stored; if used for manufacture, specif the
product, etc.

Specif an possible uses of the property other than shon in
blocks 9 and i, where applicable. For example, if suitable
for storage, give the range of the types of eceities which
could be stored; or if used for manufacture, what other pro-
duets could be made in addition to those reported in block

Speelfy the naes and addresses of a Federal er other govern-
ental aencies or private parties known o be interested in

the property red as excess.

usert a concise but adequate general description of the prop-erty, ad state the .g.eneral types of properties in the vicinity,such as "far," residential," "industrial," etc. Give a
rlef histor of the use of the property, including the prpose
for which it was acquired by the C,veent. State if there isa indication of nineral develolaent in the vicinity of the
property, iving sources of information. Also, state any special
clrcustences afecti the property not eleehere covered.

Sel-explanatry.

"6-
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(g) Page 7 o Instructions for the Preparation of Standard Form 118,
and Attachments, Standard Forms 118a, |18b, and I18c.

SCDULE A

BUILDINGSt ST,UCTES UFILITIES AND MISC.rAE0S FACTr.Tr
STANDARD FORM ll@a

General Instructions.

Schedule A shall be used by hold/ng a6encies o repor o.e Gener
SedUces Aisaton the dels ece each of the
stctes utilities d seees fttesr as cess
SdF 8. clude stedcned

wch s be red on hee C re,ted rs propey.
Sce A s d orig d fst fo copies
as attackers SFo be filed arria. regio office.

All i6res on this schedule shaJj, be shown in terms of whole numbers,
without the use of fractions, decnals, etc.

Builn6s such as of1ce, institutional, housing, storage, industrial
and selwice shall be listed 1rst on the schedule. Include such fix-
tles and equipment as are normally required for the functional use
of the build/ng reported and are bttlt into or permanently affixed
thereto; the removal of which would materially damage the bu:tld/ng(e.., plumbin, heating and lighting fLwtures, elevators, and built-n safes and vaults).

Structures, utilities and miscellaneous facilities which lend them-
selves to separate reporting and delneation shall be listed on the
schedule after huild/ngs. These shall include items such as rs/lroad
trackage, co..,unication systems, storage tanks wash racks, silos,
docks, piers, fences, and heating, sewage and electrical systems which
serve more then a single huildino

Tb/s schedule, conspicuously 8mped "correction", shall be used to
support withdrawals or corrections on Standard Form 118. Additions o
or deletions rom the original or previously corrected Sch-.dule A shall
be reported in the manner prescribed in these instructions except that-*(a) the totals for eolmnn (d) and column (f) on the previous Schedule A
shall be entered on line (I); (b) additions and/or delctlons shall be
vded for colmnn (d) and column (); and the rosultln toals for
co1 (d) and co1-- () shell be entered.

7- __J
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Page 8 of Instructions for the reparation of Standard Form I I8,
and Attachments, Standard Forms ll8a, ll8b, and I18c.

pecific Instructions.

Enter the number assigned by he holding agency to identify
the report. This numbe should e identical vith .the nnber
reported in Block 1 of Standard For 118.

Block 2 elf-explanatory.

here he Government is a tenant enter the actual renta
cost to the Government o the bu.Lld.’Lngs, structures,
utilities and ’Lscellaneous facilities. If the annual
rental includes services enter an "s" after the amount.rnere the annual rental for land and buildngs etc. can-
not e separated, the total annual rental for lnd, buAldings
etCo, vl e shon in this block and the entry "NS" fornot
separable ade in column (g) on Schedule B;

Colmm (a) Sef-explanatory.

(b) Enter the number assigned in the official general layout
plan intig the @ecific stce uttysceeous facity.
of t offiei ener layout
a copy Of the ut
8pe.

col== Describe the.property, indicating:

Type of building or structure such as office, hospital
prison, school, housing storage lndustri end.service;

Tpe of construction, such as brick steel, /’rase con-
crete,, or coblnatlon thereof;

(3) Date of constructiou; and

() Enter a general description of the utilities and ais-
cellaneous faciities connected lth the excess real
property. Attach map shorlng the location of utilities.

"colmm (d) rnere the Government is the oner enter the actual cost
’%" to the Government, if knovn (if not known enter estimated

cost) for each excess building, structe, utility and mls-
cellaneous facility.

(1) A subtotal of the cost of all buildings reported sha
be shon inediately following the isting thereof. |

ENT RE-(
4766 EMBER
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Page ? of Instructions for the Preparation of Standard Form 118, 7and Attachments, Standard Forms llSa, llSb, and I18c.

(2)

col= (f)-

col,-- (g)

colw (h)

A subtotal of the eos of all sucturesI utilities
and miscellaneous facilities reported shall also be
shown iediately following" the listing thereof.

The total of this column will be the eount reported in
Item A, Block 11 of Standard For 118.

Enter the over-all outside diensions of rectangular
building or structure described in colunm (c), excluding
tildings of irregular shape. Enter "" for irregular
shaped buildings,

Enter ross excess floor area for each building1 and in
-appropriate ,instances enter such area for each structure,
utility or iscellaneous facility reported.

A subtotal of the. floor area of all buildings
reported shall be shown immediately following the
listing thereof.

(2) A subtotal of the floor area given for the struc-
tures, utilities "and miscellaneous facilities
red shall also be shown immediately following
the listing thereof.

(3) The total of this column shall equal the total
figure reported in the column "Floor Area" Item D,
Block 9, Standard .Form if8.

Indicate number of floors (excess) in the building or
structure excluding the basement. If the building has a
hasement, indicate by entering the letter "B".

Enter the range of clear head room in the excess buildin
or structure. For example, "10 to 15 feet".

Enter the range of the floor load capacity of the excess
building or structure by type of building or structure
if available and if significant.

Colnm (J) Describe .any known or desired restrictions on the use o--
transfer of the Cvernment’s intrests including legal
and zoning restrlctlons contamination, national security
clause etc., in the items reported on the schedule.

Note": For columns (f), (g), (hi, and (i) prefix figures
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UTILIZATION AND DISPOSAL OF
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Page 10 of Instructions for the Preparation of bandard Form 118,
and Attachments, Standard Forms llSa, llSb, and 118c.

General nstructions

Schedule "B" sh11 be used by holdn aencies to repor to the
Genera Seces Administxtion the details eoncernin land
oted as excess on Standard Fora 18. This schedule ss. be
submitted in the origina and frst fou copies as attachments to
Standard Yor 18 to be ed rlth the appropriate
CA regional office.

his schedule, consl>icuousl stamped "correction," sha be used
to suppor vthdravas or corrections on Sandad For -18. Ad-
dAtions to or deletions from the origin or reviously coected
Schedule "" sha be reported in the muner rescribed these
instructions except that: (a) the totaA for coluus (d) (e)
ad (g) on the previous Schedule "3" shaA e entered on e
(b) addtons and/or deletions sha be listed seI>ratey and cap-
tioned such; (c) subtotaAs shall e provided in colunns

(e), (), ana (s) A en,ze.

Seciic Tnstructions

lOCk -nter the ntmber assigned the holding
aency to ldenti the xpor. This
er shouAd be identica th the nnber

reported in lock̂ 1 o Standard Fore

lock 2

Check the appropriate oxes to indicate
the GoverentOs interest in the land de-
.ta eported on each shee.

Sel-explanatory.

Enter the tract number(s) of the nd under

o the ori
the vld tcts red eess.

Se.IX-explanatory.

10
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lage 11 of Instructions for the Preparation of Standard Form 118,
and Attachments, Standard Forms ll8a, llSb, and 118c.

Enter the tota amount of and n square
feet or acres n whlch the Government has
an interest, either as omer or tenaut,
v2th respect to the tract(s) which
udes the property being.reporte.

Enter the tote& number of acres or square
feet of and being reported herein as ex-
cess. The total of this column shall equa
the figure reported on Item D, Bock 10, in
Standard Form .8.

co1,,-, (f)

Col--,

Where the land is Government-owned, enter
the cost of the excess land to the Govern-
sent. The total of this column wI.I.’L be the
amount reported on Item B, ock 11, on
Standard Form 118 (rounded to the nearest
dollar).

Where the Government is a tenant, enter the
annua rental cost to the Government of the
excess land, where the lease covers land
oy, or where the annual rental of nd and
buildings cau be separated. here the lease
covers land and buildings and the annual
rentl for the land and the bu.dings
be eparated enter

Describe the method whereby the laud
quoted, such as condemnation, purchase,
etc.

L_

Descr.be any reservations or exceptions run-
mine with the land or imposed by the holding
agency, such as .outstanding mineral rlhts,
easements, roads, rlghts-of-vay, railroe,
and eontamlnation. Attach a report on the
Governmenl;’s leg1 title to the excess prop-
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Page IZ of Instructions for the Preparation of Standard Form 118,
and Attachments, Standard Forms llSa, llSb, and 118c.

General Instructions.

Schedule "C" shall be used by the hiding.agencies to repor to the
General Services AIstration the details concernln he excess
personal property, including installed machiner and equi.l:met which
is related to the excess real property (oversent-owned and leased)
reported on Standard For 118. This schedule shall be submitted in
the original and first four copies as atachmens o Standard Form 118,
to be filed with the appropriate C regional office.

AI figures show on this report sba.1 be in er of whole mnnbers,
except COI’,Am (g) ’mit cost".

Related personal property consisting of inslled achinery and equip’-
ent shall be lasted first on the schedule.

Other related personsJ4 property such as consumable aterials, supplies
and other expendable items shall be listed on the scclule after
installed achinery and equilnent.

This schedule, conspicuously staxmd "correction," shall be used to
port withdrawals or corrections on Standard Fore 118. Additions to or
deletions fro the original or previously corrected Schedule C shall be

orted in the manner prescribed in these instructions, except that:
a)the totalfor col (h).on the previous Schedule C shall be entered
on line (I); (b) additions and/or deletion shall be listed selrately
and captioned as such; (c) a subtotal sha be provided in colulm
and (d) the retinK total for col,,-- (h) shall be entered.

Secifle Instructions.

Block Enter the number assigned by the .holding agency to identify
the report. This number should be identical with the
number reported in Pock 1 of Standard For 118.

l.oek 2 -Self-explanatory.
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(m) Page 13 of Instructions for the Preparation of Standard Form 118,
and Attachments, Standard Ferms llSa, l18b, and I18c.

1ock S Enter he code nuer o the single aJor roup (2 digits)
f the Standard Caodity Classifcation n vhich the
tte sted on the report are cassLfted. Use selrate
heets for each 2-d.t.l.. eooA7 cassLfcation.

(d)

Ent;er onsecul;Ive numbers for each llne Item, starting
vlth

he holdAng agency shal describe the property in sutcten
deta to fttrnish an adequate basis for uttzation and
dlsposal tnudln anuactrer’s part aber, standard
catalog reference nuaber, etc.

henever practicable, enter the detailed classification
m-abets, for each tte accordin.to the Standard
Cslflcatlon.

Indicate condition of l’oper by the ’ollcnrAng cohinatlon
letter nuaber code:

N Nev
g Used, reconditioned 2.
0 Used, usable Athout repairs
R Used, repairs required
X Items of no further value for use

as oris;l.xml intended, bt of
possible vue other than as scrap

gxceant
Good
Fair
Poor

In statln8 the condtloa of consuaer goods (excluding food)
use o the letter code. For capital and producer 8oods,
a letter nuaber coblnation st be used, except in the
case of Code "X". For example, X- eans ne but in poor
condltion.

here the condition code does not provide an accurate
description of the property condAtion, leave this colunm
blank and in appropriate language describe the condition
of the property in Coluan (b) "Description". If an legal
restrictions exist (includin patent restrictons) as to
the poer of holdAng aencies, to transfer or dispose of
property reporte as excess report shal include a state-
ent truly indicatAn uch restrictions..

13
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(n) Page 14 of Instructions for the Preparation of Standard Form 118,
and Attachments, Standard Form lisa, llSb, and 118c.

co,,--, (e)

co.,,-, (r)

Colu.n (g)

Indicate unit of easure fOr the conauer lCkage or
oer acable ses t, su ,
sz ss e. Dtstshe
long, sh tc .
Specify the quautities of each ;em ell;e excess n
ter of the ’nt" used In Column (e).

Insert the recorded procureen cost per unit or, u is
bsence, the estimated orln cost per unit (n doars
ad cents) ncudn the transportation .or nsaaton
COSTS

co--,, 0’) Coyote tota costs hat is "number of units" atped
by ’nt costs" equals "tota cost".

(1) A subtota of the cost of al reaed persona
property reported as lnsed achnery and eqUl
ent sha be shown ae7foon the 2sttng
thereof.

(2)

(3)

A subtotal of the cost of a other reported reate
persona prorty sha be shon iedate7 fUov-
ing the listn thereof.

e to cost of a ite repor n 8chede
shall equal the fi6ure reported in IteJn C Block
on Standard Foana 118.

Coluan (1) DO a0 FZ ].




