
UNITED STATES DEPARTMENT OF AGRICULTURE  
Notice AS-2151 Farm Service Agency 

Washington, DC 20250 
 
For:  State Office Administrative Officers and CED's 
 

Completing FSA-954, FSA Real Property Physical Inventory Survey  
Approved by:  Associate Administrator for Operations and Management 

 
 
 
1  Overview 
  

A Background  
 

The USDA Office of Procurement and Property Management (OPPM) has directed 
Departmental agencies to initiate a process to conduct a cyclical physical inventory of all real 
property owned and leased assets, once every 5 years for each asset, beginning in FY 2008.  
This directive is in conjunction with GSA real property management policy.  The 
implementation of the physical inventory process is graded on the agency portion of the 
USDA Internal Scorecard. 
 

B Purpose 
 

This notice provides guidance and instructions for completing FSA-954. 
 
  C Contact 
 

If there are questions about this notice contact Steve Jones, MSD, Property and Facilities 
Management Branch by either of the following: 
 
• e-mail at steve.jones@wdc.usda.gov 
• telephone at 202-720-8729. 

 
 
 
 
 
 
 
 
 
 
Disposal Date 
 
January 1, 2009 

Distribution 
 
State Offices; State Offices relay to County 
Offices 
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 Notice AS-2151 
 
2  Performing the Real Property Inventory Survey 
 
  A Scope of the Inventory Survey 
 

State and County Offices will use FSA-954 to manually collect and record lease data on FSA 
commercial leases that are due for a leasing action during the current fiscal year (the current 
lease agreement is scheduled to expire).  FSA-954 consists of 24-mandatory data items that 
are tracked and reported through the USDA Corporate Property Automated Information 
System (CPAIS).  Since the survey data collected is used to update CPAIS, the scope of the 
survey shall include leases to be extended for a term less than 5 years, as well as new leases, 
superseding leases, and lease renewals. 

 
  B Inventory Survey Responsibilities 
 

CED, or designee, shall complete a separate FSA-954 for each County Office 
(Administrative Officer (AO) for State Office, if applicable) that is housed under an FSA 
commercial lease and has a lease action due in the current fiscal year.  Following are actions 
that need to be followed for each FSA-954. 

 
IF FSA-954 is 
completed for a… 

 
THEN… 

County Office • CED, or designee, completes and signs FSA-954 as onsite 
official, then forwards original to AO 

 
• AO signs and keeps original FSA-954 in State Office lease 

file and faxes 1 signed copy to CED and MSD, PFMB, 
Attention: CPAIS Real Property POC at 202-690-4790. 

State Office  • AO or designee completes FSA-954 
 
• AO signs the completed FSA-954 as on-site official 
 
• AO keeps original FSA-954 in State Office lease file and faxes 

1 signed copy to MSD, PFMB, Attention:  CPAIS Real 
Property POC at 202-690-4790. 

 
C Entering Information in CPAIS 
 

State CPAIS Data Manager certifies the inventory as complete in CPAIS and uses the 
completed State and county FSA-954's to enter updates into CPAIS in preparation for the 
annual GSA Federal Real Property Profile Report (FRPP) 
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 Notice AS-2151 
 
2  Performing the Real Property Inventory Survey (Continued) 
 

D Completion Deadline 
 

All FSA-954 physical inventory surveys must be completed no later than May 31 of each 
fiscal year, beginning with FY 2008.  This will allow sufficient time for updating CPAIS and 
meeting the FRPP reporting requirement.  Extensions may be requested through the CPAIS 
Real Property POC for FY 2008 only. 
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 Notice AS-2151 Exhibit 1 
 
FSA-954, FSA Real Property Physical Inventory Survey 
 

Following is an example of FSA-954. 
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 Notice AS-2151 Exhibit 1 
 
FSA-954, FSA Real Property Physical Inventory Survey (Continued) 
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