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1. This Source Documentation Worksheet is to be completed prior to the FIMS data validation and provided to each of the validation team members.

2. In general, source documentation is authoritative data the FIMS administrator would use to enter or update data in FIMS.  Source data must have an owner, be managed, dated, and updated at appropriate intervals.

3. Source data update frequencies are identified in this document with each listed data element.  Designations for annual source data update requirements can be found in the FIMS Data Validation Guidance and on the FIMS Data Validation Reporting Forms.  

4. If a Site is lacking historic source data for a particular data element, please reference the Source Data section of the FIMS Data Validation Guidance for acceptable procedures.

5. Source documentation must identify each real property asset by FIMS Property ID.  Source data is required for all values, i.e. Yes, No, Zero.

6. Site processes/procedures for collecting FIMS source data should be documented and available for the validation team to review during the scheduled validation.


























	FIMS Data Element
	Subject Matter Expert
	Validation Required For
	Process For Obtaining Source Data
	Typical Acceptable Source

	1.  Ownership

Update:  As appropriate

	Name:
Phone:
Email:
Position:
Company:
	DOE Owned and Leased
Buildings,  Trailers, OSFs, Land* and GSA OAs
	
	Dated list of assets validated by the Site Manager/Real Estate.  
For Withdrawn land A “Public Land Order” issued by the Department of Interior, Bureau of Land Management on the Federal Register.  For Land see attachment.
Source used:
Source date:

	2.  Usage Code

Update:  Annually
	Name:
Phone:
Email:
Position:
Company:
	DOE Owned and Leased
Buildings,  Trailers, OSFs, Land* and GSA OAs
	
	Dated list of assets validated by the Site Manager or appropriate office managing real property familiar with FIMS usage codes.  For Land see attachment.
Source used:
Source date:

	3.  Property Type

Update:  As appropriate

	Name:  
Phone:  
Email:  
Position:  
Company: 
	DOE Owned and Leased
Buildings,  Trailers, OSFs, Land* and GSA OAs
	
	As-builts, property documentation records, dated list of assets validated by Engineering or appropriate office managing real property.  For Land see attachment.
Source used:
Source date:

	4.  Status

Update:  Annually
	Name:
Phone:
Email:
Position:
Company:
	DOE Owned and Leased
Buildings,  Trailers, OSFs, Land* and GSA OAs
	
	Dated list of assets validated by Site Manager or appropriate office managing real property.  For Land see attachment.  
Source used:
Source date:

	5.  Size  GSF (buildings and trailers), Primary Quantity (OSFs) or Acreage (Land )

Update:  As appropriate



	Name:
Phone:
Email:
Position:
Company:
	DOE Owned and Leased
Buildings,  Trailers, OSFs, Land* and GSA OAs


	
	As-built drawings, property documentation records, or dated list of assets with GSF validated by Engineering or appropriate office managing real property.  

For OSF’s documentation from sites Subject Matter Expert (i.e. if as builds were not available for an underground tank a memo from the tank farm manager stating the size of the tank could be used as source data).
For Land see attachment.
Source used:
Source date:  

	6.  Usable Square Feet

Update:  As appropriate

	Name:
Phone:
Email:
Position:
Company:
	DOE Leased Buildings, Trailers, and GSA OAs
	
	Lease agreement from Real Estate.
Source used:
Source date:

	7.  Repair Needs

Update:  Annually

	Name:
Phone:
Email:
Position:
Company:
	DOE Owned
Buildings,  Trailers and OSFs
	
	CAS reports.  Report from CAIS upload.  Other documented methods that includes a physical inspection of the building.
Source used:
Source date:

	8.  Asset Percent Utilized

Update:  Annually
	Name:
Phone:
Email:
Position:
Company:
	DOE Owned and Leased
Buildings, Trailers and GSA OAs  Don’t validate  OSF’s 
	
	Site generated Utilization Report, must be approved by Site Manager or appropriate office.  
Source used:
Source date:

	9.  Replacement Plant Value (RPV)

Update:  Annually
	Name:
Phone:
Email:
Position:
Company:
	DOE Owned and Leased
Buildings,  Trailers and OSF’s
	Must have rational for contractor generated RPV's.
	For buildings and trailers, FIMS calculated values, Cost Works, or contractor calculated values.  For contractor calculated values, methodology must be provided.  Do not use Current Plant Value (CPV) for buildings and trailers.
For OSFs, provide cost methodology.  CPV's are acceptable for OSF’s.
Source used:
Source date: 

	10.  Deferred Maintenance (DM)

Update:  Annually
	Name:
Phone:
Email:
Position:
Company:
	DOE Owned
Buildings,  Trailers and OSFs
	
	CAS reports.  Report from CAIS upload.  Other documented methods that includes a physical inspection of the building.
Source used:
Source date:

	11.  Annual Actual  Maintenance (AM)**

Update:  Annually
	Name:
Phone:
Email:
Position:
Company:
	DOE Owned and Leased
Buildings,  Trailers, OSFs and GSA OAs
	Captured at asset level?  Yes: ___
 No: ___
	Financial report from sites financial office listing total annual maintenance for each asset.  Annual Maintenance costs include burdened direct and indirect costs.  
Source used:
Source date:

	12.  Mission Dependency

Update:  Annually
	Name:
Phone:
Email:
Position:
Company:
	DOE Owned and Leased
Buildings,  Trailers, OSFs, Land* and GSA OAs
	
	List of assets validated by Site Manager or HQ Program Office.  For Land see attachment.
Source used:
Source date:

	13.  Historic Designation

Update:  As appropriate

	Name:
Phone:
Email:
Position:
Company:
	DOE Owned
Buildings,  Trailers, OSFs and Land. 
	
	Documented report from SHPO or dated list of assets validated by office coordinating with SHPO. For Land see attachment. 
Source used:
Source date:

	14.  Using Organization

Update:  Annually
	Name:
Phone:
Email:
Position:
Company:
	DOE Owned and Leased
Buildings,  Trailers, OSFs, Land* and GSA OAs
	
	Dated list of assets validated by Site Manager or cognizant office.  For Land see attachment.
Source used:
Source date:

	15.  Main Location

Update:  As appropriate

	Name:
Phone:
Email:
Position:
Company:
	DOE Owned and Leased
Buildings,  Trailers, OSFs, Land* and GSA OAs
	
	Letterhead with mailing address.  Memo from Admin/Mailroom documenting address and/or zip code.  Documentation from Post Office.  For Land see attachment.
Source used:
Source date:  

	16.  Location City

Update:  As appropriate

	Name:
Phone:
Email:
Position:
Company:
	DOE Owned and Leased
Buildings,  Trailers, OSFs, Land* and GSA OAs
	
	Memo from Admin, Mailroom, or Post Office. Website: www.zip-codes.com.  For Land see attachment.
Source used:
Source date:

	17.  Location State

Update:  As appropriate

	Name:
Phone:
Email:
Position:
Company:
	DOE Owned and Leased
Buildings,  Trailers, OSFs, Land* and GSA OAs
	
	Memo from Admin, Mailroom, or Post Office.  Website: www.zip-codes.com.  For Land see attachment.
Source used:
Source date:

	18.  Location County

Update:  As appropriate

	Name:
Phone:
Email:
Position:
Company:
	DOE Owned and Leased
Buildings,  Trailers, OSFs, Land* and GSA OAs
	
	Memo from Admin, Mailroom, or Post Office.  Website: www.zip-codes.com
Source used:
Source date:

	19.  Location Zip Code

Update:  As appropriate


	Name:
Phone:
Email:
Position:
Company:
	DOE Owned and Leased
Buildings,  Trailers, OSFs, Land* and GSA OAs
	
	Memo from Admin, Mailroom, or Post Office.  Website: www.usps.com if used must use validated Main Location address.  For Land see attachment.
Source used:
Source date:

	20.  Location Congressional District

Update:  As appropriate

	Name:
Phone:
Email:
Position:
Company:
	DOE Owned and Leased
Buildings,  Trailers, OSFs, Land* and GSA OAs
	
	Memo from Admin, Mailroom, or Post Office.  Website: www.zip-codes.com or www.house.gov.  For Land see attachment.
Source used:
Source date:

	21.  Excess Indicator

Update:  Annually
	Name:
Phone:
Email:
Position:
Company:
	DOE Owned Buildings,  Trailers, OSFs and Land*.
Withdrawn Land
	
	Email from OAM indicating the Excess Indicator can be changed to “Yes”.  For Land see attachment.
Note:  ‘No’ values must also have a source document.
Source used:
Source date:

	22.  Estimated Disposition Year

Update:  Annually
	Name:
Phone:
Email:
Position:
Company
	DOE Owned and Leased
Buildings,  Trailers, OSFs and Land*
	
	Documentation from the Site’s disposition planner or other official documentation from the site that provides disposition plans.  For Land see attachment.
Source used:
Source date:

	23.  Total No of Federal Employees

Update:  Annually
	Name:
Phone:
Email:
Position:
Company:
	DOE Owned and Leased
Buildings, Trailers and GSA OAs
	
	Documentation from annual utilization survey, building manager or other site SME who is responsible to track number of occupants working in each building 
Source used:
Source date:


	24.  Total No of Contractor Employees

Update:  Annually
	Name:
Phone:
Email:
Position:
Company:
	DOE Owned and Leased
Buildings, Trailers and GSA OAs
	
	Documentation from annual utilization survey, building manager or other site SME who is responsible to track number of occupants working in each building 
Source used:
Source date:


	25.  Total No of Other Personnel

Update:  Annually
	Name:
Phone:
Email:
Position:
Company:
	DOE Owned and Leased
Buildings,  Trailers and GSA OAs
	
	Documentation from annual utilization survey, building manager or other site SME who is responsible to track number of occupants working in each building 
Source used:
Source date:


	26.  Total No of Occupants

Update:  Annually
	Name:
Phone:
Email:
Position:
Company:
	DOE Owned and Leased
Buildings,   Trailers and GSA OAs
	
	Documentation from annual utilization survey, building manager or other site SME who is responsible to track number of occupants working in each building
Source used:
Source date: 


	27.  Outgrant Indicator

Update:  Annually
	Name:
Phone:
Email:
Position:
Company:
	DOE Owned and Leased
Buildings,  Trailers, OSFs and Land*
	
	Documentation from Real Estate.  For Land see attachment. 
Source used:
Source date:

	28.  Roads - Public Access Miles for Usage codes 1729,1739 and 1749
Update:  As appropriate 
	Name:
Phone:
Email:
Position:
Company:
	DOE Owned OSFs
	
	Documentation From SME
Source used:
Source date:


	29.  Roads - Public Access Lane Miles for Usage codes 1729,1739 and 1749

Update:  As appropriate
	Name:
Phone:
Email:
Position:
Company:
	DOE Owned OSFs
	
	Documentation From SME
Source used:
Source date:


	30.  Inspection Date

Update:  Annually
	Name:
Phone:
Email:
Position:
Company:
	DOE Owned and Leased
Buildings,  Trailers, and OSFs
	
	Documentation from the last CAS Inspection.  Report from the CAIS upload.
Source used:
Source date:
. 

	31.  Annual Operating Cost (Site Level)

Update:  Annually
	Name:
Phone:
Email:
Position:
Company:
	DOE Owned and Leased
Buildings,  Trailers, and OSFs
	Did site input any asset level operating costs? Yes: ___
 No: ___
	Financial report from the site financial office.   If site allocates costs to the asset level provide procedures.
Source used:
Source date:

	32. Determination Date For DOE Disposal 

Update:  Annually
	Name:
Phone:
Email:
Position:
Company:
	DOE Owned 
Buildings, Trailers and OSFs
	
	Site document identifying when DOE made the final determination after excess screening to remove the asset from the inventory.
Source used:
Source date: 

	33.  GSA Notification Submitted
Update:  Annually
	Name:
Phone:
Email:
Position:
Company:
	DOE Owned 
Buildings, Trailers and OSFs
	
	Prior to FY 2015 signed SF 118.  After FY2015 signed transmittal memo or email forwarding SF118 to GSA.
Source used:
Source date:

	34.  GSA Notification Accepted

Update:  Annually
	Name:
Phone:
Email:
Position:
Company:
	DOE Owned 
Buildings, Trailers and OSFs
	
	Letter of acceptance from GSA. 
Source used:
Source date:

	35.  Can’t Currently Be Disposed

Update:  As appropriate
	Name:
Phone:
Email:
Position:
Company:
	DOE Owned Buildings, Trailers, and OSFs.
DOE Owned and Withdrawn Land
	
	Documentation from SME identifying reason the asset cannot be disposed.
Source used:
Source date:

	36.  Lease Expiration Date

Update:  As appropriate



	Name:
Phone:
Email:
Position:
Company
	DOE Leased Buildings,  Trailers, OSFs, Land* and GSA OAs
	
	Documentation from Real Estate or whoever manages real property leases at the site.  Electronic copies of all DOE leases should be available at the validation.  For Land see attachment.
Source used:
Source date:

	37.  Lease Annual Rent

Update:  Annually

	Name:
Phone:
Email:
Position:
Company
	DOE Leased Buildings,  Trailers, OSFs, Land* and GSA OAs
	
	Documentation from Real Estate or whoever manages real property leases at the site.   Electronic copies of all DOE leases should be available at the validation.  For Land see attachment.
Source used:
Source date:

	38.  Lease Authority

Update:  As appropriate


	Name:
Phone:
Email:
Position:
Company
	DOE Leased Buildings,  Trailers, OSFs and Land*
	
	Documentation from Real Estate or whoever manages real property leases at the site.   Electronic copies of all DOE leases should be available at the validation.  For Land see attachment.
Source used:
Source date:

	39.  Disposition Date (Archived data)

Update:  N/A

	Name:
Phone:
Email:
Position:
Company
	DOE Owned and Leased
Buildings,  Trailers, OSFs, Land* and GSA OAs
	
	Documentation from Disposition SME.  
Source used:
Source date:


	40.  Disposition Method (Archived data)

Update:  N/A

	Name:
Phone:
Email:
Position:
Company
	DOE Owned and Leased
Buildings,  Trailers, OSFs, Land* and GSA OAs
	
	Documentation from Disposition SME; before and after photo
Source used:
Source date:

	41.  Actual Sales Price (Archived Data)

Update:  N/A
	Name:
Phone:
Email:
Position:
Company:
	DOE Owned and Leased Buildings, Trailers, OSFs, Land* and GSA OAs
	
	Documentation from Real Estate.
Source used:
Source date:

	42.  Net Proceeds (Archived data)

Update:  N/A

	Name:
Phone:
Email:
Position:
Company
	DOE Owned and Leased
Buildings,  Trailers, OSFs, Land* and GSA OAs
	
	Documentation from Real Estate/Disposition SME
Source used:
Source date:

	  Bridge - Safety Inspection

Update: Same Frequency as the Required Inspection
	Name:
Phone:
Email:
Position:
Company:
	Publicly accessible vehicular and publicly accessible and controlled train bridges (Usage Codes:  1468, 1469 and 1768
	Bridge Program Manager provides documentation
	The bridge safety inspection report.  Check the following:
1. Date of inspection.
2. Inspection date within:
a. 1 yr – for controlled or publically accessible train bridges (one inspection per calendar year, with not more than 540 days between successive inspections). 
b. 2 years – for publically accessible vehicular bridges (not more than 24 months between inspections).
3. Usage Code
4. Status
5. Location Zip Code
6. Year Built
7. Be signed by a certified bridge inspector/team lead 
(See OECM Memo dated Sep 14, 2009, Requirements for Bridge Inspections). 
7.  The Level of Safety Inspection is commensurate with the operational (FIMS) Status of the Bridge.

	*Land – Represents DOE Owned, DOE Leased and Withdrawn From Public Domain Land Assets
**Sites must have evidence of recording asset-level maintenance expenditures, typically through the site’s Computerized Maintenance Management System required by DOE Order 430.1B.  See the current guidance Real Property Data Related to Operations and Maintenance available on the FIMS website at https://fimsweb.doe.gov/fimsinfo/hq_guidance.htm.





Attachment
	Acceptable Source Documents for Land Records

	FIMS Data Element
	DOE Owned
	Withdrawn from Public Domain
	DOE Leased

	Ownership
	Land Deed, Transfer Document
	Public Land Record
	Lease Agreement

	Usage Code
	Site manager or SME indicating how the land is used referencing the FIMS Land Usage codes/description
	Site manager or SME indicating how the land is used referencing the FIMS Land Usage codes/description
	Site manager or SME indicating how the land is used referencing the FIMS Land Usage codes/description

	Property Type
	Land Deed, Transfer Document
	Public Land Record
	Lease Agreement

	Status
	Site manager or SME indicating status of land as Active or Inactive
	Site manager or SME indicating status of land as Active or Inactive
	Site manager or SME indicating status of land as Active or Inactive

	Size (Acreage)
	Land Deed, Land Survey drawing  
	Public Land Record, Land Survey
	Lease Agreement

	Mission Dependency
	Site manager memo or site oversight indicating dependency, same process as B/T/S
	Site manager memo or site oversight indicating dependency, same process as B/T/S
	Site manager memo or site oversight indicating dependency, same process as B/T/S

	Historic Designation
	SHPO, Site Specific Historian, Environmental Assessment, EIS Assessment
	
	

	Using Organization
	Same process as B/T/S
	Same process as B/T/S
	Same process as B/T/S

	Main Location
	Same process as B/T/S
	Same process as B/T/S
	Same process as B/T/S

	Location City
	
	
	

	Location State
	
	
	

	Location County
	
	
	

	Location Zip Code
	
	
	

	Location Congressional District
	
	
	

	Excess Indicator
	Memo from Site Planning Manager
	Memo from Site Planning Manager
	

	Estimated Disposition Year
	Memo from Site Planning Manager
	Memo from Site Planning Manager
	Memo from Site Planning Manager

	Outgrant Indicator
	Real Estate, Site Planning Manager
	Real Estate, Site Planning Manager
	Real Estate, Site Planning Manager

	Can’t Currently Be Disposed
	Documentation from SME identifying reason the asset cannot be disposed.
	Documentation from SME identifying reason the asset cannot be disposed.
	

	Expiration Date
	not applicable
	not applicable
	Lease Agreement 

	Annual Rent*
	
	
	Lease Agreement 

	Lease Authority
	
	
	Real Estate Manager

	Key:  SME - Source Matter Expert
       B/T/S - Building/Trailer/OSF
	 
	2/12/2013
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