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COVA TRAX SYSTEMS SUMMARY

COVA Trax is the Integrated Workplace Management System (IWMS) used by the Department of General
Services (DGS), Division of Real Estate Services (DRES). It supports the administration and management of the
Commonwealth’s real estate portfolio and ensures the efficient maintenance of real estate information.

The COVA Trax Web Portal, available to agency users beginning July 2026, streamlines the Commonwealth’s
annual real estate reporting process. Through the portal, agencies can review, update, and enter real estate
data directly within the system. This simplified approach improves the accuracy and consistency of
information reported to the General Assembly and reduces administrative workload across agencies.

REPORTING REQUIREMENTS

The General Assembly mandated through the Code of Virginia and the Appropriations Act that agencies who
own or lease real estate must report certain information to DGS on an annual basis. DGS consolidates and
presents this information in a summary report to the Governor and General Assembly in November of each
year. The consolidation of real estate records into one database helps DGS better track, manage and maintain
records for the Commonwealth’s real estate portfolio.

LAND USE PLAN (LUP) AND M-R FIX

The Code of Virginia Section § 2.2-1153 requires each department, agency and institution to submit to DGS a
Land Use Plan (LUP) for the state-owned property in its possession or has under its control. The LUP must
show present and planned uses of such property and must include @ recommendation on whether any
property should be declared surplus by the controlling department, agency or institution.

Agencies must also enter their M-R FIX survey responses for the same state-owned property directly into the
Cova Trax Integrated Workplace Management System (IWMS). Cova Trax (IWMS) is used to determine the
“relative age” of buildings and infrastructure and to calculate the amount and percentage of maintenance
reserve funding needed to restore capital assets. This information is due to DGS each year by September 1st.

NON-DGS/AGENCY ADMINISTERED LEASE (NAAL)

Section 4-8.01e.2 of the Appropriations Act requires each agency that controls leased property, where such
leased property is not under the DGS lease administration program, to report to DGS on each leased property.
Specific data included in the report shall, at a minimum, include the following: the number of square feet
occupied, the number of employees and contractors working in the leased space, if applicable, and the
annual cost of the lease. This information is due to DGS each year by October 1st.
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UPDATES FOR THIS YEAR

For this reporting period, the process for collecting MR-FIX survey data has changed. Previously, agencies
submitted their responses using a spreadsheet and the web portal. Beginning this year, all responses must be
entered directly into Cova Trax (IWMS).

To complete the survey, your agency will need system access to COVA Trax (IWMS). Please submit an access
request to DGS at DRES-info@dgs.virginia.gov.

Additional information on system access and training is available at:
https://dgs.virginia.gov/division-of-real-estate-and-facilities-management/cova-trax/training

ADDITIONAL TIPS FOR THE WEB PORTAL

e VITA supported browser for this platform is Google Chrome. If you experience any issues with screens
not displaying properly, please make sure you are using Google Chrome and not Internet Explorer (IE).

e Do not use your browser's back and forward arrows to return to previous windows, instead navigate
through the system using the top menu bar at the very top of the screen.

e To avoid losing your work, make sure to SAVE your work before uploading documents. After you hit
the SAVE button, your screen will return to the Search/Summary page. Reopen your site/lease record
and resume uploading your documents. You will see a date/timestamp on the right side of your
screen once it is properly uploaded. *See User Guide Instructions on Uploading a Document.

ACCESSING THE COVA TRAX WEB PORTAL

Those employees of Commonwealth agencies, who previously were responsible for submitting annual reports
for Land Use Plans and Non-Administered Leases to DGS, will be given access to the COVA Trax Web Portal. If
someone else in your agency needs access, please send the request to DGS at DRES-info@dgs.virginia.gov

Web Portal Questions

DGS appreciates your agency using the COVA Trax Web Portal to submit your required annual report(s) by the
following deadlines:

e Land Use Plans & M-R FIX: Tuesday, September 1, 2026
e Non-Administered Leases: Thursday, October 1, 2026


https://dgs.virginia.gov/division-of-real-estate-and-facilities-management/cova-trax/training
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In addition to this user guide, the following resources can provide additional help in using the COVA Trax
systems:

e Email: At any time, you may send your questions to DRES-info@dgs.virginia.gov

e Call: You can reach the Records Manager during regular business hours (Monday through Friday 8:30
AM - 5:00 PM) or by leaving a message at (804) 225-4018.


mailto:BRES-info@dgs.virginia.gov
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COVA Trax Web Portal
Land Use Plans (LUP)
Agency User Instructions

Step 1: Log in

New Users:

You will receive an email from DRES-info-server@dgs.virginia.gov with the link to the COVA Trax Web Portal,
which will prompt you to set up your password. Your user name is your email address. Once you have keyed in
your password, click “Reset.”

Existing Users:

You will not receive an email this year. Please use the same login credentials as last year.

Here is the link to the website: https://covatrax.dgs.virginia.gov/Account/Login

Your user name is your email address. At the Login Screen, if you do not remember your password click on
“Forget Your Password?” to reset. Enter your email address and hit Submit. You will receive an email from
DRES-info-server@dgs.virginia.gov with a link to reset your password.

Step 2: Select “Land Use Plans” on the COVA Trax Portal Welcome Page
Step 3: Review your agency’s list of existing Site records in preparation for Agency Land Use Plan submission

A listing of your agency’s existing Land Use Plan(s) (LUP), also referred to as “Site record(s)”, can be viewed on
the Land Use Plan Search page. You must open and answer the land use survey questions for each Site record
individually. You can export your agency’s list of Site records into an Excel spreadsheet by clicking “Export Site
Records” to review all data before and/or after making any changes.

Q Land Use Plan Search

DUE DATE: Name: [ ] Agency Code: _SELECT—
LAND USE PLAN RESPONSES BY 8/31/2026 Sie 1D: | . Site To Include: | _select  w
city: FIPS Code: | s;= v
Agency User Status: seLecT- -~ Rec Mgmt User Status = ~
Q search T Reset
= Summary -Double click row to Edit.. @ Exp. Records @ Add New
=
S e Sice Name Siem Addrass Gy FIPS Code g e
Dace
06/23/26 | 5017506 |DMA HANOVER READINESS CENTER 7093 BROADNECK ROAD HANOVER HANGVER COUNTY - 085
06/23/26 | S-017604 |LU BIOMASS FUEL DEROT 28275 PRINCE EDWARD HIGHWAY Rice PRINCE EDWARD COUNTY - 147
06/23/26 | 5017500 |DGS NEW CAPITOL SQUARE CAPITOL SQUARE RICHMGND HANGVER COUNTY - 085
06/23/26 | S-015644 |DMA SANDSTON READINESS CENTER 5501 BEULAH RD SaNDSTON HENRICO COUNTY - 087
06/10/26 | S-015642 | DMA FORT BELVOIR ENCLAVE AND FMS =13 910 FLAGLER RD FoRT BELVOIR FATRFAX COUNTY - 059
06/23/26 | S-015840 | DMA WINCHESTER READINESS CENTER FREDERICK 181 PENDELTON DR WINCHESTER FREDERICK COUNTY - 088
06/23/26 | S-015635 | DMA WEST POINT READINESS CENTER KING WILLIAM | 23181 KING WILLIAM AVENUE weST pomT KING WILLTAM COUNTY - 101
06/23/26 | 5015638 | DMA POWHATAN READINESS CENTER 276 ESSAVONS DR POWHATAN POWHATAN COUNTY - 145
06/23/26 | 5015637 | DMA LEESBURG READINESS CENTER 21905 LOUDOUN CENTER PL LEESBURS LOUDOUN COUNTY - 107
06/23/26 | 5001331 | DMA EMPORIA ARMORY SITE GREENSVILLE €O 940 COURTLAND RO EmPoR1A ‘GREENSVILLE COUNTY - o21
06/23/26 | S-001282 |DMA HAMETON ARMORY CITY OF HAMBTON 208 MARCELLA ROAD HamMPTON HAMPTOMN CITV - 650
oe/23/26 | S-0o1204 DMA FORT AP HILL CAROLINE CO. 18272 AP HILL BLVD BOWLING GREEN ‘cAROLINE couNTY - 033
06/23/26 | 5001143 | DMA FORT PICKETT BLACKSTONE 1484 MIILTARY ROAD BLACKSTONE NOTTOWAY COUNTY - 135
05/12/26 | 5017557 |DGS HENRICO OFFICE 123 BROAD RICHMOND RICHMOND CITV - 760
06/23/26 | 5017595 | LU ADMISSIONS BUILDING PARKING FARMVILLE 203 RANDGLPH STREET FARMUILLE PRINCE EDWARD COUNTY - 147
06/23/26 | 5017594 | DEQ REID'S FERRV WELL SUFFOLK REID'S FERRW WELL SUFFOLK SUFFOLK CITV - 200
06/23/26 | 5017593 |VSP ALL STATE BUILDING ROANOKE 1745 LOCH HAVEN DRIVE RoANOKE ROANOKE CITY - 770
06/23/26 | S-017582 | DGS CENTRAL OFFICE LOCKWOOD HANOVER 9120 LOCKWOOD BOULEVARD HANOVER HANGVER COUNTY - 085
06/23/26 | 5017591 | DGS OPERATION GOODWILL WISE COUNTY 2505 oRR STREET B1G STONE Gap WISE counTy “ass
06/23/26 | S-017590 |DGS BIOTECH 6 RICHMOND 600 NORTH 5TH STREET RICHMOND RICHMOND CITY - 760
Page [T Jofas => = View 1 - 20 of 858



mailto:BRES-info-server@dgs.virginia.gov
https://covatrax.dgs.virginia.gov/Account/Login
mailto:%20BRES-info-server@dgs.virginia.gov
mailto:%20BRES-info-server@dgs.virginia.gov
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Use the following Search fields found at the top of the Land Use Plan Search page to search or filter on your
agency’s Site record. Search fields are not case-sensitive and you can enter all or any portion of an ID or text.
To clear Search field criteria, click on the Reset button.

Name - COVA Trax Site record name (Enter all or any portion of the text to search)

Site ID - unique ID for the Site record assigned by COVA Trax (e.g. S-000001)

City - city where owned Site is located

Agency User Status - you can search two (2) ways using this field:
o Empty Status — Site records that need to be reviewed and updated by the Agency
o Ready For Rec Mgmt. - means the agency updated the Site record and it is ready for DGS

Records Management review

Agency Code - State agency code based on the ownership of the property.

Site to Include - Use this function to filter by “new” or “existing” Site records.

FIPS Code - Federal Information Processing Standard Code (FIPS) or Region/Locality code

Rec Mgmt User Status - utilized by DGS only

Click “Search” to retrieve the Site records or “Reset” to clear the fields and start a new search.

From the Land Use Plan Search page, double click on the Site Name listed in the search grid to view an
individual Site record. The Land Use Plan — Site Record Update page for that Site record will open for you to
make your annual updates.

**If you answer “YES” to structures planned, added or demolished OR land acquired or disposed, you must upload a
new Site Plan. If uncertain as to your agency’s current Site Plan on file with DGS, please contact DGS by email at
DRES-info@dgs.virginia.gov or by phone at (804) 225-4018.

& Land Use Plan - Site Record Update I

COVA Trax I [ s pa7so0 ] Name: | DGS NEW CAPITOL SQUARE ]

Site Address: CAPITOL SQUARE ] City: | RICHMOND ]

Zip: | 23313 Tetzl Acresgs: o= a0 ]
FIPS Code: | HaNOVER COUNTY - 0BS ~| Agency Code: | 194
Site Type OFFICE - I Site Status
Latitude: @ Longitude: @&

=» Review the information abowe for accuracy. Note errors or requested changes below in comments field. Responses due by 8/31/2026

W Land Use Plan Instructions

If you answer YES to structures planned, added or demolished OR land acquired or disp please up a new Site Plan.

If uncertain whether DGS has a current Site Plan on file, please contact DGS via email at dres-info@dgs.virginia.gov.
For all questions below provide answers applicable to the period July 1, 2025 to june 30, 2026

Sawe your work before uploading documents

s

W upload Documents - Upload related documents here (i.e. deed, ESA, Platsurvey. Purchase Agreement. Source deeds, Title Commitment Policy etc.)

Click Browse (Choose File) button o select = file from your computer, snd then click Document Upload button to upload.

| choose File | Mo fite chosen

**You will notice that you cannot make changes in the top section except for the Latitude and Longitude fields.
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The following information must be updated for each existing site record. Responses due by 9/1/2026.

**Important: To avoid losing your work, make sure to “SAVE” before uploading any documents. After
you click “SAVE”, you will be redirected to the SEARCH/ SUMMARY screen. Reopen your site record to
make additional changes and/or UPLOAD documents.

e Any New Structures Planned, Added, or Existing Structures Demolished?: Answer “yes” if you are
planning or adding new structures or demolish existing structures.
e Number of Existing Buildings on this Site?: Enter the number. Enter “0” if none.

4

e Is any portion of the Site being used or occupied by another entity or agency?: Answer “yes”, or “no”.
If yes, please identify the following in the “Describe underutilized Building(s) and/or Site” comments
box: 1) name of building(s) or other description, 2) Square Feet, 3) Occupant(s), and 4) Confirmation
that the agreement for the occupancy is existing or will be reported in the NAAL area of the portal.

e Is every building and all of the Site fully occupied or utilized?: Answer “yes”, “no”, or “N/A”. Please
answer “N/A” if your site record does not contain a building. If you answer “no” and there is an
underutilized building(s) on the site, please identify the building(s) in the “Describe underutilized
Building(s) and/or Site” comments box and include the following information: 1) name of building or
Property ID#, 2) size, 3) use type (i.e. office building, dormitory, storage, etc.) and 4) the amount of
underutilized square footage available.

e Is broadband access currently available at the site?: Answer “yes”, or “no”.

e Is the existing broadband internet sufficient for your agency’s needs?: Answer “yes”, or “no”.

e At this site, is there any space on antennas, roof-tops, other structures, or available vacant land
suitable to locate wireless broadband equipment?: Answer “yes”, “no”, or “n/a”. If yes, please enter
the location in the “Identify Potential Location(s)” comments box.

e Any land acquired?: Answer “yes” or “no”. If you answered “yes,” a box will appear asking for the
new Total Acreage after the acquisition (e.g. if originally the Site acreage was 100 and 20 acres were
purchased, enter here 120 acres) Acreage for the newly acquired land is stated in the deed, please
upload a copy of the recorded deed in the Upload Documents section unless the transaction was
managed by DGS.

e Any land disposed?: Answer “yes” or “no”. If you answered “yes,” a box will appear asking the new
Total Acreage dfter the disposition (e.g. if originally the Site acreage was 100 and 20 acres were sold,
enter here 80 acres). Acreage for the sold land is stated in the deed, please upload a copy of the
recorded deed in the Upload Documents section unless the transaction was managed by DGS.

e How many new easements have been recorded at this site? Provide the number of new easements
entered into in the last fiscal year (for the period of July 1, 2025 through June 30, 2026). Enter “0” if
none. **Please upload the recorded deed of easement(s) in the Upload Documents section unless the
transaction was managed by DGS.

e Are there any Infrastructure repairs or replacements anticipated?: If yes, please enter needs and
estimated cost in the “Infrastructure Needs” comments box.

e Are there any environmental concerns affecting the Site?: If yes, please enter in the “Environmental
Concerns” comments box.




Does the Site have access to Utilities?: If yes, please select which utilities that apply: 1) Water,

2) Sewer, 3) Electric, 4) Natural Gas and 5) Telecommunications.

Could a portion of the property (land, rooftops, parking lots, etc.), be leased to private parties for
renewable energy production (e.g. solar/wind)?

Answer “yes” or “no”.

Would the owner consider third-party installation of solar panels on any existing structures?
Answer “yes” or “no”.

Would the owner consider leases to provide privately operated EV charging stations?

Answer “yes” or “no”.

Agency Surplus Designation: Please refer to the “Site Status” field at the top of the Site record for the
current status of the Site as determined by last year’s reporting.

Definitions:
1. In Use is defined as a site that is fully utilized to support the mission of the agency.

2. Underutilized property is defined as a site or portion thereof which is not being used
to its full capacity and is being retained for the agency’s future need. The underutilized
property or building would be available for other agencies to use on a temporary basis
until such time it is required for an owner/agency requirement.

3. Future Use is defined as a site that the agency has identified for a proposed capital
project to construct a new facility.

4. Surplus Real Property is defined as a site or portion thereof which is no longer required
to serve the agency’s mission.

If the designation changes from an “underutilized” or “surplus” status to “in use”, then please provide a
brief explanation for this status change in the Comments Box. Choose whether the property is In Use,
Future Use, Surplus-Entirety, Surplus-Portion, or Underutilization - if you identify the site as “Surplus-
Portion,” please provide an updated land use site plan - please identify the portion of the property you

consider to be the surplus portion and upload the updated land use site plan in the Upload Document

section.
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Step 4: Add a new LUP

If a Site record is not listed on your agency’s grid that means the Site record does not exist in COVA Trax and
must be added by your agency. If you need to add a new LUP, click on “Add New” on the Land Use Plan
Search page.

Q. Land Use Plan Ssearch I

DUE DATE: Name: [ | Agency Code: | _spiect-
LAND USE PLAN RESPONSES BY 8/31/2026 Site ID: Site To Include: -SELECT- w
City= FIPS Code: -sELECT-
Agency User Status: -SELECT- ~ Rec Mgmt User Status: _SELECT- ~
Q. 5e; T Reser
UMMAary -Double click rowto Edit. @ Export Site Records @ Add New
Lo COVA Trax
Update = Site Name Site Address City. FIPS Code ‘Agency Status Rec Mgmt Status
Dot =
06/23/26 | S-017606 DMA HANOVER READINESS CENTER 7093 BROADMECK ROAD HANDVER HANOVER COUNTY - 085
06/23/26 | 5-017604 | LU BIOMASS FUEL DEFOT 28275 PRINCE EDWARD HIGHWAY RICE PRINCE EDWARD COUNTY - 147
06/23/26 | 5-017600 |DGS NEW CAPITOL SQUARE CAPITOL SQUARE RICHMOND HANOVER COUNTY - 085
06/23/26 | 5-015644 DMA& SANDSTON READINESS CENTER 5201 BEULAH RD SANDSTON HENRICO COUNTY - 087
06/10/26 | 5-015642 |DMA FORT BELVOIR ENCLAVE AND FMS =13 5810 FLAGLER RD FORT BELVOIR FAIRFAX COUNTY - 055
06/23/26 | S-015640 DMA WINCHESTER READINESS CENTER FREDERICK 121 PENDELTON DR WINCHESTER FREDERICK COUNTY - 063
06/23/26 | 5-015639  DMaA WEST POINT READINESS CENTER KING WILLIAM | 23181 KING WILLIAM AVENUE WEST POINT KING WILLLAM COUNTY - 101
06/23/26 | 5-015638 |DMA& POWHATAN READINESS CENTER 276 ESSAYONS DR POWHATAN POWHATAN COUNTY - 145
06/23/26 | 5-015637 DMA LEESBURG READINESS CENTER 41505 LOUDOUN CENTER PL LEESBURG LOUDOUN COUNTY - 107
06/23/26 | 5-001331 DMA EMPORLA ARMORY SITE GREENSVILLE CO 940 COURTLAND RD EMPORIA 'GREENSVILLE COUNTY - 081
06/23/26 | S-001282 |DMA HAMBTON ARMORY CITV OF HAMBTON 208 MARCELLA ROAD HAMBTON HAMPTON CITY - 650
06/23/26 | 5-001204 |DMA FORT AP HILL CARCLINE CO. 18272 AP HILL BLVD BOWLING GREEN ‘CAROLINE COUNTY - 033
06/23/26 | 5-001143 |DMA FORT PICKETT BLACKSTONE 1484 MIILTARY ROAD BLACKSTONE NOTTOWAY COUNTY - 135
05/12/26 | 5-017597  DGS HEMRICO OFFICE 123 BROAD RICHMOND RICHMOND CITY - 760
06/23/26 | S-017595 LU ADMISSIONS BUILDING BARKING FARMVILLE 203 RANDOLPH STREET FARMVILLE PRINCE EDWARD COUNTY - 147
06/23/26 | S-017584  DEQ REID'S FERRY WELL SUFFOLK REID'S FERRY WELL SUFFOLK SUFFOLK CITY - 200
06/23/26 | 5-017593 |VSP ALL STATE BUILDING ROANOKE 1745 LOCH HAVEN DRIVE ROANOKE ROANOKE CITY - 770
06/23/26 | 5-017592 |DGS CENTRAL OFFICE LOCKWOOD HANOVER 5120 LOCKWOOD BOULEVARD HANOVER HANOVER COUNTY - 085
06/23/26 | 5-017591 DGS OPERATION GOODWILL WISE COUNTY 2505 ORR STREET BIG STONE GAP WISE COUNTY - 195
06/23/26 | S-017580  DGS BIGTECH & RICHMOND 500 NORTH STH STREET RICHMOND RICHMOND CITY - 760
page[i Jofaz = = View 1 - 20 of 858

Once on the Land Use Plan New Site page, input the new Site information.

& Land Use Plan - Site Recol pdate

COVA Trax IT- | s.gi7s00 ] Mame: | pEs NEW CAPITOL SQUARE ]

Site Address: | CapITOL SQUARE ] City: | RICHMOND ]

Zip | 3219 Total Acreage: | 35 oo
LANON 1

FIPS Code: ~ | Agency Code: | o4
Site Type vJ Site Status
Latitude: @ Longitude: @&

Review the information abowve for accuracy. Note errors or requested changes below in commen Id. Responses due by 8/31/20

W Land Use Plan Instructions

If you answer YES to structures planned, added or demolished OR land acquired or disposed, please upload a new Site Plan.
If uncertain whether DGS has a current Site Plan on file, please contact DGS via email at dres-info@dgs.virginia.gov.
For all questions below provide answers applicable to the period July 1, 2025 to June 30, 2026
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In addition to the Site Name and Address information, please include the following:

Agency Code: State agency code based on the ownership of the newly acquired property
Number of Existing Buildings on this Site: Number of buildings on this Site. Enter “0” if none.
Cemeteries: Answer “yes” or “no” as to whether there is a cemetery on this Site
Comments: Provide additional information that may be of use
Site Type: Identify the type of use such as Office, Educational, or Military
FIPS Code: Federal Information Processing Standard Code (FIPS) or Region/Locality code
Total Acreage: Total acreage from deed record or multiple deed records
Latitude/Longitude: If unknown, click on the globe beside “Latitude” or “Longitude” - this takes you to
an external website (www.latlong.net) where you will enter the property address and click “Find” to
identify those coordinates - copy and paste them into the COVA Trax Web Portal
> Note: Longitude should be a negative number (-)
e Employee Residence #: Number of residential units (single-family residences) on this Site
o Number of Existing Easements on this Site: Number of easements on this Site. Enter “0” if none.
e Antenna: Answer “yes” or “no” as to whether there is an antenna/tower on this Site

**Important: To avoid losing your work, make sure to “SAVE” before uploading any documents. After
you click “SAVE”, you will be redirected to the SEARCH/ SUMMARY screen. Reopen your site record to
make additional changes and/or UPLOAD documents.

e Be sure to attach the following documents for the new Site record in the “Upload Documents” section:

Recorded Deed(s)

Land Use Site Plan (See instructions & examples below)
Easements

Title Policy

Plat(s)

VVVYVY
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DRES | Division of Real Estate Services dgsairginiagov

Step 5: Upload or Delete Documents

Upload a Document:

1. Once you have saved and reopened your site record, click on “Choose File” at the bottom of screen.
2. Navigate to the folder on your computer where the file is saved.
Click on the file. The file name will appear next to the “Choose File” button.

i Upload Documents - Upload related documents here (.. deed, ESA, PlatSurvey, Purchase Agreement, Source deeds, Title Commitment Policy etc.)

(Click Browse (Choose File) button to select a fle from your computer, and then click Document Upload button to upload.

| Choose Fie | ictp

3. Click on the “Document Upload” button below the “Choose File” button. The document name and
user name will appear at the bottom right side of the screen.

W Upload Documents - Upload related documents here (i.e. deed, ESA, PlatSurvey, Purchase Agreement, Source deeds, Title Commitment Policy etc.)

Click Browse (Choose File) button to select a file from your computer, and then click Document Upload button to upload. Document Name  User Delete

[ choose File | Nofile chosen ——- | jic1 pg tesa.berry@dgs virginia.gov [

*Note: When clicking on the “Document Upload” button, this action will automatically take you
to the top of the screen. Scroll down to the bottom to return to the Upload Documents section.

Delete a Document:

1. To delete your uploaded file, click on the trash can icon.

W Upload Documents - Upload related documents here (i.e. deed, ESA, PlatSurvey, Purchase Agreement, Source deeds, Title Commitment Policy etc.)

lick Browse (Choose File) button to select a fie from your computer, and then click Document Upload button to upload,

Document Name User Delete l
[ Choose File | No file chosen ‘ i

pict.png tesa.berry@dgs virginia.go

Document Upload

2. You will be prompted with a popup window that asks if you are sure you want to delete. Click “OK".
Your file should no longer be displayed at the bottom right side of screen.

covatrax-test.dgs.virginia.gov says

Are you sure you want to Delete?

11



LUP Site Plan

For newly acquired property or other owned property not listed, or if you have answered YES to structures

planned, added or demolished or land acquired or disposed, you must upload a new Site Plan. If uncertain as
to your current Site Plan on file with DGS, you can obtain a copy via email at DRES-info@dgs.virginia.gov or call

DGS at (804) 225-4018.

A LUP consisting of the following should be uploaded (see examples below):

1. ASite Plan showing:

e The agency name, the tract or campus name, the acreage, the longitude/latitude, the locality
name, a graphic scale, and a north arrow.

e Existing buildings with names, roads, parking lots, major pedestrian avenues, archeological sites,

historic landmarks, timber management areas, and areas leased for mineral extraction.
e All land uses must be shown, including buffer areas, agricultural uses, and areas under forest
management (on a facility site), floodplain areas, and areas leased to others for management.
e Future development plans showing development as envisioned by the agency’s six year capital
plan, including proposed buildings, roads, parking lots and major pedestrian avenues, and

proposed property boundaries, whether expanded or reduced. Future facilities (planned) will be

crosshatched or clearly identified by some other technique.

e Additional land proposed for acquisition to expand the facility, showing the location and the
proposed use(s).

e Indicate any buildings planned for demolition or other removal.

e [f the property or any portion thereof is not being used and is not planned for future use, then
indicate the location and acreage and include an evaluation whether it should be identified as
surplus property.

e The scale of the plan shall allow for easy identification of the details and features. Normally a scale

of 1” =500 ft. is sufficient.

2. The approval of the cognizant board or governing body of the department, agency or institution of the

LUP (or the agency head in the absence of a board or governing body), along with a recommendation

on whether the property should be declared surplus by the department, agency or institution.

12
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EXHIBIT A
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BUILDING m——— |
FAACS # | STORAGE LOT e B
194DSF1_{)

ACREAGE: 9.99 ACRES

—F T |
- S| |
106"
LEGEND
——— — — —— PROPERTY LINE
BUILDING/STRUCTURES: ONE STORY BLOCK BUILDING GRAPHIC SCALE .
42,000 SQ. FT. 0 200

1"=200" ol r™

SUBJECT PARCEL

VIRGINIA SURPLUS WAREHOUSE / 1910 DARBYTOWN ROAD / PARCEL ID #25443

F s DWG. NO.:
B-namunmq .EEBHG = BUREAU OF FACILITIES MANAGEMENT
1011 Boulder Springs Drive, Suite 200 | Richmond, Virginia 23225 DRAWN BY: DATE: JOB NO: 1
e RJD 9/15/10 | 10-047
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Step 6: Review, verification and updating of existing Site records and adding any new Site records must be
completed by close of business on Monday, September 1, 2026.

DGS must set a deadline in order to complete the mandatory reporting due to the requirements of the
General Assembly. Please update all site records by close of business on Monday, September 1, 2026. After
that time, the COVA Trax Web Portal LUP access will be closed. DGS is required to report on behalf of all
agencies; therefore, non-responses will be noted in the report.
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Virginia's Real Estate & Assets
Management System

COVA Trax Web Portal
Land Use Plans (LUP)
Screen Guide

Department of General Services
Division of Real Estate Services
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User ID Email from DGS

Reset Password Inbox x

DRES-Info@dgs.virginia.gov

tome -

Flease reset your password by clicking

/

New Users Only

You will receive an email from
DRES-Info-Server@dgs.virginia.gov
to confirm your account and setup

a password. Click on the “here”
link, and you will be directed to
the Reset Password page.

16
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DRES | Division of Real Estate Services dgsvirginiagor

Setting up Your Password

COVA Trax Web Portal

il Reset Password & Password Policy

1. Passwords must be at least 8 characters long,

Email: . . .
e 2, Passwords must include the following 4 categories:
Confirm Email: = Uppercase letters
Password: = Lowercase |etters
Confirm password: = Numbers

= Spedial characters

3. Password must be changed every 90 days.
3 Cancel

Please enter your email address twice; then setup
your new password and re-enter your new password;

then hit the “Reset” button. You will then be directed
to the Reset Password Confirmation page.

17
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Password Confirmation

| ki

(- || hitp://covatrax-test.dgs.virginia.gow/Account/ResetPasswordConfirmation P~ GHI  Forgot Password Confirmation...

| Reset password confirmatio... %

File Edit View Favorites Tools Help
= aSuggestedSites' @WebSIiceGaHeryv @ M A @ v Pagev Safety~ Tools~ @v §

COVA Trax Web Portal |

Reset password confirmation.

Your password has been reset, Please click here to log in

AN

Your password has been set up. Now you
can login to the COVA Trax Web Portal by
clicking on the “click here to log in” link.

18



Log In Page

“TA,.  COVATrax Web Portal

An official website of the Commonwealth of Virginia Here's how you know v

Enter your
username (your
email address)
and password
then click Login

D I'mmat & robat

MANMATTAN

Virginia’s Real Estate & Asset
Management System

@ Find a Commonwealth Resource

If you forget
your password,
click “Forgot
your password”
toresetit
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Land Use Plans (LUP) Welcome Page

COVA Trax Web Portal Hellobresinfo@dps.virginiagov! (@

Version: 7.0.0

COVA Trax Portal

Welcome to the Non-DGS/Agency Administered Lease, Land Use Plans and M-R FIX Portal

Land Use Plans Non-DGS/Agency Administered Lease

LUP updates due by 8/31/2026 Updates due by 10/01/2026

a

Please visit the DGS website for this year's user guide and training information. Thank you.

The Virginia Properp Maintenance Code applies to state-owned building and structures. See CPSM Section 419 available on the DGS, DEB webpage for

further information.
I‘ Select Land Use Plans II

20
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Search Options

| Q Land Use Plan Search

DUE DATE: Name:l | AgengyCode | tper. w

LAND USE PLAN RESPONSES BY 8/31/2026 Site ID: SteTolnclude: | sgecr o
City: FIPS Code: SELECT-
Agency User Status: SELECT- v Rec Mgmi User Status: SELECT- v

= Summary -Doutle~"wcrowtoEdit. @ Export Site Records @ Add New

Search by Site Name, Site ID, City, Agency
User Status, Rec Mgmt User Status, Agency
Code, Site to Include (i.e. a new or existing
site), or by FIPS Code. (“Agency User Status”
indicates if site records were reviewed and
updated by the Agency with the status of
“Ready for REC Mgmt”. “Rec Mgmt User
Status” indicates if it was “Submitted To

Click Search to retrieve a
list of Site records that
match your search
criteria. Hit Reset to
clear any previous search
criteria and start again.

Cova Trax” and that DGS Records
. CAROLINE COUNTY - 033
Management has completed the review).
NOTTOWAY COUNTY - 135
RICHMOND CITY - 760
06/23/26 | 5-017593 |LU ADMISSIONS BUILDING PARKING FARMVILLE 203 RANDOLPH STREET FARMVILLE PRINCE EDWARD COUNTY - 147
06/23/26 | 5-017394 |DEQ REID'S FERRY WELL SUFFOLK REID'S FERRY WELL SUFFOLK SUFFOLK CITY - 800
06/23/26 | 5-017553 |VSP ALL STATE BUILDING ROANOKE 1743 LOCH HAVEN DRIVE ROANOKE ROANOKE CITY - 770
06/23/26 | 5-017592 |DGS CENTRAL OFFICE LOCKWOOD HANOVER 9120 LOCKWOOD BOULEVARD HANOVER HANOVER COUNTY - 085
06/23/26 | 5-017591 |DGS OPERATION GOODWILL WISE COUNTY 2503 ORR STREET BIG STONE GAP WISE COUNTY - 195
06/23/26 | 5-017390 |DGS BIOTECH & RICHMOND 600 NORTH 5TH STREET RICHMOND RICHMOND CITY - 760
pge|l Joras » mi[nv] View 1 - 20 of 858
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Reviewing/Exporting Existing Sites

DRES | Division of Real Estate Services

dgs.virginia.gov

Q Land Use Plan Search

DUE DATE: Name: ‘ ‘ AgenyCode: | et v
LAND USE PLAN RESPONSES BY 8/31/2026 Site ID: SteTolncude:  sep.
City: FIPS Code: SELECT-
Agency User Status: SELECT- ¥ Rec Mgmt User Status: SELECT- v

L g
Update [ Site Name Site Address Gy FIPS Code Agency Status Rec Mamt Status
Dws: D
*
06/23/26 | S-017606 |DMA HANOVER READINESS CENTER \ 7093 BROADNECK ROAD HANOVER HANOVER, COUNTY - 085
06/23/26 | 5-017604 (LU BIOMASS FUEL DEPOT \ 28275 BRINCE EDWARD HIGHWAY RICE PRINCE EDWARD COUNTY - 147
06/23/26 | 5017600 DGW A £LnzaZalLan RICHMOND HANOVER. COUNTY - 085

06/23/26 | 5-013844

HENRICO QOUNTY - 087

Click here to download a

06/10/26 | 5-015642

FAIRFAX COUNTY - 039

06/23/26 | 5015640

complete listing of all your

FREDERICK COUNTY - 069

06/23/26 | 5015639

KING WILLIAM COUNTY - 101

agency site records before

06/23/26 | 5015638

POWHATAN COUNTY - 145

or after your updates

06/23/26 | 5-013637

LOUDOUN COUNTY - 107

Dé/23/26 | 5-001331 |DMA EMPORIA (GREENSVILLE COUNTY - 081
06/23/26 | 5-001282 | DMA HAMPTON ARMORY CITY OF HAMPTON 208 MARCELLA ROAD HAMPTON HAMPTON CITY - 650
06/23/26 | 5-001204 | DMA FORT AP HILL CAROLINE CO. 18272 AP HILL BLVD BOWLING GREEN CAROLINE COUNTY - 033
06/23/26 | 5-001143 | DMA FORT PICKETT BLACKSTONE 1484 MIITARY ROAD BLACKSTONE NOTTOWAY COUNTY - 135
03/12/26 | 5-017357 | DGS HENRICO OFFICE 123 BROAD RICHMOND RICHMOND CITY - 760
06/23/26 | 5-017393 |LU ADMISSIONS BUILDING PARKING FARMVILLE 203 RANDOLPH STREET FARMVILLE PRINCE EDWARD COUNTY - 147
06/23/26 | 5-017594 | DEQ REID'S FERRY WELL SUFFOLK REID'S FERRY WELL SUFFOLK SUFFOLK CITY - 800
06/23/26 | 5-017593 |VSP ALL STATE BUILDING ROANOKE 1745 LOCH HAVEN DRIVE ROANOKE ROANOKE CITY - 770
06/23/26 | 5-017392 | DGS CENTRAL OFFICE LOCKWOOD HANOVER 5120 LOCKWOOD BOULEVARD HANOVER HANOVER COUNTY - 083
06/23/26 | £-017391 | DGS OPERATION GOODWILL WISE COUNTY 2503 ORR STREET BIG STONE GAP WISE COUNTY - 195
06/23/26 | 5-017590 |DGS BIOTECH 6 RICHMOND 600 NORTH 5TH STREET RICHMOND RICHMOND CITY - 760

PageoHG Lo |

View 1 - 20 of 858

The screen shows 20 records at
a time. Click on the left or right

arrows to view more records.

Displays a
count of total
site records
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Division of Real Estate Services

dgs.virginia.gov

Editing an Existing Site Record

Q Land Use Plan Search

DUE DATE:
LAND USE PLAN RESPONSES BY 8/31/2026

Name: I I AgencyCode: | _sper. v
Site ID: SteTolnclude: | seipcr.
City: FIP5 Code:
Agency User Status: SELECT- W Rec Mgmt User Status: SELECT-

-SELECT-

v

UMMAry -Double cickrowto Edit. @ Export Site Records @ Add New
= o T
Update L Site Name Site Address ary FIPS Code Agency Satus Rec Mgmt Sty
bate |
06/23/26 | S-017606  DMA HANOVER READINESS CENTER 7093 BROADNELK ROAD HANOVER HANQVER COUNTY - 083
06/23/26 | S-017604 | LU BIOMASS FUEL DEPOT 28275 PRINCE EDWARD HIGHWAY RICE PRINCE EDWARD COUNTY - 147
06/23/26 | 5017600 OGS NEW CARTTOL SQUARE CAPITOL SQUARE RICHMOND HANGVER COUNTY - 083
06/23/26 | 5015644 DMA SANDSTON REAL CENTER 3301 BEULAH RD SANDSTON HENRICO COUNTY - 087
06/10/26 | 5015642 DMA FORT BELVOIR ENCLAMD PS5 =13 9810 FLAGLERFD FORT BELVOIR. FAIRFAX COUNTY - 059
06/23/26 | 5015640 DMA WINCHESTER mmmmwn FREDERICK | 181 PENDELTON DR WINCHESTER FREDERICK COUNTY - 069
06/23/26 | 5015639 DMA WEST POINT READINESS cmrhws WILLIAM | 23181 KING WILLIAM AVENUE WEST POINT KING WILLLAM COUNTY - 101
. X POWHATEN POWHATAN COUNTY - 145
Double-click on the Site Name || s PR
to open the site record PR L E U 22

05/13/26 HAMBTON HAMPTON CITY - 650
06/23/26 | 5001204 | DMA FORT AP HILL CAROLINE CO. 18272 4P HILL BLVD BOWLING GREEN CAROLINE QOUNTY - 033
06/23/26 | 5-001143  DMA FORT PICKETT BLACKSTONE 1484 MIILTARY ROAD BLACKSTONE NOTTOWAY COUNTY - 135
05/12/26 | 5017597 OGS HENRICO OFFICE 123 BROAD RICHMOND RICHMOND CITY - 760
06/13/26 | 5017995 | LU ADMISSIONS BUILDING PARKING FARMVILLE 203 RANDOLPH STREET FARMVILLE PRINCE EDWARD COUNTY - 147
06/23/26 | 5017394 DEQ REID'S FERRY WELL SUFFOLK REID'S FERRY WELL SUFFOLK SUFFOLK CTTY - 200
06/23/26 | 5017393 VSR ALL STATE BUILDING ROANOKE 1745 LOCH HAVEN DRIVE ROANOKE ROANOKE CITY - 770
06/23/26 | 5017592 OGS CENTRAL OFFICE LOCKWOOD HANOVER 9120 LOCKWOOD BOULEVARD HANOVER HANGUVER COUNTY - 083
06/23/26 | 5017591 OGS OPERATION GOODWILL WISE QOUNTY 2505 ORR STREET EIG STONE GAP WISE COUNTY - 195
06/23/26 | 5017390 DGS BIOTECH & RICHMOND 500 ORTH 5TH STREET |mmmo~n RICHMOND CITY - 760

peeli s v ri[sv]

View 1 - 20 of 858
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(& Land Use Plan - Site Record Update

COVATrax ID: | 5000133 l Name: | g5 CAITOL AREA RICHMOND OITY l

Site Address: | CAPITOL SQUARE l Cty. | RICHMOND l

Ip: | 7378 Tozl Acrsage: 4555
FIPS Code: | RICHMOND CITY - 750 v‘ Agency Coder 134

SiteType | OFFIE ¥ ‘ Site Status ||y USE

Latitute: @ |37.535065 Longitude: @ |77 433003

Click on the
globe icons to
update
Latitude &
Longitude

= Review the informition above for accuracy. Note errars or requested changes below in comments fiel

W Land Usz Plan Instructions

If you answer YES to structures planned, added or demolished ORland acquired or disposed, please upload a new Site Plan,

If uncertain whether DGS has a current Site Plan on file, please contact DGS via g/
Is any portion of the Site
occupied or utilized by
another entity or agency? If
yes, enter the building
name(s) or other description,
sq. ft., occupant(s), NAAL
reporting confirmation in the
“Describe Underutilized
Buildings and/or Site”
comment box.

For all questions below provide answers applicable to the period Ju

gum—
Any New Structures Plamned? | SEEC- v

Required

Any new structures planned,
added, or demolished?

Any New Structures Added? | SELECT. W

Required

Any Structures Demalished? | grpcT.
y SECT W

# of Existing Buildings on
Site. (Enter ”0” for none).

Required

Mumber of existing buildings an this site?{0 if nong)

Fully occupied or
utilized? If no,
enter number of
vacant buildings in
the “Describe

Any portion of the site baing used ar occupied by anather entty or agency? | SoEcT.
[f*fzz, canfirm 2grazmentz) nas been reparted in the Leass arez of the poral

Required

Is every buiding and all ofthe Ste fully occupied orutiized? | sner.

Underutilized If Mo, identify below the buikding and/or portion of the Site, including square fodtags, which is underutiized e
Buildings and/or

Site” comment box _ , o
below and provide > Describe underutiized buldings andfor Site

building name(s),
square feet, and
use type.
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—
[s brozdaand intermet zocess cumencly avalileat s she? | SERCT. v

Required
Is broadband available at your site?
Is it sufficient for your needs? Does
your site have vacant areas to

Required install wireless broadband
equipment?

lsthe exising broadband intemet suffient for your agencys nesds? | e,

Atehis stz s there amy space on antenngs, Foaftops, ether SUCAUSS | R, v
or 2vallale vatant anc sutable 2 locate wireless broachand equipment?

Required et
If you have available locations to -
install broadband equipment, Iy potential locations
please enter the location in the >
“Identify potential locations”
comment box. ¢
—

Hzs any additional land been atquired fortheste? | gy,
f dacumentztion has nat been pravided t 0G5 plezse uplogd below

Has any additional land been
acquired or disposed of? If yes,
please upload documentation

below.

Required

Hes any and been dispasedattissite? | e, v

f dacumentztion has not been provided t 0G5 plezse upload below = -

How many new
easements added to
existing properties

within the last year?
(Enter ”0” for none).

P miany R easments hive Deen recorded at hissie
f documentztion has nat been pravided 1 0G5 plezse upload below

Comments

Enter any
additional
Comments
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Any infrastructure
repairs or replacements
anticipated? If yes,
please enter estimated
costs and needs in the

. . - <
Are any infrastructure repairs or replacements anticipated? | grerT. o [

If Yes, describe needs and estimated costs in comment box below
Required

(Infrastructure Needs) Comments

Are there any
environmental

a P
concerns affecting ’ comments box.
the SitE? |f yeS, Arethere any environmental concerns affecting the site? | splecT. o
. If Yes, explzin in comment box below Requred
please enter in B
comments box. e o
{Environmenzal Concems) Comments
4
\
Diozs the Site have access to utilities? VES

Does the Site have access
to Utilities? If yes, select

Utilities (check all that 2pply) O water

Could a portion of the property (land, O soner those that apply.
rooftops, parking lots, etc.), be leased to O et (i.e., Water, Sewer,
private parties for renewable energy O etural s Electric, Natural Gas,
production (e.g., Solar/Wind)? ) Teeccmnmurications Telecommunications)

Required —

Could a partion of the property {land, rooftaps, parking los, etc) beleased | sperm. o
to private parties for renewsble energy production (e g solariwind)?

Would the Owner consider
third-party installation of
Solar Panels on any existing
structures?

Regquired

Would the owner consider third-party installation of solar panels on any existing structures? | SELECT- w

Regquired

Would the owner consider leases to provide privately operated EV charging stations? | SELECT- &

Requirzd
ll Enter Surplus Designation ll—> AgencySurplus Designation | GEECT- v
Requirzd

Save your work befare uploading documents
g Eance'

] Upload Documents - Upload related documents here (i.e. deed, ESA, PlatSurvey, Pur 1ase Agreement, Sour. = deeds, Title Commitment Policy etc.)

Would the owner consider leases
to provide privately operated EV
charging stations?

Click Browse (Choase File) button t2 select 3 file from your computer, and then click Document Upload bugh to upload.

Chooze File | Mo file chosen

**IMPORTANT: Please remember to click
SAVE after making any changes and BEFORE
uploading documents or else your changes will
be lost. After clicking SAVE, you will be
redirected to the previous SEARCH/SUMMARY
screen. Reopen your site record and then
Upload your documents.

Upload your documents: Step 1: Save your work first before Uploading.
Step 2: Click “Choose File”. Step 3: Click “Document Upload”.
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Steps for Uploading a Document:

1. Once you have saved and reopened your site record, click
on “Choose File” at the bottom of screen.

2. Navigate to the folder on your computer where the file is
saved.

3. Click on the file. The file name will appear next to the
“Choose File” button.

W Upload Documents - Upload related documents here .2. deed, ESA, PlatSurvey, Purchase Agreement, Source deeds, Title Commitment Policy etc.)

ik Browse (Chouse File) button to seect il Tom your compute, and then cic Document Upload .01 ‘o aload.

l\cnooseﬂ\e pic png ::

4. Click on the “Document Upload” button below the
“Choose File” button. The document name and username
will appear at the bottom right side of the screen.

W Upload Documents - Upload related documents here (i.e. deed, ESA, PlatSurvey, Purchase Agreement, Source deads, Title Commitment Policy etc.)

*Note: When clicking on the “Document Upload” button,
this action will automatically take you to the top of the
screen. Scroll down to the bottom to return to the Upload
Documents section.

27



dgs.virginia.gov

Steps for Deleting an Uploaded Document:

To delete your uploaded file, click on the trash can icon.

You will be prompted with a popup window that asks if you are
sure you want to delete. Click “OK”. Your file should no longer
be displayed at the bottom right side of screen.

covatrax-test.dgs.virginia.gov says

Are you sure you want to Delete?

oK Cancel
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Adding a New Site

Division of Real Estate Services

dgs.virginia.gov

Q Land Use Plan Search I

DUE DATE:
LAND USE PLAN RESPONSES BY 8/31/2026

Name: [
Site ID:
City:
Agency User Status:

-SELECT- v

2 Reset

1 Agency Code: | _specr. v
Site To Include: | geper-
FIPS Code: -SELECT- A
Rec Mgmt User Status: _SELECT- [V

Click Add New to add a new Site

UMMary -Double cick rowto Edit. @ Export Site Records Q) Add New
2= oum Trex
Update o Site Name Site Address City FIPS Code Agency Status Rec Mgt Status
Date _
06/23/26 | 5017606 |DMA HANOVER READINESS CENTER 7093 BROADNECK ROAD HANOVER, HANOVER COUNTY - 085
06/23/26 | S-017604 |LU BIOMASS FUEL DEROT 28275 PRINCE EDWARD HIGHWAY RICE PRINCE EDWARD COUNTY - 147
06/23/26 | 5017600 |DGS NEW CAPTTOL SQUARE CAPITOL SQUARE RICHNMOND HANOVER COUNTY - 085
06/23/26 | 5015644 |DMA SANDSTON READINESS CENTER 5901 BELLAH RD SANDSTON HENRICO COUNTY - 087
06/10/26 | S-015642 |DMA FORT BELVOIR ENCLAVE AND FMS =13 5810 FLAGLER RD FORT EELVOIR FAIRFAX COUNTY - 059
06/23/26 | S-01564 bt ICUESTER SoanIncee conTes connetol B ood SounciTon DE STER FREDERICK COUNTY - 069

KING WILLIAM COUNTY - 101

POWHATAN COUNTY - 143

LOUDOUN COUNTY - 107

06/23/26 | 5-001331 | DM& EMPORIA ARMORY SITE GREENSVILLE CO 940 COURTLAND RD EMPORIA (GREENSVILLE COUNTY - 081
06/23/26 | 5-001282 |DMA HAMPTON ARMORY CITY OF HAMPTON 208 MARCELLA ROAD HAMPTON HAMPTON CITY - 630
06/23/26 | 5-001204 |DMA FORT AP HILL CAROLINE CO. 18272 AP HILL BLVD BOWLING GREEN ‘CAROLINE COUNTY - 033
06/23/26 | 5-001143 | DMA FORT PICKETT BLACKSTONE 1484 MILLTARY ROAD BLACKSTONE NOTTOWAY COUNTY - 135
05/12/26 | 5-017397 |DGS HENRICO OFFICE 123 BROAD RICHMOND RICHMOND CITY - 760
06/23/26 | 5-017385 |LU ADMISSIONS BUILDING PARKING FARMVILLE 203 RANDOLPH STREET FARMVILLE PRINCE EDWARD COUNTY - 147
06/23/26 | 5-017334 |DEQ REID'S FERRY WELL SUFFOLK REID'S FERRY WELL SUFFOLK SUFFOLK CTTV - 200
06/23/26 | 5-017593 |VSP ALL STATE BUILDING ROANOKE 1745 LOCH HAVEN DRIVE ROANOKE ROANOKE CITY - 770
06/23/26 | 5-017332 | DGS CENTRAL OFFICE LOCKWOOD HANOVER: 9120 LOCKWOOD BOULEVARD HANOVER HANOVER COUNTY - 083
06/23/26 | 5-017391 |DGS OPERATION GOODWILL WISE QOUNTY 2505 ORR. STREET BIG STONE GAP WISE COUNTY - 193
06/23/26 | 5-017390 |DGS BIOTECH & RICHMOND 600 NORTH 5TH STREET RICHMOND RICHMOND CITY - 760

View 1 - 20 of 858
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New Site Information

COVATrax 1D l SteType: | _gec v Click on the Site
bgencyCode s w FIPS Code: Type (eg Mlllta.ry'
Educational, Office)
ES || Enter Acreage ll—b Total Acreage:

Site Address; Latirude: @

. Longitude: @ Click on the
Iip: Employee Rezidence #: lobes to IOOkUp
latitude/longitu
Humber oigfisting buildings on this site: Number of existing easements on this site: d (| itud
ae (longitude
Cemeteries: | crpcT. Z Antznna? | gpiET. W should begin
r— Enter number of with “-”)
existing easements.

Enter New Site information: (Name, Site (Enter “0” for none).

Address, City, Zip, Cemeteries, and Does your site Enter the
Comments). Enter number of existing have an number of
buildings. (Enter “0” for none). antenna(s) Employee
Szve your work bhefore uplascing documents ipstalleds m
(single-family
2 Cancal houses) on

the Site

| W Upload Documents - Upload related documents here (i.. deed, ESA, PlatSurvey, Purchasi

Site Plan is needed =
Click Browse (Choose File) buzton to sslect 2 file from your computer, and then click Document Upload buttan to ulasd.

Choose File | Nofile chosen

Document Upload

Upload your Site Plan. Step 1: Save your work first before Uploading.
Step 2: Click “Choose File”. Step 3: Click “Document Upload”.
(See instructions on Page 27 for more detail).
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Contact and Additional Training Resource Information

DGS appreciates your agency using the COVA Trax Web Portal to
submit your required LUP annual report by the deadline:
Tuesday, September 1, 2026 by close of business.

For additional help using the COVA Trax Web Portal for the LUP
annual reporting:

e Email: At any time send your questions to
DRES-info@dgs.virginia.gov

e Call: You can reach the Records Manager during regular
business hours (Monday through Friday 8:30 AM-5:00 PM)
or by leaving a message at (804) 225-4018.
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DRES | Division of Real Estate Services dgsiginia gov

COVA Trax Web Portal
Non-DGS/Agency Administered Lease (NAAL)
Agency User Instructions

Step 1: Log in

New Users:

You will receive an email from DRES-info-server@dgs.virginia.gov with the link to the COVA Trax Web Portal,
which will prompt you to set up your password. Your user name is your email address. Once you have keyed in
your password, click “Reset.”

Existing Users:

You will not receive an email this year. Please use the same login credentials as last year.

Here is the link to the website: https://covatrax.dgs.virginia.gov/Account/Login

Your user name is your email address. At the Login Screen, if you do not remember your password click on
“Forget Your Password?” to reset. Enter your email address and hit Submit. You will receive an email from
DRES-info-server@dgs.virginia.gov with a link to reset your password.

Step 2: Select “Non-DGS/Agency Administered Lease” on the COVA Trax Web Portal Welcome Page
Step 3: Review your agency’s list of existing NAALs

A listing of your agency’s existing NAALs can be viewed on the Non-DGS/Agency Administered Lease Search
page. You must review and update each lease record individually in the COVA Trax Web Portal. You can
export your agency’s list of NAAL records into an Excel spreadsheet by clicking “Export Lease Records” to
review all data before making the changes in the COVA Trax Web Portal.

| Q Non-DGS/Agency Administered Lease Search

UPDATES DUE BY 10/01/2026

COVATraxID: Lease Name Current Term Start Date: | gg§ &5
Agency User Status: SELECT- ~ Rec Mgmt User Status: SELECT. S Current Term End Date: & &

g pese

IS Summary -Doubledick rowtoEdit. @ Export Lease Records € Add New

Cure. Term  Curr, Term

Lease Name Address City i Agency Status Rec. Mgmt Status
Upsate Acronym ¥ Start End 2 ™y
DA . . - ! = - i B |
‘ 06/23/26  1-001232 GMU | GMU 50 ACRES LAND POPES HEAD RD FAIRFAX %11022 POPES HEAD RD FAIRFAX 00000 03/02/22 | 03/01/27 ‘
| o6r23/26 | 001235 GMU | GMU COMMERCE I AND II FINANCE LEASE FAIRFAX |4085 UNIVERSITY DR # 87 FAIRFAX 22030-3407 03/02/15 | 03/02/30 |
‘ 06/23/26 | 1L-001240 GMU | GMU MATHY HOUSE PRESIDENTS RESIDENCE FAIRFAX 311020 POPES HEAD RD FAIRFAX 22030-4608 11/01/95 = 06/30/28
| oe/23/26 | L-001242 GMU  |GMU OFFICE LEASE 108 N BTH ST RICHMOND iw MORTH EIGHTH ST RICHMOND 23225 10/01/23 | 09/30/26
06/23/26 | 1-001243 GMU | GMU OFFICE/RESEARCH MANASSAS 9438 INOVATION LOOP MANASSAS 20110 10/01/22 | 10/31/25 ‘
‘ 06/23/26 | L-001251 GMU | GMU STUDENT HOUSING CHAIN BRIDGE RD FAIRFAX |4262/64/66 CHAIN BRIDGE FAIRFAX 22030 07/01/25 | 06/30/30 |
! |
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Use the following Search fields, found at the top of the Lease Search page, to search or filter on your agency’s
NALL record. Search fields are not case-sensitive and you can enter all or any portion of an ID or text. To clear
Search field criteria, click on the Reset button.

e Agency Code — State Agency code
e COVATrax ID: Unique ID for the Lease record assigned by our COVA Trax system (e.g. L-000001)
e Agency User Status - you can search three (3) ways using this field:
o Empty Status — Lease records that need to be reviewed and updated by the Agency
o No change needed — means agency user opened the record, copied the values from the
previous year to the current year and saved the record (i.e. no change in lease terms)
o Ready for REC MGMT (Records Management) — records that have been updated by your agency
with at least one (1) change and are ready for DGS Records Management review

Property City: City where leased property is located

Lease Name: Name of Lease

Rec Mgmt User Status - utilized by DGS only

Current Term Start Date and End Date: Enter the date or choose the start and end date on the drop-
down calendar of the lease you are trying to locate

Click “Search” to retrieve the Lease records or “Reset” to clear the fields and start a new search.
Step 4: Review, verify and update each of your agency’s NAAL record(s)

From the Lease Search page, double click on the Lease Name in the summary grid to view an individual Lease
record. The Update an Existing Non-DGS/Agency Administered Lease page (screenshot below) for that Lease
record will open for you to make your annual updates.

& Update an Existing Non-DGS/Agency Administered Lease - update due by 10/01/2026

COMA Trax ID: | |_po1232 Agency Codes | zar.ciu ~

©: |T-op0271 Property Address: | 11022 POPES HEAD RD ]

iame: [ @MU 50 ACRES LAND POPES HEAD RD FAIRFAX ] Property Gity: | FAIRFAX ]

Lease Acc Type: | pavasie ~ Postal Code: | poooo

Latiude: @ [zzs13z Longtude: @ | 773204

= Previous Fiscal Year 2026 || Revised Fiscal Year 2027

Previously Repartes Tenant Mame: | G ] Revised Tenant name: @ ©

Previously Reported Landiord Mame: | gpauiF ] Revised Landlord Name: @ O

Previously Reportad Leass Type: | Tripis (o o Revised Lease Type: @ @ e =

Freviously Reported Agrearment Ty = it Al e Type @ © e, o

Previously Reported Leased Ares: [50.00 ] Revised Leased Ares: @ O
Previously Reported Unit of Messursment: acRE o~ Revised Unie of Measurement @ @ | _sElecT. W
Praviously Reported Head Count: [ ] Current Hesd Count €@ ©
Previously Reparted Annusl Rent | 100 ] Current Annus Rent @ @
g - (03022010 =<
Curres ite: | 03/02/2022
Date: | 03/01/2027

Has the lease been terminated? Yes @ Mo O

Comments: © Current Annual Rent covers: (7/1/2026 - 6/30/2027)

NP S —
bl
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You will notice on the Update an Existing Non-DGS/Agency Administered Lease page that you cannot make
changes in the shaded fields in the top section and also in the middle section in the left column titled
“Previous Fiscal Year 2026”. The following information must be updated. To avoid losing your changes, be
sure to click on ‘Save’ to close the record and return to the Search page.

e Fiscal Year 2027 data:

o If all or most of the information for Fiscal Year 2026 is the same for Fiscal Year 2027, click
“Copy” to copy the information on the left into the boxes on the right for Fiscal Year 2027, and
then make any necessary updates.

o Current Annual Rent must be updated for Fiscal Year 2027. Enter the annual rent cost for Fiscal
Year 2027, this would be total rent due for the period of July 1, 2026 through June 30, 2027
(e.g. 7600.00 or 20346.79).

o If the information for Fiscal Year 2027 has changed dramatically, simply key in the new
information in the right column of the middle section. Upload any supporting documents
(amendments, option letters, etc.) (For instructions on Uploading a Document, see page 37).

e Lease termination information: If the lease has been terminated, please answer the question “Has the
lease been terminated?” question located on the left side of the middle section. When you click in the
“Yes” radio button a box will appear on the right side titled, “Lease Termination Date.” Enter the lease
termination date or choose the date from the drop-down calendar. On the bottom of the page in the
“Upload Documents” section, please upload the corresponding document (i.e. termination letter, etc.).
(For instructions on Uploading a Document, see page 37).

» Please do not change the “Revised Current Commencement Date.”

*Note: Please do not zero out existing information when terminating a lease.
You only need to update the “Lease Termination Date”.

**Important: To avoid losing your work, make sure to “SAVE” before uploading any documents. After
you click “SAVE”, you will be redirected to the SEARCH/ SUMMARY screen. Reopen your lease record
to make additional changes and/or UPLOAD documents.

Step 5: Repeat step 4 for each NAAL record listed for your Agency
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Step 6: Add new NAAL

If a lease is not listed on your agency’s grid, this means the lease record does not exist in COVA Trax and must
be added by your agency. If you need to add a new lease, click on “Add New” on the Lease Search page.

QN

tered Lease Sear

GS/Agency Adi

UPDATES DUE BY 10/01/2026

Agency Code: _SELECT- Property City: From To
. [ e
COVATrax 1D : Lease Name Current Term Start Date: | g =
Agency User Status: _SELECT- 2 Rec Mgmt User Status: _SELECT- v GurcentiermEnd Date: ﬁ ﬁ
g e

Summary -Double click row to Edit..

Export Lease Records €@ Add New

Last

Update  COVATrax  Agency Lease Name Address City zip Curr. Term - Curr. Term - joncy Status Rec. Mgmt Status
1d Acronym Start End
Date
06/23/26 | L-001232 GMU | GMU 50 ACRES LAND POPES HEAD RD FAIRFAX 11022 POPES HEAD RD FAIRFAX 00000 03/02/22 | 03/01/27
06/23/26 | 1-001235 GMU  |GMU COMMERCE I AND II FINANCE LEASE FAIRFAX 4085 UNIVERSITY DR # 87 FAIRFAX 22030-3407 03/02/15 | 03/02/30
06/23/26 | L-001240 GMU  |GMU MATHY HOUSE PRESIDENTS RESIDENCE FAIRFAX 11020 POPES HEAD RD FAIRFAX 22030-4608 11/01/95 | 06/30/28
06/23/26 | L-001242 GMU  |GMU OFFICE LEASE 108 N 8TH ST RICHMOND 108 NORTH EIGHTH ST RICHMOND 23225 10/01/23 | 09/30/26
06/23/26 | L-001243 GMU GMU OFFICE/RESEARCH MANASSAS 9438 INNOVATION LOOP MANASSAS 20110 10/01/22 | 10/31/25
06/23/26 | L-001251 GMU  |GMU STUDENT HOUSING CHAIN BRIDGE RD FAIRFAX 4262/64/66 CHAIN BRIDGE FAIRFAX 22030 07/01/25 | 06/30/30
= 1U UNIVERSITY PARK COMMERCIAL TOWNHOUSES FAIRFAX 4260 CHAIN BRIDGE RD FAIRFAX 22030-4297 07/01/25 | 06/30/30
ioc //cavatiay toct dacvirainia ooy
i

Once on the New Non-DGS/Agency Administered Lease page (screenshot below), input the new lease
information.

© New Non-DGS/Agency Administered Lease

Agency Code: CEELECT- W Agency Lease ID:

Lezze Mame: PayableReceivable Type: | _SELECT- w
FIPS Code: —SELECT- s Tenant Mame:
Property Address: Landlord Nama:
ity Latitude: @y
Zip Code: Longitude: Gy

Lease Type ~EELECT- o Lease Us= ~EELECT- o
Agresment Type -SELECT- v Annusal Rent:
Leazad Arsa: Head Count:
Unit of Measurement: -SELECT- W
Current Commenzzmen: Datz: | &5 Current Lease End Date: | g

your work before uploading documents

£ Cancel

d Documents - Upload related docume

Lease, Amendment, Option Letter etc)

Click Browse{Choose File) button to select a file from your computer, and then click Document Upload button to upload.

Mo file chosen
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In addition to the leased property location information, please include the following:

Agency Code — State Agency Code

FIPS Code: Federal Information Processing Standard Code (FIPS) or Region/Locality code

Lease Type: Types of charges included in the Lease such as Base Rent, Taxes, and Insurance

Agreement Type: Type of contract binding the lease, (e.g. Expense Lease, Income Lease, Temporary

Transfer Agreement, License/Use Agreement, etc.)

Leased Area: Enter the total square feet or acres (acre is for leased land)

e Unit of Measurement: Enter the leased area unit of measure. Options are Square Feet or Acre (acre is
for leased land)

e Agency Lease ID: Internal agency lease number

e Payable/Receivable Type: If your agency occupies the space and pays the rent for this new lease,
choose “Payable” or if another party occupies the space and your agency receives rent for this new
lease, choose “Receivable”.

e Latitude/Longitude: If unknown, click on the globe beside “Latitude” or “Longitude” - this takes you to
an external website (www.latlong.net) where you will enter the property address and click “Find” to
identify those coordinates - copy and paste them into the COVA Trax Web Portal

o Note: Longitude should be a negative number (-)

e Lease Use: Describes the type of lease activity such as Air Monitoring Station, Office, Retail, or State
Park

e Annual Rent: Enter the annual rent cost for Fiscal Year 2027, this would be total rent due for the
period of July 1, 2026 through June 30, 2027 (e.g. 7600.00 or 20346.79)

e Head Count: This information, which is required by Code, refers to the actual current population in the

leased space and does not need to be a whole number if you have part-time employees in addition to

full-time employees (e.g. 22.25)

**It is important that you click “Save” after entering each new NAAL record or your changes will be lost.

» Be sure to attach any documents for the new NAAL in the “Upload Documents” section (e.g., lease,
license/use agreement, amendments, etc.)

**Important: To avoid losing your work, make sure to “SAVE” before uploading any documents. After
you click “SAVE”, you will be redirected to the SEARCH/ SUMMARY screen. Reopen your lease record
to make additional changes and/or a UPLOAD documents.
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Step 7: Upload or Delete Documents

Upload a Document:

1. Once you have saved and reopened your lease record, click on “Choose File” at the bottom of screen.
2. Navigate to the folder on your computer where the file is saved.
Click on the file. The file name will appear next to the “Choose File” button.

Wl Upload Documents - Upload related documents here (.e. Lease, Amendment, Option Letter etc.)

Click Browse (Choose Fie) button to select a file from yaur computer, and then click Document Upload button to upload.
‘ Choose File | Capture.PNG >l
<

Document Upload

3. Click on the “Document Upload” button below the “Choose File” button. The document name and
username will appear at the bottom right side of the screen.

W Upload Documents - Upload related documents here (ie. Lease, Amendment, Option Letter etc)

(Click Browse (Choose File) button to select  file from your computer, and then click Document Upload buitton to upload. Document Name  User Delete

‘Choose File | No file chosen N
— CapturePNG | tesa.berry@dgs.virginia gov] [}

*Note: When clicking on the “Document Upload” button, this action will automatically take you to
the top of the screen. Scroll down to the bottom to return to the Upload Documents section.

Delete a Document:

1. To delete your uploaded file, click on the trash can icon.

W Upload Documents - Upload related documents here (i.e. Lease, Amendment, Option Letter etc.)

Click Browse (Choose File) button to select 2 file from your computer, and then click Document Upload button to upload. Document Name  User Delete

\ Choose File | No file chosen
CapturePNG

tesa berry@dgs.virginia.gd [}

Document Upload

2. You will be prompted with a popup window that asks if you are sure you want to delete. Click “OK”.
Your file should no longer be displayed at the bottom right side of screen.

covatrax-test.dgs.virginia.gov says

Are you sure you want to Delete?

Ca nce'
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Step 8: Review, verification and updating of existing Lease records and adding any new Lease records must
be completed by close of business on Thursday, October 1, 2026.

DGS must set a deadline in order to complete the mandatory reporting due to the requirements of the
General Assembly. Please update all lease records by close of business on Thursday, October 1, 2026. After
that time, the COVA Trax Web Portal NAAL access will be closed. DGS is required to report on behalf of all
agencies; therefore, non-responses will be noted in the report.
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Virginia's Real Estate & Assets
Management System

COVA Trax Web Portal
Non-DGS/Agency Administered Lease
(NAAL)

Screen Guide

Department of General Services
Division of Real Estate Services
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User ID Email from DGS

Reset Password Inbox x

DRES-Info@dgs.virginia.gov

tome =

Flease reset your password by clicking here

/

New Users Only

You will receive an email from
DRES-Info-Server@dgs.virginia.gov
to confirm your account and setup

a password. Click on the “here”
link, and you will be directed to
the Reset Password page.
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Setting up Your Password

COVA Trax Web Portal

i Reset Password (& Password Policy

1. Passwords must be at least 8 characters long.

Emal 2. Passwords must include the following 4 categories:
Confirm Email « Uppercase letters
Password: = Lowercase letters
Confirm password * Numbers

= Special characters
3. Password must be changed every 90 days.

gcance'

Please enter your email address twice; then setup
your new password and re-enter your new password;

then hit the “Reset” button. You will then be directed
to the Reset Password Confirmation page.
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Password Confirmation

| 0 s

| Reset password confimatio... %

(— || http://covatras-test.dgswvirginia.gov/Account/ResetPassword Confirmation P~ OH|  Forgot Password Confirmation..

File Edit View Favotes Took Help
@ v [ @ v Pagev Safetyr Toolsw @v !

{:.‘_} a Suggested Sites ¥ a Web Slice Gallery
| owewews
Reset password confirmation.

Your password has been reset. Please click here o log in

N
N\

Your password has been set up. Now you
can login to the COVA Trax Web Portal by

clicking on the “click here to log in” link.
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Log In Page

TN, COVATrax Web Portal

An official website of the Commonwealth of Virginia Here's how you know

Enter your [ mstara
Username (your =
email address)

and Password

then click Login

MANHATTAN

©2026- Dep

@ Find a Commonwealth Resource

If you forget
your password,
Click “Forgot
your password”

toreset it
Virginia's Real Estate & Assets \

Management System
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Non-DGS/Agency Administered Lease (NAAL) Welcome Page

COVA Trax Web Portal Hellbres info@dgswirginiagnt (3

Version: 7.0.0

COVA Trax Portal

Welcome to the Non-DGS/Agency Administered Lease, Land Use Plans and M-R FIX Portal

Land Use Plans Non-DGS/Agency Administered Lease

LUP updates due by 8/31/2026 Updates due by 10/01/2026

a

Please visit the DGS website for this year's usef guide and training information. Thank you.

The Virginia Property Maintenance Code applies to state-owned building andjstructures. See CPSM Section 4.19 available on the DGS, DEB webpage for
further infdrmation,

II Select Non-DGS/Agency Administered Lease II
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Search Options

4 NonDG/Agency Adminitere Lse earch

UPDATES DUE BY 10/01/2026 Search by Property City, or Lease Name

Search by
COVA
Trax ID

hoengyCode: gy, v Property iy

COVATrax ID: Lease Name Current Term Start Date:

Current Term End Date:

/...

<
Ed

MenUserStatus. e v RecMigmtUser Status: SFECT-

A

Search by Current Term
Start Date or End Date

iESummary Doubecidrowtordt, @ voor LesseRecords Q) Add New

Agency User Status = “Empty status” are
lease records that need to be reviewed and
updated by the Agency; “No change needed”
means Agency has reported no changes from
the previous FY by copying prior year values
and saving the lease record; and “Ready for
REC Mgmt” are records that have been
updated by your agency with at least one
change and are ready for DGS Records
Management review

Click Search to retrieve a list of

Lease records that matches your
search criteria. Hit Reset to clear
any previous search criteria and
start again

IGHTH 5T RICHMOND RS 10002 0930/

AUVATION LOOP MANASSAS 10 /022 10531/
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Reviewing/Exporting Existing Leases

Q4 NorvDS/Agency Adminitred ease Search

UPDATES DUE BY 10/01/2026

Meney Code:  _sgipr. v Property Ciy: - .
COVATrax D: | ase Name Currnt Term Start Date B B
MengUserStatls:. e v ReckgmiberSs g v CurentTerm End Date: g B

= Summary -Doudecckrovofat, @ ExportesseRecrds - AddNew

5t
Update COVTEX lAgenw Leage lame Adress (ty Ip e CUFET:”" Agency Status R, Mgt Status
1

Start

Click to Export for a complete listing of all
your agency lease records

00000 @y | @

100307 | 0302015 | 0302/

06/23/26 | 001240 | GMU  GMU MATHY HOUSE PRESIDENTS RESIDENCE FAIRFAX 11020 POPES HEAD RD FAIRFAX 100304608 | 11/01/95 | 0gf30/28
08/23/26 001242 | GMU  GMU OFFICE LEASE 108 N €TH ST RICHMOND 108 NORTH EIGHTH ST RICHMOND 10 10/04/23 | 093026
06/23/26 001243 | GMU  GMU OFFICE/RESEARCH MANASSAS 9438 INNOVATON LOQP HANASSAS 110 100422 | 10131025
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View an Existing Lease

| (Q Nor+DGS/Agency Admiistered Lease earch |

UPDATES DUE BY 10/01/2026

ReengyCode e v Praperty Ciy: o .
COVATraxID: Lease Name Current Term Start Date: B B
MengUserStats. s, v RechgmibierSens.  gge v CurentTem EndDate g B

2 Summery -Onecikrontoidt. @ Expotleseecors ) Add e

Last

Update L0 | LT Lezse Name Address ity Tip LB T Agency Status Rec. Mot Status
0 Aoym St End

Date

06/23/26 | 1-001232 | GMU |GMU 50 ACRES LAND POPES HEAD RD FAIRFAX 11022 POPES HEAD RD FAIRFAX 00000 30222 | 03f01/27

06/23/26 | 1-001235  GMU  GMU COMMERCE I AND 1 FINANCE LEASE FAIRFAX 4085 UNIVERSITY DR # 87 FAIRFAX 00303407 | 03/02/15 | 03/02/30

06/23/26 | 1-00140 | GMU | GMU MATHY HOUSE PRESIDENTS RESIDENCE FAIRFAX 11020 POPES HEAD RD FAIRFAX 220304608 | 11/01/95 | 06/30/28

06/23/26 | 1-00142 | GMU | GMU OFFLCE LEASE 108 N 8TH ST RICHMOND 108 NORTH EIGHTH ST RICHMOND 2305 10/01/23 | 09/30/26

06/23/26 | 100143 GMU GMUOFF[CE/RESEARCHMANASSAK 0438 INNOVATION LOOP 1ANASSAS 20110 100112 | 10/31/25

\

Double-click on the Lease Name

to open the lease record

48



DRES | Division of Real Estate Services

dgs.virginia.gov

Updating an Existing Lease

COVATraxID: | |opi232
TenantID:  1op0271

Lease Neme: g1 50 ACRES LAND POFES HEAD RD FAIRFAX

Lease Accounting TYPE:  pavaple W

Latitude 0 288133
<

(% Update an Existing Non-DGS/Agency Administered Lease - update due by 10/01/2026

AgenoyCode sanayl v

Click on the
globe icons
to update
Latitude &

Longitude

Froperty Address. | 11037 PORES HEAD RD

Fraperty City: | pujgrax

Postal Code: | ggoon

Longitude: @ 73364

I ® Previous Fiscal Year 2026 || Revised Fiscal Year 2027

Previously Reported Tenant MName: | gy ]

Previously Reported Landlord Name: | gy ]

Previously Reported Lease Type: | TRipLE (BR+TAXHINSHUTIL+MNT)

Previously Reported Agreement Type:
Previgusly Reported Leazed Arez: 5000
Previnusly Reported Unit of Measurement:
Previgusly Reported Head Count: 4

Previgusly Reported Annual Rent: .00
Commencement Date: | 03/02/2010

Current Commencement Date: | g3/02/2022

LU

Current Leaze End Date:  g3/01/2007

Has the leaza bean terminatad?

Yes @ No O

Comments: 0

Click Copy to move FY 2026
information from left to right
fields. Update fields as

needed for FY 2027.

Save your work before uploading documents

m\g ik

Revized Tenzrt Name: @ ©
Revised Landlord Name: @ ©

Revised Leasa Type: @ @ ~SELECT- Y

Revized Agreement Type: @ O SELECT-
Enter Annual
Rent Total
for 7/1/26 to
6/30/27
(e.g.
124521.78
or 12500.00)

Reviszd Lezsed Area: @ @
Revized Unit of Mezsuremenz @ O ~SELECT- v
Current Head Counz @ ©
Curren: Annual fene @ ©

Original Lease End Date: | g3/01/2012

Revised Current Commencement Dzte: @ O ﬁ

Revized Current Lease End Date: ﬂ @ @‘

Lesze Termination Daze: B

Current Annual R

g

The red icon indicates a
required field. Once
updated and saved, the red
icon remains to show any
changes and alerts DGS.

Wl Upload Documents - Upload related documents hera (i.e. Lease, Amendi

Click Browse [Choose File) button to select 2 file from your computer, and then click Document
[ Browse. \ No file selected

Document Uplaad

Please remember to click Save after making any changes or
before uploading documents else your changes will be lost

Upload any supporting documents (amendments, option
letters, termination letters, etc.)

Step 1: Save your work first before Uploading.

Step 2: Click “Browse”. Step 3: Click “Document Upload”.
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Terminating a Lease

& Update an Existing Non-DGS/Agency Administered Lease - update due by 10/01/2026

COVATraxID: | |.oo1z32
Tenant ID: | T.ap0271

Agency Code | 2a7.500

Property Address. | 1122 POPES HEADRD ]

Lease Neme: | ) 50 ACRES LAND POPES HEAD RO FAIRFAX

Praperty City: | puprax

Leaze Accounting TYRE: | pavaRIE Postal Code: | gogog

Latitude: 0 38133

Current Hezd Count: @ @

Previously Reporied Head Count: |
Previously Reparted Annual Rent: | .00
Commencement Date: | g3/02/2010
(Current Commencement Date: | g3/02/2022

Current Leaze End Date: | g3,01/2027 ]

Current Annwal Rent: @ @

Revised Current Commencement Date: @ @

Revized Current Leasa End Date: o @

Longitude: G 773264

Originl Leaze End Dater | g3/01/2012

“«
Has the
_ e lease been
I = Previous Fiscal Year 2026 || Revised Fiscal Year 2027
. ”
Terminated?
Previously Reported Tenant Name: | gpay ] Revized Tenanz Name: @ @
If Yes, enter
Praviously Reported Landlord Name: | gauir ] Revised Landiord Name: @ @
the Lease
Previously Reported Lease Type: | 1pjp(z [BRATAXING+UTILHMNT) v Revised Leaze Type: o @ ~SELECT- Te rm . n at'o n
Previously Reported Agreement Type: EXPENSE LEASE v Revized Agreement Type: a0 ~SELECT- ! !
Previously Reported Leszed Arez: 5000 Revized Leased Arez: @ © Date an d
Previously Reported Unit of Measurement: ACRE v Revised Unt of Mezsurement. @ @ —FELECT- W U p I oad t h e

lease

termination
letter or
supporting
documents.

Haz the lease been terminated?

[ Leaze Termination Dare:

Yes @ Ne O

Comments: @ T

Save your work before uploading documents

W Upload Documents - Upload related documents here (.. Lease, Amendment, Option Letter etc)

3 Cancel

(Click Browse (Choose File) buttan to select 2 file from your computer, and then dlick Document Upload button to upload.
| Browse...| N file selected G,

Upload your documents: Step 1: Save your
work first before Uploading. Step 2: Click
“Browse”. Step 3: Click “Document Upload”.

Current Annual Rent covers: (7/1/2026 - 6/30/2027)

**IMPORTANT: Please
remember to click SAVE after
making any changes and
BEFORE uploading documents
or else your changes will be lost.
After clicking SAVE, you will be
redirected to the previous
SEARCH/SUMMARY screen.
Reopen your lease record and
then Upload your documents.
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Adding a New Lease

Q Non-DGS/Agency Administered Lease Search

UPDATES DUE BY 10/01/2026

AgengyCode:  _spigr. v Property City: o .
COVATraxID: Lease Name Current Term Start Date: B B
AgencyUserStatus:  smpcr. v Rechgmt User Status: SET v Current Term End Date: g B

§§Summary -Doubledickrowtoedi. @ Export Lease Records ) Add New

Last T
Update OIENIER | GEELS) Lease Name Address City Iip OTPIETR) (@I Agency Status ~ Rec. Mgmt Status
W Agomym Start End
Date
06/23/26 | 1-001232 | GMU  GMU 50 ACRES FAIRFAX 00000 03/02/22 | 03f01/27
06/23/26 | L-001235 | GMU  GMU COMMERCE C I IC k Ad d N ew to FAIRFAX 22030-3407 | 03/02/15 | 03/02/30
06/23/26 | L1-001240 | GMU  GMU MATHY HO a d d a hew I ease FAIRFAX 22030-4608 11/01/95  06/30/28
06/23/26 | 1-001242 = GMU | GMU QFFICE LEASE 108 N 8TH ST RICHMOND 108 NORTH EIGHTH 5T RICHMOND 23225 10/01/23  09/30/26
06/23/26 | 1-001243 = GMU | GMU QFFICE/RESEARCH MANASSAS 9438 INNOVATION LOOP MANASSAS 20110 10/01/22 | 10/31/25
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Adding Lease Information

Click on the globe icons to

© New Non-DGS/Agency Administered Lease Receivable Lease

Agengy Code: “

Lease Name:

FIPS Code: SELECT- v

Property Address:
City:
Zip Code:

Enter lease
information

LeaseType ~SELECT- v

Agreement Type -SELECT- v
Leased Area:
Unit of Measurement: | g g(T-

urrent Commencement Date: @

I f Upload Documents - Upload related documents here (i Lease, Amendment, Option Letter etc.)

Click Browse(Choose File) button to select a file from your computer, and then click Document Upload button to uplozd.

Choose File | No file chogen

Payable Lease = agency pays rent

look-up latitude/longitude
(longitude should begin
= agency receives rent with “-”)

Agancy Lease ID:

Payable/Receivable Type: | _gg (1.

Tenant Name:

Enter Tenant & Landlord
Name, Lease Use activity
(e.g. Air Monitoring
Station, Office, Retail,
Park)

Landlord Name:

Latitude: (¥

Longitude: @

Lease Use SELECT-

Annual Rent:

Head Count:

Enter total Annual Rent for
7/1/26 — 6/30/27 (e.g.

-

Currant Lease End Date:
B

Save your work before uploading documents

& Cancel

Enter Head Count (current
# of staff) at that location

(e.g. 22.25). Enter Current
Lease End Date

**IMPORTANT: Please

remember to click SAVE after
making any changes and BEFORE

Upload your documents: Step 1: Save your work first before Uploading.
Step 2: Click “Choose File”. Step 3: Click “Document Upload”.

uploading documents or else
your changes will be lost. After
clicking SAVE, you will be
redirected to the previous
SEARCH/SUMMARY screen.
Reopen your site record and then
Upload your documents.
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Upload or Delete Documents

Upload a Document:

1. Once you have saved and reopened your lease record, click on
“Choose File” at the bottom of screen.

2. Navigate to the folder on your computer where the file is saved.
Click on the file. The file name will appear next to the “Choose File”
button.

W Upload Documents - Upload related documents here (i.e. Lease, Amendment, Option Letter etc.)

g selct a il from yaur computer, and then dick Document Upload button to upload

i Browse (Chogea Eile) by it
Choose File | Capture PNG

Document Upload

3. Click on the “Document Upload” button below the “Choose File” button.

The document name and user name will appear at the bottom right side of
the screen.

W Upload Documents - Upload related documents here (ie. Lease, Amendment, Option Letter etc)

Document Name  User Delete

— | C3piUrePNG tesaberry@dgs.virginia.goy ii

Document Upload

*Note: When clicking on the “Document Upload” button, this action will
automatically take you to the top of the screen. Scroll down to the bottom
to return to the Upload Documents section.
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Delete a Document:

1. To delete your uploaded file, click on the trash can icon.

W Upload Documents - Upload related documents here (.. Lease, Amendment, Option Letter ec)

Click Browse (Choose File) button to select a file from your computer, and then click Document Upload button to upload. Document Name User Delete

\Cnmseﬂ\e Nofile chosen
CapturePNG

=h

tesaberry@dgs.virginiag

Document Upload

2. You will be prompted with a popup window that asks if you are sure you
want to delete. Click “OK”. Your file should no longer be displayed at the
bottom right side of screen.

covatrax-test.dgs.virginia.gov says

Are you sure you want to Delete?

(0] 4 Cancel

54



DRES | Division of Real Estate Services dgsirginiagov

Contact and Additional Training Resource Information

DGS appreciates your agency using the COVA Trax Web Portal to submit
your required NAAL annual report by the deadline:
Thursday, October 1, 2026 by close of business.

For additional help using the COVA Trax Web Portal for the NAAL annual
reporting:

* Email: At any time send your questions to
DRES-info@dgs.virginia.gov

* Call: You can reach the Records Manager during regular business
hours (Monday through Friday 8:30 AM — 5:00 PM) or by leaving a
message at (804) 225-4018.
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