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COVA TRAX WEB PORTAL SUMMARY

COVA Trax, the Department of General Services, Division of Real Estate Services integrated workplace
management system, is used to administer and manage the Commonwealth’s real estate portfolio and
efficiently maintain its real estate records.

The COVA Trax Web Portal has the ability to streamline the Commonwealth agencies’ annual real estate
reporting requirements and is accessible to users as of July 2025. It allows agencies to review and update
their existing real estate records and add new records directly into the COVA Trax Web Portal. This simplified
system allows for more consistent and accurate reporting to the General Assembly, while reducing overall
administrative duties.

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. Also, for the same
state-owned property, agencies need to answer survey questions for M-R FIX which is an application used to
determine the "relative age" of buildings and infrastructure and to calculate the amount of maintenance
reserve funds 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.



UPDATES FOR THIS YEAR

For this reporting period, there are no new changes. Last year, there was a request for agencies to review

their owned property to determine if it could be further utilized to promote clean energy. To revisit from last

year, DGS added supplemental questions to the Portal (outlined below).

Questions relating to Underutilized and Excess Property:

DGS added three questions to the Land Use Plan area of the reporting portal:

Could a portion of the property (land, rooftops, parking lots, etc.), be leased to private parties for
renewable energy production (e.g. solar/wind)?
Please answer Yes or No.

Would the owner consider third-party installation of solar panels on any existing structures?
Please answer Yes or No.

Would the owner consider leases to provide privately operated EV charging stations?
Please answer Yes or No.

There are no new changes to the NAAL section of the portal or to the MR FIX spreadsheets.

ADDITIONAL TIPS

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).

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.

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.

If you require any assistance completing your M-R FIX spreadsheet for EO 24 or other areas, please

contact Ron Semel at ronald.semel@dgs.virginia.gov. ** If your agency has not yet completed EO 24
guestions for existing buildings, please reach out to Ron Semel for direction before updating your
spreadsheet this year.


mailto:ronald.semel@dgs.virginia.gov
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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: Monday, September 1, 2025
e M-R Fix Property Records Spreadsheets: Monday, September 1, 2025
e Non-Administered Leases: Wednesday, October 1, 2025

In addition to this user guide, the following resources can provide additional help in using the COVA Trax Web
Portal:

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: | _criecr-  w
LAND USE PLAN RESPONSES BY 9/1/2025 Site 10: SHETHHE e <
City: FIPS Code: SELECT. 7
Agency User Status: _SELECT- - Rec Mgmt User Status: SELECT. @
Q search 2 Reset

EESummary - Dousle dick rowtaEdit. @ Export Site Records € Add New

oeiete LR cowatmxin Sita Nams Site Addrass ity FIps Code Agancy Stasus. Rac Mgmt Statuz
® | osr20i2s | sorsesr |omaperense supsr cTR micHmOND EncLavE anD csns 8000 seFFERSON DAVIS MY [mchmonn | cuesTeRFiELD couny - 0as |

x 06/20/25 $-017446 |DGS CCAM PROPERTY PRINCE GEORGE CO 75525 WEST QUAKER ROAD PRINCE GEORGE PRINCE GEORGE COUNTY - 149

x | cerzozs | s-ourasa |oeq bees ceek sank chesaseaxe 437 aEoRGE WASHINGTON HuY S cnesaseace cnesaseace crrv - 330

x 08120725 S-000638  |VDOT WYTHEVILLE RESIDENCY COMPLEX WYTHE CO 2643 CHAPMAN RD LmesvnLs WYTHE COUNTY - 157 READY FOR REC MGNT

* 0s/20/25 5000646 |VOOT JONESVILLE STORAGE LaT |y T ——— |onesvie LeE CounTY - 105 READY FOR REC MGMT

% | osrzarzs | sorsers |opu eauth science academic norFoLk 1019 W 4157 ST NORFOLK NORFOLK CITY - 710 READY FOR REC MGMT

»® | 06/20/25 5015678 UMW EAGLE HOUSING FREDERICKSBURS 1109 & 1153 EMANCIPATION HIGHWAY eIy - 630 READY FOR REC MGMT

x 08120725 2015677 |TALR CMA DANVILLE 211 SLAYTON AVE o BITTSYLVANIA COUNTY - 143 READY FOR REC NGHT

x | oe2023 | s-o13672 |veisu nEw LoT MOUNT TAZOR parTERSHIZ DRIVE I | TOWN OF BLACKSBURG (MONTGOMERY C1READY FOR REC MGHT

® os/20/23 015672 |06S GisTRIBUTION CEnTER 2400 MEADOW RO AKA 2400 RILEY RIDGE RD sanosTON HENRICO COUNTY - 087 SUBMITTED TO COVA TRAX
® | osai2s | so1se70  |own wioure manacEmENT ARea sussex COURTHOUSE DISTRICT | sussex caunry |sussex couny - 183 |nexox rom rec uowT

*® | osr20/2s S-015663  |DWR COPPER CREEK SCOTT COUNTY |copper creex SCOTT COUNTY SCOTT COUNTY - 163 READY FOR REC MGMT

i o oD | e T T T e T T T TR

® 08/20/25 | S-D15EE1 |SMV NORTHERN VIRGINIA SCIENCE CENTER STERLING KNOWLEDGE DRIVE STERLING LOUDOUN COUNTY - 107 READY FOR REC MGMT



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

COVA Trax ID: [5.o15641 ] Name: | pMA DEFENSE SUPPLY CTR R\CHMDNDENCMVEANDCSMSJ
Site Address: | gQQ JEFFERSON DAVIS HWY ] City: | RICHMOND ]
Zip: | 733072020 Total Acreage: |14.0p
FIPS Code: | CHESTERFIELD COUNTY - 041 v| Agency Coder 453
Site Type | MILITARY v‘ Site Status

Latitude: @ Longitude: Q

I = Review the information above for accuracy. Note errors or requested changes below in comments field. Responses due by 9/1/2025

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

**You will notice that you cannot make changes in the top section except for the Latitude and Longitude fields.



mailto:BRES-info@dgs.virginia.gov

The following information must be updated for each existing site record. Responses due by 9/1/2025.

**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, 2024 through June 30, 2025). 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.
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e 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.

e 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”.

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

e Would the owner consider leases to provide privately operated EV charging stations?
Answer “yes” or “no”.

e 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. 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.

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 Search

{ESummary - Double cick row o Edi.

DUE DATE: Name: Agency Code: | _opp(T- W
LAND USE PLAN RESPONSES BY 9/1/2025 Ste D SteTolncde  cgecr. v
City: FIPS Code: SELECT- v
Agency User Status: SELECT- v Rec Mgmt User Status: SELECT- v

@ ExportSite Records @ Add New

Last Update

DELETE Date COVA Trax ID Site Name Site Address. City FIPS Code Agency Status Rec Mgmt Status
X 06/20/25 S-015641 |DMA DEFENSE SUPPLY CTR RICHMOND ENCLAVE AND CSMS 8000 JEFFERSON DAVIS HWY RICHMOND CHESTERFIELD COUNTY - 041

x 06/20/25 5-017446 |DGS CCAM PROPERTY PRINCE GEORGE CO 5520 WEST QUAKER ROAD PRINCE GEORGE PRINCE GEORGE COUNTY - 145

x 06/20/25 S-017443 | DEQ DEEP CREEK PARK CHESAPEAKE 437 GEORGE WASHINGTON HWY S CHESAPEAKE CHESAPEAKE CITY - 550

x 06/20/25 5-000633 |VDOT WYTHEVILLE RESIDENCY COMPLEX WYTHE CO 2843 CHAPMAN RD WYTHEVILLE WYTHE COUNTY - 157 READY FOR REC MGMT

x 06/20/25 5-000646 |VDOT JONESVILLE STORAGE LOT RT. A58 .25 MILES EAST RT. 648 JONESVILLE LEE COUNTY - 105 READY FOR REC MGMT

x 06/20/25 5-015679 |ODU HEALTH SCIENCE ACADEMIC NORFOLK 1019 W 415T ST NORFOLK NORFOLK CITY - 710 READY FOR REC MGMT

x 06/20/25 5-015678 |UMW EAGLE HOUSING FREDERICKSBURG 1109 & 1153 EMANCIPATION HIGHWAY F Fi CITY - 630 READY FOR REC MGMT

x 06/20/25 S-015677 |IALR CMA DANVILLE 211 SLAYTON AVE DANVILLE PITTSYLVANIA COUNTY - 143 READY FOR REC MGMT

x 06/20/25 5-015673  |VPISU NEW LOT MOUNT TABOR PARTNERSHIP DRIVE BLACKSBURG TOWN OF BLACKSBURG (MONTGOMERY C|READY FOR REC MGMT

x 06/20/25 S-015672 |DGS DISTRIBUTION CENTER 2400 MEADOW RD AKA 2400 RILEY RIDGE RD ‘SANDSTON HENRICO COUNTY - 087 SUBMITTED TO COVA TRAX
x 06/20/25 8-015670 |DWR WILDLIFE MANAGEMENT AREA SUSSEX COURTHOUSE DISTRICT 'SUSSEX COUNTY SUSSEX COUNTY - 183 READY FOR REC MGMT

x 06/20/25 S-015669 | DWR COPPER CREEK SCOTT COUNTY COPPER CREEK SCOTT COUNTY SCOTT COUNTY - 169 READY FOR REC MGMT

x 06/20/25 S-015663 |VDOT CENTRAL OFFICE LOCKWOOD HANOVER 9120 LOCKWOOD BOULEVARD MECHANICSVILLE HANOVER COUNTY - 085 READY FOR REC MGMT

x 06/20/25 §-015661 |SMV NORTHERN VIRGINIA SCIENCE CENTER STERLING KNOWLEDGE DRIVE STERLING LOUDQUN COUNTY - 107 READY FOR REC MGMT
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COVATrax ID: | 5015641 ] Name: | pia DEFENSE SUPPLY CTR RICHMOND ENCLAVE AND CSMs]
Site Address: | 8000 JEFFERSON DAVIS HWY ] City: | RICHMOND ]
Zip: | 233972039 Totsl Acreage: 14,00
FIPS Code: | CHESTERFIELD COUNTY - 041 v| Agency Code: (a5

Site Type | MILITARY v| Site Status

Latitude: @ Longitude: @

I =+ Review the information above for accuracy. Note errors or requested changes below in comments field. Responses due by 9/1/2025

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

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
e 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)

YVVVYVY


http://www.latlong.net/
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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.

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

Clck Browse Chooss Fle)buton toselec il from your computer, and el Document Upload buton to upload

[ CrooseFilepict png

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.

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

Clizk Browse [Chcose File) butron to select 3 file from ycur computer, and then cl ck Document Upload button to uplaad. D e o o
["Choose File | No fle chosen — | ;ic1 prg tesabarry@dgs virginia.gov [l

*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.)

Click Browse (Choose File) button to select a file from your computer, and then click Document Upload button to upload, e Delete —
[ cnoose File | Mo file chosen picl.png tesa.berry@dgs.virginia.gg ‘ i}

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?

10



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.

11
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EXHIBIT A

—

1280"

777777 ///%
BUILDING

FAACS # f
194DSF1

e e ey PROPERTY LUNE

BUILDING/STRUCTURES: ONE STORY BLOCK BUILDING

GRAPHIC SCALE
42,000 SQ. FT. [
ACREAGE: 9.99 ACRES :

0 200
1"=200" ™=

SUBJECT PARCEL

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

DWG. NO.:

Brockenbrough

ENGINEEAING « CONBULTING

VIRGINIA DEPARTMENT OF GENERAL SERVICES
BUREAU OF FACILITIES MANAGEMENT

1011 Boulder Springs Drive, Suite 200 | Richmond, Virginia 23228 DRAWN - Br: DATH: SR %5 1
9045023900 man | B04562.3801 fax 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, 2025.

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, 2025. 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.

14
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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

TN,  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

MANHATTAN

of General Services

© 2025 - Department of

Virginia’s Real Estate & Assets
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 Portal

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

Land Use Plans M-R FIX Non-DGS/Agency Administered Lease

LUP updates due by 9/1/2025 M-R FIX Infrastructure updates due by 9/1/2025 Updates due by 10/01/2025

A

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

The Virginia Prqﬁnerty Maintenance Code applies to state-owned building and structures. See CPSM Section 4.19 available on the DGS, DEB

webpage for further information.
ll Select Land Use Plans II
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Search Options

Q Land Use Plan Search

DUE DATE: Name: Agengyoder e v

LAND USE PLAN RESPONSES BY 9/1/2025 Site ID: SteTolncude: | spiecr. v

City: FIPS Code; SHET v

Agency User Status: SELECT- v Rec Mgmt User Status: SELECT- v

g RESEt

:E Summavy -Double cick owtoEdit. @ Expr .site Records @ Add New

Rec Mgt Status

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
Cova Trax” and that DGS Records
Management has completed the review).

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.

STERLING

LOUDOUN COUNTY - 107 READY FOR REC MGMT
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Reviewing/Exporting Existing Sites

DUEDATE: Name: “ ‘ nglote | pem. v
LAND USE PLAN RESPONSES BY 91112025 el SieTolncude | geqr.
(ity: FIPS Code: SELET- v
Agency User Status: SHET- W Rec Mgmt User Status; SELECT v

ﬁ =

{ -DoublecickrowtoEd. @ Export Site Records Q) Add New

[}

lslplaeae O TaD \ Stelame SteAbires oy s oe ey S
WS SUE DN DEFENSE\FDLVCI‘R RCHIOND ENCLAVE D (I B0 EFERSON DA Y RCAI0D CHESTERFED CONTY- L
WS | SiME  Desco mﬁv FRCE GEDRGE CO 5520 WEST QUAKERFC4D WRIEGEREE FRINCE GEDRGE COUNTY- 14
W | SO DR DEE CREEK DA CHESENE 7 EORCE WASHDNETON HHY 5 OHEBE CEWENETY- 590
. WHEILLE WITHECOUNT - 157 READYFOREC AT
Click here to M a BETHT 64 JONESILLE LEECOUNTY- 15 READY FORREC T
com plete Iisting of all your NORFOLK ERFOLK CTY - 50 READH FOR REC HGIT
agency site records before ENANCATON HEHH REDERICKERAG FREDERICKSERS CT - 620 READYFOR L WGHT
DMILE PITSLAOA COUNTY - 163 READYFOR L WGHT
or after your updates ORIE BLACKSEUEG TOM OFBACKSRRG (VGNERICY) | EADYRORRECHGAT
WS EIR0G DSTBOT e A0 VEADON FD A 240 RIE RDGERD SHADSTON HEARICDCOLNTY - 057
G5 | SO DWR MLOLFE NANAGEET BREA SUSSX COURTHOLSE DISTRCT SUSSEH CUNTY SUGEEX COUNT - 18 READYFOREC AT
WS SO DWRCOMER CREECSCOT COUTY COER GiEEK 0T COUTY SCOTTCOUNTY - 169 READYFOREC HGHT
W5 | SO VIOTCERALOFFRELOGOMOCD HAIOIER 120 LOCKNDOD BULEARD NECHCHLE HANOER CONTY - 85 READYFOREC HGHT
WS | SO S NORTHERNVHEINA SCENCE TR STELG OMLEDGEDRLE STELIG LOUDOUN COUNTY - 117 READYFORFEC WGHT
WAL | S DN EYROR CICEARD: 103 CEMMONWEALT ECULEAD BRI EVPLRIA Y- 5
WS | SUSEE  VDOTHATON ROADS ISTRICTCFRE SURFOLK 106 DOUSTRAL RDE sl SURFO Y- 800 READYFOR L HGHT
L | SO |LVABOARS HEAD SORTS CLLB ALEEUARE BOLRS HEAD DR CHARLOTESVLLE HLSEHARLE COUNTY - 3 READYFOR L WGHT
WL | SN KR LANGH DAWILLE 22 SLATON DULE PITSLAOACOUNTY - 163 READYFOR L VAT
WO | SUES ‘mssmc DANILE TBSLATONAE ‘mmnu PITSLAOACOUNT - 163 READYFOREC HGHT
WO S ‘mmmw SLAYTON A DANILLE 150 SLATONAIE ‘mmnu PITSTLAOA COUNT - 163 READYFOREC HGHT
gl | » v

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

Displays a
count of total

arrows to view more records. site records
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Editing an Existing Site Record

DUEDATE, fae. | \ fgglate e v

LAND USE PLAN RESPONSES BY 9/1/2025 5] SteTolcude | spe. o
City. FIPS Code: SELECT- v
Agengy User SUs. e v Rec Mgt User Status: SO v

| -Doubecickrontofdc. @ Export Site Records 0 Add New

Ltlpdtelee  COWATeelD GteMame SteAdeess oy IS (e Koy S

W5 | SO ‘DMA DFFEISE SLAALY CTR ICHHCND ENCLAVE AND £S5 000 JEFFERSCN DAVIS HRY RICHHOND CHESTERFIELD COUNTY - 041

WS | S ‘Desocmmonsm PRINCE GEORGE 0 552 WEST QUAKERAOAD PRINCE GEORGE ARINCE GEORGE COUNTY- 49

WS | SO | DEQDFER CREEK PRK CHESHRAIE 437 GRORGE WASHINGTON Y 5 CHEAAE CHESHPEAR CTV - 550

WS | SO0R  |VDOT WYIHEVLLE RESIDENCY COMPLEX WTHE CO 24 CHAAN D WTHEVLLE WOTHE COUNTY - 137 READY FOR REC MGHT
WS | S00EE  |VDOTIONESVILE STORAGELOT AT, A58 25 MILES EAGTT, 648 JONESVILLE LEECOUNTY - 105 READY FOR REC NGHT
WS | SO 00U HEATH SCIBHCE ACADEMICNORROLK \ W4T NORFOLK NCRROLK CITY-TH0 READY FOR REC NGHT
WS | SO | UMW EAGLE HOUSING FREDERICKSBIRG \ 109 153 ENANCIPATION HIGHARY FEDERICKSBURG FREDERICKSBURG CITY- 630 READY FOR REC MGHT
WS | SUSET AROWDAMLE \ 21 SATONAE DANVILLE PITTSHYANEA COUNTY - 143 READY FOR REC MGHT

WS | S . . BLACHSEIRG TOMN OF BLACKGRRG (ONTGOUERYCT) A0V ORRECHGHT
BAS | S Double-click on the Site Name SHDSTON HERICO COUNTY - 187

BB 5% to open the site record SUSEEH COUNTY SUSSEH COUNTY - 183 READY FORRECIGHT
BAS | S 00T COUNTY 0T COUNTY- 169 READY FORREC HGHT
GG | SN VDOTCENTRALOFFICELOCKAODD HMIOVER 5120 L0CKWOID BOULEVED MECHANICSVILE HAONER COURTY - 85 READY FOR REC HGHT
GBS | SN SV NORTHERN VIRGIA SCENCE CEVTR STERNG KNDHLEDGE DRDE STRUIG LOUDOUN AT - 167 READY FORREC HGHT
WS | SURE | DHYENPORACO SO 103 CONONHEALTH B0ULEARD R EIORLA CITY- 55

BAUS | S DOTHAYRTONROADS DISTRICTOFFCE SUFROK 108 DOUSTREAL IRDE SUFRLK SUFROLCCTY - 600 READY FOR REC HGHT
US| S VA BOARSHEAD SPORTS CLUBALEEWAALE BOMSHEAD IR CHALOTESVLLE BEIMRLE O - 03 READY FOR REC HGHT
WS | S ‘mwmmuncmwm 2 LATONAE DANLLE PITSHATA COUNT - 63 READY FOR REC HGHT
WS | S ‘msemzcwmuz DBLATONAE |muv1uz PITSHYATA COUNT - 63 REAOY FOR REC HGHT
BAS | ShEM ‘mmsmwumwwu 150 SLATONAE |muv1u5 PITSHATA COUNT - 163 FEADY FOR RECHGHT

pageum »jav]
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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

Latitude: @ |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 email at dresinfo@dgs.virginia gov.

For all questions below provide answers applicable to the period July 1, 2023 ta June 30, 2024

gum—
Any New Structures Plamned? | SEEC- v

Required

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

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) the

“Describe Underutilized
Buildings and/or Site”
comment box.

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.
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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

OUEDATE: Name; ReenyCodes | et v
LAND USE PLAN RESPONSES BY 9/1/2025 StelD: Stetolnduder| ey, v
(ity: FIPS Codl: SEET: v
M User sl s v Rec Mgt User Stalus: SEE v

iiSummaw -Doubecickrowoed, @ FiportSee Records € Add New

DELETE L‘*m“:'}" O T D S it Address oy FIBS Coce Aguney Statur T Mgt s
bl ” 06/20/25 | st ‘n_mfrsmssumvmmcm e p——— —— ‘cucswsmsmmum'nu [ l‘

% WG/2025 | 301746 |DGS COAM mvsmmucsuioiim 5520 WEST QUAKER ROAD PRINCE GEORGE PRINCE GEORGE COUNTY - 143

X OG[20/25 | S-DITA3 |DEQDEER CREEK BARK cHsmmI 437 GEORGE WASHINGTON HiY & CHESAPEAKE CHESAPEALE CITY - 550

e I WTHEVILE lwWHecoum- it .READ' FOR REC HGHT

X CIiCk Add New to add a new Site JONESVILLE .“EWU'””W .W”W‘“WT

'n — [ [ —

% O/20/25 | S0L5678 (UMM EAGLE HOUSING FREDERICKSBURG 1109 153 EMANCIPATION HIGHWAY FREDERICKSBUR FREDERICKSBURG CITY - 30 READY FOR REC HGIT

bl OGN | SISETT |IALRCHABANVILLE 211 SLAVTON AVE OAILLE DITTSYLYAMIA COUNTY - 143 READH FOR REC HEMT

X 6028 | S0uen IWISUNEWWTMOUNTTABQR FARTNERSHIP DRIVE BLACKSBURG .TOWNDFEI.EKEMG[WGDHERTC‘;READYFDRRECHGW

H 0 | S0T lnesmsrmammccw 2400 MEADOW RD AKA 2400 ILEY RIDGE RO SANDSTON .ann:r.ocww-ua: . SUBMITTED T0 COVA TRAK
bl O/20/25 | S04570 |DWR WILDLIFE MANAGENENT AR SUSSEX COURTHOUSE DISTRICT SUSSEX COUNTY SUSSEX COUNTY = 18] READY FOR REC HGWT

bl O/20/25 | S-DLEEY (DR COPPER CREEK SCOTT COUNTY COPPER CREEK SCOTT COUNTY SCOTT COUNTY- 168 READH FOR REC HGHT

X amn{zs_“ 41841 V00 CEITAL GRICE OO0 IR 5120 LOCKWOGD BOULEVARD NECHANICSVILLE HANVER EQUNTY - 085 READY FOR REC HGMT

% Wz | S0l lSMVWNWERNVIREINIASCIEIICEEENTERSTERUNE KNOWLEDGE DRIVE STERLNG .tWDOUNCUUMT\'-lW .mmromwsm
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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:
Monday, September 1, 2025 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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COVA Trax Web Portal
Maintenance Reserve Facility Indexing (M-R FIX)
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 “M-R FIX” on the COVA Trax Portal Welcome Page
Step 3: Review your agency’s list of existing M-R FIX Site records
A listing of your agency’s M-R FIX site records can be viewed on the M-R FIX Site Search page. You must

review and update each M-R FIX record individually in the COVA Trax Web Portal. You can export your
agency’s list of M-R FIX records into an Excel spreadsheet by clicking “Export Site Records” to review all data

before making the changes in the COVA Trax Web Portal. Once you have finished making your updates, you
can “Export Infrastructure Answers” for future reference.

Q. M-R Fix Site Search

DUE DATE: Name (| AgengyCode: | _smzar. &
M-R FIX RESPONSES DUE BY 9/1/2025 she 0 SteTolnchde: | seiecr. v
City: FIPS Code: seECT- - S h f
R ocligritien St earch teatures

# Property records with each Site - verify and submit spreadsheet by 9/1/2025 & Expand

SUMMAry -Doubls cick rowta 6. @ Expor: Site Records @ Export Infrascructure Answers

DEETE  LamUpsDms  COGATmxID S hama Sem aferaze oy s ceoe Hgercy s Rec Mg St s
x [ wawm | sosen CTR RICHMOND ENCLS o000 servERsON DavIS MWy Traowone | chesTeRrIeLD couNTY - 051 | 1l | a
* CBA0ES | SO0  DGS COAM BROSERTY SRINGE GEORGE CO 5520 WEST QUEKER RO2D. SRINCE GEORGE SRINGE GECRSE COUNTY - 129 | | |
® oaz0/zs SC1742 | DEQ DESP CREEK PARK CHESATENIE 427 ceDRGE wasHINGTON w5 rEswenE CHESAPEARE Ty - 550 | [

x ow202s SONOET | VDOT WYTHEVILLE RESIDENGY COMPLEX WYTHE O 2843 Corpan D wrinevLE WIHE CouTY - 157 REA FOR REC MOMT
= T e e e e T i |
x | o820/25 |  S01S67%  ODUMEALTH SCIENCE ACKDEMIC NORFOLK |13 wasstsT NORFOLX NORFOUC CITY - 720 | ReADv FoR REC MeMT B
x o203 SOI378 | UMW EAGLE HOUSING FREDERICKSBLRG 110 & 1153 EMANCIPATION HIGHWAY | revericseuRG FREDERICKSBURG Ty - 20 REAy FoR REC MGMT |
x 0&/20/25 SUISE77  [IALR CMADANMILE [211 savion e DANVILLE PITTSVLAANIA GOUNTY - 143 [Reaov Fom Rec MavT I
, T i v T e i i
x oezarzs SCI%672 |0GS DISTRIBUTION CeNTER 2408 MEADOW RD A 2400 FILEY RIDGE A0 |sanpsron HENRICO COUNTY - 087 | suBmearven 1o cova TRax |
x 62025 SI3671  DOR CULPEPER BATTLEFIELDS STATE PARK CULPEPER CO STEVENSBURG MAGISTERIAL DISTRICT cuLpeRER CULPEPER COUNTY - 047 |
* os0/23 S013670 | OWR WILDLIFE MANAGEMENT AREA SUSSEX COURTHOUSE DISTRICT SuSSEX CouNTY SussEX COUNTY - 183 READY FOR REC MGMT | |
x oez0izs SCI566 | DWR COPPER CREEK SCOTT COUNTY copeen cresc ScoTT counT ScorT counTy - 163 REAH FOR REC MGMT | |
B S || Thm e S s wave R Oe KoM D CE ey s
™ cea025 015661 | SMV NORTHERN VIRGINIA SCIENCE CENTER STERLING | uowLEDGE DRIVE |sverame LOUDCUN COUNTY - 107 | meapy For rec MauT |
fe el | i [Gseuicatnom st e s s
2 S e R T T T ' |
& e <cisce \DoTaweTon RoADE DISTRICT OFFICE SueEoL: 100 pioueru oarve B Surou oy sco lacoy o cecuar | |
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Use the following Search fields found at the top of the M-R FIX Site 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

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 sort 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 M-R FIX records or “Reset” to clear the fields and start a new search.

From the M-R FIX Search page, double click on the Site Name listed in the search grid to view an individual Site
record. The M-R FIX - Site Record Update page (screenshot below) for that Site record will open for you to
make your annual updates.

@ M-R Fix- Site Infrastructure Updates

I / Infrastructure - Details requested for Maintenance & Reserve budgeting, responses due by 9/1/2025

COVATrax ID: [5.ono133 l Name: | oGS CAPTOL AREA RICHMOND CITY ]

Site Address | CAPTOL SQUARE ] City: | RICHMOND ]
Tp | 23219 Total Acrezzer aggs
FIPS Code: | picHMOND CITY - 760 v| Agency Code: 194

SteType | oence

v | Site Status | USE

Comments CAPITOL 5Q DOWNTCWN SEAT OF GOVERNMENT

NesrestMajor Location | micumoND v

Site Condition URBAN v

Water Production Our CampusHasThisinfrastrueture | O o
Age of System(Date Last Restored to New)
Infrastructure's Quantity Gallons Per Day
Water Distribution OurCampusHasThisInfrastruenure | yves  ao
Age of System(Date Last Restored to New) | g7,011528
Infrastructure's Quantity | 75000.00 LF of Primary Distribution
Stormwater Quality Our Campus Has ThisInfrastructure | yves o
Age of System({Date Last Restored to New] | g7n1/1528
Infrastructure’s Quantity | 4513 Acres
Sewer Treatment OurCampus Hes ThisInfrastructurs | g o

Age of System(Date Last Restored to New)

Infrastrucure's Quantity Gallons Per Day
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Step 4: Update your agency’s list of existing M-R FIX Site records
You will notice you cannot make changes in the top section titled “M-R FIX — Site Infrastructure Updates.”

M-R Fix Site records must be updated in the “Infrastructure — Details requested for Maintenance & Reserve
budgeting, responses due by 9/1/2025” section. Responses are due by September 1, 2025.

To avoid losing your changes, be sure to click on ‘Save’ to close the record and return to the Search page.
Reopen your record to make any additional changes.

*Important Note: If there are no changes, please make sure you OPEN the record and click SAVE so that DGS
knows that you have reviewed the record.

ADDITIONAL INSTRUCTIONS

This year we continue to ask agencies to provide additional information in regards to state-owned property
and the infrastructure systems at each Site. We are also requesting that agencies assist in verifying records in
our system of improvements on each Site and to answers questions regarding date of construction and the
age of building systems. Agency responses will be stored in COVA Trax and will be used by DGS’ Bureau of
Capital Outlay Management (BCOM) for a new method of determining agency allocations of maintenance
reserve funds.

The infrastructure questions will display and export within each Site record. Previous answers will be saved to
the form. See below for instructions.

A spreadsheet listing improvements (aka Property records) on each Site for each property can be found on the
M-R FIX Site Search Summary screen (there will be a link to download and a link to upload when completed.)

We are asking Site Infrastructure questions and Property spreadsheets be completed by September 1.

Infrastructure questions within each Site record

In each Site record, in the section labeled “Infrastructure - Details requested for Maintenance & Reserve
budgeting, responses due by 9/1/2025”, complete the following:

1: Select from the pick lists the Nearest Major Location to the Site and the Site Condition.

2: Review the list of infrastructure types. If the infrastructure type does not exist for the Site, select
“No” for the Our Campus Has This Infrastructure question and leave the other two (2) questions blank.
For Age of System, please use the following instructions to determine what date to enter here: Using
institutional records and knowledge enter the date, e.g. (07/01/1998) that reflects the actual age or
the average age of system as a whole. For example, for the average age: if half the system is 30 years
old, and the other half is 10 years old, enter a date that is 20 years ago.

3: Provide the total, combined count of the 3 different Charger types at all electric vehicle charging
stations on the site. If none, please enter 0.
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4: Provide any more information that may be of use in the ‘Comments’ box at the top.

5: Repeat for each existing and newly-added Site record.

**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 M-R Fix site
record to make additional changes and/or UPLOAD documents.

Step 5: Reviewing and updating spreadsheet listing improvements (aka Property records) on each Site

At the M-R FIX Site Search page, in the middle section labeled “Property records with each Site - verify and
submit spreadsheet by 9/1/2025”, click on the ‘Download’ link to export a spreadsheet of your agency’s
listing of all improvements for each Site.

Note: If you do not see your download file, click the Expand/Hide button.

Q. M-R Fix Site Search

DUE DATE: Name: Agency Codes _cgecr. v

M-R FIX RESPONSES DUE BY 8/31/2024 Site ID: Site To Include: | cpipcT. W

City: FIPS Cade: _SELECT- v

Agency User Status: _SELECT- Ev3 Rec Mgmt User 5tatus: SELECT- v

A
Download @ Uploaded NOTICE:

You may upload only once.
\—— Please make sure your spreadsheet is complete before uploading.

885-1ALR

Open the file in Excel and provide values/responses for all highlighted columns.

Please note the following:

1. This reportincludes a listing of all improvements on the property. If it is a Building and the Primary
Functional [use] Group selected does not equal “Other”, please answer the “Age of System” for all
systems listed in the Building Systems columns.

2. If thereis only 1 functional use for the building, select the use in the Primary Functional Group column
and skip the column for Secondary Functional Group.

3. If Use Group is "Office Building" or "Storage -Warehouse" (SF>2,000), please provide a head count
(employees plus contractors).
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4. If you select “Other” in the Primary Functional Group column, please enter a use description in the
next column.

5. For “Age of System”, please use the following instructions to determine what date to enter here: Using
institutional records and knowledge, enter the date, e.g. (07/01/1998) that reflects the actual age or
the average age of system as a whole. For example, for the average age: if half the system is 30 years
old, and the other half is 10 years old, enter a date that is 20 years ago.

Once you complete the updates in the Excel spreadsheet, you can upload the completed spreadsheet back
into the portal by returning to the M-R FIX Site Search page and click on the ‘Upload’ link.

Step 6: Review, verification and updating of existing M-R FIX records must be completed by close of
business on Monday, September 1, 2025.

Please update all M-R FIX records by close of business on Monday, September 1, 2025.
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Virginia's Real Estate & Assets
Management System

COVA Trax Web Portal
Maintenance Reserve Facility
Indexing (M-R FIX)
Screen Guide

Department of General Services
Division of Real Estate Services
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OGS

User ID Email from DGS

Reset Password Inbox x

DRES-Info@dgs.virginia.gov

tome -

Flease reset your password by clickin

g 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.
£ 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.
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| Forgot Password Confimation... | - Reset password confimtin,, %

File Edit View Favortes Tooks Help

{;‘g aSuggested Sttes aWeb Slce Gallery »

Bor B v m v Pager Sefeyr Tookw @ i

COVA Trax Web Portal

Reset password confirmation.

Your password has been reset. Please click herz to log in

\
\

| 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

B ~ COVA Trax 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

MANHATTAN

Virginia’s Real Estate & Assets
Management System

@ Find a Commonwealth Resource

If you forget

your password,
Click “Forgot
your password”
to reset it
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Welcome Page

COVA Trax Portal

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

Land Use Plans M-RFIX Non-DGS/Agency Administered Lease

LUP updates due by 9/1/2025 M-R FIX Infrastructure updates due by 9/1/2025 Updates due by 10/01/2025

a

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

The Virginia Property Maintenance Code applies to state-owned bfilding and structures. See CPSM Section 4.19 available on the DGS, DEB
webpage for further information.

|| Select M-R FIX ||
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Search Options

Q0 MR F Site Search

DUE DATE Nﬂmi“ \ eyl e v
M- FIX RESPONSES DUE BY 9/1/2025 Gtz 0: SteTolnclde | gz,
(ity FIPS Code: SELECT v
RgencyUserStatus:. e, Rec Mgt User Satus SEUE v

A Property records with each S -verfy and subimit spreadshiet by 91/2025 Expnd

N

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 Cova

Gty
A0 :

PRINCE GEORGE

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.

FREDERICKSEURG

DAWILE

BLACKSBURG

- L
Trax” and that DGS Records Management s B
H CULPEPER: CULPEPER COUNTY - (47
has completed the review).
SUSSEX COUNTY SUSSEX COUNTY - 183 READY FOR REC NGIT
SCOTT COUNTY SCOTT COUNTY - 163 READY FOR REC NG
H 0E/2/25 S015663 | VDOT CENTRAL OFFICE LOCKWOOD HANOVER 9120 LOCKWOOD BOULEVARD WECHANICSVILLE HANOVER COUNTY - 085 READY FOR REC NG
H B6[2/25 S015661 | SV NORTHERN VIRGINIA SCIENCE CENTER STERLING KNOWLEDGE DRIVE STERLING LOUDOUN COUNTY - 107 READY FOR REC NG
H 0E/20/25 1565 ‘DMV ENPORIA CSC EVPORIA 103 COMMONWEALTH BOULEVARD EMPORIA ENPORIA CITY - 533
H DE/20/25 015658 | DCR NATURAL BRIDGE ROCKBRIDGE (0 6477 SOUTH LEE HIGHWAY ‘NATURAL BRIDGE ‘NOG{BRIDGEOO{MV-IN
¥ W S-015657  VOOT HAMPTON ROADS DISTRICT OFFICE SUFFOLK 108 INDUSTRIAL DRIVE ‘SUFFO_U( ‘SUFFOIJ(CTW- 810 READY FOR REC NGIT
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Reviewing/Exporting Existing MR-FIX records

QMR FixSite Search

DUEDATE N ] reng Code | e v
M-R FIX RESPONSES DUE BY 9/1/2025 StelD SiteTolncude: | gpeer. o
City: FIPS Cade: SELECT- v
Agency User Status. SELECT- v Rec Mgmt User Status. SELECT- v

g e

Click +Expand to
view Property

A Property records with each Ste- verffy and submit spreadsheet by 9/1/2025  + Expand

EZ SUMMAry -Doubl cickron tode. @ Export Site Records © Export nfastructure Answers

EEE  Ltlpdtele  COWTxD taame

X w5 SO156L TR RICHNOND ENCLAVE AND CSHS SOONGGEERSON DAVIS HYY RICHHOND CHESTERFIELD COUNTY - 041 A
% s S01746 0G5 Cfjw PROPERTY PRINCE GEORGE CD ssznwsmwn BRINCE GEORGE PRINCE GECRGE COUNTY - 145

] o20/25 SO1743 | DEQ DI CREEK PARK CHESEACE 437 GRORGE wnsnmerN

% w5 SO0065 (VDOT JINTHEVILLE RESIDENCY COMPLEX WTHE CO 2043 CHAPMAN D [

To review your answers to the —
Infrastructure questions, click -
Export Infrastructure Answers -

Click to Export Site Records

X WL | SOISETR (VRIS NEWLOT MOUNT TREGR PRTNERSHI DRIVE

X /225 SOIS672 | DGS DISTRIBUTION CENTER 2400 NEADOM RD AR 2400 RILEY RIDGE RD to get a com p I ete I i St i n g [
] %5 | SOIS6H | DORCULPEPER BATILEFELDS STATE ARK CULPEPER CO DISRICT I
X W5 | OIS0 | DWRWILDLIFE NANAGEWENT AREA SUSSEX COURTHOUSE DISTRICT |
X A5 | S01563 | DWRCOPPER CREEK SCOTT COUNTY COPFER CREEK SCOTT COUNTY SCOTT COUNTY - 169 READY FOR REC WGHT

% WL | G013 |VOOT CENTRAL OFFICE LOCKWODD HANOVER 5120 10CKW0D BOULEVARD NECHANICEVILLE HAIOVER COUNTY - 055 READ! FOR REC HGIT

X WS | SOUS6E S NORTHERN VIRGINA STERING LOUDOUN COUNTY - 107 READ! FOR REC HGIT

% WL | SOISH |V ENPORIACSC EUPORIA 103 COMMONWEALTH BOULEVARD BRI EUPORIACITY - 555

] UG/ | SO1558 | DCRNATURAL BRIDGE ROCKERIDGE CO 6477 SOUTH LEEHIGHWAY NATIRAL RIDGE ROCKERIDGE COUNTY - 163

X s S0ISEST VOOTHAMBTON £0A05 DISTRICT OFICE SO 108 INDUSTRIAL DRIVE SUFROIK FEOLK CTV - 600 RE401 FOR FEC HGIT

> Expanded Property Record Spreadsheet(s)

Q M-R Fix Site Search

DUE DATE: Name: AgencyCode: | _geiect.. v
M-R FIX RESPONSES DUE BY 9/1/2025 Site 1D: SiteTo Include: | specr. v
City: FIPS Code: SELECT- v
Agency User Status: _SELECT- v Rec Mgmt User Status: SELECT- v

@® Property records with each Site - verify and submit spreadsheet by 91/2025
perty p y

Agency | Downioad ® | Upload @ NOTICE:
123-DMA Download 06/10/2024 04:01 PM by jennifer.h beck nfg@army.mil You may upload only once.
127-DEM Download 06/27/2024 03:12 PM by shawn.mason@vdemvirginia.gov Please make sure your spreadsheet is complete before uploading.
146-5MV Download 03:51 PM by cmoyer@smv.org
154-DMV Download Upload
1 A \

Click to Download/Upload a Click -Hide to close the view of

Property Spreadsheet(s) Property Spreadsheet(s)
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Adding/Editing Existing MR-FIX records

DUE DATE:

il submit spreadsheet by 9112005 4 Expand

T are Sig e oy

(DEFENGE SUPALY (T RICHMOND ERCLAVE BN C5NS OO0 JEFFERA0N DS By 'm
AN RRORERTY PRINCE 00 (0 PENCE GEOREE
[P (REEN RN [HESARELT CHESAPERED
Y T=ENTLLE RESTDENCY OMALEN WYTHE DD WYTHENTLLE
ERLT STENCE ACADEMGE WORFOLE 'm
EAGLE HOREING FREDERIDCSERS RG0SR
e DETLLE ——

REW LOT MOUNT TRER Q e

Double-Click on the Site Name

CRATRIATION (ENTER 5
T—— the M-R Fix record

LD MARAGEMENT ARER S50 COUERa0SE DETRICY EURSE DOUTY
CIORPER, (CREEK, SO0 COUNTY (AP (R, SCOTT COUNTY
I CENTRAL OFFICE LOCKWDOD RANOVER 5120 LOCKW000 BOULERED MECRNICEVILE
Voo somes s s oz e o
EMRORCA C50 BRORDY 13 CimaNEALTH SULEaD Rl
GATURAL EREDGE RODKERIDGE (D) BATT S0UTH L2 HGHWRY WETURAL BRDGE
AT BOADS [ESTRACT OFFICE SUFFOLE 108 INDUETRLAL DEILVE SRR

Agengy Coce

harmer | SEET W
IR FIX RESPONSES DUE BY 4112025 Sl T —
Czy. FiPS (g SR W
Agarcy lsar Sane BEE W o Mgt ser Sratus s W

OETERRD AT~ 08
FRONCE GELRGE COUNTY - 38
r—
-i'lTli AT = 157

| o1
Inrsoucmy- o
IpeetomRsan- o
e —
.-EFR::I UG - (T
sussEn T 118

scom come - 188
RN COATY -3
oo cowny- a7
- 98
RO ATy 53

SUFFILE TV - 500

R
|retov e szt e
e 8 e e
0 0 R M

. .FIH]\'P:MB:IEH

FEAD FOR.REC MGAT
FEADH IFOR. REC MEMT
FEADY [FOR, FEC MGMT

a0 s i

FEAD FOR. REC MGNT
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Commnts

Select Nearest Major Location

Enter any general comments
and Site Condition

Pl Wer Location gy,

St Corndtion gz,

O Carmpars s Thes ifiicainenne e E
Enter Water g ol b Lt ol L ] Enter Age Of
Production & [r————— (-
Distribution Systems &
(s e e s s 5[] Infrastructure
gl sk Lt Pdoiad L ] (175311053 Quantities ([ e
ity Quantity | 5303000 LI ol Penmary Chidribndion 4
Enter Stormwater . Gallons, Linear
li Stowrrmsater Quaity G Earnpus s This bt [(oo
Qua Ity Aol Sopstirry Dt Lt et 1 Nisw) (e Feet (LF), ACI'ES,
Infrislnstons Quantity | 4518 Aeren
S [ Pounds and
[ D s Has This befranalnastiane | E Tons)
Enter Sewer gl Stk L Pl s M)
Treatment Infrantnstunes Quantity Caalkars P Dy
& Collection e N—— *When entering
A eof Syt Dt Lasa Weradvrind 1o Niaw) | 575341 A e Of S stem
Inlriclnodiai's Quarndity 13050008 U of Pemmary Dhitrintion g y !
using
E| 3 D s s Thes bt [y B B B
nter Steam s i institutional
Productlon Aol S D Ll P Lis hhaw]
& e Qe P o o oty records and
Distribution N ——— knowledge,
A o] St Dt Lt Werdvrind 1oy i) | 5753415 enter the date
Infristnsdn's Quariity |3:08.00 U of Pemary Dhitriation e
Enter Chilled T (o o s s (5[] o
et - (07/01/1998)
i A eof Syt Dt Lt Pirstosrind 10y M) | 12,341 g
Production & iy o that reflects the
Distribution . . actual age or
Chillee] Waaley Disdribution o i Has This Infracnaae |ipg E
Aty o i [ the average age
Infristsdun's Quariity |4 U of Pemary Dhitriation Of SyStem asa
Raacks - Pri O Canripus s T bfslations (7o
Enter - M';f\‘r\lnll:rl.\..Ik\lwullu\lml .:.-zE Who,e. For
Roads Infanlruduns Quaniity |5a0000 u examplel for the
& o
average age: |,
Parking Rk Sexcnebary and Service T S ge age: if
Ao ol Sy Dt Lt Pocationiad iy Nan) [ ey ha/f the SyStem
Infvistnsdin's Quaniity |30 u is 30 years Old,
- Parki D s Hrh This bfaretuns (oo E and the Other
gl ki e Lt disiadLs Rl .
e e Qurty s half is 10 years
EI'“e' ) old, enter a
ectronic iretitutional Security - Dieronic O Cannpas s This befrainaenone (o E )
Security {DOC, Dff & DEHDS only) gl Sl ot Lt Pacdiorad L Hion] date that IS 20
(DOC, D.”, ) Infrantrutuns Quartity [EEEEBETREY years ago'
DBHDS only
Iresditutional Security - Barvier o s s T efviclnatiang i E
(DO, Dff & DS ond) el Syt Lt Mk L Plw]
Enter Barrier [ ———— Dindoped s
Security —_
(DOC, DJJ, EV Charging Stations Number of Level 1 EVCS port at thi 1.00 #of Spaces
DBHDS only)
EV Charging Stations Number of Level 2 EVCS port connectors at this location | NUMERIC ENTRY #0f Spaces
EV Charging Stations / Number of Level 3 EVCS port connectors at this location |1.00 #of Spaces

Level 1 (120V AC receptacle, 15-20 amps) EVCS adapters (number of cars that can be charged simultaneously) currently exist at this location;
Level 2 (208/240V AC with J-1772 port connector, 30-80 amps) EVCS adapters (number of cars that can be charged simultaneously) currently exist at this location;

Level 3 (208/480V DC Fast-Charging Equipment) EVCS adapters (number of cars that can be charged simultaneously) currently exist at this location
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Il Upload Documents - any files to support Comments or answer . provided above.

Upload your documents: Please remember to click SAVE after
Step 1: Save your work first making any changes and before
uploading documents or else your

before Uploading.
Step 2: Click “Choose File”. .
Step 3: Click “Document Upload”. changes will be lost

Steps for Uploading a Document

Upload a Document:

1. Once you have saved and reopened your M-R Fix 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 ile) button to selecta il Tom your computer, and then cic Document Upload .01 ‘o aload.

| [ chosse Fie | pict pngl <

Document Upload
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4. 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.)

*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.)

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

[ choose File | Mo file chosen

Document Upload

tesa.berry@dgs.virginia.go|

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?
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Contact and Additional Training Resource Information

DGS appreciates your agency using the COVA Trax Web Portal to submit
your required Maintenance Reserve (M-R FIX) annual report by the
deadline: Monday, September 1, 2025 by close of business.

For additional help using the COVA Trax Web Portal for the M-R FIX
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.

e Specific questions seeking guidance on how to answer M-R FIX
survey questions or how to answer the Executive Order 24 questions
for NEW buildings on the Property Records spreadsheet should be
sent to Ron Semel at ronald.semel@dgs.virginia.gov.
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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.

 Non-DGS/Agency Administered Lease Search

UPDATES DUE BY 10/01/2025

Agency Code: | _SELFCT- v.i Property City: From

COVATrax ID: Lease Name Current Term Start Date:

Current Term End Date:

T
g 8

Agency User Status: SELECT= v Rec Mgmt User Status: SELECT- v

A

I = Summary -Double dick row to Edit.. ® Export Lease Record: @ Add New

Last
Ubdata | (SR Tux | Anency, Lease Name Address City Zip Uik MEMEIE O | sty Rec. Mgmt Status
1d Acronym start End
Date
06/23/25 | L-001232 | GMU | GMU 50 ACRES LAND POPES HEAD RD FAIRFAX 11022 POPES HEAD RD FATRFAX 00000 03/02/22 | 03/01/27 |NO CHANGE NEEDE!
06/23/25 | L-001235 | GMU  GMU COMMERCE I AND II FINANCE LEASE FAIRFAX 4085 UNIVERSITY DR # 87 FAIRFAX 22030-3407 03/02/15 | 03/02/30 |NO CHANGE NEEDE!
06/23/25 | L-001240 | GMU  GMU MATHY HOUSE PRESIDENTS RESIDENCE FAIRFAX 11020 POPES HEAD RD FAIRFAX 22030-4608 11/01/95 | 06/30/28 |NO CHANGE NEEDE
06/23/25 | L-001242 | GMU | GMU OFFICE LEASE 108 N 8TH ST RICHMOND 108 NORTH EIGHTH ST RICHMOND 23225 10/01/23 | 09/30/26 |NO CHANGE NEEDE
06/23/25 | L-001243 | GMU  GMU OFFICE/RESEARCH MANASSAS 9438 INNOVATION LOOP MANASSAS 20110 10/01/22 | 04/30/25 |NO CHANGE NEEDE
06/23/25 | L-001251 | GMU |GMU STUDENT HOUSING CHAIN BRIDGE RD FAIRFAX 4262/64/66 CHAIN BRIDGE FAIRFAX 22030 07/01/25 | 06/30/30 |NO CHANGE NEEDE!

52


mailto:DRES-info-server@dgs.virginia.gov
https://covatrax.dgs.virginia.gov/Account/Login
mailto:DRES-info-server@dgs.virginia.gov

DRES | Division of Real Estate Services dgs irginagov

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 10/01/2025

cova Traxi0: || ooss4s ] Aency Code: [ERRES v

TenantID: [T.000315 | Property Address: | 1604 SANTA ROSA RD J

Lease Name: | IDC GENERAL OFFICE HENRICS COUNTY Property City: | HENRICO J

Less= Accounting Type: PAYABLE - Postal Code: | 23225

Latitude: @ Longitude: @

I =» Previous Fiscal Year 2025 || Revised Fiscal Year 2026

Previsusly Reparted Tenant Mame: | Das ] Revised Tenane Name: @ @

Frevious Iy Reparted Landiord Name: | FOREST OFFICE PARK INVESTOR, LLC | Revised Landiora Name: @ ©

Previously Reparted Lease Type: FULL sERvICE - Revised Lease Type: @ O —seLecT— -
Previously Reported Agreement Type: EXPENSE LEASE Revised Agreement Type: @ @ —seLecT— v
Previcusly Reported Leased Ares: | £132.00 | Revised Leased Area: @ @
Previously Reported Unit of Measurement square Feet - Revised Unit of Measuremens @ @ | _serecr—
Previcusly Reported Head Count: | Current Head Cour: @
Previously Reparted Annus! Rent | 15554995 ] Current Annual Rene @ ©
Commencement Date: | 05/19/2025 Original Lease End Date: |12/31/2031
Current Commencement Date: | 05/18/2025 ] Revised Current Commancemer ntoste: @ @

‘Current Lease End Dates | 12/31/2031 | Revised Current Lease End Date: @ ©

il & |

Hasthe lesse been terminated? — Lesse Termination Date:
Yes @ Mo ()

Comments: [c] Current Annual Rent covers: 7/1/2025 - 6/30/2026

Save your work before uploading documents

SN
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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 2025”. 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 2026 data:

o If all or most of the information for Fiscal Year 2025 is the same for Fiscal Year 2026, click
“Copy” to copy the information on the left into the boxes on the right for Fiscal Year 2026, and
then make any necessary updates.

o Current Annual Rent must be updated for Fiscal Year 2026. Enter the annual rent cost for Fiscal
Year 2026, this would be total rent due for the period of July 1, 2025 through June 30, 2026
(e.g. 7600.00 or 20346.79).

o If the information for Fiscal Year 2026 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 57).

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 57).

» 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.

S/Agency Administered Lease Se
UPDATES DUE BY 10/01/2025
Agency Cod “SELECT- v | Property City: From To
——————— . (= =
COVATrax D : Lease Name Current Term Start Date: | g B
(= a—
Agency User Status: SELECT- v Rec Mgmt User Status: _SELECT- - curentTerm End Dater | g =
Q Search £J Reset
summary - Double dick row to Edit.. Export Lease Records D Add New
st
T [SRLUIEE | SUENSD Lease Name Address city Zip Cum. Term  Curm. Term  pooncy Status Rec. Mgmt ]
B 1d Acronym Start End
3/25 | L-001232 GMU | GMU 50 ACRES LAND POPES HEAD RD FAIRFAX 11022 POPES HEAD RD FAIRFAX 00000 03/02/22 | 03/01/27 |NO CHANGE NEEDEI
3/25 L-001235 GMU GMU COMMERCE I AND II FINANCE LEASE FAIRFAX 4085 UNIVERSITY DR # 87 FAIRFAX 22030-3407 03/02/15 03/02/30 |NO CHANGE NEEDEI
3/25 | L-001240 GMU | GMU MATHY HOUSE PRESIDENTS RESIDENCE FAIRFAX 11020 POPES HEAD RD FAIRFAX 22030-4608 11/01/95 | 06/30/28 |NO CHANGE NEEDEI
3/25 | L-001242 GMU  |GMU OFFICE LEASE 108 N 8TH ST RICHMOND 108 NORTH EIGHTH ST RICHMOND 23225 10/01/23 | 09/30/26 |NO CHANGE NEEDE
3/25 | 1-001243 GMU  |GMU OFFICE/RESEARCH MANASSAS 9438 INNOVATION LOOP MANASSAS 20110 10/01/22 | 04/30/25 |NO CHANGE NEEDEI
3/25 | L-001251 GMU  |GMU STUDENT HOUSING CHAIN BRIDGE RD FAIRFAX 4262/64/66 CHAIN BRIDGE FAIRFAX 22030 07/01/25 | 06/30/30 |NO CHANGE NEEDE
baszs | L-001252 GMU  |GMU UNIVERSITY PARK COMMERCIAL TOWNHOUSES FAIRFAX 4260 CHAIN BRIDGE RD FAIRFAX 22030-4297 07/01/24 | 06/30/25 |NO CHANGE NEEDEI

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

tered Lease

Agency Code: SETELECT- W Agency Lezze ID:

Lease Name: Payable/Receivable Type: | _SELECT- s
FIFS Code: —SELECT- w Tenant Mame:
Property Address: Landlord Mame:
ity Latitude: Gy
Zip Code: Longitude: @

L=az= Type _SELECT- w Leazs Uz= -SELECT— P
Agreement Type _SELECT- w Annusl Rent:
Leased Area: Head Count:
Unit of Measurement: | _SELECT- W
Current Commencement Date: ﬁ Current Lease End Date: ﬁ

waur work before uploading documents

- s Cenes!

d Documents - Upload related docume it, Option Letter etc)

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

N i e

=n
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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 2026, this would be total rent due for the
period of July 1, 2025 through June 30, 2026 (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 Wednesday, October 1, 2025.

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 Wednesday, October 1, 2025.
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 Commonweslth of Virginia Here's how you know +

Enter your
Username (your
email address)
and Password

then click Login

LELLIAANY |

Virginia's Real Estate & Assets
Management System

@ Find a Commonwealth Resource

If you forget
your password,
Click “Forgot
your password”
toresetit
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Non-DGS/Agency Administered Lease (NAAL) Welcome Page

COVA Trax Portal

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

Land Use Plans M-R FIX Non-DGS/Agency Administered Lease

LUP updates due by 9/1/2025 M-R FIX Infrastructure updates due by 9/1/2025 Updates due by 10/01/2025

a

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

The Virginia Property Maintenance Code applies to state-owned building and structures. See CPSM Section 4.19 available g the DGS, DEB
webpage for further information.

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

(o G5 gency Adminterd ez earch

UPDATES DUE BY 10/01/2025

Search by

Property iy s .

COVA - :
Trax ID (OVATraxD: Lease Name Curent Tem Start Dae: z
henglserSitss. e o RecmtlsrSens s Current Term End Date B B

: ~_

0 st Search by Current Term
Start Date or End Date

SSUMMary -utecidmvnidt. O orleseheards § ey

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

b HEAD RD

RICHMOND

ATION LO0P MANASSAS 0110 10/01/22 (430/25 NQ CHANGE NEEDE

Z20064/06 CHAIN BRIDGE FAIRFA 10030 07/01/25  06/30/30 NO CHANGE NEEDE

06/2325 | 01252 GMU MU UNIVERSITY PARK COMMERCIAL TOWNHOUSES FAIRFAX 4260 CHAIN BRIDGE RD FAIRFAX 200497 07/03/24 06/30/25 NO CHANGE NEECE
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Reviewing/Exporting Existing Leases

O Non-DGS/Agency Adminserd Leas Search

UPDATES DUE BY 10/01/2025

AgencyCode:% SHECT- v Property ity for o
COVATrax D: Lease Name CurentTem Start Dte: g B
MeneyUser Satus: st RahgrtlserSans. s Current Term End Date: B &

SSummary -Duteckonoidt. - © BporleseRecrds O AddNen

u::tte B T Lease Name Address (ty Ip flrilan Qian Agency Status  Rec. Momt Status
b I Awomym St End
Click to Export for a complete listing of all | e sy ‘NOCHAMGENEEDE
your agency lease records WM | s B ‘NO CHANGE NEEDE
0623125 | LO0I40  GMU GHU MATHY HOUSE PRESIDENTS RESIDENCE FATRFAX 11020 POPES HEAD FD FAIRFAX 204608 | 14015 06/30/28 ‘NOCHANGENEEDE
061325 | L0014 GMU(GH OFFICE LEASE 108 N 8TH ST RICHHOND 108 NORTH EIGHTH ST RICHHOND B0 003 09302 ‘NOCHANGENEEDE
062315 | L0143 GMU GHU QFFICE/RESEARCH HANASSAS 0438 NHOVATION LOOP HANASSAS i 002 035 ‘NOCHAMGENEEDE
0623125 | 025 G GHU STUDENT HOUSING CHAIN BRIDGE RD FAIRFAY 4260/64/65 CHAIN BRIDGE FAIRFAK ) 0125 | Oef30/30 ‘NOCHAMGENEEDE
0623125 | 1001250 GMU GHU UNIVERSITY PARK COMMERCIAL TOWNHOUSES FAIRFAX 4260 CHAIN BRIDGE RD FAIRFAX MA4NT | 00U 063075 ‘NOCHAMGENEEDE
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View an Existing Lease

(LoD geney At eseSearch

UPDATES DUE BY 10/01/2025

Ay Cce: \ S v Property Cly. o i
COVATrax [D: Lease Name CurentTem SartDate: gg B
fegliersians i v RchilerSes g Current Term End Date B B

ESummaly -dotecidronode. @ bt exe R e

Lt
Update T e Les llame Address iy Ip i, a1 Roency Satus Rec. Mot Status
0 Amooym Sat B

[ate

G305 LU G GHISOACRES LANDROPES HEAD RO FARFAK 072 ROFES HEAD D BN WO O 030U NOCHANGENGEDR

O3S | LAOLZES | U G COMVERCE AND I FMNCELERINGRF 085 UNNERSTV R £ 67 FAREAN RN TS D00 N0 CHANGE NEDE

WS o o GMUMATHYHOUSEPRESIDENTSRESIDENCEFA@N 020 ROFES HEAD D BAREN TRMGS IO /38 N0 CHANGE NEDE

wos e o || Double-click on the Lease Name B OUB 05 N0 CHNGE NEDE

to open the lease record

WG/ L0143 | Gy 0110 0/01/22 DA/30/25 O CHANGE NEEDE

U6/23025 L0251 | MU GMU STUDENT HOUSING CHAIN BRIDGE RD PAIRFAX 4267/54/56 CHAIV BRIDGE FAIRFAX il 07103025 06/30/30 O CHANGE NEEDE

06/23/25 001252 | MU GMU UNIVERSITY PARK COMMERCIAL TOWNHOUSES FAIRFAX 4260 CHAIN BRIDGE RD FAIRFAX 030497 07/01/24  O6/30/25 N0 CHANGE NEEDE
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Updating an Existing Lease

@ Update an Existing Non-DGS/Agency Administered Lease - update due by 10/01/2025

COVATrax ID: | |-005848 Agency Code: 194.0G5 v

Click on the

Il

TenantID: | T-000315 Praperty Addresz: | 1604 SANTA ROSA RD .
Lease Name: | |DC GENERAL OFFICE HENRICO COUNTY ‘ Property City: | HENRICO gm Icons
Lease Accounting Type: PAYARLE v Postal Cade: | 33279 tO U p d ate
Lstitude: @ lg Longitude: Q Latitude &

Longitude

I ® Previous Fiscal Year 2025 || Revised Fiscal Year 2026 ‘

Previously Reported Tenant Name:  ps I Revised TenantNeme: @ @
Previously Reported Landlord Name:  ROREST OFFICE PARK INVESTOR, LLC I Revized Landlord Name: ° O
Previously Reported Leaze Type: FULL SERVICE w Revised Lease Type: ° O —SELECT- v
Previously Reparted Agresment Type: EXPENSE LEASE i Revised Agreement Type: 00 _SELECT-
Previously Reported Leased Arez: 93200 Revised Leased Arex @ @ E nte r A nn u a I
Previously Reported Unit of Mezsursment. o)japc peer Ravised Unit of Measurement @ © SELECT- v Re nt Tot a I

Previously Reparted Head Count . Current Head Coune. @ fo r 7/ 1/25 tO

Previously Reported Annuzl Rent: 15454995 I Current Annuzl Rent: @ @

_ 6/30/26

(e.g.
124521.78
or 12500.00)

Commencement Date: | 0519/2025 l Origingl Lease End Date: | 12/31/2031
Current Commencement Date:  (5/19/2075 |

Revised Current Commencement Date: ° @ ﬁ

Current Lease End Date: | 12/31/2031 Revised Current Lease End Date: @ @ ﬁ

I

Hzzthe lezze been terminated? Lezze Termination Date:
Yes @ Mo () =

Comments: © Current Annual Rent covers: 7/1/2025 - 6/30/2026

y The red icon indicates a

required field. Once

updated and saved, the red
Save your work before uploading documents icon remains to ShoW any

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

Click Copy to move FY 2025
information from left to right
fields. Update fields as

needed for FY 2026

chanees and alerts DGS

Wl Upload Documents - Upload related documents here (i.e. Lease, Amendme

Click Browse [Choose File) button to sel2

[ Browse. \ Na file selected

& from your computer, and then click Document Upld

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

Step 1: Save your work first before Uploading.

Step 2: Click “Choose File”. Step 3: Click “Document Upload”.

Document Uplaad
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Terminating a Lease

& Update an Existing Non-DG5/Agency Administered Lease - update due by 10/01/2025

COVATran ID: | L.opse48 Agency Code: 104055 v
Tenand 1D | 700315 Properly Addfess. | 1504 SANTA ROSARD J
Lease Naine: | |BC GENCRAL DFFICE HENRICO COUNTY Frogerty City. | WNRICD j
Leade Accounting TYpe: Bwragll  ~ Postal Code: | 7399
Latitude @ Longitude: @
= Previous Fiscal Year 2025 || Revised Fiscal Year 2026

Previously Repored Tenant Name: | peg ] Rzl Tenant Name: @ © ”Has the
Frevigusly Reported Landiord Name: | FOREST OFFICE PARK INVESTOR, LLC ] Revced Lanclord Name: @ ©
Previously Reganied Lease Type: FULLSCRVIET - Revigid i Type: 00 SILLCT- Iease been
Previously Reparted Agreement Type: DHPCHSE LLAST R Revised Agrearmant Type: 0 0 SILET- Te rm i n ated ?”
.
Previously Reported Leased Arex: | g93300 Resised Leased hovs: @ Q
Puesiously Reporled Unit of Measurément: soagr FirT « Resised Unil of Measarerment: @ Q| sner ~ If Yes’ e nte r
Previously Repaned Head Couril: Current Heat Count: @ t h e Lea Se
Previously Reported Annual Renl: | 15554096 Curvent Annual Rent: @ @ Termination
Comendament Dale: | 054872025 | Original Laase End Date: |12/31/2031 D t d
Current Commencement Dale: | 05/19/2025 Revisee Current Connmencernent Date: @ O ﬁ a e a n
Currenl Lease End Date: |12/34/2034 Revised Curren Lease nd Date: @ @ i U p I Oa d t h e
Has [he Jedie bieen L minaled? Yes E No |.:| Leease Terimination Date: ﬁ I e a S e
Comerents: G Current Arnual Rent covers: 7172025 - 63072026 g g
termination
4 letter or

supporting
documents.

I Select “Yes” or “No” |

Save: your wirk belare uploading documests

b

**¥*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.

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

Click Browse (Choose Fle] button 1o select a Tl [rom your computer, and Lhen click Document Uplaad buuton o upload.
Browse...| Nofile selected,

D x
\

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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Adding a New Lease

oGS gency Adinistre LaseSearch

UPDATES DUE BY 10/01/2025

Ageney Coce: Proprty iy o "’
COVATrax D: Lease Name Curent Tem St Date: g B
fengUserSitss. e v RecmtlsrSins s Current Term End Date g 2

= Summary -utecirwogdt, @ BootLeseheard  © ey

Lagt
Updae Bl Lease Name Adcress (ty Ip UL o ST Agency Status— Rec, Mo Status
i Amooym St End

Date

0/2325 | 1001232 GMU  GMU 50 ACRES LAND POPES HEAD RD FAIRFAX 11022 POPES HEAD RD FAIRFAX 00000 0022 | wjotjz ‘NOCHANGENEEDE
06/23/25 | 001235 | GMU G COMMERCET AND IT FINANCE LEASE FAIRFAX 4083 UNIVERSITY DR # 87 FAIRFAX L0007 0302 03/02/30 ‘NOCHANGENEEDE
06/23/25 | 001240 | GMU |GHU MATHY HOUSE PRESIDENTS RESIDENCE FAIRFAX 11020 POPES HEAD RD FAIRFAX 10304608 11/01/95 | 06/30/28 ‘NOCHANGENEEDE
06/23/25 | 001242 GMU  GMU OFFICE LEASE 108 N 6TH STRICHMOND 108 NORTH EIGHTH ST RICHMOND nm 10/0y23 | 093026 ‘NOCHANGENEEDE
06/23/25 | L0014 GMU  GHU OFFICE/RESEARCH MANASSAS 9438 INNOVATION Lo0P MANASSAS 00 o2 s ‘NOCHANGENEEDE
0/2325 1001251 GMU |GHU STUDENT HOUSING CHAIN BRIDGE RD FAIRFAX 4767/54/66 CHAIN BRIDGE FAIRFAX 003 070325 06/30/30 ‘NOCHANGENEEDE
0/23/25 00252 GMU | GMU UNIVERSLTY PARK COMMERCIAL TOWNHOUSES FAIRFAX 4260 CHAIN BRIDGE RD FAIRFAX 00487 njotje4 | 06/30/25 ‘NOCHAMGENEEDE
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Adding Lease Information

Payable Lease = agency pays rent
Receivable Lease = agency receives rent

Click on the globe icons to
look-up latitude/longitude
(longitude should begin

with “-”)

© New Non-DGS/Agency Administered Lease

Agency Lease ID:

Agengy Code: “

Lease Name:

Payable/Receivable Type: | .s|g(T-

FIPS Code: SELECT. v Tenant Name:

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

Property Address: Landlord Name:

City: Latitude: Q¥
Enter lease

information

Zip Code: Longitude: @

Lease Type SLECT- v Lease e ~SELECT-

Agreement Type SELECT- v Annual Rent:

Leased Area: Head Count:

Unit of Measurement: SSELECT- v

Enter total Annual Rent for
7/1/25-6/30/26 (e.g.

oy e

urrent Commencement Date: -] Current Lease End Date: B

—

Save your wark before uploading documents

5 Cancel

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

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

I  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 upload.

Choose File | No file chagen

Document Upload

**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.

N\

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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ot

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
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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:
Wednesday, October 1, 2025 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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