2.5
INSTRUCTIONS FOR THE CONTROLLED MAINTENANCE PROJECT REQUEST - (FORM SBP CM-03, Word Document, Rev. 5/08)
Top of Page:



A.

AGENCY BASIC DATA:

Check the appropriate box for either a standard Controlled Maintenance Project or a Capital Renewal (Building/Infrastructure) Project.  

Capital Renewal Projects (building/infrastructure) are controlled maintenance projects where the total project dollar amount of a single phased project or any phase of a project is in excess of 2 million dollars.  Project requests of this type should first be submitted to either OSPB or CDHE, as appropriate, within an agency's capital construction prioritized project list along with an explanation as to why this project request qualifies as a "maintenance driven" project and not a "program driven" capital construction project.  This capital renewal building/infrastructure request would not be included in the agency's controlled maintenance project request report submitted to SBP or the controlled maintenance budget recommendations submitted to the CDC by SBP.  A review of capital renewal building/infrastructure requests will be provided by SBP for OSBP/CDHE for recommendation and inclusion into the statewide-prioritized list of capital construction projects to be recommended to the CDHC by either OSBP or CDHE. 

Capital Renewal Project may need to meet the requirements of the High Performance Certification Program Policy (HPCP).  Indicate if this capital renewal project meets the HPCP requirements (Y/N).  Explain on the CC-A form the HPCP policy compliance exemptions. Controlled Maintenance projects are exempt from HPCP, but apply appropriate strategies.
Capital Renewal Building/infrastructure Projects should be submitted on this form CM-03, concurrently to OSBP/CDHE and the SBP along with but separate from the capital construction requests and the controlled maintenance requests.

Blank 1):
Fill in agency name.


Blank 2):
Fill in department title - 




Examples:  Higher Education, Human Services

Blank 3):
Enter agency Physical Plant ID number that consists of agency’s project number suffixed with the initial request year.  Example:  10-02 - Identifies agency’s maintenance project priority number 10 first requested in Fiscal Year 2001/2002.  Enter SCO assigned project M# number for continuing phased requests.

Blank 4)
Fill in agency priority number(s).  Note: Be sure the number(s) agree(s) with your agency priority (AP) number(s) listed on CM Request Summary - Form SBP CM-01. (Note: Do not provide project request forms for projects not listed on the Five-Year Controlled Maintenance Program Plan, Form SBP CM-02.)

Blank 5):
Fill in Project Title, including identifying “phase ___ of ___ “.  This title will be used for all plases of the project and should be both descriptive and brief.  For continuing phased projects, use the project title as indicated in the Long Bill and SBP’s Controlled Maintenance Budget Recommendation.


B.
FACILITY PROFILE:

Blank 1):
Check the appropriate box, site or building, followed by a description of the site utilities or facilities area(s) or building(s) name and Risk Management Building ID number(s).


Blank 2):
Describe location.  Example: West Campus

Blank 3):
Provide building’s gross square feet (GSF), assignable square feet (ASF) of space and date the facility was constructed.

Blank 4):
Describe the facility’s functional use or occupancy.  Example:  Classroom/Laboratory (Laboratory Instructional Space), Inmate Housing, Administrative Office Space.

Blank 5):
Indicate the International Building Code (IBC) construction type in terms of the building’s fire-resistivity and occupancy classification (not applicable for infrastructure requests).  Also note (briefly) the primary or predominant structural element(s) such as concrete, masonry, protected steel, etc.

Blank 6):
Enter the actual and targeted facility condition index (FCI) numbers (not applicable for an infrastructure request).  Enter the date of the last facility audit used to justify this request.  Describe the state of repair or overall physical condition of the facility being considered for a specific maintenance request. Example:  Structurally sound, masonry walls cracked, steam system leaking, electrical distribution unsafe, windows/caulking deteriorated, interiors sound, etc.

Blank 7):
Fill in self-explanatory information requested.

Blank 8):
Fill in the current replacement value (CRV) of the facility.  Use the dollar amount used by Risk Management.

Blank 9):
Check applicable boxes:

a)
Check the first box if the Master Plan indicates facility’s useful life is less than five (5) years, demolition is proposed, or the facility will otherwise be removed from inventory.

b)
Check the second box if the facility’s useful life is more than five (5) years or will be extended for at least five (5) years as a result of renovation, etc.

c)
Check the third box if the Master Plan is obsolete; enter the date the last Master Plan was approved by either OSPB or CDHE.

d)
Check the fourth box if major facility changes, renovations, or program revisions are ongoing or anticipated in the next five years.  Include project number (if appropriate) and provide a brief description of how this additional work does not or will not impact this CM request.

Blank 10):
Provide the facility audit information requested.

a)
Indicate date of last facility audit and date the revision was submitted to SBP.

b)
Indicate the status of your infrastructure assessment.  Indicated percent of assessment completed.

c)
Describe your audit schedule/cycle.  Indicate whether it is yearly-all buildings, 1/3 each year, all buildings every three/four years.  If other, please explain.

Blank 11):
Provide the information as requested for all appropriated construction projects by the M, P, or EM project numbers affecting this facility from the last five fiscal years.


C.
INTEGRATED PROGRAM PLAN DATA
On a Capital Renewal Building/Infrastructure Project Request, please provide the following and attach as exhibits to the back of this form:

A) A detailed breakdown by phase and by CSI category to justify all costs summarized and listed in Section D (Detailed Cost Estimate/Budget Request) of this form.

B) Floor plans, site plans, elevations, etc., indicating all areas of proposed work.

C) Supporting studies, analysis, photographs, detailed narrative description, etc.

D) Explanation of why this project request is not driven by programmatic needs.

E) A list of agency/institution capital construction priorities as submitted to either OSBP/CDHE to indicate project ranking.

F) Explain project delivery method chosen.

Blank 1):
This narrative description should expand upon the project title to describe in detail the Controlled Maintenance problem(s) and the specific work required in terms of materials, equipment, etc, repair or replacing the problem(s).  (Note: If a project will require phasing, the narrative should first begin with an overall description of the problem followed by a more detailed description identifying each required phase and the work to be performed in it.  Provide the entire narrative description for each project phase request and highlight the phase being requested in the current fiscal year.  The narrative description should relate directly to the breakdown and subtotals by phase in the detailed cost estimate.)
Blank 2):
Enter cost data requested from the detailed cost estimate.  

Blank 3):
Describe the effects and impacts on program and physical maintenance of the facility if this project is not funded.  Justify request by estimating adverse impacts on operating costs, additional deferred maintenance costs, and/or maintaining functional use of facility in terms of one of three operational criteria: Health and Life Safety Hazard/Loss of Use, Disrupting Operations, Causing Damage or Deterioration.

Blank 4):
Facility audit documentation (mandatory): Attach applicable facility audit component pages to support this request.

Blank 5):
Attach any optional documentation such as photographs, site maps, feasibility studies, etc.

Blank 6):
Indicate what components/systems would be impacted and how this project will change the building’s Facility Condition Index (FCI) number.


D.
DETAILED COST ESTIMATE/BUDGET REQUEST
This page has been modified to match the new SC-4.1 form (Rev 5/02).  Fill out this form by phase with each phase of a multi-phased project on individual pages.  Include all phases, included previously funded phases.

Use one page per phase.

	Blank 1)
	Enter the name of the individual responsible for reviewing and approving the cost estimate.

	Blank 2)
	Enter the project phase as, ph. 2 of 4.

	Blank 3)
	Enter a description of the methodology used to determine the cost estimate.  Indicate if in-house experienced technical staff prepared the cost estimate and reference the resource information that was used (i.e. building construction cost data publications, historical costs associated with similar construction projects, a contractor or vendor proposal, an A/E cost estimate, etc.)  If an outside professional consultant or another entity prepared the cost estimate, list the firm's name and the nature of their services.

	Section 4)
	List all professional services.

Site Surveys, Investigations, and Reports: List the total dollar amount of all site-related services.  These professional services are provided by consultants other than the Architect/Engineer and are usually obtained directly by the agency/institution and made available to the Architect/Engineer.  They may include but are not limited to surveys describing the physical characteristics, legal limitations and utility locations of the site and geotechnical investigations determining soil conditions, hazardous materials and ground corrosion.

Architectural/Engineering/Basic Design: List the total dollar amount of all basic design services.  These professional services are provided by the Architect/Engineer as full design services typically consisting of Schematic Design, Design Development, Construction Documents, Bidding and Contract Administration phase services.  The limited scope of work of some projects may allow for combining one or more services into fewer phases of design.  Note: Refer to SBP's energy conservation policy and C.R.S. 24-30-1304(2).

Code Review/Inspection: List the total dollar amount of all code compliance related services.  These professional services are provided directly to the agency/institution by an approved Code Review Agent or other entity approved by SBP.

Other (explain).  List and professional services not included above.

Enter the total of all applicable professional services indicated above.

	Section 5)
	List all Construction Improvements

Infrastructure

a) Utility Services.  List extended costs for all existing utility services upgrades and/or replacements by work item.  Utility services included but are not limited to sewer, water, gas, and electricity.

b) Site Improvements.  List extended costs for all existing site improvements, upgrades and/or replacements by work item.  Existing site improvements included but are not limited to walks, roads, grading, landscaping, irrigation, and area lighting.
Structure/System/Components: List the extended building costs related to all improvements to an existing building by work item.  The project scope of controlled maintenance projects will vary and may incorporate the structure including the foundation, structural system and building enclosure and/or, the various systems including mechanical, electrical, and plumbing, and/or components involving the repair or replacement of a single piece of equipment.  

The form is adaptable to systems type estimating - when applicable and when units are not logically subject to a breakdown - by entering L.S. (abbreviation for Lump Sum) under the Unit Column.  

Describe all of the Work Items involved in the project, an estimate of their number of units multiplied by prevailing (substantiated) Unit Costs to obtain the Extended Cost for each Work Item.  Under the Work Item column, indicate whether Labor (L), Material (M), Labor and Material (L & M) or Equipment (E) is included in the Work Item.

Add up all Extended Costs to arrive at the Subtotal Construction Improvement Cost.

Other (explain): List and explain the extended costs of any construction improvement not included above such as but not limited to hazardous materials abatement, forensic investigations, and rental of temporary equipment by Work Item.

Enter the total of all construction improvements indicated above.

	Section 6)
	Miscellaneous (explain): List and explain Extended Costs for all miscellaneous project items not incorporated in any of the line items above including but not limited to advertising costs, moving/relocating expenses, leasing costs, and modular buildings, if applicable.

	Section 7)
	Project Contingency: Percentage should be applicable to the sum of all items in sections 4, 5, & 6.  The use of contingency funds must comply with SBP policy.

	Section 8)
	Project (single phase) total cost or individual phase subtotal cost for all professional service costs, construction improvements costs, miscellaneous costs, and project contingency. Sections 4, 5, 6, & 7.

	Section 9)
	Enter the total project cost by adding together the subtotal(s) in section 8 for each phase.

Note: For single-phase projects the subtotal in section 8 will be the same dollar amount as the total project cost in section 9.

For multiple phase projects, a detailed project cost estimate is required for each phase as per this specified format.  Each of the cost breakdowns should list professional services costs, construction improvements, miscellaneous costs, and project contingency percentages that are being requested in that particular phase.  Additionally, the detailed project cost estimate of the entire project broken down by each phase is required to be provided on project request form CM-03 with the current phase request portion on the cost estimate highlighted.  Coordinate the narrative phase descriptions with the cost estimate breakdowns by phase.


E.
PROPOSED PHASING OPTIONS
For single-phase projects fill in the dollar amount requested for the Current Phase.

In projects requiring continued funding for current and/or future phases(s), list all prior appropriated and actual dollar amounts phases as well as requested current and future phases, if applicable, including SCO assigned M#, and agency assigned Project #.  Note: The dollar amounts per phase should be identical to the dollar amounts per subtotal dollar amounts listed in blank 8 of the detailed cost estimate page.

For current and future year project requests calculate inflation increases with the inflation factor as provided by OSPB.

Note also, that project review and prioritization by SBP will be based upon the current phase request.

F.
PROPOSED PROJECT IMPLEMENTATION SCHEDULE (PLAN):

Enter the dates for major milestones shown, which are planned by the agency, to accomplish the project by phase as requested.

In preparing the schedule, the agency should consider that Long Bill appropriated projects might not be appropriated prior to July 1, 2007.  The schedule must make realistic allowances for the duration of all precedent activities such as, selection of consultants, negotiation and execution of consultant agreements, design/review of documents and duration of other applicable activities.

G.
AGENCY APPROVAL/SIGNATURE
The Principal Representative/delegate and/or the State Buildings Delegate or Contract Person shall sign and date the request.

2.6
INSTRUCTIONS FOR THE CONTROLLED MAINTENANCE PROJECT STATUS REPORT - (FORM SBP CM-04, Excel Spreadsheet, Rev 5/02)
Indicate the status of all CM projects and Federal projects funded since fiscal year FY2005/2006 that have either recently been completed or are on-going and not closed out.  All categories must be filled out for each project listed.  If actual or specified completion date is not known, provide an estimated completion date for the appropriate category.  Do not leave blank or indicate “TBD” or “N/A”.  Do not include emergency CM projects.

The agency’s abbreviation, form title, current date, and page numbering is done automatically by the spreadsheet.

	Column   1):
	Enter assigned SCO M number for Controlled Maintenance projects.

	Column   2):
	Use the same project title as indicated in the Long Bill and SBP’s Controlled Maintenance Budget Request and indicate the project phase as applicable.  For phased projects, indicate the phase (e.g. Phase 2 of 5 or Phase 3 of 3).  Single-phase projects should be listed as Phase 1 of 1.

	Column   3):
	Enter the dollar amount of the prior appropriation for each single-phase project.  For multi-phase projects, enter the dollar amount appropriated by each phase.  Indicate for transfers either “FROM” and/or “TO” other CM projects in italics, see example on form.

	Column   4):
	Enter the dollar amount contributed to project from other funding sources (including federal funds) including transfers “FROM” and/or “TO” other controlled maintenance projects or FROM the emergency fund for each project listed as applicable.  Dollars transferred “OUT” to another CM project should be placed in parenthesis, see example on form.

	Column   5):
	Enter the date (month and year only in numeric format) the project funds were appropriated.  For example, June 1996 should be entered as 6/96.

	Columns   6a & 6b):
	Enter the encumbered dollar amount (6a) and percent (6b) of the total dollar amount of all fully executed contracts, purchase orders, etc. [e.g. $567,895 (45%)]

	Columns   7a & 7b):
	Enter the expended dollar amount (7a) and percent (7b) of the total dollar amount of all fully executed contracts, purchase orders, etc. [e.g. $567,895 (45%)]

	Column   8):
	Enter the actual or anticipated date (month and year only in numeric format) the project is substantially complete.  For multi-phase projects, indicate date the final phase is substantially completed.

	Column   9):
	Enter the date from the final SC4.1 (as submitted to SBP) when the project is completed and closed out

	Column  10):
	Enter comments/status information as appropriate.


2.7
INSTRUCTIONS FOR THE CAPITAL CONSTRUCTION PROJECT STATUS REPORT - (FORM SBP CC-01, Excel Spreadsheet, Rev 5/02)

Indicate the status of all CC projects and Federal projects funded since fiscal year FY2005/2006 that have either recently been completed or are on-going and not closed out.  This report is to be filled out for appropriated general and cash funded Capital Construction projects and Lease Agreements involving Capital Development per 24-82-1201.  All categories must be filled out for each project listed.  If actual or specified completion date is not known, provide an estimated completion date for the appropriate category.  Do not leave blank or indicate “TBD” or “N/A”.  Follow the instructions for the Controlled Maintenance Project Status Report through column 10. Column 11 is new, applies only to CC projects, pertains to the High Performance Certification Program (HPCP) policy, and is explained below.
	Column  11):
	Enter the HPCP status.  N/A if the project is exempt per design starting date or scope of work, confirm with the OSA office.  Enter LEED goal (certified, silver, gold, or platinum) and status (preliminary design-Pre, registered-Reg, certified by USGBC-Cert). Examples: “Silver-Pre” or “Gold-Reg” or “Platinum-Cert”.


