Instructions for DPW Supplement to OPM B-100

(Effective 9/3/96, rev 10/2/01)

(Text in Bold Italics type is included as guidelines for DPW Teams)

PURPOSE: 
The intent of the DPW supplement is to expand and revisit changes to your OPM B-100.  The form will be used as a TOOL to collect additional details of an anticipated project in order to allow DPW to properly implement the project. It is intended to help clarify your needs, so that DPW is better able to assist you in meeting them.  Submission of this form, with the appropriate signature, is required prior to DPW initiating technical services or hiring a Design Consultant for the subject project.  It will also serve as your request for Agency Administered Projects and the subsequent DPW approval in accordance with CGS, Section 4b-52.

MethodMETHOD
Submittal to DPWSUBMITTAL_TO_DPW
DPW AssistanceDPW_ASSISTANCE
Project AuthorizationPROJECT_AUTHORIZATION
Project ApprovalPROJECT_APPROVAL
Agency Administered ProjectsAGENCY_ADMINISTERED_PROJECTS
Section A: Administrative DataSECTIONA
Section B: Technical DataSECTIONB
Section C: Design IssuesSECTIONC
Section D: Project Request/ApprovalProject_Request_Approval
Appendix A: Space GuidelinesAPPENDIXA
METHOD:
This form will become the vehicle by which ALL projects are initiated with DPW beginning September 3, l996.  It will generate information not found on your B-100 Form which further defines the project, anticipates technical issues and details existing site and building conditions. Opportunity for a brief narrative description of the project and how it supports your business needs is provided.  (The answers to the questions provided by the Agency may be followed up by DPW requests for additional information or clarification.  It can serve as the basis for a further interview with the Client Agency if deemed necessary.  Eventually, the fields can be enlarged to allow for the addition of text by typing in notes and responses to each question.)

SUBMITTAL TO DPW:  A separate Supplement to OPM B-100 shall be submitted to the DPW team representative for your Agency for each project request including Agency Administered Projects (See exception in Section D instructions).  A copy of the original or revised OPM B-100 Form must be submitted with the supplement.

DPW Assistance:  Your DPW team can, if you wish , assist you in filling out this information.  This will allow your DPW team to become familiar with your needs and requirements at the initiation of the project. 

PROJECT AUTHORIZATION:  The signature of the Agency Head or his designated signatory is required in Section D for all project requests.  The Agency Head shall submit a letter of delegation of authority for  the designated signatory.  Agency approval is necessary prior to DPW initiating technical services or hiring a design consultant for the subject project.  The name and telephone number of the Agency Coordinator should be given as the contact person.

 PROJECT APPROVAL:  DPW statutory approval for Agency Administered Projects will be granted upon review and sign-off on the B-100  Supplement by the authorized representative of the Commissioner of DPW.

 AGENCY ADMINISTERED PROJECTS:  Guidelines for Agency Administered Projects are under review at DPW and will be included as Appendix B to these instructions on completion of the review.

Section A: Administrative Data

Agency Reference:
This is an Agency assigned number to track B-100s to insure all of an Agency’s B-100s in a calendar year have been received by DPW.  This number is of the format alpha-01-001.  An example of this is: BOT-01-005, where BOT represents the Board of Trustees for Community-Technical Colleges, 01 represents year 2001, and 005 represents the 5th B-100 submitted in year 2001.

1.   Project number:               Please contact your DPW team for assignment of a project number prior to submission to assist us in tracking this request.

2.   Project title    
Provide a brief descriptive title for this project and the full 

      and address:                    address.  Example: A.D.A. Compliance Renovations at Dutcher Hall, Holmes Drive, Connecticut Valley Hospital, Middletown.

3.   Date initiated:                 Indicate the date that this project initiation reqest was completed.

4.   DPW building number:    If you are unsure of the DPW building number, contact your DPW Team member.  (DPW is working on coordinating their building numbering system with OPM.) 

5.    B-100 changes:               Attach a copy of the OPM B-100 for this project.  If the approved funding or scope for this project differs from the original B-100, please provide a revised B-100 reflecting those changes.  If the source of funds did not require a B-100 for this specific project, please complete all applicable sections of the B-100 and submit.

6.   Date revised:                   Indicate date the B-100 was revised, if applicable.

7.   Time constraints:  
If there are timeline constraints, provide a narrative description of any significant constraints that could impact implementation of this project in Section C, 20.b, Design Issues, Special Needs.  Examples: Federal fund deadline or project must be completed prior to the heating/cooling seasons, or construction must be completed during the summer to accommodate the school calendar.

8.   Bond Act & Section:   
Fill in the approved bond act, section and amount that will be used to finance this project.

9.   Other funding sources:
If other funds such as CHEFA, Federal funds, Operating funds, or Grants are financing this project, indicate the source and amount available.  

                                                    Example: S.A. 95-20, Sec. 2(b) (1)  $10,000,000

10.  B-100 section E:                The OPM B-100 includes Section E, line 9 for other project costs.  Line 10. of the Supplement provides for the inclusion of a complete project budget. The various line items should be reflected in the total project budget on the OPM B-100 form.  This is the budget used for either DPW or Agency administered projects.  (CGS, Sec. 4b-51 establishes the dollar limits for administration of capital projects for client projects.  Be sure to discuss all known issues or “Specialty Services” that the Client Agency desires.  Are the costs covered in the current budget detail on lines 10.a. or 10.b.?)

Section B: Technical Data

11.  Continued occupancy: 
Provide information regarding whether your building will be occupied during the renovation work.  If so, indicate whether phased construction will be possible.  (Follow-up to determine occupancy implications, including which areas can be utilized for swing space during construction.)  

12.  Citations:                            Provide information regarding whether this facility has been cited by any regulatory agencies. (NA = not applicable.)  (Obtain copies of the citations.  Ask whether any part(s) of the citation has (have) been remedied.)

13.  Mandates:                           Indicate whether the facility has been mandated by a court order to comply with or make any modifications to the building or site.  (Obtain a copy of such mandate(s).)

14.  Municipal participation:    Determine whether this project requires the participation of your local municipality (other than for utilities) or whether your municipality requires any specific design criteria such as roadways, traffic lights, etc.  (DPW is not required to conform to local municipal land regulations. However, we normally ask the design consultant to obtain the regulations and provide design based on the local regulations if no hardship or major cost increase is caused by doing this. Conforming with the adjacent building setbacks, etc., is just good design.)

                         (The client agency and the PM should have some level of contact with the city or town senior officials.  A meeting with the planning and engineering staff may occasionally be appropriate.)

15.  Site conditions and history, a-h: This data is intended to assist you and the DPW Team in understanding site-related project opportunities and constraints.  The detail will assist in refining the construction cost estimates and in implementation of design and construction.

The questions are self-explanatory. 

(For item a., if ”new site” is checked, obtain: date purchased, determine whether the new site is currently occupied and, if so, obtain name of organization occupying site. For item c., if “historic register” or “historic district” is checked, determine whether the building/site is on a national or state historic register.  Obtain clearance through the State of Connecticut Historical Commission. Contact Susan R. Chandler, Historical Architect at (860) 566-3005. For item  d., you may want to obtain the ratio of acres proposed for development to total acres. The wetland and water question is for project planning. Note that filling or crossing a wetland area requires DEP written approval. This can often require a 90 day approval process, or, if a hearing is required, even longer.  For item e., inquire as to the present or past use of the building and site. Note the SPECIFIC  prior use, such as residential, commercial (what type of business), manufacturing, etc. This is important to assess the environmental impact in particular. For item f., if a survey is available, obtain  a copy, determine type, date, scale, and name of preparer.  You may have to track the copy down within DPW.  For item g., EASEMENTS, if existing, may restrict the full use of the proposed site.  If easements do exist, the detailed requirements/ restrictions must be researched both in the land records and at the site early in the project development.  IF NEW EASEMENTS ARE REQUIRED - define the scope schedule and guesstimated costs as soon as possible. [Sometimes the need for construction easements - to enter on and re-grade adjacent land  is not known until the site design is substantially complete.]  For item h., T.A.S.A. stands for Transfer Act Site Assessment.)

 16.  Utility data:                       Check whether the utilities listed are available on site or not, whether they are state provided, and, if not, provide the name of the utility company.  This data is necessary whether or not the proposed project is located on an existing state campus or property.  (Determine whether the project requires relocation of utilities and type of coordination needed with the local governmental jurisdiction.  Most likely, contact with the local utility company is needed. The objective is to establish if the present utility company capacity in the area or the existing owner’s equipment is sufficient for the project needs. If not, a cost estimate for the construction/ upgrade costs to provide the needed service is required for the project budget.)

17.  Existing Building Data:
Check “yes” if these systems exist in the building.  Identify for each system where any special agency standards exist, such as card key security systems, hardware issues, temperature control.  Indicate whether you require any proprietary specifications for the project. If further description is necessary, explain in Section C, 20.b, Design Issues, Special Needs.  Indicate whether the building has been inspected for hazardous materials.  (The Client Agency’s Facilities Management staff is often the best source for this information.  If necessary, you may have to go to the site to best obtain the needed information.  Engineering and Architectural staff may be able to join you to assist in gathering the needed information.)

18.  Site development detail, a-e: This section is an expansion of the B-100.  

(If “yes” is answered to these questions, request back-up from the Agency showing reason for these needs or actions.  If new parking is required, determine whether it is surface lot or structured, # of cars, whether it is an attached or free standing garage.  Determine whether a State traffic commission permit is required and whether any other off site traffic or other improvements are required.  For item b., if “yes,” determine the following: age, size, total square footage, # of stories, type of construction, historical. Request whether any reports are available for items a-e.)

19.  Project Coordination:
List those DPW and agency administered projects which have an impact on the proposed project.  Projects may be current or closed. If they are closed, indicate project completion date.  Otherwise, indicate the design/construct- ion stage and expected date of completion. Project number applies to both agency administered and DPW projects. Note impact on proposed project such as: recent relocation of utilities, multiple projects in design for the same building, e.g., ventilation of bathrooms linked with handicapped access renovations simultaneously. (You may need to probe here for possible areas of project overlap.)

Section C: Design Issues

20.  Design issues, a-h: 
Unlike the other aspects of this checklist there are issues associated with your project which are difficult to quantify.  We would like you to attempt to define your  ideas in a narrative format.  The areas of importance are as follows:

 



a.  Building Use Data 

How will the building(s) be used?  Do you expect to change the nature of how the employees work and relate to each other?  For example, do they presently work out of individual offices and are you contemplating utilizing open office furniture?  Are there important groupings of workers that need to be retained to maintain your Agency’s mission?  What are your core services and what is unique about this service that the building must reflect?





b.  Special Needs

                                                    Many of the needs are generated around special requirements.  These can include special equipment, security systems, etc.  Additionally, this section should be used to allow you to elaborate on any other areas within this questionnaire, such as:

Line   7 - Timeline Constraints

Line 13 - Type of mandate and brief descriptions of each

Line 14 - Type of  municipal participation

Line 17 - Existing Building data

Special equipment





c.  Image/impression

Very often the traditions of your state organization give both your employees and the general public a first impression.  These can be reflected in both external and internal facility designs.  We recommend you consider some of the following as examples to use:

Historical - an image that portrays continued long-term permanence, stability, and a  general acceptance which honors the past traditions

Contemporary - an image that portrays a willingness to accept change, recognizes up-to-date technologies and a current position on today’s society.





d.  Compatibility with External Site Features

                                                    The placement of a building on a specific site or on a site with other buildings will create an environment that can be very comfortable or very uncomfortable if not planned well.  Do you have additional information on the sites you are considering to locate this structure?  If so, delineate this information along with other notable features of the adjacent site features including materials, etc.





e.  Technology needs

Do you anticipate new or different technology support? Has your agency adopted new technology standards that need to be integrated into the new or renovated structure? If not now, do you anticipate this happening in the near future? 




f.  Flexibility

Do you see your structure or agency changing its mission, format or operation in the near future?  Does this plan need to reflect changes or movement of departments, personnel, equipment, client number, demographics or flow?





g.  Employee/client interaction

If you change the way you presently do business,  what implications would that have for how your employees interact with your clients?  Would such a change alter how employees interact with each other?   If possible, would you provide common or conference space to allow personnel to meet and exchange ideas?  Would these be larger or smaller spaces?






h.  Interior environmental quality

If the quality of the physical environment is poor, what aspects need to be changed to insure better productivity?  Comment on the existing building conditions and to what extent they are adequate to meet your needs, e.g., what needs to be retained or changed within the mechanical/electrical systems?

Section D: Project Request/Approval

                                                    Indicate whether the project administration is to be carried out by DPW or your agency.  If your agency is requesting to administer the project, indicate whether you require DPW to provide (in-house or consultant) professional design services.  

All Agency Administered Projects with construction cost estimates above the dollar limits of the “DPW Agency Administered Project Guidelines” to these instructions and requiring DPW to provide professional design services, must be submitted as individual project requests on a separate B-100 Supplement form.  Complete Sections A, B, C, and D for all individual project requests.

EXCEPTIONS:   

All Agency Administered Projects with construction cost estimates less than the dollar limits of the “DPW Agency Administered Project Guidelines” and not requiring DPW to provide professional design services may be submitted in groups.  Complete Sections A and D of the B-100 Supplement form and attach a listing of the projects.  Under Section A, Item #1, insert “See Attached List.”   The list should refer to the B-100 Supplement and include your agency project number, title, and cost estimate for each project.  All agencies shall follow the “DPW Guidelines for Agency Administered Projects” when implementing such projects.  



Agency Administered Projects not requiring DPW to provide professional design services shall be submitted directly to the DPW Special Projects Unit. 

# Appendix A 

(to the Instructions for DPW Supplement to OPM B-100)

SPACE STANDARDS:

For general planning purposes, DPW suggests that an Agency can plan on using the following as a standard for generic space for office usage:


Fewer than 75 employees:      # of employees x 250 sq. ft. = ________ sq. ft.


Fewer than 250 employees:   # of employees x 225 sq. ft . = ________ sq. ft.


More than 250 employees:    # of employees x 200 sq. ft. =  ________ sq. ft.
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