Procedures for Local Projects
- Developing Projects- Beginning to Completion
1. Project idea is submitted to a Cabinet member.

2. The Cabinet reviews the proposal and approves or disapproves.

3. Facilities Planning is given direction to proceed with estimation- (Bob Shook and Eric McMillon).
4. Bob and Eric assign a timeframe and determine preliminary cost estimates for entire project.

5. Project goes back to Cabinet for approval of estimate and determination of funding source.  
6. Project goes to Board for approval of the cost estimate and timeline.  (Who prepares this Board Action sheet?)
7. Once Board approves, Ann Helfrich assigns an account number.  This account number becomes the project number which is used for billing against the project. (Does this remain as the Project Number until Project Completion?)
8. A/E selection process is initiated and an A/E is chosen.  A/E charges are billed against the account number assigned in step 7.

9. A/E prepares estimates during Design Development Phase.  Facilities to track against Original Estimate in Item 6.
10. Project is Bid.

11. Bids are received and Bob Shook prepares a Board Action sheet.

12. Board approves the bids and award contracts.

13. Ann Helfrich adjusts the project budget to reflect the actual bid amount.  (Question:  Can we use the original estimate as the project budget rather than the actual bid amounts?  This will give the project a little ‘flex.’  If the bid amount is less than the original estimate, can the remaining funds serve as a Project Contingency until the completion of the project.  Keep in mind there is a construction contingency allocated as part of orginal estimate/budget.  Need to get Terri’s approval on this!!!)

14. Once bids are awarded. Bob and/or Eric issue Purchase Orders for each contractor for Bid amounts.  (Note:  How to handle change orders—issue a new PO?  Brad Farmer must be involved in this process.  It seems it would be too labor intensive to issue a new PO each time there is a change order; perhaps do it monthly? Get Brad’s ideas on how to handle this.)
15. Project work starts and project bills begin coming in- Monthly Pay Requests, A/E Billings, Change Orders.  How will Grant Monies be tracked?  Will Grant Monies be given a different P.O. Number for Datatel purposes.  Facilities Planning to word contract specifications clearly so Grants can be tracked accurately, for example, Owner Supplied Equipment/Contractor Install.
16. Pay requests go to either Glenn or Eric for approval.  The PO number will be stamped on the pay request before it goes to Bob.  At this point, Eric enters the pay request into the Facilities Database.
17. Bob approves pay request and forwards to Terri for approval.

18. Terri approves.

19. Pay request is given to Accounts Payable.

20. All Payments to be processed in the same manner through final release of retainage.  Discussion needs to be in place for complete project closeout, when Facilities Planning enters the last Pay Request for retainage, the project is closeout? 

