BASIC STEPS
CHECKLIST

April 2023




SETTING UP THE PROJECT

 New tools available soon to compliment, but
not replace the Basic Steps Checklist
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CLOSEOUT MATRICES
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AGENCY/INSTITUTION NAME HERE
PROJECT CLOSE OUT CHECKLIST FOR PROJECTS OVER $150,000

Required for
Partial or

Documentation in Folder Date Remark
Full Close-

out
A/E {Prime Responsible Party)

if applicable - Notice of Partial Substantial Completion (SBP-071)
Notice of Substantial Completion (SBP-07)

if applicable - Notice of Approval Occupancy /Use - Partial (SBP-01)
Notice of Approval of Occupancy/Use - Total (SBP-01)
Pre-Acceptance Checklist (SBP-05)

Completion/Close-Out Letter of Concurrence

Ashestos Letter - Non specification

Contractor (Prime Responsible Party)

Final CU Denver SDVMWBE report

Completion/Close-Out Request Letter

Asbestos Letter - Non use

Completed Building Inspection Record (SBP-BIR)
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DESIGN DECISION
MATRIX

Design Procurement Matrix March 2023
< $25 Kin Design Fee and added services and < $100K in construction

Scope/Order of Magnitude Type of A/E Selection Available Contracts

General Description of Project Discretionary (Informal) Selection Design Contracts:
Sq. footage affected Select a qualified vendor SC-5.1 Architect/Engineer Agreement
Available Funds Identified Request a design proposal SC-5.1TC Architect/Engineer Agreement Terms and Conditions
Location Provide contract agreement and terms and Conditions with request
Asbestos/lead or other abatement necessary Non-Design Contracts:
Additional Consultants needed? SC-5.3 Consultant Agreement

Structural SBP-017 Plan Review Authorization

MEP SBP-018 Building Inspection Authorization

Industrial Hygienist

Low Voltage

Interior Design

Estimate

Must provide a construction cost (Fixed Limit of Construction) to the
A/E

< $100 K in Design Fee and added services or < $100K in construction

Scope/Order of Magnitude | Type of A/E Selection | Available Contracts I
|AII of the above | Informal Selection |Sine as above |
Compile list of interview questions
Estimate Phone or in-person interview at least 3 vendors
Must provide a construction cost (Fixed Limit of Construction) to the Score
AE

Issue letters of regret
Informally request a proposal
Provide contract agreement and Terms and Conditions with request

>$100 K in Design Fee and added services or > $100K in construction

DESIGN PROCUREMENT MATRIX

Scope/Order of Magnitude Type of A/E Selection Available Contracts
Include all of the above Formal Selection Contract Types
Program Plan Solicitation Templates Design Contracts
If Construction is >500K Project meets the definition of a Public RFQ-AE Request for Qualifications for Architectural/Engineering SC-5.1 Architect/Engineer Agreement
Project: Services SC-5.1TC Architect/Engineer Agreement Terms and Conditions
Prevailing wage and apprenticeship contributions required of RFQ-PM Request for Qualifications for Professional Consulting SC-5.2 Architect/Engineer Agreement (CM/GC)
general contractor Services (use for Project Management services)
Apprenticeship Certification required if > $1 million Mandatory 15 day solicitation
Buy Clean Colorado Act applies (After January 1, 2024)
Decision Items: Non-Design Contracts
Mandatory Pre-submittal Conference needed? SC-5.3 Consultant Agreement
Screening panel SBP-017 Plan Review Authorization
Interview panel SBP-018 Building Inspection Authorization

Interview location

Primary contact during solicitation

Scoring criteria and associated weights on Appendix A
Condition Precedent

Additional Advertisement Eostlng(s) sites

Issue letters of regret
Letters for shortlist - interview
Issue letters of regret post interview




1 Are professional services needed? ’7

|
¥

Code Agent

exermpts project

from review

Procure

Construction

Services

Scope is not Analysis needed
Exempt per §105 (roof, sidewalks, Architect
Amendment 1 of asphalt (refer to
[State Bldg. Codes| IECC) Engineer
Industrial
Hygienist
Code review is
required Surveying
Landscape
Architect
Initiate PRA
SERVICES
(Task Order) NEEDED
Procure
Professional «—
Services
Construcian o
ks —| Carfem l:tn{ec;dell&ry
S Mesded 4 cloatiiccs

[Less than E50K)

Diiscretian

L /In';w >

Professional
Services
Needed

Feacqumst for

Acdvertisemen

= Cardirm regquired

"| Frogosal

(Mo Hreshoid) Hation method

e l
Wha
Whart Salizit per Palisies and
Wihare Procedunes
When
Hirw

Caonfract negosations

Confirm
Frrevailing Wage
rescine e

FLOWCHARTS

DBB

CMGC

DBGMP
Goto
Construction
_r» Procurement,
DBLS 7

Confirm Project
Delivery Method

/

[ Requestfor |
Qualifications
| (+100K*) |

Solicit per SBP Policies

Interview 3+
(825K - 100K*)

onfirm Required
Solicitation Method,

< Contract Negotiations

( Discretionary
(less than $25k)
S Full Delegation

Partial Delegation
Execute

Contract

Send
Draft to
OSA for review and
approval

* $100k in professional services fee or $1 million
in estimated construction cost.

Canfem project delivery
e

(Less an350K)

[Decumented Cuote
(L= than 8250k)

Confirm required

——
for Bidd Canfirm Execine and
Mo iveshokd) Prevalling Wage s et of
requinements Award
A
Who
Wit Solicit per Policies and
Where Procedures.
When
i Exscide
Contract

Notice af fuward

Full Dsegatian

Based

Centragtor provid :
i PropasalBid Farm

required Exiit

Send Draf 1o
I _ OSMLegal
Fastia Diskegation veded




Per §24-30-1301

“Capital Construction includes
construction, demolition, remodeling,
replacement or renovation, site
improvement, installation of fixed or
moveable equipment on real
property and contracting for the
services of architects, engineers and
other consultants.”

YES! WE HAVE A PROJECT!

N



THE BASIC STEPS CHECKLIST

« Acts as the Primary State Buildings Program policy
» References all other SBP policies and templates

OUTLINE:
* A. Restricting Funds
« B. Starfing a Project
« C. Managing the Project*

« CI. Architect/Engineer Agreement

« C2. Confractors Agreement
« D. Change Management
* E. Fiscal Year End . -

] ) Fundamentals of construction project

e F. ClOSIﬂg the PrOJeCT management is an entire degree program.

Therefore OSA does not prescribe how

Fy projects are managed unless there is
&, N - g statutory language that must be followed

N
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DECISION MAKING

How was it funded?

[CaSh/GrantH General ] [Opera’uonal]

Funds Funds

Complete the
SC4.1

v l Y

— Follow the Basic Steps Checklist

Choose Project

Set-up Project

Confirm if project

Delivery Method

will require High File

Performance

Certification
(HPCP)

-
Confirm delivery
method from
approved project
budget request

Obtain approval
from OSAf IPD is
being considered

YES

Submit HPCP
Registratian, \Aaiver See Energy & Environment ]

Policy for requirements

and Modification \

Form
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Identify project schedule by funding

DECISION MAKING

Note that much of these
decisions are made when the
request is put forward to
OSA, CCHE and OSPB

phases. Add or delete boxes g5 reguired

for
Jo

cach phase. See instructions for further detail.

Phase __ of

Start Date

Completion Date

Pre-Cesign

Design

Construction

FF&E/Other

Occupancy
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DECISION MAKING

How was it funded?

[CaSh/GrantH General ] [Opera’uonal]

Funds Funds

Complete the
SC4.1

v l v

— Follow the Basic Steps Checklist

Choose Project

Set-up Project

Confirm if project

Delivery Method

will require High File

Performance

Certification
(HPCP)

Confirm delivery
method from
approved project
budget request

Obtain approval
from OSAfIPD is
being considered

YES

Submit HPCP

Registration, Waiver See Energy & Environment
Policy for requirements
and Modification

Form




QOSAHPCP-1 form, rev 7-2019

HIGH PERFORMANCE CERTIFICATION PROGRAM
Reqistration, Waiver, and Modification Form

QFFICE OF THE STATE ARCHITECT

Department of Personnel & Administration

1525 Sherman St., Suite 112

Denver, CO 80203

COLORADO
Office of the State Architect

Department of Personnel & Administration

e

Date

]

Enter data in VYELLOW calls only (as applicable |

Diepartment{institution of Higher EducatEnfSchoo\ District/ City/County/other Jurisdiction (name)
= = = — =

Froject Manager: |LEED—AP7 |

E-mail |Phone. |

Project Name/Mumber

Project Address, City, Zip:

Building Type:

Project Cost (Estimate) $

MNew, Renavation, Addition:

Source of funds and
percentage of amounts

Building Gross Square Footage (GSF) - exwﬂnq or projected
Current Building GSF | I Projected Renovation GSF |

Mew Building GSE | | | Projected Additional GSF |

|High Performance Certification Program Goal - LEED (Certified, Silver, Gold, Platinum),
Green Globes (1, 2, 3, 4 Globes)

HPCP Goal
Date Project Registered with Certifying Organization:
YWAIVEHR |
1) Mew Construction is less than 5,000 gross square feet (GSF), substantial renovation is less than
5,000 GSF, addition is |less than 5,000 GSF, or combination GSF total of the project's
new/renovationfaddition is less than 5,000 GSF.
2} Project does not include a HVAC systemn or meets the IECC applicable sections.
3) Project cost of substantial renovation is less than 25% of the current replacement value
4] Increased costs aver the baseline project budget cannot be recouped from decreased operational
costs within @ 15 year period (in aggregate) as documented
If the project is requesting a waiver based upon item #3 above, previde the following information.
Current Building Value $: Date of most recent valuation
the cost breakdown per the O0SA LEEDIGreen Globes checklist worksheet tab. Costs from a contractor cost
estimate are preferred. Operation savings can be projected or estimated.
Froject Coordinator Attests to the Accuracy and Completeness of this Waiver Request by entering their name and
|date below
TWODIFICATION |

|Mod|ﬁcatlon Initial project development is not compliant to the HPCF GOALS (Gold or Three Globes)

State HPCF Registration

UICK GUIDE TO HPCP...

Instructions:

Indicate the organization that owns the building
Primary individual overseeing the designfconstruction of the building

Marme of building or project and State project number

Total cost for the project including design and construction

Mew building, renovation of an existing building, an addition to an existing
Example: Owner (15%), State General Funds (15%), State Auxiliary Funds
(15%), Oonation {15%), Grants (15%], Other (25%)

Indicate number of points anticipated from the LEED or Green Globes
checklist

Check all that apply

Enter an "X"if appropriate
Enter an "X"if appropriate
Enter an "X"if appropriate

Enter an X" if appropriate

Enter an "X"if appropriate
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DECISION MAKING

How was it funded?

[CaSh/GrantH General ] [Opera’uonal]

Funds Funds

Complete the
SC4.1

v l v

— Follow the Basic Steps Checklist

Choose Project

Set-up Project

Confirm if project

Delivery Method

will require High File

Performance

Certification
(HPCP)

Confirm delivery
method from
approved project
budget request

Obtain approval
from OSAfIPD is
being considered

YES

Submit HPCP

Registration, Waiver See Energy & Environment
Policy for requirements
and Modification

Form




SETTING UP THE PROJECT

« Review Decision Matrix
« Funding
« High Performance Certification requirements
« Delivery Method?
« What's needed?

« Define Project Monitoring
« Appoint Contract Manager (Project
Manager)
« Set up Project File and Budget tracking
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— Are professional services needed?

DESIGN DECISION
FLOWCHART

v

Code Agent
exempts project

from review

e ™\
Scope is not
Exempt per §105
Amendment 1 of
State Bldg. Codes
\ 4

4

Procure

Construction
Services

h 4

Code review is

required

l

Initiate PRA
{Task Order)

v

Analysis needed

(roof, sidewalks,

asphalt (refer to
IEBC)

Architect
Engineer

Industrial
Hygienist

Surveying

Landscape
Architect

SERVICES
NEEDED

.

v

Procure

Professional «—

Services

Project
Management
Assistance
needed
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PROFESSIONAL SERVICES
PROCUREMENT

__ DBB

—— CMGC

Confirm Project

Delivery Method \\\
—— DBGMP N
) | Goto -
Construction \}»
| > Procuremezltfﬂ/
DBLS P
Professional 4
Services  — e
Needed
.| Request for
—___ 71 Qualifications Solicit per SBP Policies
(+100K*)
Confirm Required > Interview 3+ |

Solicitation Method ($25K - 100K*)

Discretionary s
—)
>((less than $25k) Contract Negotiations
_

Full Delegation

Partial Delegation

Execute
Contract
Send
Draft to
. . . - OSA for review and
* $100k in professional services fee or $1 million approval

in estimated construction cost.



PROFESSIONAL SERVICES
RECAP

« Confirm type of consultants are needed
* Programming
* Design

Industrial Hygienist

Surveying

Project Management assistance

Code Consultant

« Solicit/Contract for Professional Services

-



DURING DESIGN...

Project Manager to familiarize themselves with the
Agreement and the Code Compliance policy. It
defines agency actions too

Agency is responsible for reviewing specifications for
energy efficiency, life cycle costs, value but also to
confirm competitive bidding wherever possible

Complete final plan reviews
Complete Authorization to Bid
Complete all bid forms

Confirm bid package is all inclusive
Solicit for Construction Services



Construction

. DBLS

—— DBGMP

Request for Proposal

SELECTING CONSTRUCTION
SERVICES

—™ Meeded
S S Confamn
Liquidated
| cMoc Camages
Drait 5BP
Solicitation:
|| pes Who 2 S
\What = Prevailing Wage
Where « Requirements
¥hen
Cmﬁrn !
Apprenticeshp
Advertisernent Requirements
—_— for Bad
{Mo Threshold)
-D-:l-:unerrted
Qluote
(less than 3250K)
Discretiona
les ﬂﬂnﬁgt .| Soficit per Policies
L f(less ] * ond P

-
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Identify project schedule by funding

DECISION MAKING

Note that much of these
decisions are made when the
request is put forward to
OSA, CCHE and OSPB

phases. Add or delete boxes g5 reguired

for
Jo

cach phase. See instructions for further detail.

Phase __ of

Start Date

Completion Date

Pre-Cesign

Design

Construction

FF&E/Other

Occupancy




Construction
Services

ONSTRUCTION SERVICES

Execute Motice to

—_ &
IEM.I‘IEGU‘I‘I‘IIM =

CMGL/DB
Conrads

Draft Contract
based on

Proposal/Bid
Fomm

DBLS
DEGMP Hmuesl.forzdrupnsal
Confirm Project . Confim
Difivery Method Liguazted
—— CMGC Diamages
Draft SBP
Solicitation:
[— Caonfim
L Des — e Prevailing Wape
Where 4 Requirements
Wihen
Canfmn
Apprenticeship
| Adwertisement Requirements
| forBd
{Mao Threshold)
= s
Confirm Required Quote
Solictation Method {less than 125[”,;.:'
Discretionany e
less than $50k) per Folicies
¢ 'I- and Procedures
If Bid
»; iz Less than

150K

* Issue Purchase Order

» Issue Notice of Award|



CONSTRUCTION SERVICES

DELS

—— DBGMP o
Confern Project
Ciefvery Method

——— CMGC

| D88

SOLICITATION TYPE?

Construction
Senvices

| Adwertisernent
— Tor Bad =
i Threshold)

] — ¥
Cuoie .. |
(less tham 3250K)

Discretionany
| (less than $50k)
|




CONSTRUCTION SERVICES

DRAFTING THE :
SOLICITATION? T ek

Confam
Liquidated
Clamages
Draft 5BP
Solicitation:
Who £ Confim
What <+ Prevailing Wage
Where o Requirements
Wihe
Confam
Apprenticeship
Requirements

.| Sofict per Policies
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STARTING THE PROJECT - BIDDING

« Confirm bids are responsive
* |ssue Notice of award

* Prepare Confractors
Agreement and Exhibits

o If partially delegated - send
document to OSA for review




CONSTRUCTION CONTRACTING

Execute Motice to

_—
_Emmdeﬂmmam. SR

2 Send Draft
Send
Draft 1o o i el
OSA (DB or
CHMIGC)
F 3 F 1
L
5P g2
=T o B
£E: Q%
n.:-lE- ERE
gﬁﬁ
o
Draft Contract
based on
Proposal/Bid
Form

|

— 3 Issue Notice of Award|




CONSTRUCTION SERVICES

Canfirm project delhwery
meathad

AT ][] (]

¥

Request far
Prapasal needed

Discrelionary |
ILass shan 350K} [T

¥

Dizcumeried Quobe
|Lee than 5250k

r

Conf irad
Aefmrtisement oniiFTm reguire

tor Did L solicitation methad Canfirm Exmaufe and
Mo {hreshakd] Presailing Wages issid Moticon of
PEUArEmenks Soward
Answer ;
Wiha | 1
What Solicit per Policies and -
Whimra = Procadures
Wk Canfirm —
Mz Apprenbess lip
4‘ recuirements IE“EIE:T:
| Nitios af Award | G
[

W

Full Delegatian
Caontractor provides _ | Drasft Canfract Based

recquired Exhibils " an Propogal/Bid Form

Send Draft 1o
OEALegal f
meva e

[
Partial Delepation




STARTING THE PROJECT-
POST AWARD

 Sign Contract Documents (Drawings &
Specs) & distribute Construction Project
Manuals

» Provide Confractor with Prevailing Wage
Poster

» Post Apprenticeship Certification

* Issue Notice to Proceed with the Building
Inspection Record

N



E PROJECT

e Construction
Completion Projec
—| Consultants —i COB(s) ‘ -—I Inspections = E;izzl;]!f ‘
| . | | -Apprmral of
— Contractor(s) —  COP(s) — Punch Walks ‘ — Occupancy/
Use
Change | Substantial | Cnc.ie
Order(s)/ ' loti Compliance
|Amendment5 | omplenion

_" Transmittal
(Exhibit L-1)




CLOSEOUT MATRICES
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AGENCY/INSTITUTION NAME HERE
PROJECT CLOSE OUT CHECKLIST FOR PROJECTS OVER $150,000

Required for
Partial or

Documentation in Folder Date Remark
Full Close-

out
A/E {Prime Responsible Party)

if applicable - Notice of Partial Substantial Completion (SBP-071)
Notice of Substantial Completion (SBP-07)

if applicable - Notice of Approval Occupancy /Use - Partial (SBP-01)
Notice of Approval of Occupancy/Use - Total (SBP-01)
Pre-Acceptance Checklist (SBP-05)

Completion/Close-Out Letter of Concurrence

Ashestos Letter - Non specification

Contractor (Prime Responsible Party)

Final CU Denver SDVMWBE report

Completion/Close-Out Request Letter

Asbestos Letter - Non use

Completed Building Inspection Record (SBP-BIR)

Fira Alarm % Natarion Racard Nocumantce ranhice man indf 2 AN and Firawnrlk e Granhicrce




Final Invoices

| Consultants

- Contractor(s)

- FFE

CLOSING T

Contingency
Use

5 Most Costly
Goods

- 0O&M's

Record
Drawings

Acceptance

E PROJECT

Reconcile
Contracts

Pre-
— acceptance
Checklist

Contractors
Settlement

— Final 5C4.1

Lessons
Learned

Project
Monitoring

N
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CONCLUSION

While the Basic Steps Checklist is the
policy, there will soon be training
materials including videos, matrices
and flowcharts at your disposal to
guide you no matter your starting
point.




QUESTIONS OR COMMENTS?

Please send 1o:

tana.lane@state.co.us
Manager of State Buildings Program
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