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SETTING UP THE PROJECT

• New tools available soon to compliment, but 
not replace the Basic Steps Checklist 



CLOSEOUT MATRICES



DESIGN DECISION 
MATRIX



FLOWCHARTS



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!



THE BASIC STEPS CHECKLIST
• Acts as the Primary State Buildings Program policy 
• References all other SBP policies and templates 

OUTLINE: 
• A. Restricting Funds 
• B. Starting a Project 
• C. Managing the Project* 

• C1. Architect/Engineer Agreement 
• C2. Contractors Agreement 

• D. Change Management 
• E. Fiscal Year End 
• F. Closing the Project 

* Fundamentals of construction project 
management is an entire degree program. 
Therefore OSA does not prescribe how 
projects are managed unless there is 
statutory language that must be followed



DECISION MAKING

See Energy & Environment 
Policy for requirements 



DECISION MAKING
Note that much of these 

decisions are made when the 
request is put forward to 
OSA, CCHE and OSPB



DECISION MAKING

See Energy & Environment 
Policy for requirements 



QUICK GUIDE TO HPCP…



DECISION MAKING

See Energy & Environment 
Policy for requirements 



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 



DESIGN DECISION 
FLOWCHART

IEBC)



PROFESSIONAL SERVICES 
PROCUREMENT



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  



SELECTING CONSTRUCTION 
SERVICES



DECISION MAKING
Note that much of these 

decisions are made when the 
request is put forward to 
OSA, CCHE and OSPB



CONSTRUCTION SERVICES



CONSTRUCTION SERVICES
SOLICITATION TYPE ? 



CONSTRUCTION SERVICES
DRAFTING THE 
SOLICITATION?



STARTING THE PROJECT - BIDDING
• Confirm bids are responsive 

• Issue Notice of award 

• Prepare Contractors 
Agreement and Exhibits 

• If partially delegated  - send 
document to OSA for review 



CONSTRUCTION CONTRACTING



CONSTRUCTION SERVICES



STARTING THE PROJECT - 
POST AWARD

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

• Provide Contractor with Prevailing Wage 
Poster 

• Post Apprenticeship Certification 

• Issue Notice to Proceed with the Building 
Inspection Record 



MANAGING THE PROJECT



CLOSEOUT MATRICES



CLOSING THE PROJECT



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 to: 

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