

APPENDIX G

Electronic Filing for Project Information:
When a project is begun, a folder is created under I:\fpe\Capital Projects\fyXX.  The folder is created by opening Explorer, going to I:\fpe\Capital Project\fyXX, right click on “Master”, hit copy, then right click on a blank area of the fyXX folder, right click and paste.  The folder will be listed as “Copy of Master”.  This folder should be renamed as the name of the project.  The fyXX designation identifies which fiscal year that the project was approved.  Fiscal years run from July 1 through June 30 (i.e. FY 2005 is from July 1, 2004 through June 30, 2005).  This folder will look like the following (open boxes represent folders and solid boxes files):

· “Project Name”

· A-E Agreement

· Architect Agreement.doc

· Additional Services.doc

· Contractor Contract

· Contract.doc

· Change Order.doc

· Correspondence

· Authorization of Award.doc

· Bid Tab.xls

· Budget.doc

· F.E. Documents.doc

· Notice of Award.doc

· Notice of Public Hearing.doc

· RFP.doc

Some of these documents will not be used on all projects.  The files listed are forms or in some cases file names only to indicate the information that should be placed in the folder.  When a budget is typed in, the form “Budget.doc” should be used, and renamed for the specific project.  When renaming “Budget.doc” the 3 letter building designation of the building should be used, followed by a word describing the job, followed by “bud.doc”.  For example, the budget for “Dancer Hall Doors and Hardware” would be DAN (Dancer) doorshdwr (doors & hardware) bud (budget). (DANdoorshdwrbud.doc).  Exceptions for this include parking lot work, where the 3 letter designation is POO for Parking Operations, or roads work which is IR for Institutional Roads.  When a revised budget is required for the project, the original, renamed budget should remain in tact.  The revised budget will be based on the original, but should be saved as the same file name with the addition of R1, R2, etc. after “bud”.  The revised budget for DANdoorshdwrbud.doc would be DANdoorshdwrbudR1.doc.
