

APPENDIX H

PROJECTS DATABASE  (For all projects over $10,000)
Facilities Planning’s Projects Database was created to track dates associated with a project.  These include due dates for Schematic Design, Design Development, and Construction Documents submittals.  This also tracks bid dates, prebid dates and times, electronic documents, etc.

This database was enhanced for tracking projects in construction.  Contract amounts, Change Orders, Amendments, Construction Change Directives, Proposal Requests, etc. are now tracked.

A password is required to enter data into the database. 
NOTE:  For large projects with multiple J.O.#s, see end of document for modifications to the procedures.

Start a New Project/Edit Existing Projects: (Responsibility of the Contracts Administrator)
A form was created to assist in setting-up a project.  Fields include:


- Project Number

- Building


- Project Name


- Project Description


- Project Budget


- Construction Budget


- Design Responsibility


- Construction Responsibility


- Budget Docket Date

- Department


- Source of Funds


- Project Closed


- J.O.#


- Type


- Edit Project Name (Edit Existing Project form only)

Project Number:  This is an automatic numbering system for the database.  Users cannot modify this number.

Building:  This represents the 3-digit Cost Center code for the project.  A complete listing is available on the Facilities Planning website. 

Project Name:  Input the official name of the project.  The name should start with the building name, followed by a description of the work.  (i.e. Seerley Hall Roof #1, UNI-Dome Rooms 341-343).

Project Description:  Insert a brief description of the project.

Project Budget:  Input the overall project budget.

Construction Budget:  Input the construction budget.  This will show-up on the bid dates listing on the Facilities Planning website.

Design Responsibility:  Input the last name of the individual in charge of design.

Construction Responsibility:  Input the last name of the individual in charge of construction.

Budget Docket Date:  Input the date the project budget was listed on the CIBT.

Department:  List FP or PHP – whichever department is in charge of the project.

Source of Funds:  Identify the source of funds for the project.

Project Closed:  This is not used for in the Start-up form.  On the Edit Projects Form, this is where the date which the project is closed is input.

J.O.#:  Input the assigned Job Order Number for the project.  For large projects with multiple J.O.#s, leave this field blank.
Type:  Use the dropdown feature to select the type of project.
Edit Project Name:  This is only on the “Edit Existing Project” form.  In case of a change to a project, this is where the name can be changed.

Assign Consultant to a Project: (Responsibility of the Contracts Administrator and Design Person)
Form includes the following information:

· Consultant

· Amount

· DesignBegin

· Design_SD

· Comments SD

· Design_DD

· Comments DD

· Design_CD

· Comments CD

· FED_Sent

· Advertise

· Prebid

· Time

· Bid_Date

· Xnumber

· Record_Documents

· Elec_Documtents

· Docket_Date

· Contract_Sent

· Contract_Rec

· Consult_Ins_Exp

· Paid in Full

· Lower Portion of Form

· Amount

· Description

Consultant:  Use the dropdown list to select the correct consultant’s name.  If the name is not in this list, go to the “Consultant/Contractor Information” form and complete a card.

Amount:  Input the original agreement amount with the consultant.

DesignBegin:  Use the due dates in the agreement to list when the design phase is to begin.

Design_SD:  Insert the due date for the Schematic Design Documents.

Comments SD:  Insert the due date for comments on the Schematic Design Documents.  This information will show on the Facilities Planning website.
Design_DD:  Insert the due date for the Design Development Documents.
Comments DD:  Insert the due date for comments on the Design Development Documents.  This information will show on the Facilities Planning website.
Design_CD:  Insert the due date for the Construction Documents.
Comments CD:  Insert the due date for comments on the Construction or 95% Documents.  This information will show on the Facilities Planning website.
FED_Sent:  Insert the date that the Front-End Documents are sent to the Consultant.
Advertise:  Insert the first advertise date for a project.
Prebid:  Insert the prebid date.  This will show on the Facilities Planning website.
Time:  Insert the prebid time.  This will show on the Facilities Planning website.
Bid_Date:  Insert the Bid Date.  This will show on the Facilities Planning website.
Xnumber:  For most projects, leave this field blank.  For projects with multiple J.O.#’s, use this field to list the J.O.# for the consultant.
Record_Documents:  Insert date that the Record Documents are received from the consultant.
Elec_Documtents:  Insert date that the Electronic Record Documents are accepted.
Docket_Date:  Insert date the consultant agreement was listed on the CIBT.
Contract_Sent:  Insert date the DP agreement was sent to the Consultant.
Contract_Rec:  Insert date the DP agreement was received (signed) from the Consultant.
Consult_Ins_Exp:  Insert the expiration date of the consultant’s insurance certificate.
Paid in Full:  Insert the date final payment was made to the consultant.
Assign Contractor to a Project: (Responsibility of the Contracts Administrator and OCR)
· Contractor
· Amount

· Description

· Type

· Preconstruction_Mtg

· Finish_Date

· Docket_Date

· Ins_Exp

· Notice_of_Award

· Contract_Sent

· Contract_Rec

· Substantial_Completion

· Final_Inspection

· Final_Acceptance

· OM_Received

· As-Built Docs
· Xnumber

· JobNumber

· Paid in Full

· Subcontractors

Contractor:  Use the dropdown box to select the correct contractor.  If contractor is not in the list, go to the “Consultant/Contractor Information” form and create a card.

Amount:  Insert the original contract amount to the contractor.

Description:  Brief description of the work in the contract.

Type:  Use the dropdown list to select the type of contract.

Preconstruction_Mtg:  Insert the date of the Preconstruction Conference.

Finish_Date:  Insert the original completion date as listed in the contract documents.

Docket_Date:  Insert date the construction contract was listed on the CIBT.

Ins_Exp:  Insert the expiration date of the contractor’s insurance certificate.

Notice_of_Award:  Insert the date the Notice of Award was sent to the contractor.

Contract_Sent:  Insert the date the construction contract was sent via registered mail to the contractor.

Contract_Rec:  Insert the date the construction contract was received (signed) from the contractor.

Substantial_Completion:  List the date the Substantial Completion certificate was issued to the contractor.

Final_Inspection:  List the date the Final Inspection was conducted on the project.

Final_Acceptance:  List the date of the letter of Final Acceptance.

OM_Received:  Insert the date that the operating and maintenance manuals were received from the contractor.

As-Built Docs:  Insert the date the as-built documents were received from the contractor.

Xnumber:  Do not use on majority of projects.  Use on large project with multiple J.O.#s.

JobNumber:  Do not use.

Paid in Full:  Insert the date the contractor was paid in full.

Subcontractors:  Once the subcontractor list is received from the general contractor, input the subcontractors in this list to create a project contact sheet.
Proposal Requests and Change Orders: (Responsibility of OCR and support staff)
· PR#

· CO

· Error

· Unforseen

· Owner

· Omission

· Uncategorized

· Total

· Date Issued

· Description

· Addl_Days

· DP_Signed

· Review

· UNI_Signature

· From_Contractor

· CCD check box

· Rejected check box

PR#:  Insert PR or CCD number of document.

CO:  Insert the Change Order that the PR is assigned to.
Error:  The pricing on the PR will need to be broken down to identify the reason for the expense.  Insert the dollar amount identified for this category.
Unforseen:  The pricing on the PR will need to be broken down to identify the reason for the expense.  Insert the dollar amount identified for this category.

Owner:  The pricing on the PR will need to be broken down to identify the reason for the expense.  Insert the dollar amount identified for this category.

Omission:  The pricing on the PR will need to be broken down to identify the reason for the expense.  Insert the dollar amount identified for this category.

Uncategorized:  The pricing on the PR will need to be broken down to identify the reason for the expense.  Insert the dollar amount identified for this category.

Total:  This is automatically calculated based on the dollar amounts in each category for a PR.
Date Issued:  Insert the date that the PR/CCD was issued.
From_Contractor:  Insert the date that the Contractor returned the PR with pricing.

Description:  A brief description of the changes in the PR.
Addl_Days:  Include the additional days requested by the Contractor on the PR.
DP_Signed:  Insert the date that the Design Professional signed the PR.
Review:  Check box to indicate if the PR/CCD should be reviewed at project closeout.
UNI_Signature:  Insert the date UNI signed the PR.
CCD check box:  If the document is a CCD in lieu of a PR, check this box.
Rejected check box:  If the PR is rejected, check this box.  It will no longer show as pending.
Consultant/Contractor Information:

This is self-explanatory.  Complete card to create a “rolodex” file of contractors and consultants.  The “Company_Short” field is how the listing will be shown in the database.
View Reports:

· Open Report
· Pending PRs for this Project

· Pending PRs for All Projects

· Tracking Log

· PR Log

· PR Log Wide

· Bid Dates

· Document Due Dates

· Docket Dates

· Electronic Documents

Open Reports:  Provides a general overview of the selected project.

Pending PRs for this Project:  Lists all unassigned and non-rejected PRs and CCDs.

Pending PRs for All Project:  Provides a report listing all open PRs and CCDs.

Tracking Log:  A date-driven overview of all open projects.

PR Log:  “Short form” PR log for the selected project.

PR Log Wide:  Includes all relevant PR information, including categories and dates.

Bid Dates:  Lists all projects with a projected bid dates.  Any project with an “Estimated” in the far right column will not show on the Facilities Planning website.

Document Due Dates:  Lists all due dates for projects with a projected bid date.  This is the basis for the information seen under “Review Comments” on the Facilities Planning website.

Docket Dates:  Lists projects that have been reported on the CIBT in the past 2 months, or that have not been reported.  This report is used in the development of the next CIBT submittal.

Electronic Documents:  Lists projects that do not have Electronic Documents received that have had a prebid date (indicating that they were bid at some point), or that PHP is listed as the contractor.  Projects where PHP is listed as the contractor typically do not have bid dates or prebid dates, so this is a way to capture these projects.  This report will also show Electronic Documents dates for Electronic Documents received in the past three months.
LARGE PROJECTS:

The Projects Database is set-up where a single project can have multiple consultants, and each consultant can have multiple contractors.  When a new consultant or contractor is selected for a project, a new form is displayed for input of information.  This is where the J.O.# for each consultant or contractor is input.  The below describes this procedure.

1) Do not list a J.O.# in the Start a New Project/Edit Existing Projects forms.

2) List the consultant(s) J.O.# in the Assign Consultant to a Project form.

3) In the Assign Contractor to a Project form, select FP as a contractor for the General Construction, Furniture, Miscellaneous, Surveys & Testing, etc. for the separate J.O.#’s when setting up the project.  In the Description field, type in the correct category for the J.O.#.  When contracts are issued, go back to the correct contractor form and change the FP to the correct contractor and input the contract value.
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