1652

STATE OF MARYLAND

Maryland Community College
Facilities Manual

Prepared by the Department of Budget and Management, the
Department of General Services, and the Maryland Higher
Education Commission

April 2018 Edition
(New Section 16 Added December 2021)




TABLE OF CONTENTS
MARYLAND COMMUNITY COLLEGE FACILITIES MANUAL

TABLE OF CONTENTS ...ttt ettt bttt et sbe e b e sbeesaeesnbe e i
PREFACE...... oot h ettt ettt b e e bt e s he e s hb e e a bttt et e et e e sbe e bbeeabeebe e nbe e e iv
1. COMMUNITY COLLEGE CAPITAL FUNDING OVERVIEW ..o 1-1
1.01 State Agency Functions and ResponSibIlIties ..........c.ccocoviiieiiniiiiinee 1-2
1.02 Community College Construction Grant Program............cccccceevvveeveeviveciieennne. 1-4
1.03  Capital Project JUStIFICAtION ........ccccoiiiiiiiicicee e 1-4
1.04 MHEC Capital BUAGEt PrIOIITIES ........coiiiiiiiieieiieiecsiesesesee e 1-4
1.05 Level of State FUNAING SUPPOIT ......oiviiiiiiiiiieee e 1-5
1.06  Capital ProjeCt FUNAING ......cccooiiiiiiiiisieeeieee e 1-6
1.07 Legislative Process/Availability of State Share ...........cccooveiiiiniiiiiies 1-7
1.08  Project NUMDBEr ASSIGNMENTS .......cccoiiiiiieiiieieie e 1-9
1.09 MHEC Community College Construction Grant Program Contingency Fund. 1-10
1.10 Quarterly Cash Flow/Status of Funded Projects Report..........ccccocevervninnnnns 1-13
1.11  Project AdMINISIIALION ......c.coviieiiiiieiii et 1-13
2. FACILITIES MASTER PLANS ..ot 2-1
2.01  Elements of Facilities Master PIans ..........cccoeieiiiiiiiiiiinereeeese e 2-2
2.02  Review Process for Facilities Master PIans............ccoooiiiinineieiieseesee 2-7
3. FACILITIES INVENTORY SYSTEM......cooiiiiiireeee e 3-1
301 OVEIVIBW ..ttt bbbttt ettt b b 3-2
BL02  PUIPOSE ..ttt ettt ettt bt bbbttt b bbb n e Rt n e n e e nes 3-2
3.03  Reporting INSIIUCLIONS .........ccveiiieiiiisierieste et 3-3
4. FACILITY PROGRAM ..ottt 4-1
4,01 INTrOAUCTION ..ottt bbb 4-2
A.02  OVEIVIBW ..ottt sttt sttt b bbbttt b st e e et bbbt enes 4-3
4.03  Preparation and Submission REQUIFEMENTS .........cccererireiieiieiieese e 4-4
4.04  Approval and Post Approval REqQUIrEMENTS ..........ccccevireiiiiiiieiee e 4-5
5. CAPITAL IMPROVEMENTS PROGRAM ..o 5-1
5.01 Purpose of the Capital Improvements Program ...........ccccooeverenenenenesenennns 5-2
5.02 Components of the Five-Year Capital Improvements Program..............cc.cc..... 5-2
5.03 Review Process for Five-Year Capital Improvements Program.............cc.cc.... 5-3
5.04 Capital Improvement DefiNed.........ccccuiiiiiiiiieieiiee e 5-3
5.05 Projects and Items That Qualify As Capital Improvements............c.ccoccoeeninnnne 5-4
5.06 Projects and Items That Do Not Qualify As Capital Improvements................. 5-9
5.07 General Requirements Concerning Capital Project ReqUeStS..........cccccvevrenene 5-10

i April 2018 Edition



TABLE OF CONTENTS, Continued
MARYLAND COMMUNITY COLLEGE FACILITIES MANUAL

ARCHITECT/ENGINEER ADMINISTRATION .....coooiiiiiieineeeeee 6-1
6.01  General Architect/Engineer AAmIniStration .........c.ccocceveeerenieniienenieseese s 6-2
6.02  SeleCtion PrOCEAUIES .........couiiiiiiiieeieciieie ettt 6-2
6.03  SEIECHION CrIEITA ....eevieeieiiee ettt 6-3
6.04  Project AQVEITISEMENT.........oiiiiiieieiieeee e 6-3
6.05  Negotiation SUMMAIY .......ccoiiiiiiieiieie ettt see e 6-3
6.06 Board of Public WOrks Approval ... 6-4
6.07 Board of Public Works Award Release .............ccoceririiiniiiciiiccec e 6-6
B.08  AJE FBES ...t 6-6
6.09  Architectural/ENgiNeering SEIVICES ........cccooereiiriririiiieieieie e 6-8
6.10 AJ/E Construction INeligibility.........cccceiiiiiiiiiiie e 6-9
CONSTRUCTION MANAGEMENT ..ot 7-1
7.01  Overview of Construction Management AdmIniStration ..............cccccoevvvnnnnns 7-2
7.02  SeleCtion PrOCEAUIES ......c..oiviieiitiitisieeieeie ettt 7-2
7.03  SEIECHION CHIEITA ..veeveeuieeete sttt bbb 7-3
7.04  Project AQVEITISEIMENT.......cciiiiiiiiieieeeee e 7-4
7.05  Negotiation SUMMATY .......cccoiiiiiiiiiieee et 7-4
7.06  Board of Public WOrks Approval ... 7-5
7.07 Board of PUblIC WOrKS RelEaSE ........cooveiiiiiiieriecee e 7-6
T.08  CIM FEES ...ttt 7-6
7.09  Construction Management SEIVICES.........ccoeiererererierieeeeeie e 7-6
7.10 CM Construction INelgibIlIty .........ccooiiiiiiii 7-7
7.11  Construction Delivery STUTIES .........cccueiiiieiiieieseeeeee e 7-8
7.12  State Concerns with Non Traditional Construction Delivery Methods ............ 7-11
DESIGN REVIEW SUBMISSIONS........c.cooiiiiiiieeee s 8-1
8.01 General for Design ReView SUDMISSION ..........cccoviiiiiiiniiieiee e 8-2
8.02  COITESPONUENCE. ......eeuiieeeeete ettt bbbttt bbb 8-2
8.03  Incomplete SUDMISSIONS .........cciiiiiiiiiiiiie e 8-2
8.04  Phase | — SCNEMALICS ........ccueruiriiiiiiiiiieieie e 8-2
8.05 Phase Il — Design DevelopmeNt.........ccoviiiiiiieniiiiesiseeeee e 8-4
8.06  Phase Il — Construction DOCUMENTS..........ccerveiereririesiieieieiee e 8-9
8.07  DGS ROOFING POLICY ...uviniiiiiiiiesisieceee e 8-25
BIDDING PROCEDURES AND DOCUMENTS........cccooiinrriieesns e, 9-1
9.01  BiddiNg PrOCEAUIES .....c.veiiiiiiiite ittt 9-2
9.02  Bidding DOCUMENTS ......oviiiiiiiiiiiisiisiieieeie ettt 9-5

i April 2018 Edition



10.

11.

12.

13.

14.

15.

16.

TABLE OF CONTENTS, Continued
MARYLAND COMMUNITY COLLEGE FACILITIES MANUAL

EQUIPMENT ACQUISITION GUIDELINES ... 10-1
L0.01  OVEIVIBW ...ttt sttt ettt st et e st e sn e beenbeereesaeenteenne e 10-2
10.02 Equipment Application and SUDMISSION .........cccoieiiiiiiiiiicieeee e 10-2
10.03 General Eligibility CONCEPLS......cceiiiiiiiiiieieee e 10-4
10.04 Detailed Criteria for Determination of Eligibility of Items for Acquisition with
State Capital FUNS ........ovieii e 10-5
PROJECT CLOSEOUT ..ottt 11-1
O R =T 1= - | PSSR 11-2
11.02 Cl0SEOUt SUBMISSION........eiuiiiiiiiieiiiciie e 11-2
11.03 Change Order ERGIDIITLY ......cccoiiiiiiiiiiieeee e 11-2
11.04 Final Closeout Certification of Project Expenditure ..........cccccooveieiiiininnnnnns 11-3
SITE SELECTION AND LAND ACQUISITION ..o, 12-1
12.01 Importance Of Site SEIECLION .........cccoiiiiiiiiiiee e 12-2
12.02 Site Selection Criteria and ProCeaures. ..........ccooerereririnesieieiesese e 12-2
12.03  Site Selection SCOMECANM ..........cccoiiiiiiiiiieieieiese e 12-4
12.04  ACIEA0E NEEAS .....oviiiiiiiieiiee ettt bbb 12-7
12.05 Site ANAIYSIS REPOIT .....ooviiiiiieie ittt 12-7
12.06 Right-0f-Way AgGreEMENL........cceiiiiiiiiriieieie et 12-8
RELEVANT STATE LAWS AND REGULATIONS ... 13-1
13.01 Overview of Relevant Laws and Regulations.............ccocvvvvveieienencnenenenens 13-2
13.02 Annotated Code of Maryland, Education, Title 11 (Selected Sections) ........... 13-4
13.03 COMAR, Title 13B, Chapter 4 Construction Procedures.............cccccerverurrrnnne 13-7
13.04 COMAR, Title 13B, Chapter 5 Space Allocation Guidelines ..............c.ccoce... 13-16
ATTACHMENTS et 14-1
14.01 Department of Budget and Management FOrMS ............coovvvvieienenenenenenens 14-2
14.02 Department of General SErvices FOrmMS........cccooeiviiiiiiniinieeeese e 14-11
14.03 Maryland Higher Education CommisSion FOIMS ..........cccuvivieienenenesenenieas 14-24
14.04 Facility Program Manual, July 2017 Edition .........ccoocevveveniieneee e 14-66
14.05 Procedure Manual for Professional Services, November 2015 Edition............ 14-66
14.06 Instructions for the Preparation and Submission of Capital Project Requests for
State-Owned Facilities, 1SSued FY2019.......ccoviiiiiiiie e 14-66
14.07 ROOFING POLICY ..uvveiiiciie ettt 14-66
GLOSSARY oo 15-1
15.01 Abbreviations and ACIONYMS. .......cceiiiiiiriiieierie ettt 15-2
FACILITIES RENEWAL GRANT GUIDELINES ........cccoooniiniiieceee 16-1
16.01 Purpose of the Facilities Renewal Grant Program ............ccoceoevenenenenennnnnns 16-2
16.02 Legal Components of the Facilities Renewal Grant Program..............ccccceev... 16-2

iii April 2018 Edition



16.03
16.04
16.05
16.06
16.07
16.08
16.09
16.10

Prioritization of Funds Set by INStItUtioN ............ccooiiiiiiiii e 16-2
CYCIE OF AWAITS.....ceieiieiiesiiesiee ettt st sbe s 16-3
SUDMISSION INSTFUCTIONS ......oviiiieiesis e 16-3
ENGIDIE PrOJECES ... 16-4
Projects and Items that Do Not Qualify as Facility Renewal.................c.......... 16-5
Execution of Contracts and Incursion of EXPenses .........cccccecevevenencneneninnn. 16-5
Disbursement of Grant FUNAS ..o 16-6
Reporting of ONgOiNg PrOJECES .......ccuoiiiiiiiieieiee e 16-6

iv April 2018 Edition



PREFACE

This edition of the Maryland Community College Facilities Manual was jointly prepared by the
Maryland Higher Education Commission (MHEC), the Maryland Department of Budget and
Management (DBM), the Maryland Department of General Services (DGS), the Maryland
Department of Planning (MDP), and the Facilities Planners Council (FPC) of the Maryland
Association of Community Colleges to assist Maryland community colleges in the planning,
design, and construction of buildings, site improvements, and facilities. The Manual, coordinated
in 2017 by MHEC’s Senior Finance Policy Analyst David S. Beard, outlines the development of
the Facilities Master Plan and the Five-Year Capital Improvements Program (CIP), which
includes the Annual Capital Budget Request Submission.

State capital funds are provided through the Community College Construction Grant Program,
which was established in 1961 to assist in the acquisition of property and in the design,
construction, renovation, and equipping of public and regional community college buildings, site
improvements, and facilities. Funds appropriated for this purpose are administered in accordance
with Section 11-105(j) of the Education Article, Annotated Code of Maryland.

Agency forms referenced in Section 14 of this manual are to be used by the colleges for
submission of information. All forms are electronically available via email with the respective
State agency representative.

The Facilities Planners Council and other recipients of this manual are encouraged to submit any
questions about procedures or information presented in this manual or recommendations for
additions, deletions, or revisions at any time. It is preferable that requests be in writing to the
responsible state agency to permit careful analysis and evaluation.

Note: The Facility Program Manual, July 1, 2017 edition, published by DBM and DGS, is the
ruling document for format, guidance and instructions for preparing Part 1 — Program
Justification and Part Il — Detailed Project Description and Requirements. In addition to this
document there will be links from this document to the respective WEB sites of the review
agencies: Department of Budget and Management, Department of General Services, Department
of Planning and the Maryland Higher Education Commission.

Note: New Section 16 regarding the Facilities Renewal Grant Program was added to existing
manual in December 2021.

For further information on the community college construction grant application and
management process, please contact the respective reviewing agency.

[This manual supersedes any previously released versions. Please recycle the superseded
documents.]
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