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PHS:
1-1-00 PURPOSE

This chapter sets forth pertinent information regarding the organization and distribution of the
PHS Facilities Manual, as well as the responsibility for its maintenance.

1-1-10 ORGANIZATION
A. The PHS Facilities Manual will consist of a series of separately issued chapters and
circulars, each of which shall set forth PHS policies and procedures with respect to certain

facilities-related subjects. As needed, appendices may be added to the manual.

B. Within the manual, related chapters and circulars will be grouped into subject categories as
follows:

U
Q
—~

Volume Category

Manual Administration, Glossary, and Progress Report
Program of Requirements and Facility Budget Proposals
Special Facilities Studies

Design Phase

I Construction Phase

Il Facilities Services

Il Owned and Leased Real Property Management

Il GSA-Assigned Space Management

Il Facilities Operations and Maintenance

Il Energy Conservation

Il Environmental Management

Il Occupational Safety and Health

NO OB WN-_OAODRWN-=-

C. The numbering system for manual chapters and circulars shall be as follows:

Example of Chapter:

Chapter......ccoooiiiiii e, 1-1
SeCtioN.....ccoiiiiiee i 1-1-10
Paragraph.........cccccooviiiiiiiiiiinnene 1-1-10A
Subparagraph.........cccceceiennnnn 1-1-10A.1

Example of Circular:

Circular........ooouveeeiiieee e 1-1.1
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(This means that the circular relates to Chapter 1-1 of Part 1.)
or
Circular.......ceeeeeeeeieieeeieeeei, 1.1
(This means the circular relates to Part 1, since there is no corresponding chapter in Part

1.)

Capital letters will be used to identify main paragraphs in circulars, followed by
subparagraphs as appropriate.

Exhibits to chapters and circulars of this manual will be numbered by placing an "X" before
the chapter number and placing the exhibit letter immediately after the chapter number. As
examples, Exhibit B to Chapter 1-10 would be numbered Exhibit X1-10-B, and Exhibit A to

circular 2.2 would be numbered Exhibit X2.2-A.

1-1-20 DEVELOPMENT AND MAINTENANCE

A.

The Director, Office of Management (OM), PHS has assigned the responsibility for the
development and maintenance of this manual to the Director, Office of Resource
Management (ORM), OM/PHS.

Chapters and circulars to the PHS Facilities Manual will be issued by the Director,
ORM/OM/PHS, after approval by the Director, OM/PHS.

Chapters and circulars will be issued by using PHS Transmittal Notices numbered
sequentially within each calendar year. For example, the first transmittal notice issued in
1987 will be number 87.1 and the third will be number 87.3.

The chapter number, title of manual, and PHS transmittal number and date will be shown
on the upper left corner of all pages; and the page numbers will be shown on the upper
right corner of all pages. Example:

Chapter 0-00
PHS Facilities Manual (Volume )
PHS Transmittal 00.0 (0/00/00)

A "PHS Checklist of Transmittal Notices" will be provided with the first issuance and
thereafter as necessary. The checklist should be filed in the back of the manual and used
to record receipt of transmittal notices. Since the transmittal notices will be numbered
sequentially, any gaps in the numbers of notices received will indicate missing issuances.
Missing issuances can be obtained by writing the Division of Health Facilities Planning,
ORM/OM/PHS, or the distribution center cited in paragraph 1-1-30B below.

1-1-30 DISTRIBUTION

A.

The PHS Facilities Manual will be distributed to all PHS staff responsible for the planning
design, construction and management of PHS Facilities. Design and Construction
Compliance with the PHS guidelines and requirements outlined within the manual is the
responsibility of each PHS agency. Appropriate internal distribution within each agency
and to appropriate Architectural/Engineering Contractors performing work that must comply
with PHS standards shall be assured at the agency level.

The manual will be distributed within PHS on the basis of a mailing list maintained by the
Administrative Services Center, OM/PHS. It is the responsibility of PHS Agency staff
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needing the manual to request that they be placed on the mailing list. Such requests must
be forwarded through the employee's distribution control officer to the following address,
(changes in addresses will be forwarded in the same manner):

Chief, Printing and Reprographic Management Section
Division of Technical Support

Administrative Services Center

Office of Management, OASH/PHS

Room 3B-26

5600 Fishers Lane

Rockville, Maryland 20857

1-1-40 EFFECTIVE DATE
The date of the PHS Transmittal Notice shown at the top of each page of each chapter and

circular shall be the effective date of the chapter or circular unless otherwise stated in the text of
the chapter or circular.
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SUBJECT: GLOSSARY OF TECHNICAL TERMS

PHS: 1-2-00 Purpose
10 Glossary

PHS:
1-2-00 PURPOSE

This chapter establishes definitions of technical terms used in this manual and
the PHS facilities construction program. This chapter will assist the users of the
manual in understanding and properly applying the various requirements to the
facilities development process.

PHS:
1-2-10 GLOSSARY

The following terms are used in this manual and are defined as they relate to the
PHS facilities construction program.

1. Agency - Differing Agency Definitions:
a. Executive Agency - Any executive department or independent

establishment in the executive branch of the Government, including
any wholly owned Government corporation.

b.  Federal Agency - Any executive agency or any establishment in the
legislative or judicial branch of the Government (except the Senate,
the House of Representatives, and the Architect of the Capitol and
any activities under his direction).

c. Department Operating Agency - Any of the agencies under the
Department of Health and Human Services which is responsible for
the conception, planning, programming, budget and fiscal, and/or
executing of a program(s) and any associated operating functions.

2. Agency Facilities Manager - The person in each PHS agency, generally the
head of the agency facilities office, responsible for managing the agency's
facilities program.

3. Agency Program Narrative (APN) - The Agency Program Narrative (APN)
document is prepared for each new construction and major improvement
line item in an Agency's Annual Facility Plan. The APN shall be used in
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10.

11.

conjunction with the Program of Requirements (POR) document or Program
Justification Document (PJD) in determining those projects to be included in
the PHS annual budget request.

Alterations - (See Improvements)

Approved Equal - Material, equipment or method acceptable as an
equivalent in essential attributes to the material, equipment or method
specified in the Contract Documents. Where recycled materials are
required, acceptably equivalent materials must also meet applicable
requirements for the use of recycled materials.

Architect/Engineer Firm (A/E) - An individual or firm offering professional
services as both architect and engineer for the design of a facility and
related services.

As-Built Drawings - Construction drawings revised to show changes made
during the construction process, based on marked-up prints, drawings and
other data furnished by the Contractor to the Government.

Beneficial Occupancy - Government occupancy of space involved in
construction; also initiates the warranty period and the environmental
mitigation identified in the environmental documents. (The use of a project
or portion thereof for the purpose intended)

Beneficial occupancy takes place on the date when part or all of the work is
substantially complete and the Government takes possession of the
designated space or spaces to use for the purpose intended.

Beneficial Occupancy Date (BOD) - Date of beneficial occupancy of space
by the Government.

Bid - A complete and properly signed proposal to do a project or designated
portion thereof for the amounts and time frame stipulated therein; submitted
in accordance with the request for proposal documents.

Bid Bond - Form of bid security executed by the bidder as Principal and by
a Surety to guarantee that the bidder will not withdraw a bid within the
period specified for acceptance and will execute a written contract and
furnish required bonds, including any necessary coinsurance or reinsurance
agreements, within the time specified in the bid.



PHS Chapter 1-2 Page 3
PHS Facilities Manual (Volume I)
PHS Transmittal 93.3 (4/23/93)

12.

13.

14.

15.

16.

Bidding Period - The calendar period beginning at the time of issuance of
Bidding or Contract Documents and ending at the prescribed bid date and
time.

Building and Structures - Any betterment or improvement, i.e., a facility,
which may be added to real property. Buildings and structures will be
classified as:

a. Permanent facility - A building or structure
(1) Intended for long-time occupancy or use, or

(2) Designated as the long-time location of an office or activity, of

(3) Built on a tract of ground and of materials intended for a long life,
more than 25 year usage.

b.  Semi-permanent facility - Intended for long-time occupancy but built
on a tract of ground and of materials which limit the life expectancy of
the structure to less than 25 years.

c. Temporary Facilities - Operating funds may be used for temporary
buildings as defined in Chapter 2-1, item 2-1-10.E to support urgent,
short-term needs. Such facilities must be of a clearly temporary nature
to meet a temporary need. Written approval from the Office of
Management/OASH should be obtained before using operating funds
for temporary construction.

Change Order - Change within the scope of the original contract required
by:

(a) design/specification errors, deficiencies, or omissions,

(b) program change or addition,

(c) differing site conditions, or

(d) other.

Codes - Regulations, ordinances or statutory requirements of a
governmental unit relating to building construction and occupancy, adopted
and administered for the protection of the public health, safety and welfare,
and the environment.

Concept Drawing (Sketches) - Design sketches, not necessarily to scale,
depicting layouts, arrangements or functions to enable communication of
what is intended or planned, including preliminary identification of potential
environmental issues.
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17.

18.

19.

20.

21.

22.

23.

24.

25.

26.

27.

Concept Design - Concept drawings and documentation including definition
of major system' options appropriate to the project including structural,
mechanical, electrical, and energy systems. A cost-benefit analysis of each
of the options available for selection by the government with the architect's
recommendation.

Consultant - A person or entity who provides professional advice or
services.

Construction Engineer - Field Engineer.

Contract Award - The official notification from the Contracting Officer that
the Government has accepted a contractor's bid.

Contract Documents - The package of written technical and administrative
objectives and requirements that form the contract (i.e., contract drawings
and specifications and environmental requirements).

Contract Modification - Amendment to an existing contract which alters the
specifications, drawings, contract period, price, quantity, or other contract
provisions. The modification, which may contain several unrelated change
orders, becomes part of the contract when signed by the contracting officer
and the contractor.

Contracting Officer (CO) - The individual with authority to execute contracts
on behalf of the Government. This individual is the sole authorized agent in
dealing with the contractor. The Contracting Officer has authority to
negotiate and execute contracts on behalf of the Government and to make
changes, amendments, approve payments, terminate contracts, and close
out contracts upon satisfactory completion.

Contracting Officer's Representative - The Project Officer, or other
designated authorized representative of the Contracting Office.

Contractor - The person, firm, or corporation with whom the Government
has executed a contract, that is responsible for performing the work.

Delegation of Authority - The specific, formal deputation, assignment, or
commitment of a legal power or right to take certain actions and to make
certain decisions having legal significance. Such delegations should be
stated in writing by the official authorized to delegate the authority.

Default - Failure of a contractor to perform, as required by contract.
Termination of the right of a contractor to proceed with the work required by



PHS Chapter 1-2 Page 5
PHS Facilities Manual (Volume I)
PHS Transmittal 93.3 (4/23/93)

a contract because of: failure or refusal to prosecute the work with the
diligence that will ensure its completion within the time specified; or failure
to complete the work within the time frame.

28. Discrepancies and Omissions - List of incomplete or unacceptable items
that the construction contractor is obligated to complete (e.g., punch list)
resulting from preliminary and final inspections.

29. Errors and Omissions Insurance - Professional liability insurance protecting
architects or engineers from claims for damages which may result from
alleged professional negligence.

30. Equipment

a. Fixed Equipment (Group 1) - Fixed, built-in, attached, and installed
equipment normally included as part of the construction contract.

b. Moveable Equipment (Group II) - This category, also referred to as
major moveable equipment, consists of items having a useful life of 5
years or more. Moveable equipment does not require attachment to
the building or utility service, other than that provided by an electrical
plug or quick disconnect fitting. Examples include chairs, beds,
bassinets, desks, typewriters, microscopes, centrifuges, portable
whirlpool units, exercise bars, refrigerators, and linen carts.

c. Moveable Equipment (Group Ill) - This category, also referred to as
minor moveable equipment, consists of items having a useful life of
less than 5 years. These items are of relatively small cost and size
and lend themselves to on-site storage for replacement of lost or worn
out equipment. Examples include linens, blankets, gowns, wash
basins, bed pans, pipettes, surgical instruments, silverware, and
chinaware.

d. Special-Purpose Equipment - Special purpose equipment is technical,
medical, or scientific equipment that is needed to operate a laboratory,
a hospital, a clinic, a clinical research patient care unit, an animal care
facility, or is specific to a single purpose and not generally suitable for
other purposes. Examples of such equipment include incubators,
electric ovens, sterilizers, vacuum and pressure pumps, centrifuges,
water baths, casework, sinks, shelves, patient headboards,
workbenches for microscopes, and moveable apparatus for laboratory
animals. Special-purpose equipment may be classified as either fixed
or moveable equipment.
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31.

32.

33.

34.

35.

36.

37.

38.

Equipment Funding - As normal procedure, costs for all fixed equipment
(Group 1) are included in the construction phase component of the facility
project budget and funded from the B&F appropriation. It is noted that
some equipment may qualify under the definitions for Group | equipment as
well as special-purpose equipment. If this equipment is included as part of
the original construction process it is to be considered Group | equipment
and funded from the B&F account. If this equipment is added to an existing
facility it is to be considered special-purpose equipment and funded from
operating funds. Groups Il and Il equipment is also to be funded from the
B&F appropriation if specifically authorized by the appropriation.

Otherwise, purchases of Groups Il and Il equipment are funded from
operating funds.

Facility - A building or group of buildings, a structure, utility system, the site
and/or environs associated with the above.

Feasibility Study - A detailed investigation and analysis conducted to
determine the financial, economic, technical, environmental and other
advisability of a proposed project.

Final Inspection - Final review of the project by the Government to
determine completion, prior to issuance of the final payment.

Final Submission - One hundred percent complete construction drawings,
specifications, calculations, and estimates approved by the Government
after corrections are incorporated into the pre-final submittal.

Finding of No Significant Impact - (FONSI) - For the purposes of the
National Environmental Policy Act (NEPA), a FONSI documents an agency
judgment that a proposed construction action not categorically excluded
from NEPA requirements will not significantly affect the quality of the human
environment. A FONSI should meet the criteria described in the General
Administration Manual, Chapter 30-30, "General Review Procedures for All
Environmental Acts," item 30-30-3-.B.2.

General Contractor - The prime contractor who is responsible for all of the
work at the construction site defined within the contract, including that
performed by all subcontractors.

General Conditions - (of the Contract for Construction): That part of the
Contract Documents which sets forth many of the rights, responsibilities
and relationships of the parties involved, particularly those provisions which
are common to many construction projects.
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39.

40.

41.

42.

43.

44,

Gross Area - Includes the total floor area of a building with minor
adjustments for special construction features. See Chapter 4-1, "Net and
Gross Area Computations."

Improvements (Renovation/Alteration) - Any betterment or change to an
existing property to allow its continued or more efficient use within its
designated purpose (Renovation), or for use for a different purpose or
function (Alteration). Building improvements also include improvements to
or upgrading of primary mechanical, electrical or other building systems.
Improvements do not include the addition of wings, floors, or other
increases to useable program area or cubage; such projects constitute new
construction. The only added areas or cubage which may be construed as
a building improvement rather than new construction involves new
stairwells, elevator towers, pipe chases, etc., not providing useable program
space. If, however, an increase in useable program space occurs
incidental to the overall improvement project, the Office of
Management/OASH may waive the classification of the project as new
construction on a case-by-case basis.

Improvements to properties which may be eligible for listing on the National
Register of Historic Properties are subject to the requirements of the
Secretary of the Interior's Guidelines for the Rehabilitation of Historic

Properties.

Installation - A separately located and defined area of real property in which
PHS exercises a real property interest. The term also applies to portions of
installations, facilities, or buildings not owned by PHS but which have been
acquired for exclusive use through lease, permit, or other written
agreement.

Intermediate Submittal - Progress review working drawings developed by
an A/E and submitted to the Government (normally 60-70% working
drawings). This review serves to assess progress and solutions under
development. Calculations are to be submitted with intermediate
submittals.

Land Purchases - Specifically designated funding in the PHS budget for
new construction projects also applies to purchases of land. Generally,
such purchases should be specifically identified in the PHS budget process
documents, a congressional reprogramming action, or actual line item
appropriation.

Latent Defect - A defect in materials, equipment or completed work which
reasonably careful observation could not have discovered after the warranty
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45.

46.

47.

48.

49.

period; distinguished from a patent defect, which may be discovered by
reasonable observation.

Limited Improvements - Operating funds may be used for improvements
that are directly related to the installation of special-purpose equipment, as
well as related design and inspection services. These improvements may
include converting existing space to a different special purpose or function,
extending utility services, including the provision of suitable safety and
environmental conditions for proper operations, and making structural
alterations provided such improvements are necessary for the installation,
operation and use of special purpose equipment. Structural alteration could
include the removal of interior walls and partitions and their replacement or
rearrangement.

Operating funds may be used for certain minor office alterations including
rearrangement of portable partitions, light fixtures, electrical receptacles,
and air supply exhaust registers; the application of floor materials and
surface painting.

Liquidated Damages - Monetary damages that the contractor pays or
forfeits for not completing work on schedule.

Lowest Responsive Bid - The lowest bid which is responsive to and
complies with the requirements of the Bidding or Contract Documents.

Maintenance - Work to keep a real property facility in a usable state or
condition, which may include replacement of constituent parts, materials or
equipment, inspection, adjustment, cleaning, resurfacing or making
incidental minor repairs. Maintenance includes routine recurring work
which is incidental to everyday operations as well as preventive work which
is programmed at scheduled intervals.

Master Plan. The master plan is a set of physical development plans for a
site containing more than one building. Master plans analyze and
document overall multiple building designs, their interrelationships and site
requirements, including but not limited to:

1. Land use;

2.  Site development;

3.  Future expansion;
4. Landscaping;
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50.

51.

52.

53.

54.

55.

5. Grading and drainage;

6. Pedestrian and vehicular cirulation and parking;

7. Support services;

8. Off-site improvements; and

9. Environmental impacts.

Negligence - Failure to exercise due care under the circumstances. Legal
liability for the consequences of an act or omission frequently depends
upon whether or not there has been negligence.

Negotiated Contract - This term refers to the making of purchases and
contracts without competitive bidding. Under negotiated contracts, the
lowest offeror does not necessarily receive the award. Award is made on

the basis of the proposal that offers the greatest advantage to the
Government, price and other factors considered.

Net Area - Net Area of Net Space refer to those portions of the facility
available for use for program operations and for supply storage, building
maintenance/operation, and other necessary support functions. Net Areas
are measured from the inside of the permanent exterior wall to the near
side of permanent walls separating the area from stairwells, elevators,
mechanical rooms, permanent corridors, or other portions of the building
not categorized as net space in the program of requirements document.

New Construction - The erection of a building, structure or facility; including
the installation of equipment, site preparation, landscaping, and associated
roads, parking, environmental mitigation, and utilities, which provides area
or cubage not heretofore available. It includes free standing structures,
additional wings or floors, enclosed courtyards or entryway, and any other
means to provide useable program space that did not previously exist
(excluding temporary facilities). It also includes the complete replacement
of an existing facility.

Notice-to-Proceed - Written order by a Government official to a contractor to
commence performance of a contract.

Partial Occupancy - Occupancy by the owner of a portion of a project prior
to final completion.
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56.

57.

58.

59.

60.

61.

Partial Payments - Pay request by contractor usually on a periodic basis for
work completed or materials delivered.

Payment Bond - (Labor and Material Payment Bond) A contractor's bond in

which a surety guarantees to the owner that the contractor will pay for labor
and materials used in the performance of the contract. The claimants under
the bond are defined as those having direct contracts with the contractor or

any subcontractor.

Performance Bond - A bond of the Contractor in which a surety guarantees
to the owner that the work will be performed in accordance with the
Contract Documents. Except where prohibited by statute, the Performance
Bond is frequently combined with the Labor and Material Payment Bond.

Program Justification Document (PJD) - The Program Justification
Document (PJD) is developed for obtaining approval for the project and its
scope, for identifying potential environmental impacts, and for developing a
cost estimate for inclusion in the PHS budget. Generally the PJD includes
an Introduction, General Overview, Space and Occupancy Summary,
Staffing Summary, and an Executive Summary. To form a Program of
Requirements (POR), technical requirements are attached to the PJD.

Portable Construction - Construction to provide a building, structure, or
facility needed for a limited period of time to meet an urgent agency need.
Such facilities must be of a clearly temporary nature to meet a temporary
need. This would be limited to structures designed with undercarriages, or
of a modular nature manufactured to be readily transported. Generally
structures in this category should not exceed 2,400 net square feet and
would have a lower first cost, higher annual maintenance and utility cost
and a shorter usable life than non-portable structures. Exterior refinements
such as wall veneers or other efforts to make the structure architecturally
compatible with non-portable structures or provide the appearance of
permanence are not to be included in portable construction.

POST-OCCUPANCY EVALUATION (POE) SURVEY - The process of
surveying and analyzing recently completed and occupied facilities. The
purposes of, or reasons for, making such an evaluation include:

a. Avoiding repetitious design or construction deficiencies.

b.  Documenting noteworthy construction features or practices for
inclusion in future projects.
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62.

63.

64.

65.

66.

67.

c. Evaluating the entire plan - design - construction - operation process.
After the evaluation, feedback will be provided to those offices which
were responsible for the planning, designing, constructing and
operating processes.

d. Saving future construction and operating costs by contributing to an
efficient facilities design and construction program.

e. Evaluating staffing patterns and their adequacy, the operating
program being primarily responsible for this aspect of the evaluation.

f. Ensuring that functional requirements of the program are met, and that
they are met at reasonable costs. The operating program and
technical survey team jointly evaluate this item.

Pre-Bid Conference - A meeting for bidders and Government to exchange
information regarding the solicitation.

Preconstruction Conference - A meeting between the Government and the
contractor to establish ground rules, submittals, schedule for start of
construction, etc. All personnel and offices which may affect the contract
are invited to participate.

Program of Requirements (POR). The POR is the basic document that
describes the proposed facility. It includes estimates of design and
construction costs, space requirements, environmental requirements, and
other program information. Although normally developed by the program
agency, resource availability and time constraints may dictate that the POR
be developed by a private A/E. Detailed requirements for the POR are
found in Volume |, Chapter 2-4.

Progress Payment - Partial payment made during progress of the work
because of work completed and/or materials suitably stored.

Project Manager - Government Representative for a specific project who is
responsible for providing technical management and direction of all aspects
of design and construction services exclusive of contractual matters. The
Project Manager also provides technical support to the contracting officer
and serves as the government representative authorized to provide
technical direction, assistance, and problem resolution and guidance to all
contractors.

Project Officer - The individual legally designated as the authorized
technical representative for administering A/E and/or construction contracts
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68.

69.

70.

71.

72.

73.

74.

75.

on behalf of the CO. This responsibility includes ensuring that
environmental mitigation are implemented. (See Project Manager)

PHS Applicable Sites - All sites owned and/or occupied by PHS employees
that contain at least two independent buildings (see Master Planning).

Punch List - (Inspection List) A list of items of work to be completed or
corrected by the contractor.

Real Property - Any interest in land (together with the improvements,
structures, and fixtures located thereon) under control of any Federal
agency, except the public domain, or lands reserved or dedicated for
national forest or national park purposes.

Renovation - (see Improvements)

Repair - The restoration of a failed or failing real property facility
component(s) (a roof would be considered as a building component, or, a
building system such as a HVAC system could be considered as well) to
such a condition that it may be used effectively for its designated purpose.
A failed or failing real property facility component(s) is caused by action of
the elements, fire, explosion, storm and/or other disasters, and by use near
to or beyond its expected useful life. Because of its nature or extent, this
deterioration or damage cannot be corrected through normal maintenance.
Like maintenance, repairs may require environmental documentation.

Repair and Improvement Lump Sum Fund (R&l Lump Sum) - The Public
Health Service requires that the lump sum Repair and Improvement (R&l)
appropriations be used for the maintenance and repair of PHS facilities,
generally for projects costing less than $100,000. The R&l Lump Sum
Fund is based upon a percentage of a facility's replacement costs. The
following percentages are to be used unless higher percentages can be
justified: 3 percent for all space except hospital and research labs, which
requires a higher percentage of 4 percent.

Scope of Work - Section of the Statement of Work that provides an overall,
non-technical description of the work to be performed by the contractor.

Section Eight (a) - Program for minority disadvantaged contractors, where
contractors are certified and contracted with the Small Business
Administration (SBA). PHS in turn contracts with SBA for services. The
reference involves section 8(a) of the Small Business Act.
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76.

77.

78.

79.

80.

81.

82.

Shop Drawings - Documents used as the basis for fabrication and
installation of equipment and systems as designed. These drawings depict
the equipment, structural assemblies, etc., which the contractor intends to
provide in order to meet contract requirements. There should be enough
detail to show intent as well as other features required in the contract
specifications.

Special Conditions - Specification division describing unique conditions of
the contract usually preceding the technical divisions of the specifications.

Special-Purpose Equipment - Technical, medical, scientific, and
environmental articles of a durable nature which have unique uses and are
not generally suitable for other purposes. Also includes general use items
which have been modified to perform unique functions. Special-purpose
equipment may be classified as either attached/ installed or moveable
equipment.

Specifications - A Statement of Work may be a design specification,
performance specification, or a combination of both. A design specification
describes the specific materials, parameters, and methods a contractor is to
use in delivering a project or service to the Government. Whereas, a
performance specification does not limit a contractor to providing a specific
product or service, but rather describes what the contractor must do, what
form this effort must take, and the constraints placed on the effort.
Performance work statements tell the contractor the objectives to be
accomplished, the end goal, or the desired achievement.

Staging Area - An area or space for the construction contractor to store or
prefabricate materials for the project.

Statement of Work - The Statement of Work is probably the single most
critical document in the acquisition process. It describes the work to be
performed or the services to be rendered, defines the respective
responsibilities of the Government and the contractor, and provides an
objective measure so that both government and the contractor will know
when the work is complete and payment is justified. Common elements of
the Statement of Work are Background, Project Objectives, Scope of Work,
Detailed Technical Requirements, Reporting Schedule, Special
Considerations, and References.

Substantial Completion - The time when the contract work is complete to
the point that the Government may take over the facility and receive
beneficial occupancy for the purpose intended.
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83.

84.

85.

86.

87.

88.

89.

Subcontractor - A person or entity who has a direct contract with the
Contractor to perform any of the work at the site.

Supervision - Direction of the construction work by a Contractor's
personnel. Supervision is neither a duty nor a responsibility of the
construction engineer.

Supplies - Disposable or short-life items such as paper goods, test tubes,
etc., that are routinely purchased with annual operating funds. Certain
supplies (e.g., paper, car tires and batteries) are subject to environmental
regulations which require the use of recycled materials.

Temporary Construction - Construction to provide a building, structure, or
facility needed for a limited period of time to meet an urgent agency need.
Such facilities must be of a clearly temporary nature to meet a temporary
need. This would be limited to structures of a modular nature manufactured
to be transported. Generally, structures in this category should not exceed
3,200 square feet and would have a lower initial cost, higher annual
maintenance and utility cost and a shorter usable life than non-temporary
structures of the same approximate size. Exterior enhancements solely to
provide the appearance of permanence other than the standard factory
architectural finishes are not to be included in temporary construction (see
Portable Construction).

Termination - The unilateral cancellation of a contract by the Government
for either: (a) convenience (in the best interest of the Government) or (b)
default (failure of a contractor to perform as required).

Time Extension - Time, by date, added to a construction contract by
modification for justifiable reason, such as strike, weather, long-term
delivery of equipment, change order, unavailability of space, etc.

Warranties - Legally enforceable assurance of quality or performance of a
product or work, or of the duration of satisfactory performance. Warranty,
guarantee, and guaranty are substantially identical in meaning;
nevertheless, confusion frequently arises from supposed distinctions
attributed to guarantee (or guaranty) being exclusively indicative of duration
of satisfactory performance or of a legally enforceable assurance furnished
by a manufacturer or other third party. The Uniform Commercial Code
provisions on sales (effective in all states except Louisiana) use warranty
but recognize the continuation of the use of guarantee and guaranty.
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SUBJECT: DIRECT FEDERAL CONSTRUCTION PROGRESS REPORT

PHS: 1-3-00 Purpose and Scope

10  Background

20  Preparation of Report
Exhibit X1-3-A U.S. Public Health Service Direct Construction Report
Exhibit X1-3-B PHS Facilities Project Reporting System Using Computers

PHS:
1-3-00 PURPOSE AND SCOPE

A. Purpose. To provide guidance to the PHS agencies and centers for maintaining timely and
accurate quarterly progress reporting of direct Federal construction.

B. Scope. The quarterly progress reporting requirement applies to all direct PHS
construction, with a total project cost in excess of $1,000,000.

PHS:
1-3-10 BACKGROUND

In 1983 the Office of the Inspector General (OIG) recommended that quarterly progress reporting
of direct PHS construction be maintained for control purposes. Since that time, the report (Exhibit
X1-3-A, "Progress Report: U.S. Public Health Service Direct Construction Report") has been
expanded and utilized for that purpose.

PHS:
1-3-20 PREPARATION OF REPORT
A. General Instruction
1. Initiation. A copy of the most recent quarterly report (Exhibit 1-3-A) will be sent to

each PHS agency. Pen and/or ink changes should be made to the copy to reflect
the data for the current quarter. This marked-up copy may be submitted to the
Division of Health Facilities Planning (DHFP) as the official quarterly report. All
reports are due in the DHFP

15 days after the close of the quarter.

Agencies may elect to transmit data through the use of computer files. To use the
computer tracking system, agencies must have adequate hardware and the Paradox
software. Assistance can be obtained from DHFP in setting up this program. See
Exhibit 1-3-B for use of the computer program.

2. Projects Included. Only those projects costing in excess of $1,000,000 (e.g., design,
construction, and fixed equipment) need to be reported. However, if bids received
for a project not previously reported increase total project costs over $1,000,000 the
project must be submitted on the next quarterly report. This limit applies regardless
of the funding source and is to be based on the total of all sources of funding. Itis
important that projects be added to the report as soon as funds are appropriated. In
some instances, project design may have been initiated using funds not specifically
identified in the Buildings and Facilities (B&F) appropriation as individual projects.
Projects shall be listed as soon as any solicitation or synopsis for
Architectural/Engineering (A/E) firm services is prepared regardless of the source of
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funding. Where a requirement type (open-ended) A/E contract is used for design
services, individual projects shall be entered when the combined design/construction
costs exceed $1,000,000.

3. Lifting of Reporting Requirement. Once a project is listed on a quarterly report, it
must be listed on subsequent quarterly reports through and including the report for
the quarter after the given project is completed or canceled. After that report, itis no
longer required that the project be listed on subsequent quarterly reports.

B. Project Title and Location

State the project name, and list the city and state where the project is located.

C. Appropriation
1. FY and Source

List the Fiscal Year in which the funds were appropriated and the source of the
funds, using the following codes and symbols:

B&F 95 (Building and Facilities, Fiscal Year 95)

R&l 95 (Repair and Improvements, Fiscal Year 95)
RPR 95 (Reprogrammed, Fiscal Year 95)

M&M 95 (Medicare/Medicaid, Fiscal Year 95)

M&R 95 (Maintenance and Repairs, Fiscal Year 95)

Under certain circumstances, it is permissible to use operating funds for design and
construction related activities, (See Chapter 2-1). Where this is the case, the
following code and symbol shall be used to designate the appropriate fiscal year:

OB 95 (Operating Budget FY 95)

If a project is funded from more than one budget, each budget category and the
related funding shall be shown.

2. Amount and Project Phase

Indicate the amount appropriated. If the appropriation is for the total design and
construction, indicate the total for design "D" and for construction "C"; e.g.,
$2,000,000(D&C). If the appropriation is solely for design or construction, then
indicate a "D" or "C"; e.g., $750,000(D).

D. Design

1. Program of Requirements, Date Completed

Indicate the date the final Program of Requirements (POR) was submitted to the
Office of the Assistant Secretary for Health with an "S." e.g., 12-12-94(S). The
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actual date for completion of the POR is the date the Deputy Assistant Secretary for
Health Operations signs the POR.

2. A/E Firm, Contract Date, Contract Amount

Indicate the Architect/Engineer name, the date the contract was awarded (signed)
and the contract amount. The contract amount will not be changed in this column.

3. Design Phase Completion

(a) Date
Indicate the projected date for completion of design with a "P"; e.g., 6-18-
95(P). When the project is complete and accepted by the Government,
indicate the date; e.g., 6-19-95.

(b)  Percent Completed

Indicate the percent of the design phase that is completed.
4. Actual Cost

The first amount to be indicated is the contract amount for the design phase. Any
change in the contract amount shall be listed by contract modification (MOD)
number, e.g., MOD #1 $50,000 (also indicate add or deduct). All contract
modifications shall be listed and shall remain on the report until the project is
dropped from the reporting process.

E. Environmental Determination.
1. Exclusion.
If the project belongs to a category of actions which is excluded from environmental
review, provide the basis for that determination. State whether any exceptional

circumstances exist which would remove the project from that category.

2. Finding of No Significant Impact (FONSI)

If the project is not categorically excluded, prepare an environmental assessment

(EA). If the EA resulted in a Finding of No Significant Impact (FONSI), include the

FONSI. If the EA has not been prepared, then describe plans for its preparation.
3. Environmental Impact Statement (EIS)

If the project is not categorically excluded and if an EA did not result in a FONSI,

prepare an EIS. Provide a draft or final Notice of Intent (NOI) to prepare an EIS.

E. Construction
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1.

Bid Date

Indicate the date of the projected bid date with a "P"; e.g., 4-25-95(P). The actual
date of bid opening should be entered

as soon as the project is advertised for proposals, e.g., 5-25-95.

Contractor, Contract Date, Contract Amount

Indicate the Contractor's name, the date the contract was awarded (signed) and the
original contract amount.

Completion
(a) Date

Indicate the projected date for completion of the construction with a "P"; e.g.,
6-29-96(P). This date should be entered at the same time the contract is
awarded. Project completion and acceptance should be indicated by
recording the date on which the Government accepts the project, e.g., 6-18-
96.

(b)  Percent Completed

Indicate actual percent of work completed.
Actual Cost

The first amount to be indicated is the contract amount for the construction phase.
Any change in the contract amount shall be listed by contract modification number,
e.g., MOD #1 $40,000 (+ or -). All contract modifications shall be listed and shall
remain on the report until the project is dropped from the reporting process.

F. Remarks

Any remarks or pertinent information relating to a project should be entered directly after
the project data and before the next project is entered. Upon completion of the design
stage, include the gross square footage under remarks. If the gross square footage should
change during the construction phase it should be noted at the time the change is made.
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PHS FACILITIES
PROJECT REPORTING SYSTEM USING COMPUTERS

This system is composed of a series of tables and mini-programs that utilize the
PARADOX computer program. This syllabus was written from the premise that a user has a
computer, preferably a 386 with expanded RAM, and the PARADOX software program. If you
need help please call the Division of Health Facilities Planning Office (301) 443-6620.

INSTALLATION

Create the following directives on any drive, preferably on the same drive with the
PARADOX program (except for LAN users):

\CONSTRCT
\REPORTS (Su-Directory)
\HISTORY

Then copy files to the \CONSTRCT and \REPORT directories. Before you run the
application for the first time you must enter PARADOX, make \CONSTRCT your working directory
and run the script called libmaker. This will create proglib.lib (the proc library).

GETTING STARTED

Information is placed in several tables, with no one table having all. To update records,
play the script STARTER. The script STARTER was written to query the PROJECT, FUNDING,
DESIGN, and CONSTRUCTION tables, and update them.

COMPUTER RECORDS
Nomenclature

1. New records are entered in the PROJECT, FUNDING, DESIGN, and
CONST(RUCTION) tables. The DHFP number is the common denominator between
tables. The DHFP number is determined by AGENCY (C-CDC, F-FDA, I-IHS, N-NIH),
STATE (AK-ALASKA, DC-D.C., MD-MARYLAND), and NUMBER.

Example: NMD10 (Agency-NIH, State-Maryland, and Number-10), for the 10th NIH project
in the state of Maryland record.

2. Below is a listing of the FACCODE and PROCODE tables for other symbols, used
mainly in the PROJECT table.

HO Hospital
Faccode FACDESC INF Infrastruc.
------------------ LAB Laboratory
AF Animal Fac. LP Lease Prchs
AIDS Lab (AIDS) MA Maint.

CL Clinic MP Master Plan
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O&P  Off. & Pkg.

OFF  Office Procode PRODESC

POR POR e e

QU  Quarters AGPL Agency Pl

RP Repair CON Constr.

SUP  Support Fac DE Design

TO Task Order INSP Inspection

WH Waste Hand. LP Lease/Pur.
MA Maint.

MP Master Plan
NC New Constr.
REN Renovation

RP Repair

ST Study

TO Task Order
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Method to Update Records / Add New Records

1. Select script STARTER, and KWICKUPDATE (yes | know, but, the form has the correct
spelling).

PARADOX Menu: View Ask Report Create Modify Image Forms Tools Scripts Help Exit
Play BeginRecord QuerySave ShowPlay RepeatPlay Editor
(press enter for a selection of scripts) ENTER
(use Left or Right arrow keys to select)...Starter....
(press enter) ENTER
STARTER Menu: KwickUpdate Update Reports Backup Quit

About This Form

This form has two pages. The information on the front page is mainly for the PROJECT
table. Use the Page Down and Page Up keys to move from one page to another, and
between records.

Front Page

Information that must be filled in: DHFP #, NAME, AGENCY, STATE, PROJECT TYPE,
FACILITY TYPE, & PHASE SORT.

A. DHFP #. This can be filled in automatically by using the F3 key. You must enter the
AGENCY and STATE information first, then press F3, and the script will insert the next
available number.

B. PHASE SORT (AGPL, DE, or CON) determines where the project will be placed on the
reports. Either the Agency Planning Report, Design Report, or Construction Report.
Leaving this blank, or deleting at a later date, will place the project in the HISTORY table
and HISTORY report). Please, do not delete a record.

C. FUNDING NEEDED. This is automatically calculated by subtracting the
APPROPRIATED TOTAL (page 2) from the POR APPROVED $ (page 1). This automatic
calculation is blocked if you place a check mark (F6) in the upper right hand corner of the
second page. We suggest leaving this operation to the DHFP office.

Second Page

This page actually shows three (3) different tables, FUNDING, DESIGN, and CONSTR. To
toggle between the tables use the F4 key. Once you are in a table, use the Page Up and
Page Down keys to move between records in that particular table. It could be that you
would have more than one funding source. Therefore, you will need more than one record
in the FUNDING table. The same is true for DESIGN or CONSTR, you could have more
than one contractor.
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A. You must enter the FUNDING #, FUNDING TYPE, FY, and APPROPRIATION in the
FUNDING table.

B. You must enter the CONTRACT #, FIRM, START date, OBLIGATION, and STATUS in
the appropriate DESIGN or CONSTRUCTION table.

C. Calculations will be done when you press the F8 key, calculating totals and filling in the
OBLIGATION column in the FUNDING table. This also fills in the zeros. We suggest
saving this procedure until last and doing once for all records.

Menu

F3: New DHFP number. See A (front page).

F4: Toggle. Used to toggle between tables.

F5: Find. Follow the instructions after pressing this key. You do not have to type the entire
name of the item you are searching for (add .. after what you have typed).

F9: Edit. Use this key to edit tables. Press F2 when finished.

Del: Del. Will delete a record if the cursor is on the DHFP# field, or the item the cursor is
on if in another field. To delete all information in a field (other than the DHFP#) use Cirl-
Backspace.

Alt+F9: Field View. Allows movement in a field with Left and Right arrow keys.

F6: Protect. See C (front page).

2. Press the Esc key to return to the STARTER Menu. Select REPORTS, and make
selections as requested for a printout of the Planning, Design, or Construction Report.

Printing Reports

Three reports can be produced. One for Agency Planning, one for projects in the Design
stage, and one for projects in the Construction stage.

From the Paradox menu select Scripts, then Play. Press Enter for a selection of scripts,

and select Starter. Select Reports from the Starter menu.

PARADOX Menu: View Ask Report Create Modify Image Forms Tools Scripts Help Exit
Play BeginRecord QuerySave ShowPlay RepeatPlay Editor
(press enter for a selection of scripts) ENTER
(use Left or Right arrow keys to select)...Starter....
(press enter) ENTER
STARTER Menu: KwickUpdate Update Reports Backup Quit
Make a selection from the menu. Normally you will select Plan, Design, or Const(ruction)

from the first menu, and AGENCY from the second menu. Do this for each report you
desire, selecting from the Plan, Design, Const.....menu each time.
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Alternate Method

If you want to update information or add new projects, you need to enter the PROJECT,
FUNDING, DESIGN, and CONSTR tables. We have found it is easier to select VIEW, the
specific table, and then EDIT (F9). If you want a PRINTOUT only, select the script PROJMENU.
This script will give you several options depending on whether you want a printout of projects in
the PLANNING, DESIGN, or CONSTRUCTION stages.
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SUBJECT: FUNDING SOURCES AND DEFINITIONS

PHS: 2-1-00 Purpose
10 Definition of Major Facility Engineering Program Activities
20 Funding Categories
30 Facility Project Budgets

PHS:
2-1-00 PURPOSE

The purpose of this chapter is to provide uniform definitions for the major facilities engineering
program activities and construction categories in order to identify the appropriate funding source
to carry out these activities. Any exceptions to the provisions of this chapter must be approved in
writing by the Office of Management (OM)/OASH.

PHS:
2-1-10 DEFINITION OF MAJOR FACILITY ENGINEERING PROGRAM ACTIVITIES

The PHS facilities engineering program generally includes all activities necessary to provide land,
structures, and equipment required by an agency to carry out its mission. The facilities
engineering program includes new construction, improvements, repair, maintenance, and
temporary construction, for which definitions follow.

A. New Construction - The erection of a building, structure or facility, including the concurrent
installation of equipment, site preparation, landscaping, associated roads, parking, and
utilities, which provides area or cubage not heretofore available. It includes freestanding
structures, additional wings or floors, enclosed courtyards or entryways, and any other
means to provide usable program space that did not previously exist. It also includes the
complete replacement of an existing facility.

B. Improvements (Renovations/Alterations) - Any change to an existing property to allow its
more efficient use within its designated purpose (Renovation), or for use for a different
purpose or function (Alteration). Building improvements also include improvements to or
upgrading of primary mechanical, electrical, or other building systems. Improvements do
not include the addition of wings, floors, or other increases to usable program area or
cubage; such projects constitute new construction. The only added area or cubage which
may be construed as a building improvement rather than new construction involves new
stairwells, elevator towers, pipe chases, etc., not providing usable program space. If,
however, an increase in usable program space occurs incidental to the overall
improvement project, the Office of Management/OASH may waive the classification of the
project as new construction on a case-by-case basis.

C. Repair - The restoration of a failed or failing real property facility component(s) (a roof
would be considered as a building component, or, a building system such as a HVAC
system could be considered as well) to such a condition that it may be used effectively for
its designated purpose. A failed or failing real property facility component(s) is caused by
action of the elements, fire, explosion, storm and/or other disasters, and by use near to or
beyond its expected useful life. Because of its nature or extent, this deterioration or
damage cannot be corrected through normal maintenance.

D. Maintenance - Work to keep a real property facility in a usable state or condition, which
may include replacement of constituent parts, materials or equipment, inspection,
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PHS:

adjustment, cleaning, resurfacing or making incidental minor repairs. Maintenance
includes routine recurring work which is incidental to everyday operations as well as
preventive work which is programmed at scheduled intervals.

Temporary Construction - Construction to provide a building, structure, or facility needed
for a limited period of time to meet an urgent agency need. Such facilities must be of a
clearly temporary nature to meet a temporary need. This would be limited to structures of
a modular nature manufactured to be transported. Generally, structures in this category
should not exceed 3,200 square feet and would have a lower initial cost, higher annual
maintenance and utility cost and a shorter usable life than non-temporary structures of the
same approximate size. Exterior enhancements solely to provide the appearance of
permanence other than the standard factory architectural finishes are not to be included in
temporary construction.

2-1-20 FUNDING CATEGORIES

A.

Buildings and Facilities Funding - There are three identifiable categories in the PHS budget
request for the Buildings and Facilities (B&F) appropriation: (1) New Construction - B&F
Line ltem Projects for all new construction (this includes new additions); (2) Improvements
(Renovations/Alterations)- Line ltem Projects for Renovations or Alterations; (3) Repair and
Improvements - R&l (Lump Sum); or R&I Line Items (large projects that cannot be funded
by the lump sum account).

1. New Construction - B&F, Line ltem Projects - The Public Health Service requires
that new construction projects be designed and constructed with funds specifically
identified by project name for that purpose in the PHS budget process documents, a
congressional reprogramming action, or actual line item appropriation. If an agency
is provided undesignated B&F funds for new construction, the agency must notify
OM of the proposed projects for which these funds will be used. This requirement
pertains to building additions and replacement facilities as well as wholly new
facilities.

Land Purchases - Undeveloped land acquisitions are for new construction projects.
Therefore, such purchases should be specifically identified in the PHS budget, a
congressional reprogramming action, or actual line item appropriation.

See the Real Property Section of this manual for developed land acquisitions.

2. Improvements - Line Item Projects ( Renovations, or Alterations) - The Public Health
Service requires that improvement projects costing in excess of $1,000,000 be
designed and constructed with funds specifically identified, by project name, for that
purpose in the PHS budget process documents, a congressional reprogramming
action, or actual line item appropriation.

3. R&I (Lump Sum and Line Item Projects)

Lump Sum - The Public Health Service requires that the lump sum Repair and
Improvement (R&l) appropriations be used for the maintenance and repair of PHS
facilities, generally for projects costing less than $100,000. Available R&I (Lump
Sum) funds can be used for improvement projects costing in excess of $1,000,000
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with prior written approval from the Office of Management/OASH, when justified on
the basis of urgent, unanticipated needs and utilizing proper reprogramming
procedures. An agency can exceed $1,000,000 if the project has been included in
an approved Facility Plan. In some cases, the Public Health Service or the agencies
may prefer to request funding for large projects on a line item basis.

Line ltem Projects - The Public Health Service requires that repair work as defined
by paragraph 2-1-10C be accomplished with R&l (Lump Sum) funds or R&l line item
funding if so designated for that specific project in the PHS budget process
documents, congressional reprogramming action, or actual line item appropriation.
See paragraph 2-1-20C for limited specific funding sources.

Although funds are generally appropriated for all PHS Buildings and Facilities
projects as one lump sum, the actual obligation of these funds must be consistent
with the President's budget request, as amended by Congressional appropriation
reports, if any, (PHS budget process documents) or the funds must be
reprogrammed in accordance with Departmental policy. Funds specifically
appropriated for designated projects, i.e., line item appropriations, must be obligated
in accordance with the terms of the appropriation language.

Design and Construction Inspection Services Using B&F Funds - The Public Health
Service requires that contract design and construction inspection services for new
construction projects be funded from the B&F line item funding for that project. The
same type of improvement funds, i.e., either line item or lump sum, must be used for
contract design and construction inspection services as are used for the actual
repair and improvement projects. Agency annual operating funds are not to be used
for the design and inspection of any project funded from the B&F appropriations.

Agency Annual Operating Appropriations - In addition to salaries, supplies, and other

repetitive annual agency operating expenses, these appropriations are to be used for
certain facilities related work as listed below.

1.

Maintenance Budgets - The PHS operating budget request consists in part of
operating funds specifically allocated for maintenance and associated minor repairs
of facilities as defined in paragraph 2-1-10D above (for salaries, service contracts,
equipment parts, and stock items). Agencies are to perform maintenance and minor
repair of existing facilities, including related design and inspection services, with
annual operating funds. "Base" operating budgets include funds which should be
sufficient to perform maintenance and associated minor repairs.

Minor maintenance and repair projects are to be funded by operating budgets or the
B&F R&I lump sum budget.

Limited Improvements - Operating funds may be used for improvements that are
directly related to the installation of special-purpose equipment, as well as related
design and inspection services. These improvements may include converting
existing space to a different special purpose or function, extending utility services,
including the provision of suitable safety and environmental conditions for proper
operations, and making structural alterations provided such improvements are
necessary for the installation, operation and use of special purpose equipment.
Structural alteration could include the removal of interior walls and partitions and
their replacement or rearrangement.
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C.

PHS:

Operating funds may be used for certain minor office alterations including
rearrangement of portable partitions, light fixtures, electrical receptacles, and air
supply exhaust registers; the application of floor materials and surface painting.

Programs of Requirements or Program Justification Document and Pre-Design
Studies - Operating funds are used to develop Programs of Requirements or
Program Justification Document, and to prepare other studies necessary to establish
the project scope and building and facilities funding requirements except where B&F
funds have been specifically identified for these purposes in the PHS budget
process documents, congressional reprogramming action, or actual line item
appropriation.

Temporary Facilities - Operating funds may be used for temporary buildings as
defined in paragraph 2-1-10E to support urgent, short-term needs. Such facilities
must be of a clearly temporary nature to meet a temporary need. Written approval
from the Office of Management/OASH should be obtained before using operating
funds for temporary construction.

Equipment - Operating funds are used for the purchase of Groups I, Ill, and special
purpose equipment except where B&F funds have been specifically identified for the
purchase of that equipment in the PHS budget process documents, congressional
reprogramming action, or actual line item appropriation.

Other Sources of Funds

1.

Quarters Rental Return Funds - In accordance with P.L. 98-473, quarters rental
return funds (i.e., funds collected as rent) are to be used for the operation and
maintenance of quarters. These funds should be used prior to using appropriated
funds.

Medicare/Medicaid Reimbursements - Appropriation language normally permits the
Indian Health Service to utilize medicare/medicaid reimbursements to perform
repairs and improvements to meet accreditation requirements of the Joint
Commission on Accreditation of Hospitals, exclusive of planning, design, and
construction of new facilities or major renovation projects. The use of
Medicare/Medicaid reimbursement for planning, design and construction of
temporary buildings requires congressional authorization.

2-1-30 FACILITY PROJECT BUDGETS

A.

General - Unless described otherwise in the justification for the PHS Budget request, a
facility project budget is assumed to include all component costs necessary to design,

construct, inspect and equip new or improved space. On a project with an estimated cost
in excess of $1,000,000, sub-amounts for design, construction, and (as applicable)
moveable equipment should be provided in that justification or proposed as separate
budget requests. This is a routine requirement because the length of the design phase

generally equals or exceeds one year and construction funds for major new research and

health care facilities would typically be proposed one or more years after the request for

design funds. Conversely, on projects with an estimated cost under $1,000,000, the design

and construction may both commence in the same year, and there is no need for sub-
amounts or separate budget requests.
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B.

Design Phase Component - The design phase component includes the estimated cost of
the design contract plus any necessary site survey, soil boring, or other associated costs.

Construction Phase Component - The construction phase component includes the
estimated cost of the construction contract (see Chapter 4-7 for inclusion of inflation
escalation), fixed equipment (Group |, see D. below), construction management and
inspection fees, and an appropriate construction contingency allowance. PHS policy
stipulates that full funding of the entire construction phase component must be requested
in the agency budget submission. Partial funding, which could result in an incomplete
facility should additional funds not be appropriated, is not permitted unless funds for
phased construction are identified in the PHS budget process documents, a congressional
reprogramming action, or actual line item appropriation.

Equipment Funding - As normal procedure, costs for all fixed equipment (Group |) are
included in the construction phase component of the facility project budget and funded
from the B&F appropriation. It is noted that some equipment may qualify under the
definitions for Group | equipment as well as special-purpose equipment. If this equipment
is included as part of the original construction process it is to be considered Group |
equipment and funded from the B&F account. If this equipment is added to an existing
facility it is to be considered special-purpose equipment and funded from operating funds.
Groups Il and Il equipment is also to be funded from the B&F appropriation if specifically
authorized by the appropriation. Otherwise, purchases of Groups Il and Ill equipment are
funded from operating funds. Definitions of the equipment categories are listed below:

1. Fixed Equipment (Group 1)

Fixed, built-in, attached, and installed equipment normally included as part of the
construction contract.

a. Building Equipment - Building equipment is a permanently fixed, built-in part
of a building or structure, the removal of which would generally require repairs
or improvements to place the area in which it was located in a usable
condition. Building equipment includes building service items, such as
elevators; utility systems, such as heating, electrical and other utilities; walk-in
refrigerators; vaults; built-in autoclaves; etc.

b. Attached or Installed Equipment - Attached or installed equipment is a semi-
permanent part of a building or structure, the removal of which terminates a
utility or equipment service without affecting or damaging the integrity of a
building, structure or utility system. Machine tools, x-ray units, drinking
fountains, laboratory casework and sinks, etc., are examples of installed or
attached items.

2. Moveable Equipment (Group Il) - This category, also referred to as major moveable
equipment, consists of items having a useful life of 5 years or more. Moveable
equipment does not require attachment to the building or utility service, other than
that provided by an electrical plug or quick disconnect fitting. Examples include
chairs, beds, bassinets, desks, typewriters, microscopes, centrifuges, portable
whirlpool units, exercise bars, refrigerators, and linen carts.

3. Moveable Equipment (Group llI) - This category, also referred to as minor moveable
equipment, consists of items having a useful life of less than 5 years. These items
are of relatively small cost and size and lend themselves to on-site storage for
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replacement of lost or worn out equipment. Examples include linens, blankets,
gowns, wash basins, bed pans, pipettes, surgical instruments, silverware, and
chinaware.

4, Special-Purpose Equipment - Special purpose equipment is technical, medical, or
scientific equipment that is needed to operate a laboratory, a hospital, a clinic, a
clinical research patient care unit, an animal care facility, or is specific to a single
purpose and not generally suitable for other purposes. Examples of such equipment
include incubators, electric ovens, sterilizers, vacuum and pressure pumps,
centrifuges, water baths, casework, sinks, shelves, patient headboards,
workbenches for microscopes, and moveable apparatus for laboratory animals.
Special-purpose equipment may be classified as either fixed or moveable
equipment.

A special purpose laboratory in some cases may be considered as special purpose
equipment.

E. R&I Lump Sum - The budget for R&l lump sum, is to be based upon a percentage of the
replacement costs. Replacement costs can be determined by using the square foot costs,
obtained from publications like the Means "Square Foot Cost" book, and the PHS real
property inventories. The following percentages are to be used unless higher percentages
can be justified: 3 percent for all space except hospital and research labs, which requires
a higher percentage of 4 percent.
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SUBJECT: ANNUAL FACILITIES PLAN

PHS: 2-2-00 Purpose
10 Responsibilities
20 Contents of the Plan
30 Submission of the Plan

Exhibit X2-2-A Summary of Listings of Projects

Exhibit X2-2-B Summary of New Construction

Exhibit X2-2-C Repair and Improvement of Existing Facilities
Exhibit X2-2-D Agency Facilities Summary

PHS:
2-2-00 PURPOSE

This chapter describes Public Health Service (PHS) policies and procedures to be followed by
PHS agencies in preparing the fiscal year Annual Facility Plan, as well as the projected facilities
plan for the next five budget cycle years (DHHS and PHS Budget requirement). The Annual
Facilities Plan will be used as an aid in determining facilities funding needs and in developing
PHS-wide budget priorities on an annual basis.

PHS:
2-2-10 RESPONSIBILITIES

A. The Director, Office of Management (OM)/PHS has overall responsibility for establishing
and implementing the procedures and criteria to be followed regarding the PHS Agency
Annual Facilities Plan. The Division of Health Facilities Planning (DHFP), Office of
Resource Management (ORM), OM/PHS is designated as the coordinating point for PHS
Agency Annual Facilities Plan activities.

B. The head of each PHS agency is responsible for the development of the Agency Annual
Facilities Plan. Each Plan should be developed jointly by the agency's program planning,
budget, environmental, and facilities staffs and should include all facilities projects that will
be requested in the forthcoming annual budget process.

PHS:
2-2-20 CONTENTS OF THE PLAN

A. All Annual Facilities Plans involving new construction and major improvement projects for
which funds are proposed shall include (1) an Agency Program Narrative (APN), (2) an
environmental summary, and (3) a draft Program of Requirements (POR) document or a
draft Program Justification Document (PJD), except where the Director, OM has previously
approved a POR/PJD or granted an exemption. However, if an agency has numerous new
projects in its plan, draft PORs/PJD's should be developed for the highest priority projects
initially, with other draft PORs/PJD's submitted as soon as available but no later than 30
days prior to departmental budget submissions. Requirements for the APN, and the
POR/PJD are delineated in Chapters 2-3, and Chapter 2-4 respectively.

B. The Annual Facilities Plan should reflect the agency's priority ranking for new construction,
and repair and improvement projects proposed for the upcoming budget cycle (see Exhibit
X2-2-A). The next two Exhibits shall provide a summary of new construction, an estimate
of the total project cost, the project description for proposed new construction projects, and
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a justification for direct federal construction (see Exhibit X2-2-B) and for proposed repair
and improvement on existing facilities (see Exhibit X2-2-C). The fourth exhibit shall
summarize the estimated costs for facilities in the ensuing five years (see Exhibit X2-2-D).

PHS:
2-2-30 SUBMISSION OF THE PLAN

The Annual Facilities Plan shall be submitted to the Director, OM by each PHS agency by no later
than April 1 (March 1 for IHS and NIH) (17 to 18 months before the fiscal year commences), e.g.,
by April 1, 1991 for the Fiscal Year 1993 Annual Facilities Plan.

Agencies are encouraged to submit Annual Facilities Plans that show all requirements,
regardless of anticipation of funding.

The Annual Facilities Plan should show prior year requests if appropriations were not received,
and rank all according to current year requirements. Totals are to be shown for all (current and
prior years), current year, and 5-year projection requirements.
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SUMMARY OF LISTINGS OF PROJECTS

(Agency)
A. NEW CONSTRUCTIONS

Projects are listed in their descending order of priority, as  follows:

Page 1

1. (Project Title) .ooovcveeeeieieee (% Estimate)
2. (Project Title) .ooovcveeeeiieeeeeee (% Estimate)
3. (Project Title).....cocoeveeeeriene ($ Estimate)
SUBTOTAL (%

B. REPAIR AND IMPROVEMENT OF EXISTING FACILITIES

1. (Project Title).....ccooeveeieieeene ($ Estimate)
2. (Project Title).....ccooeveeeeiiene ($ Estimate)
3. (Project Title).......cceeeveireecnnnne. (% Estimate)
SUBTOTAL ($

TOTAL BUILDINGS AND FACILITIES APPROPRIATION
REQUESTED (including prior years).................... (Grand Total)

TOTAL BUILDINGS AND FACILITIES APPROPRIATION
REQUESTED (current year only).........c.cccccen.e. (Grand Total)
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SUMMARY OF NEW CONSTRUCTION
(Agency)

(Project Title)

FY XX APPROPRIATION ESTIMATE ......cccoooiiiienee ($ Estimate)

Provide realistic design and construction cost estimates, and, where applicable, estimates
for moveable equipment and/or special site development costs. Indicate the source of the
estimates (e.g., agency engineering staff, an architectural/engineering firm) and, if not
previously justified to PHS, describe the basis for them.

Provide explanation where prior congressional approval in the form of partial funding exists
for the project (e.g., funds for design, for one phase of incremental construction, etc.)

PROJECT DESCRIPTION

Provide a brief description of the proposed project, including location, net and gross square
footage figures and, for hospitals, the number of patient beds. As noted above, PHS
should either have approved a POR/PJD document or received a proposed one for all new
construction projects and major improvement projects included in the Annual Facilities
Plan.

JUSTIFICATION FOR DIRECT FEDERAL CONSTRUCTION

Summarize the consideration the agency has given to acquiring/

altering existing Federal structures, and/or the leasing of existing or specially constructed
buildings, and explain why direct Federal construction is preferred. Except for needs
where leasing is clearly not a viable possibility, such as a new laboratory facility on the NIH
or CDC campus, justifications for new laboratory facilities will normally require analyses of
leasing vs. construction costs.
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REPAIR AND IMPROVEMENT OF EXISTING FACILITIES

(Agency)
1. (Project Title) .....coeeevveeeeeecriecveen, ($ Estimate)

Provide concise, individual descriptions of renovation, alteration, maintenance, or repair
projects estimated to cost $1,000,000 or more, with an explanation of why each is needed.
In the case of a project which affects another agency, such as a proposed project on the
NIH campus by another agency, explain what coordination has been carried out.

2. (Project Title) ..eevvveieriieeieeeeeen ($ Estimate)
3. (Project Title) ......oeeeveeeeiieeecieceeeea ($ Estimate)
4. Other Repairs and Improvements....................... ($ Estimate)

Include a lump sum estimate of all projects estimated at less than $1,000,000 each.
Describe the nature of these projects.

With respect to repairs, include only those larger projects that must be done on a cyclical
basis, e.g., replacement of roofs, elevators, etc. Normal day-to-day maintenance and
minor repairs handled from operating funds should not be included in this Building and
Facilities estimate.

PHS may be requested to show amounts for life safety work, pollution control, energy
conservation, and the elimination of barriers to the physically handicapped separate from
other repair and improvement needs. Therefore, any such projects, or portions of projects
which are not obvious should be footnoted.
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AGENCY FACILITIES SUMMARY

A. 19XX

1. New Construction Project Title ............ ($ Estimate)

2. New Construction Project Title ............ ($ Estimate)

3. Major Improvement Project Title ........... ($ Estimate)

4, Lump Sum for Repairs and Improvements .....($ Estimate)
B. 19XX
C. 19XX

Cost estimates for the out-years should be developed based on estimated current year dollars.
Appropriate notation will be made that actual funding needs in out-years may exceed these
amounts, due to construction cost escalation.
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SUBJECT: AGENCY PROGRAM NARRATIVE DOCUMENT

PHS: 2-3-00 Purpose

10 General

20 Responsibilities

30 Submission
PHS Exhibit X2-3-A Agency Program Narrative Format for Research Facilities
PHS Exhibit X2-3-B Agency Program Narrative Format for Medical Facilities

PHS:
2-3-00 PURPOSE

This chapter describes Public Health Service (PHS) policies and procedures to be followed by
PHS agencies in preparing the Agency Program Narrative (APN) for each new construction or
major building improvement project in the Annual Facility Plan. The APN shall be used in
conjunction with the Agency's Annual Facilities Plan, Environmental Summary, and the Program
of Requirements (POR) document or the Program Justification Document (PJD) in determining
those projects to be included in the PHS annual budget request.

The nomenclature for this document was changed from the "Program Description and
Justification (PDJ)" title to the Agency Program Narrative (APN) due to name similarities with the
"Program Justification Document (PJD)". This similarity was confusing and disruptive to the
budget process.

PHS:
2-310  GENERAL

A. This chapter shall be used in conjunction with Chapter 2-2 of this manual, which
describes how agency facility budget requests are submitted to the Director, Office of
Management (OM) in the form of an Annual Facilities Plan. Proposed new
construction and major improvement projects are evaluated through a APN which
provides programmatic justification for the project, a proposed Environmental
summary which describes expected environmental impacts and mitigation, and a
proposed POR or PJD document which contains more detailed programmatic
information. Agencies proposing design funds for projects in their Annual Facilities
Plan, prior to POR/PJD approval by Director, OM are required to submit a draft POR
or PJD, Environmental Summary, and a APN to OM with that Plan. In cases where
an agency has numerous new projects in its plan, the draft PORs/PJD's should be
developed for the highest priority projects initially with other draft PORs/PJD's
submitted as soon as available but no later than 30 days prior to the departmental
budget submission.

B. Agencies are encouraged to submit the APN in advance of the April 1 due date for
Annual Facilities Plans. A reminder of this requirement is usually sent to agency
executive officers in advance of the annual budget formulation process. Projects
proposed in the out years (2+ years hence) of the facilities plan may be accompanied
by a APN only for initial consideration. OMB Circular A-106 requires that
environmentally sensitive actions be projected five years beyond the budget year.

PHS:
2-320  RESPONSIBILITIES



PHS Chapter 2-3 Page 2
PHS Facilities Manual (Volume [)
PHS Transmittal 93.3 (4/23/93)

A.

PHS:
2-3-30

The Director, OM/PHS has overall responsibility for establishing and implementing
the procedures and criteria to be followed regarding the PHS Agency Annual
Facilities Plan. The Division of Health Facilities Planning, Office of Resource
Management, OM is designated as the coordinating point for PHS APN activities
within OM.

The head of each PHS agency is responsible for the development of the APN
document in accordance with procedures established in this chapter.

The APN shall be developed jointly by the agency's program planning, budget,
environmental, and facilities staffs, and shall be consistent with its Annual Facilities
Plan.

SUBMISSION

The APN shall be submitted by each PHS agency to OM as prescribed in section 2-
3-10 above.

Guidance on the specific types of information required and acceptable formats are
attached for research facilities

(Exhibit X2-3-A, "Agency Program Narrative Format for Research Facilities") and
medical facilities (Exhibit X2-3-B, "Agency Program Narrative Format for Medical
Facilities"). The precise formats are flexible as long as the necessary information is
furnished in an understandable manner.
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FY XX Agency Program Narrative
Format for Research Facilities (e.g., For Laboratories,
Animal Facilities and Related Special-Purpose Structures)

(Agency)

Project Title

I. Description of Program Activities

The bulk of information contained in this section shall focus on the
program functions to be located in the proposed facility. Include
under this heading statements whether the proposal represents an
expansion of an existing program, a replacement facility without
expansion, the consolidation of scattered program elements in a single
location, or a new program.

The basis for the proposal will influence the content of the program
justification presented in Section II below. When an entirely new
program is involved, the information shall contain a citation of the
authorizing Public Law or appropriate part of the PHS Act.

IT. Justification for Program

This is the most important section in the submittal. OM/OASH must
review and be convinced of the need for the proposed program before it
will consider the Program of Requirements (POR), or Program
Justification Document (PJD), justifying the physical structure.

The narrative must explain clearly why the program is necessary, state
its goals (short-term and long-term), and the expected benefits of
providing the facilities for it. Because of the diversity among PHS
activities conducted in special purpose facilities, it is not possible
to list in definitive terms all the justification data required.
However, it is important to justify the program fully in a clear and
concise manner.

IITI. Consideration of Alternatives

Establish why the program is a proper function of the Federal
Government and not a State, local, or private sector responsibility.
This section must show that the possibility of accomplishing the same
results through the grant or contract mechanisms was fully considered
and that a direct Federal program is the best approach.

This section should also provide evidence that consideration was given
to utilizing and/or redirecting present resources to the proposed
program and such action is not possible or would result in elimination
of or unacceptable reductions in other needed functions.

In the case of a proposed replacement facility, provide an explanation
about why an addition to or modernization of the present facility would
not satisfy program needs.
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IV. Staffing and Operating Costs Implication

This section should indicate the number of staff positions and the
operating budgets required for the proposed facility during its first
full year of operation. The information should also specifically
identify existing and new staff positions, as well as additions to
operating budgets. The information should be presented in a format so
that the reviewing offices can readily determine the added costs and
number of staff positions associated with proceeding with the program
and facility.

V. Facilities Summary Data

Because the POR contains much detailed technical data that is primarily
directed to the Architect/Engineer developing the design, some overall
information should be summarized in this section to provide the
reviewing office with a sufficient understanding of the proposed
project.

At a minimum, indicate whether the site has been acquired and, if so,
its size and location. 1Include the net and gross areas of the
structure(s), 1its possible configuration, and any unique or special
features or equipment. Also include cost estimate breakdowns for major
categories, e.g., site development, design, construction, initial
portable equipment, etc. Finally, provide a projected design and
construction schedule based on the assumption that design funds will be
appropriated in the coming fiscal year. When a facility is to be
replaced, ultimate use and costs associated with the existing building
should be identified.

VI. Other Pertinent Information

Agencies should feel free to submit any other supporting information or
data that they believe are relevant and were not presented in the above
sections of the format.
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FY XX Agency Program Narrative
Format for Medical Facilities (e.g., Hospitals, Outpatient
Clinics, and Related Medical Care Facilities)

(Agency)

Agency Title

I. Description of Program Activities

The information contained in this section must describe the wvarious
medical care services to be located in the proposed facility. Indicate
under this heading whether the proposal represents a new facility, a
replacement facility with or without expansion services, or
modernization/addition to an existing structure; also include special
notation of any new health care services not previously provided, e.g.,
skilled nursing care.

The type of proposal will influence the thrust of the program
justification in Section II below. When new health services are
proposed, the citation of the authorizing Public Law or appropriate
part of the PHS Act must be included.

IT. Justification for Program

This is the most important section in the submittal. OM/OASH must
review and be convinced of the need for the proposed program of medical
services before it will consider the Program of Requirements (POR), or
Program Justification Document (PJD), Jjustifying the physical
structure.

The narrative must explain the necessity of providing the services, the
short-term and long-term goals, and the expected results of providing
the facility. Include in this section (1) the geographical area to be
served, (2) the actual or estimated population, (3) the average daily
patient loads (ADPL) and/or annual number of outpatient visits (OPV)
experienced in the last several years, and (4) an explanation of other
factors impacting on the size and scope of the project (e.g., estimated
rate of growth of population and changes in use rate or average lengths
of stay) that resulted in the number of inpatient beds and.or size of
medical facilities should address the applicable criteria or rationale
used for determining project size and scope.

Special justification will be needed in the situations where the
provision of certain services would not usually be expected in the
facility proposed; where the size and staffing of a function is beyond
that expected with the projected patient load; or where the service is
new and has not been generally provided to date at other comparable
health care facilities.

It is not possible to list all of the justification data required, but
is important to justify the program fully in a clear and concise
manner.
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ITI. Consideration of Alternatives

Establish why the provision of services is a function of the Federal
Government and not a State, local, or private sector responsibility.
This section must show that the possibility of accomplishing the same
results through the contract mechanism with private sector hospitals
and clinics was fully considered and that a direct Federal program is
the best solution. Also for health facilities, consider other health
care facilities in the area that are within the acceptable travel time
for inpatient and outpatient care and indicate whether any of these
existing operations have the capacity to accommodate part of the
project patient load at the proposed facility.

This section should also provide evidence that utilization and/or
redirection of present health resources to the proposed facility would
not adversely affect services at other medical care facilities.

In the case of a proposed replacement facility, explain why an addition
to or modernization of the present facility would not satisfy health

care needs.

IVv. Staffing and Operating Cost Implications

This section should indicate the number of staff positions and
operating budgets required for the proposed facility during its first
full year of operation. The information should also clearly delineate
between the number of existing and new staff positions, and between the
present and increased operating budgets; special notation should be
made of any "redirected" positions. The information must be presented
in a format so that the reviewing office can readily determine the
additional costs and staff positions associated with the proposed
program and facility..

V. Facilities Summary Data

Because the POR contains detailed technical data that is primarily
directed to the Architect/Engineer developing the design, some overall
information should be summarized in this section to provide the
Facilities Review Board with and understanding of the proposed project.

At a minimum, indicate whether the site had been acquired and, if so,
its size and location. Also include the net and gross areas of the
structure and provide similar data by major functional activities.

Note the possible configuration of the facility and any unique or
special features or equipment. Furnish cost estimates which include
breakdowns for major categories, e.g., site development, design,
construction, Groups II and III equipment, etc. Finally, provide a
projected design and construction schedule based on the assumption that
design funds will be appropriated in the coming fiscal year.

VI. Quarters for Staff

The provision of quarters may be justified (1) when the presence of
personnel at the facility is necessary on a 24-hour basis to assure
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that essential services are provided or that Government property is
protected, or (2) where a sufficient supply of adequate private housing
at remote installations is not available within one hour's travel time
(one way) .

When either or both conditions described above exist, the following
data must be furnished:

VII.

An analysis of the number and condition of existing quarters,
if any, at the location;

Information on the availability of adequate private housing in
the area;

The number of full-time permanent staff projected to operate
the new, replacement, or expanded facility;

The estimated proportion of new hires or transferred employees
who will be newcomers to the area;

The number of newcomers to the area who will require
Government furnished quarters;

The number, if any, of local hires who will be on 24-hour call
and will require quarters at the facility;

The total number of new quarters required with the probable
mix of bachelor and 1-, 2-, and 3-bedroom family quarters; and

A lump sum estimate for providing the quarters (cost of
design, site development, construction, major appliances,

etc.)

Other Pertinent Information

Agencies should feel free to submit other supporting information or
data they believe are relevant and were not presented in the above
sections of the format.
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PHS:
2-4-00 PURPOSE

This Chapter describes Public Health Service (PHS) policies and procedures to be followed by
PHS agencies in determining the requirements for and the development, submission, and
approval of the Program of Requirements (POR) or the Program Justification Document (PJD) for
new construction projects, for major improvement projects and for the acquisition of special
purpose facilities under lease agreements.

The Assistant Secretary for Health has waived the requirement for approval of POR's for some
agencies. Approval, disapproval, waiver responsibilities for these agencies lies with their director.
Agencies that do not submit POR's to the Office of the Assistant Secretary for Health are to
submit PJD's for new construction and major improvement projects.

PHS:
2-4-10 GENERAL POLICY

A. The POR should be developed to meet two distinct purposes. Initially, the document will
serve as a mechanism for obtaining approval for the project and its scope, for identifying
potential environmental impacts, and for developing a cost estimate for inclusion in the
PHS budget. Secondly, it defines program needs to enable an Architectural/Engineering
(A/E) firm to estimate design fees and contract for the design, and serves as a deterrent
to unnecessary modifications or increases in the scope of approved projects.

The PJD should be developed to meet similar purposes, but, is not the document
intended to be given to the A/E. The PJD combined with technical requirements forms a
POR, which is intended to provide adequate information to the A/E.

B. The Office of the Assistant Secretary for Health (OASH) and the Office of the Secretary
require that a POR/PJD be approved by OASH before supporting new construction and
major improvement projects in the budget process. When a PHS agency plans to
request design funds in a given fiscal year, it should ensure that a draft POR/PJD is
provided to OASH in advance of or in conjunction with its Annual Facilities Plan
submission for that year (see Chapter 2-2).

C. A POR must be approved by OASH or approval waived before design services are
solicited for all new construction projects, and for those major improvement projects to
existing facilities involving changes in program functions, operations or facilities uses.
Environmental reviews are not waivable. When a question exists on the need for an
approved POR for improvement projects, the question should be referred to PHS for final
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decision. As a general rule-of-thumb, improvement projects estimated to cost $1,000,000
or more will require a POR/PJD. Some smaller improvement projects will also require
PORs based on related changes in program functions or new facilities use. All projects
require environmental review.

The Assistant Secretary for Health has authorized some agencies to begin the A/E
acquisition process concurrent with the POR development; however, the agency shall not
award a contract until the POR is approved.

D. A POR must also be approved when an agency proposes to obtain space by leasing a
facility designed and constructed to its requirements, i.e., build-lease or lease-purchase
or the leasing of a structure requiring major alterations. Such projects also require
environmental review.

PHS:
2-4-20 RESPONSIBILITIES

A. The Director, Office of Management (OM), OASH, PHS has overall responsibility for
establishing and implementing the POR procedures and criteria. The Division of Health
Facilities Planning (DHFP), Office of Resource Management (ORM), is designated as the
coordinating point for these activities within OM, PHS.

B. The head of each PHS agency is responsible for the development of POR/PJDs for those
facilities under his/her agency jurisdiction, and for ensuring that the procedures and
requirements established in this Chapter are followed. Agency heads are encouraged to
designate an agency facilities management coordinator to ensure this compliance.
Agency heads may also redelegate authority for compliance with environmental
requirements.

PHS:
2-4-30 AVAILABILITY OF ASSISTANCE

If any PHS agency does not have the capability, or desires assistance in developing POR/PJDs,
the agency may request assistance from DHFP. However, it will remain the primary responsibility
of the agency to prepare POR/PJDs, and fulfill all requirements associated with them as outlined
herein.

PHS:
2-4-40 SUBMISSION AND APPROVAL

A. Agencies are encouraged to submit a draft POR/PJDs to the DHFP for review and
comment. DHFP will coordinate reviews by any other applicable PHS components, and
furnish a consolidated set of comments to the agency. This procedure surfaces issues
which may be resolvable before a proposed final POR/PJD is submitted to the DASHO.

B. At a minimum, POR/PJDs for which funding is being proposed in the current budget
planning cycle must be submitted to OASH no later than April 1 to coincide with the
submittal of the Annual Facilities Plan (see Chapter 2-2).
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C.

PHS:
2-4-50

U
><><‘O
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XXX XXX XXX

Proposed final POR/PJDs may be submitted to DHFP or DASHO. Agencies should
submit the original document and a good reproducible copy. PJD's become final when
approved by the Assistant Secretary for Health.

The proposed final POR shall include a signature page containing at least four lines for
signature approvals (see Exhibit X2-4-A, "Program of Requirements Signature Page").
The first line is for the signature of the PHS agency representative who was responsible
for development of the POR. The second line is for the signature of the agency head or
his/her facilities management coordinator who by signing, indicates that all agency
policies and procedures have been met and all internal clearances required have been
secured. In addition, his/her signature indicates that the project POR programmatic and
facilities requirements included in budget requests will be those contained in the POR,
and that the project will be designed in accordance with the POR. The third line is for the
signature of the Director, DHFP. The signature on this line indicates that the scope of the
project is within the funding ceiling, and is consistent with the long-range planning of PHS
and the agency. The fourth line is for signature by the DASHO indicating that the project
has been approved and may proceed into the design stage pending availability of funds.
Each signature denotes that, in the approving official's judgment, the POR is
environmentally acceptable. Additional lines may be added for agency use.

PJD's require the same signature page with a fifth line for the Assistant Secretary for
Health (see Exhibit X2-4-B, "Program Justification Signature Page").

Any proposed changes in the size or scope of the project following POR/PJD approval
must be submitted to PHS and approved as a POR/PJD amendment, in the same
general manner as the original POR/PJD. This would also apply if the construction
estimate for the project is exceeded during design. Proposed changes may remove a
project from a previously established categorical exclusion from environmental review
requirements. If a project was the subject of an Environmental Assessment or
Environmental Impact Statement, then a proposed change requires a supplemental
environmental document.

CONTENTS OF PROGRAM OF REQUIREMENTS

The POR/PJD shall contain, at a minimum, the following types of information, plus any
special requirements or features needed for the particular project involved:

PJD
X Introduction

X General Overview (background and historical data, including information
on the program mission, existing facility, site, potential environmental
impacts, and need for the proposed project).

Space and Occupancy Summary

Space Schedule and Functional Relationships

Staffing Summary

Architectural Design Requirements

Structural Requirements

Electrical Requirements

Mechanical Requirements

Safety and Security Requirements

Environmental Mitigation Requirements

X
COXNOGO AW N =

—_
—_—
—_
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X 12. Miscellaneous Factors

X X 13. Executive Summary

These categories are explained in C. below.

B. In addition to the above requirements, agencies are free to provide any other background
information and data that further explain the project and assist the A/E in the
development of the design.

C. The following is a brief explanation of the information which should be furnished in the
POR/PJD. It should be noted that the precise organization of the POR/PJD and its
information is flexible, as long as the necessary types of information are provided.

1. Introduction - Provides summary information on the facility, location, and
function. It may also be appropriate to include a statement on how requirements
for the POR were developed.

2. General Overview - Provides background and historical data, including (as
relevant) information on:

a. The agency mission and functions to be performed in the facility (include
organization chart as appropriate).

b. The existing facility and its utilization and relationship to other facilities of
the agency within the same general area.

C. Need for the proposed facility project, including programmatic
justification.

d. Proposed construction site (include map as appropriate).

e. Community or region (cultural, transportation, or other factors which

should be considered in planning the site or facility).

f. Climatic conditions.
g. Potential environmental impacts.
3. Space and Occupancy Summary - This summary should include:
a. A table showing the net area for each major function that will occupy the

facility. For example, the table should indicate the following for
administration:

- Program (organizational units and type space)
- Support (housekeeping, maintenance, storage, etc.)
- Other (public facilities, employee facilities, etc.)
b. A gross area allowance for the facility. The gross should exceed the net
area by a factor which provides adequate circulation and adequate

mechanical and electrical space and access to equipment without
encouraging an inefficient design. The net-to-gross ratio should reflect



PHS Chapter 2-4 Page 5
PHS Facilities Manual (Volume [)
PHS Transmittal 93.3 (4/23/93)

the net and gross area definitions included in Chapter 4-1 of this Manual
("Net and Gross Area Computations").

Criteria and guidance included in this section and in the "Space Schedule" section
(below) will not apply to the POR/PJDs for staff quarters; space allowances for staff
quarters are normally expressed on a gross area basis only.

4.

Space Schedule and Functional Relationships - The Space Schedule should
delineate the features and space requirements of the agency.

This schedule should contain typical space definitions and criteria. If a facility
contains more than one type of laboratory, the criteria for each type should be
specified, including architectural features, (e.g., floors, walls and ceiling
materials) illumination, electrical power, and mechanical (e.g., heating, ventilation
and air conditioning criteria, plumbing services) requirements.

At a minimum, the space schedule should define the architectural,
environmental, and utility needs of each different type of space. Ideally, it should
contain a chart indicating by room or other definitive nomenclature the net area,
the occupying organizational unit and staff, and specific architectural,
environmental, and utility needs.

The functional relationships of all spaces should be indicated schematically
showing priority relationships of all departments and spaces.

Staffing Summary - The Staffing Summary should be presented in the form of a
chart. List each full-time permanent position required for the function. The next
item or column should indicate what the current staff is for each position and
finally the total number of staff for the new or renovated facilities. These columns
should indicate total number of staff on board, additional positions required and
the total number required to operate the facility.

Architectural Design Requirements - All available architectural design
requirements for the facility should be identified. Generally, this would be
presented as applicable to the entire facility or major segments of it, rather than
by room, although special needs may need to be identified by room. The
following should be included where applicable:

Design Standards

Design Considerations
Aesthetics

Interior Clearance Requirements
Finishes and Materials
Door Criteria

Food Service

Fixed Furniture

Acoustic Control

Facilities for Handicapped
Fire Safety

Elevators

Parking Requirements
Landscaping

S3TATIS@m0a0 T
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7.

10.

11.

12.

13.

Structural Requirements - The following structural requirements should be
included, where applicable:

Design Standards

Occupancy Classification

Seismic Standards

Live Loads

Allowable Stresses

Foundations

Miscellaneous Design Considerations
Equipment Loads

e

Electrical Requirements - This should include the following where applicable:

Design Standards

Utility Company Service

Telephone Service

Telephone Distribution System

Emergency Power System

Lighting System

Power Distribution System

Computer Based Monitoring/Control System
Specialty systems (security, paging, nurse call, etc.)
Lightning protection (depending on area)

T TS@moo0T

Mechanical Requirements - The following mechanical requirements should be
included, where applicable:

Design Standards

Design Criteria: Heating, Ventilation and Air Conditioning Criteria
Design Criteria: Plumbing

Design Criteria: Fire Protection

Energy Conservation

P20 TO

Safety and Security Requirements - Give all safety and security requirements.

Environmental Mitigation Requirements - Demonstrate compliance with
environmental protection, pollution control, and historic preservation
requirements.

Miscellaneous Factors - Show any feature not included in any of the above.

Executive Summary ( items may not be appropriate for PJD's)

A set of charts or paragraphs should summarize:
a. Project Net and Gross Areas.

b. Project Design and Construction Schedule. This schedule should
include such milestones as awarding of the A/E contract, awarding of the
construction contract, and completion of construction. This schedule
may be expressed as either the actual, or estimated dates for each
milestone or as the number of months required for each phase.
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C. The source(s) or proposed source(s) of funding should be indicated, (e.g.
year and/or appropriation number of each source).

d. Design Costs. Included in these costs should be the estimated A/E fees
for pre-design services. Also to be included is site survey work, soil
investigation and any other design related costs. IHS should include
additional 93-638 costs as a line item, if applicable.

e. Construction Costs. This should include the construction cost projected
to the mid-point of construction, fixed equipment costs (Group I),
construction inspection fees, shop drawing review and approval and
appropriate contingency allowances. IHS should include additional P.L.
93-638 costs as a line item, if applicable.

f. Initial Equipment Costs. To include costs of all moveable equipment
(Group Il and 111).

g. Total cost of quarters where required. Included in these costs as
separate items should be the A/E costs, site work, construction cost of
quarters and when required the cost of roads and utilities.

h. Staffing increases associated with the project; and staffing summary by
classification of existing staff and proposed additional staff requirements
by classification necessary for operation of the facility.

i. Estimated increase in annual year operating costs due to the opening of
the facility. This should include salaries and expenses, repair and
improvement and maintenance and utilities costs. Include any costs that
may be particular or special for the facility.

j. Estimated environmental costs of constructing and operating the facility.
This should include the costs of pollution control facilities, equipment,
and programs, including contract costs but not direct personnel costs. It
also includes the costs of using, maintaining, rehabilitating, repairing,
improving, protecting, and preserving properties which may be eligible
for listing in the National Register of Historic Places. These costs are
normally estimated in the agency's annual budget request, as required
by OMB Circulars A-11 and A-106.

The Executive Summary should be the first pages of the POR/PJD. These
pages will normally be removed from the POR copies furnished to the A/E firm.

D. These general requirements may be adjusted or changed to meet the requirements of the
projected facility. Statutory requirements (e.g., environmental reviews) may not be
omitted.

E. Because numerous, basically similar hospitals and ambulatory care facilities have been

constructed for Indian Health Service (IHS) in recent years, a relatively specific set of
justification requirements has evolved for these facilities within the framework of standard
POR requirements. PORs for these IHS facilities should include the following information
and analyses:
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1.

An estimate of the present service population and a projected estimate for eight
years hence. Also, a description of how the latter was projected.

Outpatient workload data for three previous years, the projected workloads eight
years hence, and a description of how the projection was made.

In the case of hospital facilities, calculations supporting the proposed number of
inpatient beds based on the bed planning methodology adopted by the
Department in 1980-1981.

A "Service Unit Master Plan" consisting of an enumeration of existing IHS health
care facilities in the service unit and their current outpatient workloads plus a
discussion of any plans to expand or close any of these facilities or to construct
any new ones. The impact of any such plans should be reflected in the projected
outpatient workload for the subject facility.

For each hospital department, statements of the assumptions used with the
Space Planning Criteria and Resource Allocation Criteria to determine space and
staffing requirements. This should include such items as the projected service
population, annual number of outpatient visits, annual number of radiology
examinations, etc.

For each facility, a description of required environmental mitigation must be
included. Particular attention should be directed at the management of medical
wastes.

Because numerous, basically similar hospitals and ambulatory care facilities have been

constructed for IHS in recent years without the preparation of a comprehensive or
programmatic environmental review document, each such proposal is subject to the
environmental review requirements which are made of any other PHS facility.
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SBJECT: Yaiver of Need for Program of Requirements for

A.

C,

Selected Parking Lots and Helicopter Landing Pads

‘l;,"_uu-% = This Circular waives the requirement of the PHS

tlities Manual, Volume I, Chapter 2-4, "Preparation and Approval
of Program of Requirements Documents," for OASH approval of a
Program of Requirements (POR) for new construction projects
consisting solely of new parking lots and belicopter landing pads
located outside of Standard Metropolitan Statistical Areas (SMSA).
Chapter 2-4-10C provides for the granting of such waivers.

Background - Executive Order 12191, dated February 1, 1980 and

41 CFR, dated July 1, 1987, Subpart 101-6.3, '"Ridesharing."
requires agencies to implement parking incentives which promote
ridecharing and the efficient use of federally controlled parking
areas. The construction of helicopter landing pads must take into
account air traffic restrictions, safetv, noise impact and other
considerations. OASH oversight is needed to help assure that
agencies give adequate consideration to these requirements in
planning the subject facilities.

Policy

1 It has been determined that under the provision of PHS Chapter
2-4-1C it is reasonable to grant & blanket waiver from the
requirement that OASH approve a POR for new construction
projects consisting solely of mew parking lots and helicopter
landing pads located ocutside of SMSAs., The need for and
opportunity to effect ridesharing programs and utilizetion of
public transportation is greater in metropolitan areas than in
rural areas. Potential adverse impacts of helicopter landing
pads are also greater in metropolitan areas than in rural
areas. This does not relieve agencies from the need to camply
with 41 CFR and to observe applicable regulations and the
impact of the construction of helicopter landing pads. Agency
heads or their delegatees must approve each specific new
parking lot and helicopter landing pad project.

Distribution: OASH, ADANHA, (I, FDA, HRSA, IH5, NIH, ATGDR,

Addressees

Filing Instructions: File this circular after Chapter 2-4 (Velume I)
Cancellation Date: January 1, 19893
Material Superseded. Dbone
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i

Vost perking lois and helicopter landing pods are constrgcoed
Bx & part of a lerger project which reguires & POR, In these
cases, Justificaticn and description of the parking lot and/or
g-;&ll:lmﬂtnr landing pad should be incloded ax a part of the

In ™ha came nf pareing Ints snd helicoplar landi it
locnted in SMSAE and not part of o larger mje-;:i:;l agencies
May reguest a weiwver Inom the POR regalrement an &
case-ly—cise basie. The waiver request asbouild justify the
aeed for the facility and indicate the smoner in which 41 CTH
ahd spplicable safery and envimpnental concerns have Deen
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Subject: Program of Requirements Signature Page
PROGRAM OF REQUIREMENTS

FOR
(PROJECT NAME)

(LOCATION)
Approved:
Agency Date
Agency Date
DHFP Date
PHS Date

U.S. DEPARTMENT OF HEALTH AND HUMAN SERVICES
U.S. PUBLIC HEALTH SERVICE
(AGENCY)
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PROGRAM JUSTIFICATION DOCUMENT
FOR
(PROJECT NAME)
(LOCATION)
Approved:

Agency Date
Agency Date
DHFP Date
PHS Date
DHHS Date

U.S. DEPARTMENT OF HEALTH AND HUMAN SERVICES
U.S. PUBLIC HEALTH SERVICE
(AGENCY)

Page 1
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SUBJECT: FACILITY MASTER PLANNING

PHS: 3-1-00 Purpose
10 Laws and Regulations
20 Organizational Responsibilities
30 Definitions
40 Contents of Master Plans
50 Master Plan Submittals
60 Master Plan Approval

PHS:
3-1-00 PURPOSE

The purpose of this chapter is to assist PHS agencies and centers in the utilization and long-
range planning of various sites and facilities necessary for the proper execution of their programs.
Proper master planning of the various PHS owned facility sites will be beneficial to long range
program goals by establishing efficient and economical site utilization plans which are
environmentally sound and which provide a rational basis for budget requests. Master Plans, to
remain useful, should be updated approximately every five years.

A. Applicability of Master Planning. Master planning procedures are normally appropriate for
all PHS direct Federal or lease/purchase construction projects or site acquisitions that will
eventually lead to more than one principal building, structure or activity on one site. This
includes sites shared with other government agencies or with private firms, but does not
include direct leasing facilities.

B. Existing Sites. Master plans should be developed for existing PHS sites that contain more
than one building. Such studies should reflect both the special needs of the site and the
impact on the surrounding community and the environment when revised for factors such
as changes in facility utilization, mission changes, etc.

PHS:
3-1-10 LAWS AND REGULATIONS

Laws and regulations applicable to the master planning process as it applies to the PHS facilities
planning program are listed below. Other regulatory requirements that may be applicable to
master planning are listed in Chapters 2-2, 3-2, 3-3 and 4-5 of the PHS Facilities Manual.

NOTE: The Clean Air Act and the Superfund law impose other, facilities-specific requirements.
A. National Environmental Policy Act of 1969 (42 U.S.C. 4321)." This law prescribes the

consideration that must be given to the facility's impact on the human environment. See
PHS Manual Chapter 3-2.

B. National Historic Preservation Act of 1966 (16 USC 470) and Implementation Procedures
Contained in Federal Register Vo. 35, No. 23, February 3, 1970, Department of the
Interior, National Park Service "National Regqister of Historic Places." This document
requires evaluation of the effect the proposed facility may have on historic properties listed
or which may be eligible for listing in the National Register of Historic Places, and requires
that the Advisory Council on Historic Preservation be notified and given reasonable
opportunity to comment with regard to the undertaking. See PHS Manual Chapter 3-3.
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C.

PHS:

Executive Order 12372, "Intergovernmental Review of Federal Programs," Revised April 8,
1983. This Executive Order requires Federal agencies to undertake coordinated planning

on an intergovernmental basis with local, regional, and State agencies for Federal actions

involving construction and acquisition use and disposal of Federal real property.

Uniform Relocation Assistance and Land Acquisition Policies Act
of 1970 (42 U.S.C. 4601 et seq.). This law sets forth the policy for fair and equitable
treatment of persons displaced as a result of Federal and Federally assisted programs.

Housing and Urban Development Act of 1970 (42 U.S.C.
1410 et seq.). This law reflects national policies on urban growth.

National Capital Planning Commission (NCPC) - "Master Planning Reqgulations." All PHS
sites in the Washington D.C. metropolitan area are subject to the NCPC master planning
regulations.

3-1-20 ORGANIZATIONAL RESPONSIBILITIES

A

PHS:

PHS Agency. Develops program of requirements (POR) document (see PHS Chapter 2-
4), conducts employee consultation meetings as required by Federal statute, and
designates operating agency representatives as members of the master plan review and
evaluation team. Develops long-range program plans used as a master plan guide.
Integrates environmental considerations in the executive decision making process,
incorporating environmental documents in the master plan document.

Division of Health Facilities Planning (DHFP)/ORM/OM/OASH. Provides technical support
to the PHS operating agencies. Reviews and coordinates actions/recommendations within
the PHS, HHS and with other Federal Departments and Agencies. Assists the agencies in
selecting consultants for the development of master plans, see PHS Chapter 4-2. Provides
guidance to agencies in the development of environmental documents.

3-1-30 DEFINITIONS

A.

Master Plan. The master plan is a set of physical development plans for a site containing

more than one building. Master plans analyze and document overall multiple building

designs, their interrelationships and site requirements, including but not limited to:

1. Land Use;

2. Site development including the general location and use of all existing buildings to
remain and proposed buildings, the order of magnitude of building scale and
orientation, and other site improvements.

3. Future expansion potential and the staging sequence of development over the
twenty years, in five year increments;

4. Landscaping;
5. Grading and drainage patterns;

6. Pedestrian and vehicular circulation and parking;
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7. Support services and utility requirements;
8. Off-site improvements to support development;
9. Environmental impacts.

B. PHS Applicable Sites. All sites owned and/or occupied by PHS employees that contain at
least two independent buildings.

3—1—4;0 CONTENTS OF MASTER PLANS

A. General - The Master Plan should reflect thorough planning, the establishment of a
comprehensive and coordinated approach to physical development at the site, ensure
regulated growth and land use, permit flexibility of use and provide for future expansion to
meet long-range program goals without disrupting the efficiency of the plan or adversely
impacting the environment.

B. Master Plan Requirements - Master plans should address each of the following areas and
provide viable solutions for any deficiencies or conflicts which may be identified:

1. Program Requirements - Establish planning premises and the Master Plan goals
and objectives. Define the specific concepts and standards for future development.

2. Region and Location - Describe the regional setting in terms of existing and future
land use patterns, transportation systems, utility services, population, economy, and
cultural assets. Also indicate current land use and zoning of adjacent areas.

3. Boundary and Topographic Data - Include existing and proposed surveys as
appropriate.

4, Proposed Site Utilization - Show the areas allocated to each function and proposed
general use.

5. Improvements - Show existing and proposed structures and other improvements

such as roads, parking areas, heliports, refuse handling areas, etc.

6. Circulation - Indicate internal road network, access points, parking facilities,
pedestrian and bicycle movement systems, public transportation, and service
access flow. Evaluate traffic impacts of proposed development and propose
transportation management strategies to minimize impacts. Material flow should
also be delineated (e.g. deliveries and trash disposition) as appropriate.

7. Landscaping - Indicate general concepts for open space and green areas, and the
location and extent of existing and proposed landscaping.

8. Fire, Life Safety, and Accessibility - Proposed building site location should consider
fire protection and safety. Factors for consideration include but are not limited to
combustibility, occupancy and attendant hazards, proximity of fire fighting resources,
ease of access, climate and topography. Special consideration should be given to
the safety and accessibility of facilities for occupants as well as visitors.
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9. Utilities - Show all utilities including solid and hazardous waste handling and
disposal plans. Indicate proposed utility upgrades and new utilities necessary to
support proposed development. It is preferable that utilities be located underground
where practicable. Also, where possible, utility distribution systems should be
located to facilitate ease of access and future land use. Ultility capacity in excess of
five years should be evaluated on a life cycle cost basis.

10. Environmental Impacts - Analyze the potential impacts of all of the above on the
environment, including natural resources, historic properties, waste management,
etc.

11.  Existing Resources - Determine the major natural and man-made elements which
affect potential development, such as the physical features of the site, climate,
environmental features, utilities, historic/archaeological features, natural amenities
and visual quality, constraints and opportunities.

12. Development Plan - lllustrate the proposed development of the site over the next
twenty years, including the disposition of existing buildings, the infrastructure, new
construction and other improvements.

13. Energy Conservation - Establish energy conservation strategies and policies as they
relate to siting and design of buildings, transportation practices and renewable
energy resources.

14.  Site Development Standards - Present specific site element recommendations such
as building density, bulk guidelines, and set-backs.

15. Implementation - lllustrate phasing strategies for the implementation of the Master
Plan over the next twenty years.

16. Interrelationship - Describe the relationship of the Master Plan to applicable local,
regional, state, and federal development plans and policies.

PHS:
3-1-50 MASTER PLAN SUBMITTALS

Normally, master plans are developed under contract and involve three stages, as described
below.

1. Preliminary: This is the initial stage and generally contains single line sketches and
several alternatives. Also include preliminary environmental documentation. The
approval of this stage by the Government review office entails selection of the
preferred alternative and, therefore, requires sufficient documentation to support

selection.

2. Intermediate: Generally submitted at the midpoint of planning development to the
Government review office and includes work on all disciplines included in the final
master plan.

3. Final Master Plan Reports: A final master plan report shall be prepared upon

completion of all component plans. The report can be submitted under separate
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cover or combined with other data (estimates, charts, etc.) under one cover. Also
include the agency's environmental determination, consisting of a determination of
categorical exclusion, or a Finding of No Significant Impact resulting from an
Environmental Assessment, or the executive summary of an Environmental Impact
Statement. Master plans normally require, at minimum, the preparation of an
Environmental Assessment.

3-1-(‘;0 MASTER PLAN APPROVAL

Because of the future programmatic and funding implications, master plans should be approved
by the agency head. On a case-by-case basis, the Director, Office of Management, OASH/OM
may also ask to review and approve such plans.
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SUBJECT: ENVIRONMENTAL IMPACT PROCEDURES

PHS: 3-2-00 Purpose
10 Background
20 Applicability
30 Environmental Laws and Executive Orders
40 Environmental Documentation
Exhibit X3-2-A Environmental Assessment Checklist

PHS:
3-2-00 PURPOSE

The purpose of this chapter is to assist PHS agencies in the preparation of Environmental
Documentation for the PHS facilities design and construction program. Environmental concerns
that are addressed by the agency early in the planning and budgeting stages usually do not result
in costly time or financial penalties later in the construction process.

PHS:
3-2-10 BACKGROUND

The National Environmental Policy Act (NEPA) of 1969 (42 U.S.C. 4321), as amended,
establishes policy and requirements governing all Federal Departments and agencies with
respect to protecting the environment. Also, HHS General Administration Manual (GAM), Part
30, "Environmental Protection," supplements specific requirements established by NEPA and by
the associated implementing regulations promulgated by the Council on Environmental Quality
(CEQ) (40 CFR 1500-1508). NEPA requires all Federal Departments and agencies to take into
account all potential environmental consequences of their activities prior to initiation of these
activities. Specifically, Section 102(2)(c) of NEPA requires all agencies of the Federal
Government to include an environmental impact statement "in every recommendation or report
on proposals for legislation and other major Federal actions significantly affecting the quality of
the human environment."

PHS:
3-2-20 APPLICABILITY
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Unless a categorical exclusion applies, PHS agencies are responsible for reviewing all proposed
construction actions for environmental effects. CEQ regulations require each Department to
establish criteria for determining categorical exclusions. This work has been completed and each
PHS agency has determined those actions which are classified as categorical exclusions. All
construction is included in the environmental review process except for small maintenance
projects. The agency categorical exclusion regulations should be followed for the environmental
review of construction actions. Generally, the agencies should prepare an environmental
assessment, Exhibit X3-2-A, for each proposed action not categorically excluded and, as a result,
prepare a Finding of No Significant Impact (FONSI) or an Environmental Impact Statement (EIS).

PHS:
3-2-30 ENVIRONMENTAL LAWS AND EXECUTIVE ORDERS

Listed below are the major environmental laws that deal with potential environmental effects from
the PHS facilities construction program. A complete list of applicable laws and executive orders
is contained in HHS, GAM Chapter 30-00-30.

A. The National Environmental Policy Act of 1969 (NEPA) (42 U.S.C. 4321). (1) establishes a
comprehensive policy for protection and enhancement of the environment by the Federal
government, (2) creates the CEQ, and (3) directs Federal agencies to carry out the policies
and procedures of the Act.

B. The Safe Drinking Water Act (42 U.S.C. 300f et seq.), authorizes Environmental Protection
Agency (EPA) to determine if an action which will have an environmental effect on a sole
or principal drinking water source would also constitute a significant hazard to a human
population and, if so, to prohibit such an action.

C. The Clean Air Act (42 U.S.C. 1857 h-7), requires EPA to review and comment on a Federal
agency action which would create a significant environmental impact.

The Clean Air Act Amendment (Latest Revision),

D. The Endangered Species Act (16 U.S.C. 1536), directs Federal agencies to conserve
endangered and threatened species and their critical habitats.

E. The National Historic Preservation Act of 1966 (16 U.S.C. 470 et seq.), directs heads of
Federal agencies to preserve cultural heritage, particularly with respect to sites on/or
eligible for listing on the National Register of Historic Places.

F. The Archeological and Historic Preservation Act (16 U.S.C. 469 a-1 et seq.), directs
Federal agencies to preserve significant scientific, prehistorical, historical and
archeological data.

G. The Coastal Zone Management Act (16 U.S.C. 1456 et seq.), directs Federal agencies to
conduct activities consistent with an approved State coastal zone management program.

H. The Wild and Scenic Rivers Act (16 U.S.C. 1278), directs Federal agencies to consider
and preserve the values of wild and scenic areas in the use and development of water and
land resources.

l. Toxic Substance Control Act (15 U.S.C. 2601), requires agencies to develop plans to
insure ultimate safe disposal of toxic substances.
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J. Solid Waste Disposal Act (42 U.S.C. 4901, et seq.), sets responsibilities with the originator
for proper handling and disposal of solid wastes.

K. Executive Order 11990, May 24, 1977, directs heads of Federal agencies to avoid (1) the
long- and short-term adverse impacts associated with the destruction or modification of
wetlands and (2) direct or indirect support of new construction in wetlands whenever there
is a practical alternative.

L. Executive Order 11988, May 24, 1977, directs Federal agencies to take action to avoid the
occupancy or modification of floodplains and to avoid direct or indirect support of
development in floodplain areas whenever there is a practical alternative.

M. Executive Order 12088, October 13, 1978, directs Federal agencies to comply with local
state and Federal pollution control standards for facilities operation. This means that PHS
facilities and sites are subject to numerous State and other environmental laws.

PHS:
3-2-40 ENVIRONMENTAL DOCUMENTATION

A. General. In order to identify the required documentation, an environmental assessment,
Exhibit X3-2-A, must be prepared. This assessment will eventually be used to prepare
either a FONSI or EIS. In preparing the assessment, it is necessary to clearly identify the
environmental effects and the changes that would occur if the action were taken.

B. Criteria. In determining whether a proposed construction action will or will not "significantly
affect the quality of the human environment," the agency should evaluate the expected
environmental consequences of a proposed action by means of the steps contained in
GAM Section 30-60-20 which are outlined as follows:

Step One - Identify the environmental effects that will occur as a result of the construction
program.

Step Two - In considering the effects, focus on the human environments interfacing with
the construction program.

Step Three - Identify the kinds of changes these effects will have on the human
environment.

Step Four - Identify the extent of the changes and whether they are significant.

Generally, in developing the environmental assessment, the above steps may be
combined for clarity and ease of documentation, especially where there is no indication of
significant changes associated with the action.

C. Finding of No Significant Impact - (FONSI) - For the purposes of NEPA, a FONSI
documents an agency judgment that a proposed construction action not categorically
excluded from NEPA requirements will not significantly affect the quality of the human
environment. A FONSI should meet the criteria described in GAM Section 30-30-30B2
and, in addition:

1. Include a list of agencies and persons to whom distributed;
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2. Briefly present why the proposed action will not significantly affect the human
environment, including the environmental assessment or a summary thereof; and

3. Be made available to the public and other interested parties including, when
appropriate, publication in the Federal Register of a notice announcing its
availability, consistent with 40 CFR 1506.6(b) and 1501.4 (3) (2).

Construction actions on occasion may require different approaches for developing
environmental information. It is not unusual to have a construction action underway, e.g.,
in the early budgeting and planning stages, and not have site selection finalized.
Therefore, on construction projects the environmental assessment may be prepared at
different stages by sources such as a Planning Consultant, Architect/Engineer or
nongovernment agency.

D. Environmental Impact Statement - (EIS)

1. General. The agency head or his/her designee responsible for carrying out a
specific action is responsible for preparation of the EIS associated with the
construction action.

2. Public Interface Requirements. The PHS agency should be aware of the extensive
Public Notice and other requirements associated with EIS preparation. See GAM
Section 30-60-60 for detailed procedures and requirements.

3. EIS Format/Contents. An EIS consists of three sections: a forward with summary,
main text, and appendices. If a proposed action will also affect a cultural or natural
asset (as defined in the related acts), the statement shall incorporate the material
required by the applicable related acts. Specific details and related information for
the prescribed format and contents of an EIS is contained in GAM Section 30-60-50,
and applicable Agency Environmental Regulations.

E. Record of Decision. Subsequent to preparing an EIS, and prior to undertaking project
construction, the PHS agency head shall prepare a public record of decision including a
synopsis of the following:

1. The decision;
2. Alternatives considered;
3. A discussion of salient factors which were involved in the decision;

4. A discussion of measures or safeguards to be adopted to minimize potential
environmental harm; and

5. A public record of decision pursuant to 40 CFR 1502.2.
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ENVIRONMENTAL ASSESSMENT CHECKLIST

A. INTRODUCTION. This document should be used in the initial compilation of
environmental data and as a checklist to determine areas where additional information is
needed. Pertinent technical data (plans, site maps, studies and reports) may be attached
or included with the Environmental Assessment.

B. BACKGROUND DATA'.

Agency

Facility Size and Cost Estimate
Purpose and Occupancy

Site Size and Location

PN =

C. ENVIRONMENT. Describe the environments (terrestrial, subterranean, aquatic, aerial)
affected by the proposed action. Define boundaries (natural or imposed), zoning or other
restrictions.

D. POPULATIONS. Describe the populations (human, plant, animal) affected, and any
changes to the populations which can be expected to occur. Consider the impact to both
permanent and temporary or transient populations.

E. SERVICES. List the types of services which may/will be required, the availability of such
services, and the ability of current systems to provide them.

F. POLLUTION. Address any pollution (air, noise, water, etc.) sources which may be
introduced or aggravated. Discuss the traffic (motor vehicle or other) that will be
introduced into the area on a short-term and long-term basis. Where appropriate, explain
how the pollution impact will be mitigated through planned measures or safeguards. Also,
particular attention should be focused on equipment or systems of the proposed facility
which may require a permit or license to operate (e.g., incinerators).

G. HISTORIC/ARCHEOLOGICAL DATA PRESERVATION. Considering the site
characteristics and facility location, will the proposed construction:

1. Affect a site listed on or eligible for the National Register of Historic Places, the
National Landmarks Registry, or any State or local list;

2. Affect any known or potential archeological sites;

3. Alter sites which are known to contain or are suspected of containing valued
archeological, prehistoric, or scientific data; and

4. Bring about the destruction of any structure which is more than 50 years old?

If there are effects on any of the above items, refer to Chapter 3-3 of the PHS Facilities
Manual for additional guidance.

' Provide Facilities Program of Requirements (or Program Justification Document), PHS Chapter 2-4, if

available in lieu of this paragraph.
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NATURAL ASSETS REVIEW. Will the proposed construction be located within or affect
the following regions or areas:

H.

1.

2.

5.

6.

Coastal zones (as identified by state Coastal Zone Management (CZM) plans);
Floodplains (Federal development should avoid 100 year floodplains);

Wild and scenic rivers (as identified by Department of Interior);

Wetlands;

Sole source aquifers (as identified by the Environmental Protection Agency); and

Marine sanctuaries (as identified by the Department of Commerce).

If the construction has the potential to affect any of the above, elaborate on what the
effects may be, and what safeguards or measures must be taken to prevent or mitigate the
impacts.

ENDANGERED SPECIES. Discuss the effects of the construction action if the site in

known or suspected to contain any species on the Endangered Species List (threatened).

BIBLIOGRAPHY. Provide a bibliography for the information sources contained in the

assessment. Include names, titles, agencies/firms, addresses, and telephone numbers for
each source. Also, include the name, title, and address of the preparer.
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SUBJECT: HISTORIC AND ARCHEOLOGICAL DATA PRESERVATION

PHS:  3-3-00 Purpose
10  Legislative Background
20  Applicability
30 Historic Properties
40 Historic Reviews
50 Required Statements
60  Archeological Data

PHS:
3-3-00 PURPOSE

The purpose of this chapter is to provide general guidance for the application of Federal
procedures related to historic and archeological data preservation associated with the various
PHS construction programs. Timing of clearances as they relate to the construction process are
discussed. The Federal actions considered in this chapter include acquisition of sites and
buildings, and the planning, design and construction of PHS facilities.

PHS:
3-3-10 LEGISLATIVE BACKGROUND

Section 106 of the National Historic Preservation Act states that the Advisory Council for Historic
Preservation (ACHP) will have an opportunity to comment on any proposed Federal undertaking
which will affect a historic property which is listed on or is eligible for listing in the National
Register of Historic Places. The Archeological and Historic Data Preservation Act states that the
Secretary of the Interior shall have an opportunity to recover significant historical or scientific data
before it is irrevocably lost through a Federal undertaking.

PHS:
3-3-20 APPLICABILITY

A. Historic Preservation. Each proposed PHS construction action must be reviewed in order
to determine whether it will affect a property which is on or may be eligible for the National
Register of Historic Places. This determination must be made by the PHS Agency Head or
designee. It is recommended that such determinations be made early in the planning and
budgeting process.

B. Archeological Data Preservation. Since heavy construction equipment used for site
escavation, etc., may destroy the soil stratigraphy, which archeologists need in order to
date and understand the context of artifacts, as well as affecting the artifacts themselves,
an archeological survey of the site should be undertaken early in the planning process. In
any event, it is the responsibility of the PHS agency involved to include proper construction
specifications for identification and contextual analysis recovery of artifacts. Potential for
time delays and extra costs associated with artifact recovery should also be recognized in
the process.

PHS:

3-3-30 HISTORIC PROPERTIES

Each Federal agency has a responsibility for identifying potential properties for the National
Register of Historic Places. It must nominate to the National Register of Historic Places, eligible
properties which it owns or otherwise controls.
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A. Eligible Properties.

1. For purposes of PHS construction activities, properties are defined as "districts,"
"sites," "buildings," and "structures." (See National Historic Preservation Act of 1966
(16 U.S.C. 470 et seq.))

2. Properties may be eligible because of their association with significant historical
events, or the lives of persons significant in our past; because of distinctive artistic or
technological characteristics; or because they are likely to yield important historical
information.

B. Eligibility Determinations. PHS agencies, in consultation with the State Historic
Preservation Officer (SHPO), shall apply the National Register Criteria for Eligibility to each
property to determine which may be affected by a proposed action. If either party
concludes that the property may be eligible, the agency shall submit a letter to the
Department of the Interior requesting the Keeper of the National Register to make a
decision concerning eligibility. The action cannot be taken until the Keeper responds or
until 45 days have passed, whichever occurs first. Consultation with the Advisory Council
can be conducted simultaneously. If the Keeper finds the property ineligible, the cultural
identification process is complete.

PHS:
3-3-40 HISTORIC REVIEWS

A historic review is an examination and analysis of changes in property which may occur as a
result of the proposed PHS construction action. (See 36 CFR 800.3(a).) A historic property is
affected whenever one or more of the following changes occur:

A. altering physical characteristics such as regrading of site and/or demolition of buildings or
features;

B altering the physical setting such as extensive changes to adjacent sites or buildings;
C. moving the facility;

D altering the use of the facility;

E. altering level of activity occurring at the facility.

The findings of the review will be documented in a written statement described in the following
paragraph.

PHS:
3-3-50 REQUIRED STATEMENTS

A. Limited Statement. If a proposed action will affect a property which is on or determined to
be eligible for the National Register by the Secretary of the Interior, PHS Agency Heads
shall develop a draft limited statement and submit it to the appropriate SHPO. Following
the receipt of comments from the SHPO (or after a period of 30 calendar days) the
statement is then sent to the Advisory Council for comment. A cover letter shall state
whether the program considers the effects to be adverse within the context of the historic
value of the property (36 CRF 800.3(b)). If the Advisory Council fails to respond within 30
days, the review is complete. If the Council concurs that the proposed action will not
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adversely affect the property, the review is complete. The Chairman of the Council may
choose to develop a Memorandum of Agreement for actions which will affect a property
adversely in order to mitigate the effect. Such memoranda will specify the various
mitigation measures (e.g., record data prior to destruction) that the various involved parties
agree to follow.

B. Full Statement. The Advisory Council may request the agency head to prepare a full
statement (known as a draft case report) prior to discussing a Memorandum of Agreement.
HHS or the Council may develop a Memorandum of Agreement after discussing the
statement. Among the alternatives in a full statement which must be included are
alternative uses of a historic property other than for the underlying purpose of the proposed
action.

PHS:
3-3-60 ARCHEOLOGICAL DATA

A. Construction Contract Specifications. PHS construction contracts involving excavation
should include appropriate specifications to avoid excess claims in the event notification
and recovery procedures associated with archeological data are required.

B. Notification. If continuing with the planned construction will bring about the irretrievable
loss of significant scientific, archeological, historic or prehistoric data, the PHS agency shall
inform the Secretary of the Interior. If the Secretary does not respond within 60 days, the
review is complete. If the Secretary offers to pay for the recovery of the data, he/she shall
have at least six months to effect recovery.

C. Recovery. If a proposed action involves a Federal construction project or a Federally-
licensed project, and the action will result in the irretrievable loss of scientific,
archeological, or historic data, up to one percent of the project construction costs may be
used to recover the data.
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SUBJECT: SITE SELECTION

PHS: 3-4-00 Purpose
10 Applicability
20 Organizational Responsibilities
30 Laws and Regulations
40 Additional Site Evaluation Considerations
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PHS:
3-4-00 PURPOSE

The purpose of this chapter is to provide guidance on evaluating and selecting sites for planned
new facilities which will not be part of an existing facility complex.

PHS:
3-4-10 APPLICABILITY

This chapter is applicable to all proposed new PHS construction projects, including proposed
lease-purchase facilities. IHS has developed facilities site selection and evaluation procedures
that are tailored to the special problems and needs of their construction program and which are
used in place of this chapter.

PHS:
3-4-20 ORGANIZATIONAL RESPONSIBILITIES

In general, new construction projects not involving an existing facility complex should be
preceded by a careful site evaluation/selection and environmental review process. Basic
responsibilities in performing these studies and related tasks are as follows:

A. PHS Agencies. Develop Program of Requirements (POR) document, conduct employee
consultation meetings when required by Federal statute, designate agency representatives
of the site evaluation team, perform initial environmental analyses, and provide general
directions to the site evaluation/selection process.

B. Division of Health Facilities Planning/ORM/OM/OASH. Provides technical support to the
PHS operating agencies. Provides staff support to the Assistant Secretary for Health on
site questions and decisions. Reviews and coordinates actions/recommendations within
the PHS, and with other Federal agencies.

C. Office of Management/OASH/PHS. On a case-by-case basis, the Director, Office of
Management may ask to review/approve the proposed construction site and/or have
members of the Division of Health Facilities Planning/ORM/OM participate in the site
evaluation process.

PHS:
3-4-30 LAWS AND REGULATIONS

The following laws and regulations are applicable to the site evaluation/selection process.



PHS Chapter 3-4 Page 2

PHS Facilities Manual (Volume [)

PHS Transmittal 93.9 (4/23/93)

A. Executive Order 12072 - "Federal Space Management of Federal Space," Dated August
16, 1978. Proposed sites and facilities selected and developed for Federal agencies
should consider the effective support of program missions as well as economies
associated with efficient facilities management and administration. In the case of proposed
development located in urban areas, the Federal agency is also required to coordinate the
proposed development with any local, state, and regional plans directed at providing
economic and social benefits within the urban metropolitan region.

B. Executive Order 12372, "Intergovernmental Review of Federal Programs," Revised April 8,
1983. This Executive Order requires Federal agencies to undertake coordinated planning
on an intergovernmental basis with local, regional, and State agencies for Federal actions
involving construction and acquisition use and disposal of Federal real property.

C. National Environmental Policy Act of 1969. (42 U.S.C. 4321). The document sets forth the
policy and mandatory considerations, including reports, on the planned facility's impact on
the human environment. See PHS Chapter 3-2, Environmental Impact Procedures.

D. National Historic Preservation Act of 1966 (16 USC 470) and Implementation Procedures
Contained in Federal Register Vol. 35, No. 23, February 3, 1970, Department of the
Interior, National Park Service "National Register of Historic Places." - This document
requires evaluation of the effect the proposed facility may have on properties which may be
eligible for listing in the National Register of Historic Places, and requires that the Advisory
Council on Historic Preservation be notified and given reasonable opportunity to comment
with regard to the undertaking. See PHS Chapter 3-3, Archeological and Historic
Preservation.

F. Uniform Relocation Assistance and Land Acquisition Policies Act of 1970. (42 U.S.C. 4601
et seq.) This law sets forth the policy for fair and equitable treatment of persons displaced
as a result of Federal and Federally assisted programs.

PHS:
3-4-40 ADDITIONAL SITE EVALUATION CONSIDERATIONS

In addition to ensuring that legal requirements are met, a careful site selection process is useful in
ensuring that the recommended site will physically accommodate the planned facility, parking,
and other necessary site features. To the extent practicable, it should also be directed at
ensuring that the general location possesses housing, shopping facilities, and other amenities
needed to attract and retain staff. Another basic purpose involves identifying any special site
costs which need to be considered in developing a project cost estimate.

PHS:
3-4-50 SITE EVALUATION REPORTS

A. General - Normally, the site evaluation process will be conducted by a study team which
includes architectural/engineering expertise plus program or generalist staff, and
environmental staff. The evaluation process will result in a detailed report with
recommendations. The site study should be conducted prior to completion of the POR
document for the planned facility, and a description of the site should be included in the
POR (see PHS Chapter 2-4).

Basic pieces of information germane to site reports for all PHS agencies and programs are
discussed below. A specific site evaluation/selection process was developed in 1982 for
new health care facilities of the Indian Health Service. This process may contain useful
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ideas for other PHS components faced with site questions and decisions. Updated copies
of the process are available from the Indian Health Service.

B. Physical Site Data. Potential sites should be described and documented with the following

physical data. This data is used for preliminary suitability screening and subsequent
analyses. The data may be gathered in numerous ways (direct investigation, consultants,
etc.) and should be verified by the site selection team.

1.

The general topographic survey information, roadways, structures, utility lines and
property boundaries should be identified and certified by a registered land surveyor.
Other physical features such as forested areas, flood plains, escarpments, historic
or archeological sites, etc., should be indicated as appropriate.

Subsurface soil conditions should be determined by a soil testing firm, using a
number of borings appropriate to the site size, soil profile, and proposed foundation
requirements. More extensive geologic investigations should be conducted for sites
in geographical areas of known natural hazards; i.e., seismic risk areas. Such
reports should include recommendations as to the geological appropriateness of the
site.

The site should be considered for suitability and expense of excavations, site
preparation, building foundations, and utility lines and connections.

An investigation should be conducted to determine the availability of utilities
necessary to support the proposed project. These utilities include:

a. Water - Size and location of existing lines, existing pressure, and source of
supply.
b. Sewer - Type of existing system; i.e., combined (storm and sanitary) or

separate; size and location of existing lines; type of sewage treatment
(primary or secondary).

C. Fuel - Type of fuel available; size, location, and pressure of existing lines; and
availability of low sulfur fuel.

d. Electricity - Availability and reliability of electrical power.

e. Telephone Service - Availability and reliability.

f. Solid Waste Disposal - Availability and proximity of disposal sites, including
hazardous wastes, if applicable.

Environmental baseline data should be obtained and evaluated, including air quality,
water quality, transportation systems, historic properties, etc. In the acquisition of
real property (whether by purchase, lease, permit, right-of-way, etc.), a thorough
investigation should be conducted to determine whether any previous use, storage,
or disposal of hazardous materials may have occurred on the property. The
potential of the property's exposure to contamination from adjacent or nearby
properties should be evaluated.

Comparative Site Evaluations - Based on past experience, the following features would

normally be appropriate for portions of the site study report addressing merits of the
respective potential sites.



PHS Chapter 3-4 Page 4
PHS Facilities Manual (Volume [)
PHS Transmittal 93.9 (4/23/93)

1.

Executive Summary - An executive summary of one to three pages summarizing the
sites evaluated, the overall selection process, a description of the recommended
site, the environmental determination, and the reasons for this recommendation.

Sites Investigated - A base map identifying the location of all sites investigated, and
specific designation of the three sites rated highest, in order of preference. Include
a written statement identifying all sites investigated by location, name of owner,
acreage or square footage, and estimated acquisition price. Also note any zoning,
building code, or other factors significantly affecting one or more of the potential
sites. Summarize potential environmental impacts and mitigation associated with
each site.

Recommended Site - A written statement for the first-choice site, describing specific
site utilization and engineering requirements set forth in Chapter 4-5. State whether
the recommended site is the environmentally preferable site. It may be necessary to
develop this data for additional sites in the event that the recommended site is not
ultimately selected.

Program Compatibility - A written statement and accompanying documentation
justifying the compatibility of the top-rated potential sites with specific programmatic
requirements contained in the agency's draft POR document, including conformance
with the intent, purposes, and procedures of the National Environmental Policy Act.

Housing - A detailed analysis and documentation of the availability, on a
nondiscriminatory basis, of appropriately-priced housing for staff of the new facility.

Community Services - A detailed analysis and documentation of the availability of
other community services, (e.g., transportation, shopping facilities, educational
facilities, etc.).

Relocation - Where applicable, a detailed analysis and plan for relocating families
and businesses displaced as a result of the construction project. The plan should
identify suitable replacement housing, allowable costs associated with relocation,
and provide for relocation of families and businesses prior to the acquisition of any
sites.

Compliance with Federal Statutes - Provide written statements and/or
correspondence related to the following:

Intergovernmental Review, E.O. 12372

National Environmental Policy Act

National Historic Preservation Act

Statement addressing availability of surplus Government-owned property in
the area.

aoop

If other reports are necessary to comply with the Federal statutes, they should be
referenced in or appended to the Site Evaluation Report.

9.

10.

Employee Meetings - As relevant, a written summary of employee consultation
meetings should be included in the Site Evaluation Report.

Summary Exhibits:
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a. Some or all of the following exhibits may be appropriate to support/depict
statements in items 1 through 9 above.

(1) Base maps indicating existing and proposed public transportation
routes and facilities and approximate travel time from employee
residential areas to employment site, with recommended sites
identified.

(2)  Appropriate zoning maps with recommended sites identified.

(3) In appropriate detail, data and maps from the latest census of housing
and population indicating housing distribution and value, population
trends, and other socio-economic indicators, with recommended sites
identified.

(4) General land use maps of the city and region indicating existing land
use and proposed future use, with recommended sites identified.

(5) Environmental summary map, showing the locations of environmental
hazards and/or historic properties which may impact and/or be
impacted by the proposed facility.

(6) Any other base maps that contributed significantly to the site evaluation
team's recommendations or assist in understanding the
recommendations.

(7) A summary matrix of all site evaluation requirements and sites
investigated indicating scores for the sites, and the three sites with top
totals identified.
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SUBJECT: FEASIBILITY AND OTHER FACILITIES STUDIES

PHS:  3-5-00 Purpose and Scope
10 General Guidance for Facilities Studies
20 Feasibility Studies
30  Pre-Design Studies
40 Site Studies
50  Building Systems Studies
60 Other Studies

PHS:
3-5-00 PURPOSE AND SCOPE

A. The purpose of this chapter is twofold:

1. To provide general information on requirements for facility studies to agency staff
responsible for preparing or managing such studies.

2. To provide specific requirements for such studies. In particular, it should be noted
that the Director, Office of Management (OM), must approve the scope of work for
feasibility studies which have potential substantial budget implications (section 3-5-
20B). Such approval requires the submission of an adequate environmental
determination.

B. This chapter includes guidance and requirements on all technical facility studies normally
performed within PHS. Generally, the studies described in this chapter are contracted with
private architectural/engineering (A/E) or other technical consulting firms. Alternatively,
they may be performed by the PHS agency or other Federal personnel. When a PHS
component does not conduct a study in-house, and turns to another Federal component for
the service, an interagency agreement is executed. The PHS component remains
responsible for the adequacy of all environmental documents.

PHS
3-5-10 GENERAL GUIDANCE FOR FACILITY STUDIES

The following general format is provided for guidance purposes where a format for preparing a
work plan is not specified. At a minimum, facility studies address program, budget, and
environmental requirements. This applies to all types of feasibility and special studies, and is
oriented to studies conducted by consultants.

A. Background. The background and reasons for the study should be developed in sufficient
detail to justify its need.

B. Scope of Work. The work to be performed by the consultant should be described in detail.
Specify the composition of the team in terms of disciplines, specialists, and support staff.
The type of report and presentation form should also be discussed.

C. Format. The format of the study report (e.g., drawings, text, maps, graphs, charts, photos,
etc.) and other deliverables should be described in detail.

D. Submittals. Contract studies require the following stages as a minimum.
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1. Preliminary. Composed of free hand or line sketches and draft or outline text.

Alternatives should be reviewed and preferred scheme approved prior to proceeding
with other stages. A draft Environmental Assessment should be prepared, or a
claim for categorical exclusion should be substantiated. If historic properties may be
affected, the relevant State Historic Preservation Officer's determination of effect
should be included.

2. Intermediate Report. At this stage the study is approximately 50 percent complete
and the text and other material contained in the report are presented in the final
format. If the project is not categorically excluded, a final Environmental
Assessment should be included, together with either a recommended Finding of No
Significant Impact or a draft Notice of Intent to prepare an Environmental Impact
Statement. [f historic properties may be adversely affected, a draft Historic
Preservation Plan should be included.

3. Completed Stage. Usually submitted at the 95 percent plus development stage and
contains all of the material (text, drawings, photo, charts) in the format to be
presented in the final report. Either a Finding of No Significant Impact or a Draft
Environmental Impact Statement should be included. An approved Historic
Preservation Plan should be included, if applicable.

4, Final Report. The final report should be prepared and signed by a registered
professional in the discipline or specialty of the study. Final environmental and
historic preservation documents should be signed by the person having final
approval authority for the project (i.e., the person who can irrevocably commit the
government's resources).

PHS:
3-5-20 FEASIBILITY STUDIES

The feasibility study is the most fundamental of facilities studies, and addresses program,
engineering, architectural, environmental, and budget issues. It is most frequently undertaken as
part of a decision process on modernizing and/or expanding an existing facility versus
constructing a replacement facility, or on the appropriate size and scope of a planned new facility.
Such feasibility studies are frequently made in conjunction with preparation of a Program of
Requirements (POR) document (see Volume |, Chapter 2-4, "Preparation and Approval of
Program of Requirements Documents").

A. The workscope and parameters for a feasibility study must be stated in objective terms so
that the A/E or consultant firm can produce an unbiased report.

B. In cases where results of the feasibility study have substantial budget implications (e.g., $1
million or more) and may be used as the basis for a budget request, the scope of work
must be submitted to and approved by the Director, OM before consultant services are
solicited.

C. If the issues are basically technical, requiring A/E disciplines, the A/E selection process
described in Volume I, Chapter 4-2, "Architect/Engineer Selection Process and Approvals,”
must be followed after the workscope is approved.
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D. If the project belongs to a category of actions which is excluded from the requirement to
prepare an Environmental Impact Statement (EIS), then the exclusion must be described.
Otherwise, either a Finding of No Significant Impact must be made as the result of an
Environmental Assessment, or an EIS must be prepared.

PHS:
3-5-30 PRE-DESIGN STUDIES

Pre-design studies are undertaken when insufficient information is available to proceed with the
design.

A. Master Plans. This planning is undertaken where two or more primary buildings will be
constructed on one site. (See Volume |, Chapter 3-1, "Facility Master Planning," for
details.)

B. Environmental Impact Statements. In general, PHS construction activities require an
environmental review, but not the more detailed Environmental Impact Statement (EIS).
When the size or controversial nature of a project indicates the possible need for an EIS,
this decision must be made and the potential environmental effects established prior to
initiation of design. (See Volume |, Chapter 3-2, "Environmental Impact Procedures," for
EIS preparation and procedures.)

C. Historic and Archaeological Studies. Sites and structures proposed for PHS facilities may
require studies based on historical or archaeological values. (See Volume |, Chapter 3-3,
"Historic and Archeological Data Preservation," for details.)

D. Program of Requirements (POR). The POR is the basic document that describes the
proposed facility. It includes estimates of design and construction costs, space
requirements, environmental mitigation, and other program information. Although normally
developed by the program agency, resource availability and time constraints may dictate
that the POR be developed by a private A/E. Detailed requirements for the POR are found
in Volume |, Chapter 2-4.

E. Utility Studies. Adequate utility support is essential. Such needs are particularly complex
for hospitals and research facilities. Such studies require detailed information on utility
availability, capacity, reliability, projected life, etc. Studies may be devised to cover all
relevant utilities or specified ones; e.g., steam or water supply only. Studies should
address the special needs related to the management of medical and/or hazardous waste.

F. Physical Plant Audits. Transfer of buildings and campuses to other agencies and/or
jurisdictions may require a complete inventory of the physical plant with all deficiencies
identified with a general plan of correction and estimated construction cost. This will allow
proper resource identification during the transfer process. All transfers of real property
must disclose hazardous materials activities.

PHS:
3-5-40 SITE STUDIES

Many of the studies listed below may be part of the site selection studies (Volume |, Chapter 3-4)
or the master plan (Volume |,

Chapter 3-1). The complexity or individual nature of the site may require a special study or
studies.
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A.

PHS:

Soil Investigation and Structural Report. Certain sites may contain unusual soil materials
or formations that require special consideration (e.g. expandable clays, water table
problems or unstable organic fill). The report should be prepared by a soils testing
laboratory and reviewed by a licensed structural or geo-technical engineer registered in the
state or territory of the site.

Seismic/Geologic Study. These studies are required for all sites in high risk seismic areas
(see Volume |, Chapter 4-9, "Civil/Structural Requirements"). Other sites may logically
require special geologic studies; e.g. where rock or ledge is visible within or near the area
to be developed.

Transportation Studies. Special studies may be necessary to integrate the PHS facility into
a community transportation plan. Also, on-site flow of vehicles and materials may be of a
complex nature requiring in-depth analysis of alternatives.

Housing Studies. In certain cases, relocation of a facility within a metropolitan area may
require housing availability studies (see Volume I, Chapter 3-4, "Site Selection").

Environmental Studies. These studies are needed to ensure compliance with relevant
environmental requirements.

Other Site Studies

Landscape/Planting

Land Use

Waste Storage and Disposal
Pedestrian Circulation
Parking

abrowN =

3-5-50 BUILDING SYSTEMS STUDIES

Complexity in building systems often requires that individual systems be isolated and analyzed in
order to develop the most effective and efficient application.

A.

Food Service. Food service functions of inpatient care complexes frequently warrant basic
review when the cooking and serving equipment needs replacement. A study may identify
more efficient methods of receiving, storing, preparing, and serving food.

Laundry. Hospital requirements for laundry are demanding, complex and expensive.
Studies are performed to develop more efficient laundry facilities and to determine cost
effectiveness of private contracting for hospital linens, etc.

Energy Conservation. The high energy usage in hospitals and laboratories has prompted
these studies. Mechanical and electrical systems are the prime focus. For instance,
lighting may be reduced at certain hours and electric motors may be interlocked to reduce
demand.

Pollution Prevention. This includes both physical systems and management programs to
prevent or minimize pollution, including recycling programs.

Other Building Systems. Many other building systems may benefit from special studies.
Some common subjects are as follows:
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HVAC system and Controls

Handicapped Accessibility

Vertical Transportation Elevators and Escalators
Security

Maintenance of Building Equipment

Fire Safety System

oAM=

PHS:
3-5-60 OTHER STUDIES

PHS health care and/or research facilities may require specific studies as listed but not limited to
those below.

A. Research Animal Holding Studies. Research animals require sophisticated environments
that differ significantly from typical human environments. Also, use of hazardous
chemicals in animal research requires careful monitoring, from delivery to final disposal of
wastes and carcasses. Facilities for animal studies must consider the animal species,
population, research protocol, material handling, cage washing and disposal methods. A
special study may be appropriate to answer facility questions in one or several of these
animal research areas (e.g., Does the facility meet American Association for Accreditation
of Laboratory Animal Care (AAALAC) standards?)

B. Hospital Department Studies. As a result of disease incidence or population changes,
certain departments may require space adjustments after a hospital has been in operation
for several years. Efficient use of space may be improved by departmental studies. Such
studies should address environmental issues, such as the management of hazardous or
medical wastes.

C. Technology Improvements. New equipment and technology may permit facilities to be
operated more efficiently, or in a more environmentally benign manner (e.g., an improved medical
waste incinerator). Specific studies are frequently necessary to plan such advancements.
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SUBJECT: POST-OCCUPANCY EVALUATION SURVEY

PHS:3-6-00 Purpose and Scope
10 Background
20 Project Surveys
30 Survey Guidelines
40 Documentation and Application

PHS:
3-6-00 PURPOSE AND SCOPE

A. Purpose - The process of surveying and analyzing recently completed and occupied
facilities is entitled "Post-Occupancy Evaluation" (POE). The purposes of making such an
evaluation include:

1. To avoid repetitious design or construction deficiencies.

2. To document noteworthy construction features or practices for inclusion in future
projects.

3. To evaluate the entire planning, design, construction, and operation process.

4. To identify cost increases during design and construction by reviewing contract

documents, change orders, and as-built drawings.
5. To evaluate staffing patterns and their adequacy.

6. To ensure that functional requirements of the program are met at reasonable costs.
The facility director and survey team will jointly evaluate this item.

7. To evaluate the needs of the facility occupants (medical and administrative staffs,
patients, and visitors) and the facility performance in response to these needs. The
facility director and survey team will jointly evaluate this item.

8. To stay current with changes in technology, medical equipment, model codes, and
federal/state/local requirements.

9. To provide evaluation and feedback to all agency offices responsible for the
planning, designing, constructing and operating facilities.

B. Scope. POE's are specifically directed at research and health care facilities, but can
include all PHS construction. If a Program of Requirements is required for a project, then
the facility constructed will require a POE.

PHS:0
3-6-10 BACKGROUND

Initially POE surveys were undertaken by the Division of Health Facilities Planning (this division
replaced the Office of Facilities Engineering, OASMB), Office of Engineering Services (OES),
Indian Health Service (IHS) Headquarters, and the IHS Area Offices. The POE process was
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primarily set up for the IHS health care facilities construction program. Current responsibilities for
"a variety of types of PHS Facility Surveys" are vested in the Division of Health Facilities Planning
(DHFP), Office of Resource Management (ORM), Office of Management (OM), PHS. POE's
entail a detailed, and structured assessment of a facility in use, that is, after its occupancy, and
occupants have had sufficient time to establish operations and evaluate conditions.

PHS:
3-6-20 PROJECT SURVEYS

A. General - DHFP will plan and schedule the POE's for major research and health care
facilities. Agencies are encouraged to undertake POE's of other facilities and request
participation assistance from DHFP, if needed. Authorship and distribution of POE's
should be developed by the survey team. Schedules to perform agency
initiated POE's and copies of completed survey reports should be furnished to DHFP.

Agencies are encouraged to seek participation by other PHS agencies in the POE process.

B. A facility should be in operation for at least a year before a POE is conducted. The POE
considers the functions of the facility which are of importance to the PHS, the facility
occupants, and the survey team.

C. The survey team consists of professional staff from DHFP, the Agency Headquarters,
Agency Facility Offices, and from each design discipline including architectural,
civil/structural, mechanical, and electrical. There should also be support from the specific
agency that administered the design construction process. The design Architect/Engineer
(AJE), Medical Program staff, and Agency customer representative for the project may also
be invited to participate in the site visit to provide background information on the facility
design.

D. Prior to a site visit, the survey team should review the project Program of Requirements
(POR) and the construction documents. This will enable the survey team to determine
whether or not program requirements have been met. It will also save time at the site
since the survey team will be familiar with the facility before arriving.

E. The survey team shall visit the facility and inspect all exterior and interior elements of the
facility and site. It shall check project files for change orders, training and operating
manuals, as-built drawings, and other documents that will help evaluate the construction
process. The survey team shall note conformance of the facility to the construction
documents.

During the visit, survey team members shall interview the facility managers and the facility
occupants to determine their reactions to the building. Persons interviewed should include
the facility director, administrative officer, department heads, facility engineering and
maintenance staff.

In conducting the survey, the survey team shall not be limited to design or construction
deficiencies. It shall note facility features; efficient operation, maintenance, and design
elements pleasing to the occupants and to visitors.

F. Photographs should be taken during the site visit. These will document the general
appearance of the facility and site as well as specific design and construction features, and
deficiencies.
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PHS:

3-6-30 SURVEY GUIDELINES

Before visiting the site, each survey team should formulate a plan and/or a checklist, for their
technical discipline, to be used as a guideline during the survey. This guideline will permit the
efficient use of time at the facility and ensure that major areas are not overlooked. The following
guidelines are recommended:

A. Design Review - Note design excesses or deficiencies, omissions or poor design features.
Address potential design features contributing to the facility condition.

B. Supervision - Determine whether the A/E, the contractor, and the involved agency
complied with the requirements of the plans and specifications.
C. Design Features

1. Each technical discipline involved in the review process should evaluate the major
systems (for example, Electrical Engineer for emergency power) and its effective
performance for the facility.

2. Discuss the use of alternate materials and/or systems.

3. Comment on the cost effectiveness of the installed systems.

D. Systems Reliability

1. Health care and research facilities require a reliable power source and the
maintenance of interior environmental conditions. Therefore, essential systems and
equipment must be provided with alternate and/or standby power and components.
The electrical and the mechanical disciplines should evaluate the reliability of the
electric power, heating, air conditioning and other major systems.

2. Review other systems, their reliability and backup potential performance .

E. Staff and Maintenance Personnel

1. Interview the facility staff regarding design and construction features.

2. Interview maintenance staff regarding design and construction features, as-built
drawings, training and maintenance manuals, and "contractor-furnished" training
manual on major equipment items.

F. Equipment and Utility Space - Determine the adequacy of equipment space for easy
access and housekeeping purposes. Equipment not readily accessible will not be properly
maintained. Verify that corridor space, door openings, and knockout panels are adequate
for large equipment replacement.

G. Codes/Standards - Note National Fire Protection Association, Life Safety Code and other
national code violations.

PHS:
3-6-40 DOCUMENTATION AND APPLICATION
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A.

Place the data gathered during the project survey in a "Post-Occupancy Evaluation
Report", with a separate section for each technical discipline. Describe the facility briefly
and document deficiencies or notably good design and construction features, using
photographs for descriptive purposes. Lists of suggestions for improved solutions should
also be included to correct noted deficiencies.

The development of a matrix analysis is encouraged to show differences between the
POR, design documents, actual construction, and current agency design requirements.

Furnish copies of the report to the PHS agency involved, and the facility director. This
survey report is for information and use in planning and constructing future health care and
research facilities. Make copies of the report available to all PHS agencies, and any office
or committee engaged in updating design criteria for use in HHS health care and research
facilities construction programs.
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SUBJECT: NET AND GROSS AREA COMPUTATIONS

PHS
4-1-00 Purpose

PHS:
4-1-00

0 Background and Definitions
20  Gross Area
30 Net Area

PURPOSE

The purpose of this chapter is to provide uniform and realistic methods for computing net and
gross areas of PHS facilities. Program Justification Documents (PJD) and/or Program of

Requirements (POR) documents for new facilities contain maximum net and gross area limits.
This chapter shall be used in determining if proposed design concepts conform to those limits.

PHS:

4-1-10 BACKGROUND AND DEFINITIONS

A

This chapter reflects the Department of Health and Human Services (DHHS) technical
guideline developed for an agency health care facilities program. The instructions on
computing gross areas are also closely consistent with those used by the American
Institute of Architects (AlA). Primary differences from the AlA definitions involve "craw!"
space and other areas less than 1 980 mm in height. The AIA counts space 1 830 mm
high and higher on a 100 percent basis and space under 1 830 mm on a 50 percent basis.
In contrast, the PHS definitions below count space 1 980 mm high and higher on a 100
percent basis, space from 1 220 mm to 1 980 mm in height on a 50 percent basis, and
wholly excludes space under 1 220 mm in height or interstitial space (an exclusion due to
floor type not height) from the gross area computations.

This chapter also reflects considerations for climate-related building enclosures as defined
in the PHS Circular 4-1.1.

Because such space as stairwells, elevator shafts and lobbies, mechanical equipment
rooms, and permanent corridors are counted as gross but not net square meters, the gross
areas of new PHS laboratory and health care facilities commonly range from one and one-
half to two times as high as their net areas. The disparity between gross and net space is
much smaller for staff quarters and, with certain exceptions for apartment buildings, space
limits for quarters units are normally expressed in gross square meter.

This chapter only addresses net and gross space, the standard categories used in
PJD/POR documents and related budget justifications. However, it should be noted that
additional potential categories also may be used in facilities documents; some PHS
agencies include "net assignable" or "departmental gross" space categories in PJD/POR
documents, and space utilization information is developed for the General Services
Administration on an "occupiable" space basis.



PHS Chapter 4-1 Page 1
PHS Facilities Manual (Volume [)

PHS Transmittal 95.1 (2/16/95)

PHS:

4-1-20 GROSS AREA

A. Gross areas of floors, "crawl" space, and equipment penthouses are counted at the
following rates:

1. All areas 1 980 mm high or higher are counted on a 100 percent basis.

2. All areas between 1 220 mm and 1 980 mm in height are counted on a 50 percent
basis.

3. All areas that are less than 1 220 mm in height or interstitial space are excluded

from the gross area computations.

B. Covered walkways, canopied areas, covered building entrances, trellis-type entrances, and
other covered but unenclosed areas are counted on a 50 percent basis.

C. Normal building overhangs, unroofed courtyards or plazas, bay windows extending outside
the building line, catwalks providing access to equipment, mezzanines in the maintenance
or central supply department which utilize open metal grating are used for storage
purposes only, cooling towers, other unroofed equipment, and unfinished attics in quarters
units are not counted as gross area.

D. Measurements used in the computations shall be taken from the outside face of the
exterior walls, disregarding such architectural projections as cornices, buttresses, and roof
overhangs. Stated differently, the normal thickness of the exterior wall is included in the
gross area.

E. In determining whether the gross area of a floor is computed on a 100 percent or 50
percent basis, the height is taken as the average distance from the surface of the floor to
the underside of the structural beams or girders supporting the floor or roof above.

F. The height of crawl space is taken as the average distance between the surface of the
earth or finished floor and the bottom of the predominate framing members (normally, the
joists or trusses). It is expected that girders, pipes, or ducts may occasionally protrude
below this height.

G. When areas are represented as crawl space for gross area computation purposes, either in
the 1 220 mm to 1 980 mm high (50 percent) category or the less than 1 220 mm high
(excluded) category, it is expected that the depth of footings, lack of finishing, etc., will
support the position that the areas will be used for access purposes only.

H. Interstitial space, which is an expansion of the space between the ceiling and the floor
above for utility purposes (i.e., ducts, electrical lines, and plumbing), shall not to be
included in the gross area computations.

l. The PJD/POR for new construction in locations where severe environmental exposure is
anticipated, shall not include the following climate-related building appurtenances in the
total gross area. However, this area shall be included in the accountable real property
space inventory together with the four following areas:
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1. Mechanical penthouses (equipment protection only), utility chases/pipe tunnels, and
other special equipment enclosures (i.e., emergency sewage holding tanks, air
intake plenums, cooling towers, etc.).

2. Covered or enclosed walkways, if the enclosed walkway is for life threatening
measures. Covered or enclosed walkways shall be computed on a 50 percent basis
if they are not for life threatening measures.

3. Loading docks and emergency entrances.

4. Space associated with energy efficient envelope designs, seismic details, and/or
innovative construction techniques (i.e., extra thickness in arctic walls/floors/roofs,
seismic bracing, and double walls required by modular construction when two unit
modules are attached together).

4-1-30 NET AREA

A. The terms net space or net area refer to those portions of the facility available for use for
program operations and for supply storage, building maintenance/operation (i.e., boiler
rooms, electrical powerplant rooms, or shops), and other necessary support functions.
These areas are specifically delineated in the POR; e.g., areas include a 12 net square
meter office, a 10 net square meter outpatient examination room but do not include space
such as plumbing chases or electrical closets.

B. The sizes of net areas represented on design drawings or actually constructed are
computed by measuring from the inside of the permanent exterior wall to the near side of
permanent walls separating the area from stairwells, elevators, mechanical rooms,
permanent corridors, or other portions of the building not categorized as net space in the
program of requirements document. No deductions shall be made for: space occupied by
structural columns; interior partitions; radiators; heating, ventilation and air-conditioning
(HVAC) convector units; or for baseboard heating units within the area. However,
deductions shall be made for large duct and elevator shafts passing through it.
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SUBJECT: ARCHITECT/ENGINEER SELECTION PROCESS
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PHS Exhibit: X4-2-A Checklist of Sequence of Events Leading to Award of

Architect/Engineer Design Contract

X4-2-B Outline for Typical Architect/Engineer Statement of Work or
Scope of Service

X4-2-C Architect/Engineer Fee Proposal Breakdown

X4-2-D Architect/Engineer Fee Proposal Summary

X4-2-E Architect/Engineer Evaluation of Standard Form 254 and 255

X4-2-F Architect/Engineer Selection Summation Sheet

PHS:
4-2-00 PURPOSE

The Federal Acquisition Regulations (FAR) pertaining to Architect/

Engineer (A/E) services were adopted to carry out the requirements of the "Brooks Act" (40
U.S.C. 541 et seq.). This Act mandates the selection of the most highly qualified A/E firm on the
basis of demonstrated competence at a fair and reasonable price. The regulations setting forth
the procedures for choosing such a firm may be found in FAR subpart 36.6, "Architect Engineer
Services." These procedures apply to the selection of all architectural and engineering services,
including studies, surveys and analyses. The purpose of this chapter is to supplement the FAR
subparts mentioned throughout the chapter and it should be read in conjunction with them. See
Exhibit X4-2-A of this chapter for a checklist of the sequence of events leading to the award of
A/E contracts.

PHS:

4-2-10 QUALIFICATIONS AND APPOINTMENTS OF THE AD HOC A/E EVALUATION
BOARDS

A. The Evaluation Board for architect-engineer services shall be established according to

FAR 36.602-2. While this does not require registered professionals, PHS does
recommend agencies appoint architects or engineers with registration. The agency
Facilities Manager (e.g. Director, Division of Engineering Services, NIH) will establish the
Ad Hoc Evaluation Boards.

B. Members from outside the Government. No member of an outside firm or organization
shall participate as a member of an evaluation board without the prior written approval of
the Director, Division of Health Facilities Planning (DHFP), Office of Resource
Management, Office of Management. Any member so approved will be a non-voting
member.
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C.

PHS:

Duties of the Chairperson. The Chairperson of the A/E Evaluation Board for all contracts
will assist the agency Facilities Manager or designee in appointing the members of the
board. In addition, the Chairperson calls and presides over as many meetings as he/she
deems necessary to complete the selection process. The Chairperson will also
recommend the assistance of other technical personnel who may make a substantial
contribution to the evaluation process. The Chairperson will also develop the final
selection report for approval and inclusion in the contract file (see paragraph 4-2-50D of
this chapter).

4-2-20 ACTIONS REQUIRED PRIOR TO ADVERTISING

A.

Availability and Certification of Design Funds

1. The first step in starting the A/E selection process is to ascertain that funds have
been appropriated and apportioned. Care must be taken to assure that the funds
are sufficient to cover the design services and are from an appropriate funding
source, as defined in Chapter 2-1, Volume | of this Manual. Designs for new
facilities, replacement facilities, and building additions must be accomplished with
funds appropriated for the specified project. Designs for building improvement
projects must normally be accomplished with such specifically designated funds or
with lump sum amounts appropriated for repairs and improvements to the PHS
agency's facilities. Guidance should be requested from the DHFP, in the event of
questions on the appropriateness of proposed design funding sources.

2. In unusual cases where time is critical and the appropriation/
apportionment appears to be imminent, it may be appropriate to advertise for design
services before the funds are actually received. In such cases, the contracting
officer should obtain a written statement from the agency's financial management
officer to the effect that appropriation and apportionment of proper funds is expected
within 60 days. Wording should also be included in the Commerce Business Daily
(CBD) announcement to the effect that the Department expects to receive design
funds in the near future, and that the award of the A/E contract is subject to the
receipt of these funds.

Program of Requirements Document. The Program of Requirements (POR) document

defines a large portion of the scope of work, and is essential to the A/E selection process.

Therefore, it should be approved prior to advertising in the CBD (See Chapter 2-4, Volume

| of this Manual and Public Health Service Acquisition Regulations 336.6, Architect-

Engineer Services).

Preparation of the A/E Statement of Work. The A/E Statement of Work and Scope of
Services is the key document in the selection process and the actual performance of the
work. It is prepared by the office responsible for the evaluation and selection action. A
well prepared statement of work avoids price negotiation problems, eliminates ambiguities,
and assures that the design will satisfy program needs.

Sometimes a POR can be incorporated into the Statement of Work. The distinguishing
aspect of the Statement of Work, however, is in its detailed presentation of the work to be
performed by the selected A/E firm. The Statement of Work should be tailored to the
specific design requirements of each project. As shown in Exhibit X4-2-B, typical areas
covered by the Statement of Work are: predesign planning, concepts/schematic
preliminary design development, contract document development, construction
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supervision, and any special requirements. Within each of these areas factors such as
scheduling, cost control, value engineering and life cycle costs analysis are considered.

D. Evaluation Criteria. Before making the public announcement, the Evaluation Board
establishes the criteria to be used in evaluating the A/E firms. The criteria should conform
to the Federal evaluation criteria set forth in FAR 36.602.1.

The evaluation criteria thus established are then weighted by the Board according to the
importance which it attaches to each factor. These weighting factors are used by the
members of the Board to rank the A/E firms on the score sheet.

The evaluation criteria will be listed in the CBD announcement, in descending order of
importance.

E. Government Prepared Estimate of A/E Costs. The rules governing preparation of the
independent government estimate of the cost of the required A/E services are set forth in
FAR 36.605. This section provides that "consideration shall be given to the estimated
value of the services to be rendered, the scope, complexity, and the nature of the project.”
The estimate should be prepared by the office responsible for the evaluation and selection
action prior to writing the CBD announcement, but may be revised later during negotiations
if the scope of work to be performed by the A/E firm changes. The estimate serves two
main purposes:

1. It determines the sufficiency of funds to cover the project as outlined in the
Statement of Work. If the estimate indicates that the allocated funds will not cover
the proposed project, the procuring agency may modify the statement of work.

2. It serves as a guideline to measure the reasonableness of the A/E firm's fee
proposal. The government estimate for A/E fees must be prepared in advance of
the CBD announcement. (Examples and formats are included in Exhibits X4-2-C
and X4-2-D.) During negotiations, if there are major differences between the
government estimate and the A/E cost proposal, or the total scope of services to be
furnished, these differences should be investigated thoroughly. Any changes that
are made in the government estimate must be agreed upon by both the Contracting
Officer (CO) and the technical staff and recorded in the contracting office's file.

The persons preparing the government estimates must have previous experience in this
type of work. They should be knowledgeable of the manner in which A/E firms conduct
business and be familiar with current industry salary costs, profit margins, etc. The
Government estimate should clearly identify the anticipated costs for various services
required within the scope of work.

The estimated wage rates should reflect the current prevailing rates for each required
discipline. The overhead rate should reflect typical overheads encountered within the
location where the work will be performed. The profit factor should be a calculated figure
based on the degree of risk associated with the job, relative difficulty of the work, size of
job, period of performance, contractors investment assistance by the government, and
percentage of subcontracting (See Exhibit X4-2-C).

The fee estimate for the basic design services shall not exceed six percent (6%) of the
estimated cost of construction, a statutory limitation established in the Brooks Act. Other
required services, not related to the actual production of contract specifications and
working drawings must be included in the estimate but not included in the 6% calculation.
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The 6% fee limitation on architect or engineer services set forth in section 304(b) of the
Federal Property and Administrative Services Act of 1949, as amended, and referred to in
FAR 15.903(d) (1) (ii), applies to those services generally required in preparing contract
drawings and specifications which form the basis for bidding and for the award of
construction contracts. The fixed fee limitation does not apply to the following architect or
engineer services:

a. Investigative services including but not limited to:

(1)  Determination of program requirements including schematic or preliminary
plans and estimates.

(2) Determination of feasibility of proposed project.
(3) Preparation of measured drawings of existing facility.
(4) Subsurface investigation.
(5)  Structural, electrical, and mechanical investigation of existing facility.
(6) Surveys: Topographic, boundary, utilities, etc.
b. Special consultant services not normally available in organizations of architects or
engineers, and not specifically applied to the actual preparation of contract drawings

or specifications of the project for which the services are required.

C. The cost of reproducing drawings and specifications for bidding, and for distribution
to prospective bidders and plan file rooms.

d. Other:

(1)  Reproduction of approved designs through models, color renderings,
photographs, or other presentation media.

(2)  Travel and per diem allowances other than those required for the
development and review of contract drawings and specifications.

(3)  Supervision or inspection of construction, review of shop drawings or samples
and other services performed during the construction phase.

(4)  All other services that are not integrally a part of the production and delivery
of plans, design, and specifications.

The total cost of the architect or engineer services contracted for may not exceed 6% of
the estimated cost of the construction project plus the estimated cost of related services
and activities such as those shown in paragraph (a) of this section.

F. Government Management Plan. At the same time that the government
estimate is being prepared, the Project Officer should develop a Government Management
Plan for the project. This plan describes the project team and individual responsibilities,
relationships and interfaces. To facilitate the Government in overseeing the flow of activity,
the Project Officer should indicate on a bar or PERT type chart the major actions to be
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performed, and those responsible for the actions. By providing insight into the overall
planning for the project, the Government Management Plan will also help the Board during
interviews to evaluate the A/E plan for management of the project.

PHS:
4-2-30 PUBLIC ANNOUNCEMENTS

A. Policy. The CO shall make a public announcement of any planned A/E selection. The CO
will provide a copy of the announcement to the Evaluation Board for the file. The particular
Federal requirements for such announcements are set forth in FAR 5.205(c), "Synopses of
Proposed Contracts." Announcements for design contracts expected to exceed $25,000
must be published in the CBD. The announcement shall appear in the CBD at least thirty
days prior to the A/E selection. All scheduling should take this requirement into
consideration. For contracts expected to be $25,000 or less, the CO shall publicize the
announcement in the vicinity of the project, by displaying the notice at the procuring office,
and publishing it in the local daily newspaper. Affected professional societies in the area
may be notified of the project consideration as well.

See FAR 36.602-5 for contracts utilizing the short selection process, not to exceed the
small purchase limitation.

B. Content of the CBD Announcement. The announcement in the CBD should contain a brief
but clear statement consistent with the requirements of FAR 5.207. It should include the
project location, scope of service required, the relative importance of the significant
evaluation factors presented in descending order, range of construction cost (FAR 36.204),
type of contract proposed, estimated start and completion dates, and date by which
responses must be received. Any other specialized requirements (energy conservation,
phased design/construction, etc.) or limitations on eligibility (small business or Buy Indian
set-aside) should also be indicated. The amount of funding available for the project
should never be announced.

In the announcement, the procuring agency should request both Standard Form 254 (SF
254) "Architect-Engineer and Related Services Questionnaire" and Standard Form 255 (SF
255) "Architect-Engineer and Related Services Questionnaire for Specific Project”, if the
A/E firm does not have a current SF 254 on file with the agency. The agency may also
request any additional information, such as brochures, but should stress that only
information pertinent to the specific project will be considered. The file for SFs 254 and
255 will be maintained by the agency contracting office.

PHS:
4-2-40 ACTION BY THE BOARD PRIOR TO SELECTION

A. Creation and Maintenance of A/E Firm Files. The PHS agencies shall collect and maintain
current data files on A/E firms, consisting of the SF 254 and any other pertinent information
from other sources (such as clients, other members of the profession, managers or
occupants of facilities previously designed, and previous assessments by the procuring
agencies). Each procuring agency should keep the SF 254 on file for one year. These A/E
firm files should be kept in good order, so that firms will not have to resubmit a SF 254 with
each response to an announcement.

B. Review of Files. When the procurement of A/E services is proposed, the Evaluation Board
shall review the current data files on eligible firms, including the SFs 254 and 255
submitted in response to the public announcement. If the Evaluation Board feels that
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additional information from the A/E firms will be needed in order to evaluate the firms
adequately, a request shall be sent to each of the responding firms. Response to the
request for additional material will be mandatory; failure of the firm to respond within the
given time will preclude further evaluation.

PHS:
4-2-50 SELECTION PROCEDURES OF THE EVALUATION BOARD

A. Individual Ratings. Each member reviews the SF 254 and SF 255 and all additional
information submitted by each A/E firm and rates the firms individually on the A/E
Evaluation Sheet (Exhibit X4-2-E). The numbers assigned to each board member shall
appear on the evaluation sheets in lieu of the members name. After initial evaluation,
each member then ranks the candidates in order, with the most qualified firm ranked first.
There should be no discussion of the firms' qualifications among members until all the
firms have been independently rated. Rationale for very high and very low scores should
be provided in the comments section of the A/E Evaluation Sheet (Exhibit X4-2-E) to
document scoring in case questions arise at a later date.

B. Summarization of Individual Scores. After all individual ratings are complete, the
Chairperson of the Board collects the individual scores and transfers them to the A/E
Selection Summation Sheet (Exhibit X4-2-F). Summarization is done with all Board
members present, and each individual member checks their scoring sheet to verify that
there are no errors in the summary.

C. Discussions and Tabulations. After the scores are summarized, the Board members
should compare the rankings of the firms. If extreme variances exist, between the scores
assigned to a firm by different Board members, the members should discuss the
differences to see if some qualifications of the firms in question were overlooked, or if
some firms were attributed qualifications they do not have.

When the members have finalized their rankings of the firms, the scores and ranking are
tabulated on the A/E Selection Summation Sheet (Exhibit X4-2-F). From this sheet, the
firms obtaining the highest number of rank points are selected for interviews. The
numerical scores shall not be averaged to determine the most highly qualified firms. At
least three of the top firms thus selected shall be notified and scheduled for interviews.

D. Interviews. After the firms have been selected to be interviewed, each firm will be given a
copy of the Statement of Work, and the POR. At the interview, the firm's senior official
should be asked to present the firm's project management team members and consultants,
professional or specialized technical background of key personnel, and the firm's
management plan. Firms should be allowed sufficient time to prepare for interviews, two or
three weeks depending on the complexity of the project. It is necessary to have the firm's
management plan at the interview for comparison with the Government Management Plan.

Prior to conducting the interview, the Board members should meet to discuss the topics of
the interview. The topics must stay within the parameters established in the announced
evaluation criteria in the CBD. Each board member should participate in the interview,
asking probing but not antagonistic questions. The Chairperson of the Board or designee
conducts the interview and should set a time limit for the firm's presentation. The time
allotted for each firm should be the same. The recording secretary should be present to
take notes, and record the material covered. The secretary also records whether the A/E
firm brought all the required information to the interview. At the end of the interviews, the
board members should rank the interviewed firms again, using the previously established



PHS Chapter 4-2 Page 7
PHS Facilities Manual (Volume [)
PHS Transmittal 89.1 (11/14/89)

PHS:

ranking criteria. With the approval of the agency Facility Manager, telephone interviews
may be conducted with A/E Firms for small projects but only with those firms which have
had previous contracts with the agency.

Letters to unsuccessful interviewers should be issued by the contracting officer.

Selection Report. The selection report is prepared by the Chairperson of the board, and
signed by the Chairperson and each member of the Board. It shall include a list of the
most highly qualified firms (not less than three) ranked in terms of relative qualifications.
This report shall document the extent of the evaluation and the considerations upon which
the recommendations were based. It shall also include the following:

1. The A/E Selection Summation sheet (Exhibit X4-2-F) with the initial individual
member scores and ranking and final interview scores and ranking.

2. A list of the firms interviewed, with addresses.

3. Standard Forms 254 and 255 plus any essential brochures for each A/E firm
interviewed.

4. Government estimate of total A/E fee.

5. A copy of the CBD announcement.

When completed and signed, the report is sent to the agency Facilities Manager or
designee for approval. If the Facilities Manager does not agree with the firm listed as the
most qualified by the Evaluation Board, the ranking of the firms may be changed, provided
that a full written explanation of the reason for this change is documented for the contract
file. The Facilities Manager or designee, however, may not add a firm to the selection
report because, all firms on the final selection list are considered "selected firms" .

A/E Consultants. There should be no change in the A/E consultants during the selection
and negotiation process. If there are extraordinary circumstances that necessitate such a
change it should be subject to approval by the agency Facilities Manager and CO on an
individual case basis.

PHS Oversight Review. The Director, DHFP, may occasionally request to review the A/E
selection process. Except in unusual circumstances, this review is limited to projects
where the Government's estimate of the A/E contract exceeds $50,000. The review should
be focused on PHS policy only, and differences found in the review must be cited in a
report to the agency.

4-2-60 NEGOTIATION PROCEDURES

A.

Prior to Negotiations. Upon receipt by the agency's CO of the approved, ranked list of
qualified firms from the agency Facilities Manager, the CO shall invite the first-ranked A/E
firm, in writing, to submit a fee proposal. The letter requesting the fee proposal should set
forth (1) the manner in which the proposal is to be prepared; (2) the type of contract that
has been proposed (e.g., fixed-price); (3) the date and time for submission of the proposal;
and (4) the name, address and telephone number of the person to contact, in case the A/E
has any questions. The following items should be enclosed with the letter: (1) a copy of
the A/E Fee Proposal Summary (Exhibit X4-2-D), (2) a sample draft copy of a contract, and
(3) sample copies of applicable joint venture agreements.
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PHS:

In the event that the proposal is estimated to exceed $100,000, a pre-award audit may be
required prior to negotiations. (See
FAR 15.804-4, "Certificate of Current Cost and Pricing Data.")

Negotiations. In preparing for and in conducting the negotiations, the CO, or the
Contracting Officer's Representative (COR), should use the services of technical, legal,
auditing, pricing, and other specialists in the agency when appropriate. Negotiations
should be directed toward:

1. Making certain that the A/E firm has a clear understanding of the essential
requirements;

2. Determining that the A/E firm will make available the necessary personnel and
facilities to accomplish the work within the required time;

3. Ensuring that the A/E firm can provide a design which can be constructed within the
Government's construction/renovation cost estimate (not including construction
inspection services, contingency allowances, etc.).

4, Reaching mutual agreement on the provisions of the contract, including a fair and
reasonable price, method of payment and delivery schedule.

Negotiations shall be conducted with the A/E firm given first preference under the
procedures outlined in 4-2-50 above. If a mutually satisfactory contract cannot be
negotiated with that firm, the CO shall obtain a best and final offer, in writing, from the
prospective A/E firm, terminate the negotiations, and so advise the firm. Negotiations shall
then be initiated with the next listed firm in the order of preference, and this procedure shall
continue until a mutually satisfactory contract has been negotiated. If negotiations fail with
all the listed firms, the selection process should reconvene.

Record of Negotiation. Promptly at the conclusion of any negotiations, a memorandum
setting forth the principal elements of the negotiations shall be prepared for use by the
reviewing authorities (see 4-2-70B. below) and for inclusion in the contract file.

4-2-70 CONTRACT AWARD

A.

After the conclusion of negotiations and the selection of the A/E firm, the CO or the COR
shall take the necessary steps to prepare the contract documents. The contract
documents and the Statement of Work shall reflect any changes that were agreed upon
during negotiations. The contract shall set forth the period of performance (i.e., the start
and completion dates) and a schedule of submissions and method of payment. The
contract should reflect the A/E firm's assurance that it will provide a design which can be
constructed within the Government's construction/renovation cost estimate.

Prior to award, the proposed contract shall be reviewed by the appropriate offices required
by 48 CFR Chapter 3 and agency policy. Upon award, proper distribution of the signed
contract should be made to these offices.

Notification of award should be made to the participants and requests for debriefing
answered by the contracting officer.
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D. After award of the contract, there may be changes to the contract which had not been
contemplated. If so, the A/E firm will be requested, in writing, by the Project Officer to
submit its fee proposal for the additional work. Any required reviews or approvals by
agency personnel for the additional work must be obtained before requesting such fee
proposals. After review and approval of the requested fee proposal, the subject contract
will be modified 