C-300 

Develop Project Plan and 

Revised Project Plan



 1.0
Purpose

This work instruction defines the process for developing and revising a project plan that defines the project scope, budget, schedule and quality assurance, then obtaining Policy Review Board (PRB) and customer approvals of this plan.  

 SEQ CHAPTER \h \r 1This process is required to assure that NIH uses the appropriate source of funds for facility renovation and construction projects.  Departmental policy and/or statute govern when IC operating funds can be used for facility projects inline of the Buildings & Facilities appropriation.   It is important that facility project be reviewed periodically by management to clearly understand the scope of the work and the properly assign the correct funding source.
2.0 Applicability

This procedure applies to all ORF construction and leasing projects except those performed by the Small Alterations Team (SAT) in CMB and those projects under $25,000.

 SEQ CHAPTER \h \r 1RML, NIEHS, NCI-Frederick, and Baltimore Bayview  IC-Facility projects initiated by these other campuses much also be reviewed and approved by ORF and Project Plan will be required as described in this procedure.

3.0 Responsibilities

The Project Officer (PO) is responsible for preparing the Project Plan, and for revising the Project Plan when there is a significant change in project scope, schedule or budget.  The PO is responsible for complying with the approved Project Plan.

The PO’s supervisor is responsible for consulting with the PO on acquisition strategy, and for reviewing and approving the Project Plan and all attachments.

DPPA is responsible for logging in the project regarding Policy Review Board (PRB) design reviews information.  The PRB is responsible for reviewing the Project Description (emailed to PRB), and for completing and submitting the PRB Design Review information indicating which organizations will review the project design documents (or scope of work for projects without designs).
4.0
Procedures  
4.1
The PO sets up and chairs the initial customer meeting to understand the customer’s project requirements and to identify roles and responsibilities in providing those requirements.

4.2
For all capital projects the PO shall use Pre-Project planning tool called Project Definition Rating Index (PDRI).  The documented material from this process will be part of Project Plan.  It is recommended that the principles of PDRI to be used for all other applicable project in this procedure

4.3
The PO writes the scope of work that defines the customer’s requirements.

4.4
The PO, in consultation with his/her supervisor, determines the acquisition strategy including the design procurement process, the planned construction procurement process and the need for construction management services.  For leased facilities, the design must be performed through the lessor.

4.5
For leased facilities, the PO must identify availability of Tenant Improvement Allowance (TIA) through discussions with other applicable organizations.  The PO advises the IC of the available TIA and the IC determines the sources of funds to be used.

4.6
The PO completes the Preliminary Quality Assurance Plan Elements Form and the Project Plan, which includes the scope (including the Project Descriptors), budget (including Fee-for-Service), and schedule.  The PO may use the Project Budget Estimating tool or the Average Budget Costs for budget development.

4.7
The supervisor reviews and approves the Project Plan.
4.8
 SEQ CHAPTER \h \r 1The Chief Engineer, ORF, shall periodically review projects within organization for review of the source of funds for assurance that the funding source for the projects is in accordance with Departmental policy.
4.9
The Project Description shall be forwarded electronically and concurrently to all PRB coordinators for reviews.  The PRB coordinator determines which PRB organizations will review the design submissions (or the scope of work if project does not require a formal design).

4.10
The PO prints out a hard copy of the Project Plan along with the list of PRB reviewers, the Quality Assurance Elements and the Project Descriptors and forwards them to the customer for review and approval.  The customer approves the Project Plan.

4.11
The PO includes the necessary PRB Design Review submission copies in the A/E Statement of Work.

4.12
During the course of the project, the Project Plan shall be revised whenever there is significant change in scope and/or projected budget and schedule from what is reflected in the current Project Plan.  The PO must indicate additional Fee-for-Service if there is an increase in the budgeted amount so it is reflected in the Revised Project Plan.  The supervisor and customer shall approve the Revised Project Plan.  (The Revised Project Plan is not sent to DPPA and the PRB, if there is a scope change.)

5.0
Related Procedures
C-500, Design Procurement 

C-600, Construction Procurement

C-900, Credit Card Purchases for Projects under $25K 

C-1200, Design Process and Review Process

C-1500, Project Cost Estimating Procedure

6.0
Relevant Documents

Not Applicable

7.0
Records

Project Plan

Project Budget Estimate

Quality Assurance Plan Elements

Project Descriptors

PDRI (see attachment, unweighted score sheet for your use)

Office of Management and Budget (OMB-300A) – If applicable

DHHS Facility Project Approval Agreement (FPAA) – If applicable

PROJECT SCORE SHEET (UNWEIGHTED)

	SECTION  I  -  BASIS OF PROJECT DECISION

	
	Definition Level
	

	CATEGORY

Element
	0
	1
	2
	3
	4
	5
	Score

	A.  BUSINESS STRATEGY  
	

	A1.  Building Use
	
	
	
	
	
	
	

	A2.  Business Justification
	
	
	
	
	
	
	

	A3.  Business Plan
	
	
	
	
	
	
	

	A4.  Economic Analysis
	
	
	
	
	
	
	

	A5.  Facility Requirements
	
	
	
	
	
	
	

	A6.  Future Expansion/Alteration Considerations
	
	
	
	
	
	
	

	A7.  Site Selection Considerations
	
	
	
	
	
	
	

	A8.  Project Objectives Statement
	
	
	
	
	
	
	

	
	

	B.  OWNER PHILOSOPHIES  
	

	B1.  Reliability Philosophy
	
	
	
	
	
	
	

	B2.  Maintenance Philosophy
	
	
	
	
	
	
	

	B3.  Operating Philosophy
	
	
	
	
	
	
	

	B4.  Design Philosophy
	
	
	
	
	
	
	

	
	

	C.  PROJECT REQUIREMENTS  
	

	C1.  Value-Analysis Process
	
	
	
	
	
	
	

	C2.  Project Design Criteria
	
	
	
	
	
	
	

	C3.  Evaluation of Existing Facilities
	
	
	
	
	
	
	

	C4.  Scope of Work Overview
	
	
	
	
	
	
	

	C5.  Project Schedule
	
	
	
	
	
	
	

	C6.  Project Cost Estimate
	
	
	
	
	
	
	

	
	


Definition Levels
0 =Not Applicable              2 =Minor Deficiencies    4 =Major Deficiencies

1 =Complete Definition     3 =Some Deficiencies      5 =Incomplete or Poor Definition

	SECTION  II  -  BASIS OF DESIGN

	
	Definition Level
	

	CATEGORY

    Element
	0
	1
	2
	3
	4
	5
	Score

	D.  SITE INFORMATION  
	

	D1.  Site Layout
	
	
	
	
	
	
	

	D2.  Site Surveys
	
	
	
	
	
	
	

	D3.  Civil/Geotechnical Information
	
	
	
	
	
	
	

	D4.  Governing Regulatory Requirements
	
	
	
	
	
	
	

	D5.  Environmental Assessment
	
	
	
	
	
	
	

	D6.  Utility Sources with Supply Conditions
	
	
	
	
	
	
	

	D7.  Site Life Safety Considerations
	
	
	
	
	
	
	

	D8.  Special Water and Waste Treatment Req’mts
	
	
	
	
	
	
	

	
	

	E. BUILDING PROGRAMMING  
	

	E1.  Program Statement
	
	
	
	
	
	
	

	E2.  Building Summary Space List
	
	
	
	
	
	
	

	E3.  Overall Adjacency Diagrams
	
	
	
	
	
	
	

	E4.  Stacking Diagrams
	
	
	
	
	
	
	

	E5.  Growth & Phased Development
	
	
	
	
	
	
	

	E6.  Circulation and Open Space Requirements
	
	
	
	
	
	
	

	E7.  Functional Relationship Diagrams/Room by Rm
	
	
	
	
	
	
	

	E8.  Loading/Unloading/Storage Facilities Req’mts
	
	
	
	
	
	
	

	E9.  Transportation Requirements
	
	
	
	
	
	
	

	E10. Building Finishes
	
	
	
	
	
	
	

	E11. Room Data Sheets
	
	
	
	
	
	
	

	E12. Furnishings, Equipment, & Built-Ins
	
	
	
	
	
	
	

	E13. Window Treatment
	
	
	
	
	
	
	

	
	


Definition Levels
0 =Not Applicable              2 =Minor Deficiencies    4 =Major Deficiencies

1 =Complete Definition     3 =Some Deficiencies      5 =Incomplete or Poor Definition
	SECTION  II  -  BASIS OF DESIGN (continued)

	
	Definition Level
	

	CATEGORY

    Element
	0
	1
	2
	3
	4
	5
	Score

	F.  BUILDING/PROJECT DESIGN PARAMETERS  
	

	F1.  Civil/Site Design
	
	
	
	
	
	
	

	F2.  Architectural Design
	
	
	
	
	
	
	

	F3.  Structural Design 
	
	
	
	
	
	
	

	F4.  Mechanical Design
	
	
	
	
	
	
	

	F5.  Electrical Design
	
	
	
	
	
	
	

	F6.  Building Life Safety Requirements
	
	
	
	
	
	
	

	F7.  Constructability Analysis
	
	
	
	
	
	
	

	F8.  Technological Sophistication
	
	
	
	
	
	
	

	
	

	G.  EQUIPMENT  
	

	G1.  Equipment List
	
	
	
	
	
	
	

	G2.  Equipment Location Drawings
	
	
	
	
	
	
	

	G3.  Equipment Utility Requirements
	
	
	
	
	
	
	

	
	


Definition Levels
0 =Not Applicable              2 =Minor Deficiencies    4 =Major Deficiencies

1 =Complete Definition     3 =Some Deficiencies      5 =Incomplete or Poor Definition
	SECTION  III  -  EXECUTION APPROACH

	
	Definition Level
	

	CATEGORY

    Element
	0
	1
	2
	3
	4
	5
	Score

	H.  PROCUREMENT STRATEGY  
	

	H1.  Identify Long Lead/Critical Equip. & Mat’ls
	
	
	
	
	
	
	

	H2.  Procurement Procedures and Plans
	
	
	
	
	
	
	

	
	

	J.  DELIVERABLES  
	

	J1.  CADD/Model Requirements
	
	
	
	
	
	
	

	J2.  Documentation/Deliverables
	
	
	
	
	
	
	

	
	

	K.  PROJECT CONTROL 
	

	K1.  Project Quality Assurance and Control 
	
	
	
	
	
	
	

	K2.  Project Cost Control
	
	
	
	
	
	
	

	K3.  Project Schedule Control
	
	
	
	
	
	
	

	K4.  Risk Management
	
	
	
	
	
	
	

	K5.  Safety Procedures
	
	
	
	
	
	
	

	
	

	L.  PROJECT EXECUTION PLAN 
	

	L1.  Project Organization
	
	
	
	
	
	
	

	L2.  Owner Approval Requirements
	
	
	
	
	
	
	

	L3.  Project Delivery Method
	
	
	
	
	
	
	

	L4.  Design/Construction Plan & Approach
	
	
	
	
	
	
	

	L5.  Substantial Completion Requirements
	
	
	
	
	
	
	

	
	


Definition Levels
0 =Not Applicable              2 =Minor Deficiencies    4 =Major Deficiencies

1 =Complete Definition     3 =Some Deficiencies      5 =Incomplete or Poor Definition


