








I. GENERAL
All expenditures against Capital Construction accounts, 2001 Bond Referendum accounts, and Repair & Renovation accounts require the approval of the Director, Facilities Engineering & Architectural Services.  The Capital Accounts Manager in the Facilities Engineering & Architectural Services office maintains the budgets for each individual project funded against Capital Construction accounts, 2001 Bond Referendum accounts, and Repair & Renovation accounts.

II. DEFINITIONS

For reference, note the following abbreviations in this FSSP.

· Capital Construction accounts, 2001 Bond Referendum accounts, and Repair & Renovation accounts abbreviated as Accounts.

· Facilities Engineering & Architectural Services abbreviated as FE&AS.

III. PURPOSE

The purpose of this FSSP is to describe FE&AS internal operating procedures including required approvals, standard filing system, moving funds among lined items in the Accounts, and tools used to reconcile Accounts. 

IV. PROCEDURES

A. REQUIRED APPROVALS

In general, ECU has established a three-point approval process to ensure appropriate independent authority over the distinct activities associated with projects funded by the Accounts including contractual documents, Account budgets, and payments against Account budgets.  

All contractual documents including, but not limited to, Design Contracts,

Construction Contracts, Change Orders, and Field Orders require the signature of the Senior Associate Vice Chancellor for Campus Operations indicating approval to process.

Financial Services, specifically the Capital Improvements Accountant, is responsible for setting up and maintaining Account budgets.

FE&AS, specifically the Director, FE&AS, is responsible for reviewing, approving, and monitoring all payments against Account budgets.  

Specific procedures outlined in the ECU FE&AS “Roads” manuals incorporated into this FSSP by reference:

· Under $100,000 



(green)

· Under $300,000 but over $100,000 
(yellow)

· Under $2,000,000



(red)

· Over $2,000,000 



(blue)
B. fILING sYSTEM

Below is an outline of the standard filing system indicating file title and a description of the materials included in the file and how the materials are filed: 

	File Title
	Material and How Filed

	Potential Projects/Project Approval
	Contains all paperwork leading to project, approval such as OC-25's and back up, access money move paperwork and reimbursement requests, approval from SCO approval from Executive Vice Chancellor & UNC-GA

	Designer/Interview Selection
	Architect’s proposals, project description for interested designers, faxed project descriptions (companies), times & schedules of interviews, letters confirming times & interviews, top 3 designers selected

	Consultant Contracts/Designer
	Letters to designer about designer selection, designer contracts, amendments, and invoices from architects, pay applications, evaluations, Authorization to Proceed

	Design Data
	Program and/or other design requirements, product literature, sketches, cost estimates, plans, pictures (unless separate files required for pictures) 

	Miscellaneous Invoices
	Soils engineers & surveyors, asbestos, etc. newspaper advertisement invoices (unless separate files required for soils, surveyors, and asbestos)

	Photos
	Pictures of site work

	General Correspondence
	All correspondence including emails unless specified otherwise 

	Review Comments
	Written reviews* from the University, SCO, and Insurance Department; Also architect’s response to review comments, DD reviews, construction document reviews.

	Request for Information
	Project Manager will specify if required.

	Bid Process/Bidding
	Bid tabulations, pre-bid conference minutes, bids ads, bid correspondence, award letters, and addenda

	MBE
	Contains Correspondence, Reports to designers/vendors and subs prior to the bidding of the work.  Includes the paid advertisements to the minority newspapers. 
Contains the MBE required at bid time from all bidders.  A copy of the MBE sheet required with the pay applications goes here as well.

	General Contract
	Contracts, bonds, insurance certificates, pay applications, contractor correspondence, change order, and field orders. 

	Plumbing Contract
	Same as above

	HVAC Contract (mechanical)
	Same as above

	Electrical Contract
	Same as above

	Asbestos Contract
	Same as above


	File Title
	Material and How Filed

	MBE
	Contains Correspondence, Reports to designers/vendors and subs prior to the bidding of the work.  Includes the paid advertisements to the minority newspapers. 
Contains the MBE required at bid time from all bidders.  A copy of the MBE sheet required with the pay applications goes here as well.

	General Contract
	Contracts, bonds, insurance certificates, pay applications, contractor correspondence, change order, and field orders. 

	Plumbing Contract
	Same as above

	HVAC Contract (mechanical)
	Same as above

	Electrical Contract
	Same as above

	Asbestos Contract
	Same as above

	Field Reports/Progress Meetings
	Reports, field observations, inspection reports, meeting minutes, punch lists, jobsite reports from Project Managers, Notice to Proceed

	ECU Field Reports
	Jobsite Reports from Project Managers

	Submittals
	Project Manager will specify if required.

	Test Reports/Testing
	Environmental assessments, reports on concrete, soils, asbestos (unless separate files required)

	Closeout
	Final report documents, closeout check list, warranties, certificate of completion

	* These are reviews on official submittals at schematic, design development, and construction document phases only

	CM@Risk
	

	 Sub files: 
	

	 CM Selection
	

	 CM Contract
	

	 CM Design 
	

	 CM General Correspondence
	

	 CM Guaranteed Max. Price
	

	 CM Cost Estimates
	


C. Moving funds among lined items

If a lined item in an Account does not have sufficient funds, the Capital Accounts Manager shall NOT seek approval or authorize any expenditures including, but not limited to, requisitions, purchase orders, change orders, direct payments, standing order purchases, etc.  
1. Moves between lined items within the same year’s Repair & Renovation accounts

If a Repair & Renovation account lined item has insufficient funding, the Capital Accounts Manager shall NOT seek approval or authorize any expenditures including, but not limited to, requisitions, purchase orders, change orders, direct payments, and standing order purchases.  The Capital Accounts Manager shall contact the appropriate Project Manager and/or appropriate Assistant Director/Director to determine another Repair & Renovation account lined item within the same year that has sufficient funds to move into the Repair & Renovation account lined item that has insufficient funds.   

A State Budget Office transfer is not required to move funds within the same year’s Repair & Renovation accounts.  The Capital Accounts Manager shall complete the Project Money Transfers Form with a description of the reason for the insufficiency and the lined items being affected.   The completed Project Money Transfers Form shall be submitted to the Director, Facilities Engineering & Architectural Services for approval.   Upon obtaining approval, the Capital Accounts Manager shall move the funds in the Facilities Engineering & Architectural Services access database and document the other required actions associated with a move of funding on the Project Money Transfers Form.     

Copies of the completed Project Money Transfers Form shall be placed in each project’s “Project Approval” file as well as a file for that year’s Repair & Renovation account.

2. Moves between lined items in different year’s Repair & Renovation accounts or among lined items in Capital Construction accounts and/or 2001 Bond Referendum accounts 

If a lined item in a Capital Construction account, 2001 Bond Referendum account, or Repair & Renovation account requires additional funding, the Capital Accounts Manager shall NOT seek approval or authorize any expenditures including, but not limited to, requisitions, purchase orders, change orders, direct payments, and standing order purchases.  The Capital Accounts Manager shall contact the appropriate Project Manager and/or appropriate Assistant Director/Director to determine another account that has sufficient funds to move into the lined item that has insufficient funds.   

If moves are required between lined items in different year’s Repair & Renovation accounts OR among lined items in Capital Construction accounts and/or 2001 Bond Referendum accounts, the CapStat System shall be used to obtain approval required to authorize the move the funds as follows.  

· The final email approval received from the State Budget Office is sent to the Capital Improvements Account authorizing the BD606 to move the funds.

· The final email approval received from State Budget Office authorizes the Capital Accounts Manager to complete the Project Money Transfers Form with a description of the reason for the additional funding and the lined items being affected.  The completed Project Money Transfers Form shall be submitted to the Director, Facilities Engineering & Architectural Services for approval.   Upon obtaining approval, the Capital Accounts Manager shall move the funds in the Facilities Engineering & Architectural Services access database and document the other required actions associated with a move of funds on the Project Money Transfers Form.     

Copies of the completed Project Money Transfers Form shall be placed in each project’s “Project Approval” file as well as a file for that year’s Repair & Renovation account, if appropriate.

PROJECT MONEY TRANSFERS FORM (Access)

	AMOUNT REQUIRED:
	     


	REASON:
	     



	Requestor:
	     
	
	Approved by:
	     


	RECEIVED FROM:
	     
	
	Code:
	     
	
	Item:
	     


	GOING TO:
	     
	
	Code:
	     
	
	Item:
	     


	Date Requested:
	     
	
	Date Transferred:
	     


	     
	Corrected #’s on Reserve Total on Datasheet


	     
	Increased/Decreased Contingency


	     
	Corrected #’s on MASTER Sheet


	     
	Adjusted on CapStat


	     
	Notified Capital Improvements Accountant


D. tools for reconciling Capital Construction accounts, 2001 Bond Referendum accounts, and Repair & Renovation accounts
1. INDIVIDUAL PROJECT MONITORING

The cash balance, in each project, is monitored as each additional expense is added to individual project datasheets.  Expenses are not allowed to create a negative cash balance on the project datasheets.  

2. CASH DISBURSEMENT REGISTRY

On a monthly basis, the Capital Accounts Manager receives a copy of the monthly Cash Disbursement Registry from ECU Financial Services.  All payment amounts are checked for accuracy using this Registry.  In the event that an expense item was paid at an amount different from the amount of the expense item reflected in the database, a correction is made in the database to reflect the actual amount paid and back-up is requested from Accounts Payable.  Differences less than $500 do not require the signature of the Director, Facilities Engineering & Architectural Services on the project datasheet.  Corrections of $500 or more require the signature of the Director, Facilities Engineering & Architectural Services on the project datasheet.  
3. DATA WAREHOUSE
Data Warehouse, an Excel database that is generated through entries made by ECU Financial Services, is a tool used by the Capital Accounts Manager on a regular basis.  This financial tool is used to cross check monetary activity for each project.  Accuracy of dollar amounts against appropriated lined items is checked on a monthly basis.   

4. CAPTIAL PROGRESS REPORT
a. The Capital Progress Report generated monthly by the Capital Improvements Accountant is used to cross check monetary activity for each project.  Using this Report, the Capital Accounts Manager verifies the project funding, expenditures, and available balances on a monthly basis.  

b. Accuracy of filing is periodically checked.

5. MONTHLY REVIEW OF PROJECTS FUNDED BY ACCOUNTS

Each month, the Capital Accounts Manager prepares a Program Report summarizing expenditures and balance available for all projects funded by Accounts.   The Director, FE&AS reviews the Program Report with the Senior Associate Vice Chancellor for Campus Operations (SrAVC), Campus Operations senior staff of directors, and Main Campus Assistant Directors during the second SrAVC staff meeting each month.  
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