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FOR

STATE-OWNED PROGRAMS
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PREFACE FOR STATE-OWNED PROGRAMS

How to Enter the CBIS System

To begin the budget request process, log onto CBIS at https://cbis.dbm.state.md.us using Internet Explorer. Al
ternatively, you can go to the capital budgeting website: http://dbm.maryland.gov/budget/Pages
capbudhome.aspx and on the right side of the screen in the CBIS block, click “Login.” A login screen will appear.
If you do not have a username and password, call the help desk at (410) 697-9700 or email ser-
vice.desk@maryland.gov. Enter your username and password in the appropriate fields. Click “LOGIN” and the
CBIS home page will appear. It will show a list of the projects/programs requested and recommended for your
State Agency in the current capital improvement program.

How to Enter a Program in CBIS

If the program that you want to edit is already in CBIS, it will be listed in the “Request Title” column on the
CBIS home page. Click on the “Request Title” for that program and the “Main Information” screen will appear.

If the program has never been entered in CBIS, click “Create a New Request” on the light yellow tool bar on the
CBIS home page. CBIS will direct you to a “New Request” screen. For a State-Owned program, click on “New
Program” under “Request Type” and “State-Owned” under “Ownership.” Click “Save” and CBIS will take you to
the “Main Information” screen. You must enter information in the “Title,” “Agency,” “Legislative District,” and
“Subdivision” fields, otherwise a warning prompt will occur when you click “Save.” After the screen has been suc-
cessfully saved, the “Main Information” screen will re-appear. It will show the information that you have just en-
tered.

Once a project has been entered in CBIS, you can select any menu option on the dark yellow tool bar by clicking
on the desired option. For directions about entering information in the fields shown on the chosen screen, refer
to the relevant screen shots in this section. Titles at the top of the pages will identify the particular menu or sub-
menu discussed on each page. Generally, information is entered by clicking on an “Edit” or “Edit Grid” button
and filling in a blank, entering a dollar amount, or providing a narrative text. It will then be necessary to click
“Save” to exit the edit screen and to save the information in CBIS. When text is entered, a text block similar to
that shown below will be provided:

Title: | St. Leonard's Creek Shoreling Erosion Control and Public Access |

A K R 908 8| fontName  c|Real.-|| B £ U | =

E(E=s|A-F

Construct shoreline erosion control measures, a pier, and boardwalks along the south shoreline of St. Leonard's
Creek at the Jefferson Patterson Park and Museum. The project will stabilize the eroding shoreling, protect
histaric and cultural resources and provide water access to students and the visiting public. The FY 2016 budget

IR includes funding for the design of this project.

1. Type your text in a Word document, using single spacing and a single line between paragraphs and no addi-
tional formatting such as bullets and bold (you can add this once the text is in CBIS).

2. Highlight and copy text.

3. Paste your text by clicking on the “Paste Plain Text” button in CBIS (resembles a clipboard). This will strip the
text of formatting. You can also strip text of formatting by clicking on the “Strip All Formatting” button
(resembles a paintbrush), but this will take out all paragraph spacing.

Once you have removed existing formatting, full justify the text and add any bullets or other formatting.
Click the “Save” button.

Nl
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How to Navigate Through the CBIS Screens

Various menus will appear in the dark yellow tool bar at the top of the “Main Information” screen; each of the
menus defines a different category of information.

Some of these menus are used for the preparation of a submission for a State-Owned program. They are: Home,
Main, Cost & Funds, Prior Activity, Activity, Planned Activity, and Projects. Two of these screens, Cost & Funds
and Projects, have sub-menus which appear on a light yellow tool bar immediately beneath the dark yellow tool
bar. In order to enter information in a particular sub-menu, it is important to remember that you must click on
the menu on the dark yellow tool bar first, then the particular sub-menu of interest on the light yellow tool bar.
For example, to enter “Cost & Funds” for “Last Year’s Planned,” click the “Cost & Funds” menu on the dark yel-
low tool bar first, then click the “Last Year’s Planned” sub-menu on the light yellow tool bar.

The last menu item, “Submit,” is discussed in more detail below.
How to Print a Copy of Your Request

You may print a copy of the request at any time during its preparation by going to the home screen and clicking
“View Reports,” the third option on the light yellow tool bar. CBIS will display a number of report categories;
click “Capital Budget Worksheets.” For State-Owned programs, select the name of your agency from the drop
down menu beside “Agency.” Depending upon your selection, CBIS will present you with additional drop down
menus for “Sub-Agency” and “Request.” If you select a program that has specific projects associated with it, anoth-
er drop down menu will appear labeled “Project.” Select “All” or the name of the specific project you wish to print
if you are printing Part IIIAs. If you wish to print Part I, II, or III, leave the project line blank.

Beneath the fields in which you just selected information, you will see a variety of print options, each with a small
box. Under the “Program” heading, click the boxes you wish to print for “Part I Agency Funding Request for Cap-
ital Grant Loan Program,” “Part II Summary of Proposed Use of Available Funds for Current Fiscal Year,” and
“Part III Summary of Requested Projects for Capital Grant and Loan Program.” In order to print Part IIIAs, un-
click the other boxes and click “Part IIIA - Detail of Requested Project associated with Capital Grant and Loan
Program” and select “All” or the name of the specific project you wish to print.

Scroll to the bottom of the page and click “Generate Reports.” A window will open showing the output file in an
Adobe format. Using the tool bars at the top of the Adobe output screen, you can print or save your selection.

If you want an output format other than Adobe for an individual project, click “Select Output Format.” A drop-
down menu will appear, allowing you to select PDF (Adobe), Excel, or Word as alternative output formats. Click

“Generate Reports” and a second window will appear showing the output file in the format selected.

NOTE: It may be necessary to enable pop-ups in your internet browser.
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How to Submit the CBIS Forms to DBM

Before submitting a copy of your request to DBM, it is recommended that you first print a copy to review. Follow
the instructions above for “How to Print a Copy of Your Request.” Once you are satisfied that your request is accu-
rate, click the blue “Submit” button that appears on the dark yellow tool bar as shown below.

“CLICK SUBMIT”

1?:\ % DEPARTMENT OF BUDGET & MANAGEMENT

“iMCBIS. 4
Home | Main | Cost&Funds Prior Acivty Adivily Planned Adinity Projects  [ETorll  +

Main Information

Title Asbestos Abstement Program

The Asbestos Abatement Program focuses on the correction of imminent health conditions by abating asbestos in State-owned facilities. Projects are identified through asbestos sur
Description prioritized list of facilitiss in which asbestos poses a health hazard is submitted for funding. Funds requested will be used for design, abatement, industrial hygiens monitoring. and remevy
budget includes funding for 13 projects

Budget Request Type Stsie-Owned

Agency Board of Public Works Sub-Agency General State Facilities
Legislative District 99 - Statewide Subdivision Siatewide
Budget Code DEO201 Governor's Priority Healih and Environment

Joseph Pitruzzella
301 West Preston Strest
Baltimore, MD 21201
Phone # 4107674287

Contact Info.

Is this a Neighborhood Revitalization Program? Mo
Is this program pulled out on the CBV Introduction? No
What MFR goals relate to this program?

If your assigned CBIS role is an Agency User, clicking “Submit Request” will forward the request to your Agency
Manager. After submitting the budget request, the Agency User can only view, not change, the submission. If
changes are required, the Agency Manager may edit the material before submitting it to the Office of Capital Budg-
eting. Alternatively, the Agency Manager might choose to return the submission to the Agency User for changes.
To do so, the Agency Manager should click on the “Main Information” screen. Click the “Edit” button, click
“Request Status” and select “Unsubmit” from the drop-down menu. Click “Save” to exit the edit screen and to
save the information in CBIS.

If your CBIS login identifies you as an Agency Manager, clicking “Submit Request” will forward the request to
your DBM capital budget analyst in the Office of Capital Budgeting (OCB). After OCB receives the request, the
Agency Manager can only view, not change, the submission. If changes are required, the OCB capital budget ana-
lyst must be contacted in order for the submission to be returned to the agency. The OCB capital budget analyst
may also elect to return the submission to the Agency Manager if the submission is deemed to be inaccurate, inco-
herent, or incomplete.

NOTE: Screen shots displayed in this manual will show more menu options than are available for agency users

and agency managers. These menu options will not appear on the actual screens of agency users and agency
managers. They are for the exclusive use of OCB capital budget analysts and CBIS administrators.
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State-Owned Program
New Request Screen

/E DEPARTMENT OF BUDGET & MANAGESM ERT “ou are logged in to CBIS-R2 as: Lisa Wallace
E C.B.I.S. [ About CBIS ] Manage Accounl ] Logoul ] Help ]

New Request

Request Type

O MNew Project
@& Mew Program

Ownership

@& State Owned
O Grant and Loan

Save Cancel

If a new program is being requested, click “Create a New Request” on the light yellow tool bar on the CBIS home
screen.

Request Type Click on “New Program.”

Ownership Click on “State Owned.”
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State-Owned Program
Main Information Screen

om DETARTMENT OF BUDGET & MANAGEMENT ‘You are logged in to Build 154 as Fiona Burns
$¥cals. [“About cBIS | Manage Account | Logout | Help |
Home | Main | CostaFunds Prior Adiviy Aciviy Planned Activity Projects [l
Main Information [ e ]
Title Asbestos Abatement Program
The Ashestos Abatement Program focuses on the correction of imminent heaith conditions by abating asbestos in Stste-owned faciliies. Projects are identified through sbestos surveys or routine inspections of faciliies. Each year a
Description prioritized list of facilities in which asbestos poses a health hazard is submitted for funding. Funds requested will be used for design, abatement, industrial hygiene monitoring, and removal of asbestos at various State faciliies. The FY 2013
budget includes funding for 13 projests
Budget Request Type Stste-Onned
Agency Board of Public Works Sub-Agency Genersl Stste Facilities
Legislative District 95 - Stetewide Subdivision Statewide
Budget Code DE0201 ‘Governor's Priority Health and Environment

Joseph Pitruzzella

301 West Preston Street
Baltimore, MD 21201
Phone # 4107674297

Contact Info.

Is this a Neighborhood Revitalization Program? o
Is this program pulled out on the CBV Introduction? No
What MFR goals relate to this program?

Click “Edit” on the “Main Information” screen shown above.

Title Enter the name of the program.

Description Describe the program in sufficient detail to indicate clearly the nature of the work to be
funded, the scope of the problem, and the impact of the problem. Summarize what the
current request will accomplish, the number of projects included in the request, and how
many State agencies are affected by the request.

Budget Request Type | This field will be populated by CBIS indicating the type of budget request (i.e. State
Owned or Non-State Owned.)

Request Status This field indicates the status of the budget request. The “Unsubmitted” status allows the
Agency User to view and edit, and the Agency Manager to view only. The “Submitted to
A/Mgr” status allows the Agency User to view only, and the Agency Manager to view and
edit. The “Submitted to DBM” status allows the Agency User and Agency Manager to
view only, and DBM to view and edit. The Agency Manager can select “Unsubmitted”
from the drop-down menu to return the budget request to the Agency User.

Agency Select Agency from the drop-down menu.

Sub-Agency Select Sub-Agency from the drop down menu, if available.
Legislative District Select “99 - Statewide” from the drop-down menu.
Subdivision Select “Statewide” from the drop-down menu.

Budget Code Enter the budget code from the drop-down menu.

Governor’s Priority  |Enter the Governor’s priority from the drop-down box. The priorities are Education,
Health and Environment, Public Safety and Safer Neighborhoods, Commerce, and Other
Projects. Use your judgment as to where you feel your project should be prioritized.

Contact Info. If not available from the drop-down menu, enter the name, address, and telephone
number of the person who should be contacted if there are any questions about the
information provided for the program.

Neighborhood Enter “No.”
Revitalization
Program?
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State-Owned Program
Main Information Screen (Continued)

MFR Goal

Indicate what Managing For Results goals this program accomplishes. Goals and objec-
tives can be found in the current Maryland Operating Budget volumes. This can be
found on the DBM website under Operating Budget: http://dbm.maryland.gov/budget
Pages/operbudhome.aspx. Click on the most current year’s Operating Budget Docu-

ments, then select the Operating Budget Detail, and locate your Agency.

Click “Save.” For the “Save” command to function, it is necessary that at least the “Title,”
“Agency,” “Legislative District,” and “Subdivision” information fields be completed. If
this information has been entered, the “Main Information” screen will appear, showing all
of the information that you have just entered. To move to another menu, click on the
desired menu option on the dark yellow tool bar.
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State-Owned Program
Cost & Funds - Request Screen

5 om DEPARTMENT OF BUDGET & MANAGEMENT You are logged in to Build 139 as: Fiona Burns

«u¥ C.B.LS.

About CBIS | Manage Account | Logoul | Help |

Home  Main | Cost & Funds Prior Activity  Activity  Planned Activity Projects DBM Cmits,  Leg. Action —

@ Cost & Funds - Request () Cost & Funds - Last Year's Planned (@ Cost & Funds - DBM Recommendation @ Cost & Funds - Req. Comment

Title: Construction Contingency Fund

Cost & Funds - Request

Requested Funds By Source

[ EaitGa |

2,500,000 0 2,500,000 0| 0 0 5,000,000
0 0 0 0| 0| 0 0|

0 0 0 0| 0 0 0l

0 0 0 0| 0| 0 0|

0 0 0 0| 0| 0 0

0 0f 0 0| 0j 0 0f
2,500,000 0 2,500,000 0 0 0 5,000,000

CIP Difference

Edit

Click “Cost & Funds” on the dark yellow tool bar, then “Cost & Funds - Request” on the light yellow tool bar.

Requested Funds By
Source

Click “Edit Grid” for the “Requested Funds by Source” table. By fund source, enter the
requested amount of funding (rounded to the nearest $1,000) for each fiscal year in the
appropriate column. Click “Save” and review the information you entered. The row and
column totals will be calculated by CBIS.

CIP Difference

Click “Edit” for “CIP Difference.” Enter the required information concerning planned
CIP funding and requested funding.

Text in this box should compare the funding planned in the CIP with the funding actual-
ly being requested for the upcoming budget year. Begin by stating, “FY 20__ Planned:”
After the colon, state the amount of funds, the phase code indicating how the funds will
be used, and then the type of funds (e.g. GO, GF) that were planned in the CIP for the
fiscal year under consideration. If the planned CIP contains more than one kind of fund-
ing, funding amount, and phase codes, state this fact, separating each of the different
funding groupings by semicolons.

After entering the planned CIP information, provide a sentence that indicates whether
the requested amount of funding is consistent with or different from the planned CIP
funding. Explanations for your request should be entered as follows:

1. If the amount requested is within 5% of the amount planned, enter “The amount
requested is generally consistent with the amount planned in the CIP.”

2. If the amount requested is more than 5% of the amount planned, enter “The amount
requested is more than 5% greater or less than the amount planned in the CIP.”
Then enter the reason for the difference.

3. If the program was not planned for funding in the upcoming fiscal year, enter “Not in
CIP.” A sentence should then be added that explains the amount requested and why
the program request differs from the Governor’s CIP.

4. If the program had planned funding for an out year, but was accelerated to the fiscal
year under consideration, enter “FY 20__ Planned: $0. Funding planned in FY 20__
through 20__." If the funding extended beyond the CIP, add “. . . and beyond.” A
sentence should then be added to explain the amount requested for the upcoming
year and why the funding has been accelerated.

Click “Save” and review the information you entered. If changes or additions are re-
quired, click on “Edit,” make the changes/additions, and click “Save.”
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State-Owned Program
Cost & Funds - Last Year's Planned Screen

ﬁ“.ﬂ DEPARTMENT OF BUDGET & MANAGEMENT You are logged in to Build 139 as: Fiona Burns
uuq.'i' C.B.1.S. [ Avout cBIS | Manage Account | Logout | Help |
Home  Main ‘ Cost & Funds | Prior Activity  Activity  Planned Activity  Projects DBMCmis.  Leg. Action —

@ Cost & Funds - Request (3 Cost & Funds - Last Year's Planned (3 Cost & Funds - DBM Recommendation  Cost & Funds - Reg. Comment

Title: Construction Contingency Fund

Cost & Funds - Last Year
Last Year's Recommended Funds By Source
Fund Use 2016 2017 2018 2019 2020+ Total

GO 2,500,000 0 2,500,000 0 0 5,000,000
GF o 0 o 0 0 o
SF o 0 o 0 0 o
FF o 0 o 0 0 o
RB 0 0 o 0 0 o
NB 0 0 o 0 0 o
Total 2,500,000 0 2,500,000 0 0 5,000,000
=

Click “Cost & Funds” on the dark yellow tool bar, then “Cost & Funds - Last Year’s planned” on the light yellow

tool bar.
Cost & Funds - Last Click “Edit Grid” and enter fund sources for different fiscal years. CBIS should roll this
Year information over from last year. In the event this screen is blank, enter last year’s recom-

mended CIP amount by fund source (rounded to the nearest $1,000) in the appropriate
fiscal year cells.

Click “Save” and review the information you entered. The row and column totals will be

calculated by CBIS.
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State-Owned Program
Cost & Funds - Supporting Comments for the Request Screen

“"‘ @ DEPARTMENT OF BUDGET & MANAGEMENT You are logged in to Build 139 as: Fiona Burns
w1+ C.B.L.S. [ About CBIS | Manage Account | Legout | Help |
Home  Main | Cost & Funds ‘ Prior Activity  Activity  Planned Activity ~ Projects DBMCmits.  Leg Action

~

@ Cost & Funds - Request () Cost & Funds - Last Year's Planned () Cost & Funds - DBM Recommendation () Cost & Funds - Req. Comment

Title: Accessibility Modifications

Cost & Funds - Supporting Comments for the Request

Rich Text Edior Halp

B [ == == :=

[ Font— ~| [~ Size - | [~ Heading— V|

Beginning with FY 2013, agenciss were required to have a transition plan on file with MDOD o be eligible to request Access Maryland funding. Plans!
must be updated every 3 years and agencies are to track progress achieved regardless of the source of funds utilized. The first cycle of transition
plans started this January with agencies submitfing their updated plans. As of that time, MDOD had & total of 13 transition plans on file and since
anuary, an additional plan hss besn received raising the total to 3801 million. Many of the plans contsin replacing an slevator andior expanding the
haft which are of significant cost. which, when funded will reshape the program from multiple projects each year to potentially one. For example, this
ear three elevators were reguested totaling $1.9 million with an additional 1.1 millien for construction in FY17.

lafter a review and pricritization of the State Agency submissions by the Maryland Cemmission on Disabilities, MDOD develops & list of projects for
funding in the upcoming fiscal year The FY 2016 Access Maryland Capital Budget Request totals §1,600,000 and includes funds for 11 projects; 8 of
the 11 projects are at institutions of higher education; 2 are at Department of Public Safety and Correctional Services’ facilities; and 1 is at the
headquarters of Maryland Public Television.

[The two projects at Maryland's comectional facilities total 3543,000 and will provide accessible cells and showers at the Maryland Reception
[Diagnostic and Classification Center which has faced increased scrutiny in light of changes the U.S. Department of Jusfice made in their regulations
regarding comrectional facilities. These regulations make clear that all cerrectional facilities and programs must be accessible to and usesable by
nmates with disabilities. This has resulted in a significant cost increase for the DPSCS transition plan. The second project is at the Brockbridge
{Correctional Facility and will install a lift and renovate a restroom to provide program access.

[The Access Maryland program has several benefits. Most importantly, Maryland increases access to programs and services while decreasing liability
f lawsuits for non-compliance with the Americans with Disabilities Act. Secondly. incressing numbers of students with disabilities attend colleges and
universities after graduation from high school (DaDeppo, 2008; Hom & Nevill, 2006; Snyder, Tan, & Hoffman, 2004; U3 Department of Education,
[2002), and research has shown that students with disabilities who have graduated are more likely to obtain ploy after

ia university degree (Flannery, Slovic, Benz, & Levine, 2007; Nafional Council on Dissbility, 2003; Stodden, Dowrick, Anderson, Heyer, & Acosta,
[2005) so investing in accessible higher education facilities should lead to a decrease in benefit use and an increase in the tax base

[The program hag received authorizations of $1,600,000 for 9 of the last 11 years. In FY6 and FY12 it received 31,300,000 and 51,444 000
respectively. Since its inception, projects funded through Access Maryland have encumbered in excess of $35 million dollars and expended in
approximately 34.7 million Between FY's 2004 and 2014, 153 projects were completed increasing access to 150 facilities. Projects have ranged from
ignage installation to accessible interiors and exterior accessible routes to restroom medifications to an accessible visiting booth in the Chesapeake
[Detention Facility.

Click “Cost & Funds” on the dark yellow tool bar.
Click “Cost & Funds - Req. Comment” on the light yellow tool bar.

Supporting Restate the generalized rationale first stated in the program description. Describe the
Comments problems the program addresses, any applicable legal mandates, and, if applicable, any
penalties that result from non-compliance. Additional information can be added here
describing criteria or processes used to implement the program.

Additionally, describe how the requested funds will be used. The requested amount
should be broken down by dollar amount and project between departments and agencies
(e.g. $750,000 for five projects at the Military Department). These elements should total
the dollar amount of the request.

Also, provide outcome data that shows how the program results in the desired improve-
ment in the condition or situation of the individuals who benefit from the projects.

Describe how the outcome is measured and its impact. If possible, state how many pro-
jects have been funded in the program since its inception. [If inception date is un-
known, use data from the most recent DBM publication “Capital Improvements
Authorized by the General Assembly” (White Book) to derive this information.]

Finally, indicate the remaining demand for this program. This can be expressed in
dollars, or the remaining number of projects.

Click “Save” and the “Cost & Funds - Request” View Screen will appear. To view the
information that you just entered, click “Cost & Funds - Req. Comment” on the light
yellow tool bar. The material that you just entered in the edit box will appear.

53



State-Owned Program

Cost & Funds - Supporting Comments for the Request Screen (Continued)

Uploading Docu-
ments to CBIS

If you wish to upload supporting documents to a request, go to the “Req. Comments” sec-
tion of the “Cost & Funds” tab and scroll down to “Supporting Documents” at the bot-
tom of the page. Click on “Browse” to select your document and then click on “Upload.”
After uploading your document, be sure to hit “Save” or you may lose any changes you
made to the supporting comments section when you navigate away from this page.

You may download a document you have uploaded to CBIS by clicking on the
“Download” button on the right side of the screen. You may also delete a document you
have uploaded by clicking on the “Delete” button to the right of the “Download” button.

Uploaded documents must be in Excel or PDF format. Agencies may upload signed agen-
cy request letters, backup documentation, cash flows, and fund summaries. Agencies may
not upload documents in lieu of providing supporting comments.
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State-Owned Program
Prior Activity Screen

g‘ am DEPARTMENT OF BUDGET & MANAGEMENT You are logged in to Build 139 as: Fiona Burns
B

C.B.LS.

Aboul CBIS | Manage Account | Logoul | Help

Home  Main Cost & Funds ‘F‘riur.ndivily Activity  Planned Activity Projects DBMCmits.  Leg. Action —

Title: Accessibility Modifications

Prior Activity

Prior Appropriations

Edit Grid

FY2011 FY2012 FY2014 FY2015

Encumbrances
Expenditures

1,029,693 789,091 1.578,779 561,356 759,733 1214
1,775,484 1,341,721 965,806 423,764] 172,732 1214

Click “Prior Activity” on the dark yellow tool bar.

Prior Activity

Click “Edit Grid” for the “Prior Appropriations” table and enter data for different types of
prior funding (e.g. GO, GF). CBIS should roll this information over from last year. In the
event this screen is blank, enter the amount of funds authorized in each of the last five fiscal
years by fund type.

Click “Save” and review the information you entered. The row and column totals will be cal-

culated by CBIS.

Prior Program

Activity

Click “Edit Grid” for “Prior Program Activity Using Funds from all Sources.” Fields in the
“Prior Program Activity Using Funds from all Sources” will be available for entering data for
prior encumbrances and expenditures.

Enter the amount of funds actually encumbered and expended in each of the last five fiscal
years regardless of what fiscal year they were authorized. An “encumbrance” is defined as a
“legal commitment of funds supported by BPW approved contracts or signed purchase or-
ders.” An “expenditure” is the actual amount of funds spent. Since expenditures are not
linked to appropriations in this table, it is possible for expenditures to exceed appropriations
in any given fiscal year. If expenditures in any given year do exceed encumbrances, please pro-
vide a brief explanation of the reasons by separate communication to your assigned capital
budget analyst. For example, funds were encumbered at the end of a Fiscal Year and not ex-
pended until the next Fiscal Year.

In the last column enter the month and year that the encumbrances and expenditures reflect.
It is expected that the month and year will be one or two months prior to the date of submit-
tal. You may expect DBM to call to update these figures by November/December, prior to the
start of the next Legislative Session.

Click “Save” and review the information you entered.
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State-Owned Program

Encumbrance and Expenditure Summary Screen

s C.B.LS.

hom DEPARTMENT OF BUDGET & MANAGEMENT

Home Main  Cost&Funds Prior Adivity | Activity | Planned Adtivity Projects DBMCmis.  Leg. Action

You are logged in to Build 139 as: Fiona Burns
[ About CBIS T Manage Account T Logoul Help

 —

Title: Accessibility Modifications

by Year of Capital Authorization.

Encumbrance and Expenditure Summary

Total Authorized

Amount Encumbered To Be Encumbered

Amount Expended

To Be Expended

37,894,096 35,909,171 35,035,190 1,984,925 2,858,906
1,600,000 0| 0 1,600,000 1,600,000

35,909,171 35,035,190 3,584,925 4,458,906

Click “Activity” on the dark yellow tool bar.

Encumbrance and
Expenditure Summary

Click “Edit Grid” for Encumbrance and Expenditure Summary by Year of Capital
Authorization. This table asks for information about prior authorizations and the
amounts of the authorization encumbered and expended. Only include General

Obligation Bond or PAYGO funding.

Total Authorized refers to the amount appropriated by the General Assembly for the
period covered by the row in which it appears.

Amount Encumbered refers to total funds encumbered from the total funds author-
ized in the row in which it appears, regardless of when they were encumbered. For
funds to be considered encumbered there must be an approved BPW contract, a
signed purchase order, or evidence of a legal obligation.

Amount Expended refers to the total funds spent from the total funds encumbered
in the row in which it appears, regardless of when the funds were spent.

In the All Prior row, enter the amounts authorized, encumbered, and expended since
the initiation of the program.

Note: The Total Authorized column for each Fiscal Year should be the same as the
totals for each Fiscal Year on the Prior Activity screen. The Amount Encumbered
and the To Be Encumbered amount should equal the Total Authorized in each Fis-
cal Year and the Amount Expended and the To Be Expended amount should equal
the Total Authorized in each Fiscal Year.

Click “Save” and review the information you entered. CBIS will calculate the To Be
Encumbered and To Be Expended columns and the Totals rows.
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State-Owned Program

Planned Activity for Current Fiscal Year Screen

w’l-g DEPARTMENT OF BUDGET & MANAGEMENT

Z C.B.LS.

You are logged in to Build 139 as: Fiona Burns
[ About CBIS T Manage Account [ Legout Help

Home  Main Cost & Funds Prior Activity  Activity | Planned Activity | Projects DBMCmts. Leg. Action —

Title: Construction Contingency Fund

Planned Activity for Current Fiscal Year

Beginning Balance: 5088457

GOIGF Appropriations: l:l
Other Funding:
Total Revenue: 5275749
Encumbrances:
Operating Costs: l:l
Total Expenses: 3,000,000

Total Available for Next 2,275,749

Fiscal Year:

T

Click “Planned Activity” on the dark yellow tool bar.

This screen shows the fund balance for the next fiscal year after the total expenses of the planned activity in the
current fiscal year are subtracted from the total revenue.

Beginning Balance

Enter the unencumbered balance available to the program on the first day of the
current fiscal year in this block. The beginning balance should be the same as the
amount in the Sub Total row in the To Be Encumbered column on the Encum-
brance and Expenditure Summary Screen. If the program had no balance, enter a
zero.

GO/GF Appropriations Enter the amount of funds the program received from General Obligation Bonds
and General Fund appropriations for the current fiscal year.

Other Funding Enter the amount of funds the program received from any source other than
General Funds and General Obligation Bonds during the current fiscal year (e.g.
Special Funds or Federal Funds). Total Revenue will then calculate automatically.

Encumbrances Enter the program’s total anticipated encumbrances for the current fiscal year. If a

Part II summary of Projects - Current Year Planned Activity is being submitted, this
amount should be the same as the Total Amount shown in the Current FY Amount
column.

Operating Costs

If there are anticipated operating expenses and indirect charges that are authorized
by law, enter this amount. Total expenses and the Total Available for Next Fiscal
Year will calculate automatically after you click “Save.”

The Requested Projects sub-menu of the Projects menu will appear when you click
“Save.” In order to view the material that you just entered, click the “Planned Activi-
ty” menu.
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State-Owned Program
Projects - Current Year Planned Activity Screen (Part II)

hom DEPARTMENT OF BUDGET & MAMNAGE MENT “ou are logged in to CBIS-R2 a=: Lisa Wallace
i C.B.LS. [ AboutcBIS | Manage Account | Logout | Help |
Home  Main Cost & Funds Prior Activity ~ Activity  Planned Activity | Projects | DEM Cmts. Leg. Action

@ Projects - Current Year Planned Activity @ Projects - Requested @ Projects - Recommended

Program Title: Accessibility Modifications

Projects proposed for current year Add Hew
District Title Est. Cost  Prior Phase Cur.FY Phase Future Phase States

Amt. Req. Share %

Statewide 99 Other To Be Determined 844 199 o 844199 |C o 100.0| Delete | Copy | View

Allegany 1C UMCES - Appalachian Laboratory - Fire 136,000 0 136,000 |C 0 100.0| Delete | Copy | View
Safety/Vertical Access

Baltimore 43 MEDEMTC - Dorm Room Shower Stall 94,000 o 94,000 (C o 100.0 | Delete | Copy | View

City Modifications

Harford 35B DGS/BPW - Bel Air MSC - Accessible Route 10,000 V) 10,000 |C V) 100.0 | Delete | Copy | View

Anne 30 DGS/BPW Old Treasury Building 90,000 o 90,000 |C o 100.0| Delete | Copy | View

Arundel

Baltimore 40 DGS/BPW Herbert B. O"Conor Building - 51,000 0 51,000|C 0 100.0| Delete | Copy | View

City DHMH Headquarters

Anne 30 DGSBPW Annapolis Data Center 65,000 0 65,000|C 0 100.0| Delete | Copy | View

Arundel

Caroline 36 DMR - Martinak State Park Accessibility 633,347 | 263,347 |PC 370,000 |C 0 100.0 | Delete | Copy | View
Modifications

Totals 1,923,546 | 263,347 1,660,199 0

Click “Projects” on the dark yellow tool bar, then “Projects - Current Year Planned Activity” on the light yellow

tool bar.
Projects for Current Information in this screen should roll over from last year’s recommendations. This list
Year Activity includes all authorized projects which have been, or are expected to be, encumbered

during the current fiscal year. However, the list should be reviewed for the
following issues:

1. Removal of projects from the list for reasons such as legislative cuts, cancellation, or
de-authorization. To do so, click “Delete” next to the project of concern.

2. Addition of projects due to legislative authorization. To do so, click “Add New.”

3. Verification that the information for all projects remaining on the list is complete
and accurate. To do so, click “View.”

The following material provides important information about the use of Delete, Copy,

View, and Add New.

1. Delete - If there is a project that was rolled over by CBIS, but will not be
encumbered in the current year, this project can be deleted by clicking “Delete.”

CAUTION: Once the delete button is selected, the project is deleted and cannot be
retrieved. Using the Internet “Back” button to undelete will prompt an error in CBIS
and take you to the log in screen.

2. Copy - If a project is proposed for funding in the next Fiscal Year, clicking “Copy”
will copy the project onto Part III-Summary of Requested Projects for Capital
Grant and Loan Program. Also, the Part II A will be copied onto a Part IIIA Form.
This will eliminate the need to manually reenter information a second time. How-
ever, information regarding the cost and schedule may need updating.

3. View (Same as Edit) - CBIS will roll over projects from the previous year’s submis-
sion. To begin the process of editing, click “View” on each row containing a pro-
ject whose information and data should be checked for accuracy and completeness.
You should check the material on this screen, as well as the Cost and Funds,
Matching Funds, and Details and Scheduling sub-menu screens.
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State-Owned Program
Projects - Current Year Planned Activity Screen (Part II) (Continued)

Projects for Current |Note: Clicking “Save” in the Details and Scheduling screen will bring you back to the
Year Activity “Main” screen for the project being reviewed. To review, add, or delete additional projects
(Continued) for the current year, click on “Projects” menu on the dark yellow tool bar (already high-
lighted), then click on “Projects - Current Year Planned Activity” on the light yellow tool
bar and proceed as outlined in the above paragraph.

4. Add New - If CBIS did not roll over projects from the previous year, or the current
year includes additional new projects, they will have to be added to the prior funded
projects list. Click “Add New” and follow the instructions beginning on the next

page.

Note: If your program permits redistribution of surplus funds for previously unidentified
projects, you will also need to add these new projects to the data base. To do so, complete
the screens that follow after clicking “Add New.”

As projects are entered, CBIS updates the Projects - Current Year Planned Activity summary page (Part II). All
fields are populated from data entered for individual projects. Additionally, CBIS calculates the Totals for Est.
Cost, Prior Auth, Current FY Amount, and Future Request that appear on the summary page. In order to change
information entered, click “View” on the particular project of concern. After making any changes click “Save,”
and return to this screen to view the changes.

The total Current FY Amount must be the same as the Encumbrances amount entered on the Planned Activity
screen.

If the total Current FY Amount is less than the Encumbrances amount, a New Project entitled “Other, To Be De-
termined” should be entered. Insert Statewide for Legislative District and Subdivision in the Main Information
screen. In the project Cost and Funds - Last Year Screen, enter the dollar amount as Other in the Last Year’s Rec-
ommended Phase Breakdown by Cost table. Enter the appropriate fund source in Last Year’s Recommended
Funds by Source table, leaving the phase code blank. The amount entered should balance the Current FY
Amount in the Projects - Current Year Planned Activity Screen and Encumbrances in the Planned Activity Screen.

If the Current FY Amount is more than the Encumbrances amount, and the Total Available for Next Fiscal Year
(Planned Activity screen) is O, then enter a Cash Flow adjustment factor. To do this follow the instructions in the
paragraph above except that instead of entering a project entitled Other, To Be Determined, enter the project as
“Cash Flow Adjustment.” Calculate the amount of this cash flow project so that the Current FY Amount and the
Encumbrances are equal.
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State-Owned Program
Projects - Current Year Planned Activity Main Screen (Part I1A)

Wk DEPARTMENT OF BUDGET & MANAGEMENT You are logged in to Build 164 as: Fiona Bumns

“i¥ C.B.LS. [ Aot Cai5 | Manage Account | Logout | Help |
Home | Main | Projecs [0
Main Information T
Title Asbestos Abatement Program
The Ashestos Abstement Program focuses on the correction of imminent health conditions by abating ssbestos in State-owned facilities. Projects are identified through asbestos surveys or routine inspections of faciliies. Each year a
Description prioritized list of facilities in which asbestos poses a health hazard is submitted for funding. Funds requested will be used for design, abatement, industrial hygiens monitoring, and removal of asbestos &t various State facilities. The FY 2013
budget includes funding for 19 projects.
Budget Request Type State-Owned
Agency Board of Public Works Sub-Agency General State Facilities

Legislative District 99 - Ststewide Subdivision Ststewide

Budget Code DED201 Governor's Priofity Health and Environment

Joseph Pitruzzella

301 West Preston Strest
Baltimore, MD 21201
Phone # 4107674297

Contact Info.

Is this a Neighborhood Revitalization Program? No
Is this program pulled out on the CBV Infroduction? No

What MFR goals relate to this program?

|
The Main Information screen is involved when editing or adding a new project to the current year planned activi-
ty. If you are adding a new project, click “Add New” on the Projects - Current Year Planned Activity screen. If
you are editing a previously entered project, click “View” on the Projects - Current Year Planned Activity sub-
menu, then click “Edit.” Information on this screen should also roll over from last year’s entries.

Project Title Enter the name of the project.

Description This information should roll over from your prior request. If this is a new project or it is
blank, insert a one or two sentence description of what the project proposes to accomplish.

Address/Coordinates | There is no need to fill in the address and latitude/longitude of a project that has already
been funded.

Legislative District Enter the Legislative District in which the project is located from the drop-down menu.
Legislative districts can be located at: mdelect.net

Subdivision Enter the subdivision in which the project is located from the drop-down menu.
Agency Priority No entry required or available.

Does This Project There is no need to fill in a Cost Estimate Worksheet for a project that has already been
Have a CEW? funded. Click “No.”

Is this a Neighbor- Click on “Yes” or “No” in the appropriate circle. A Neighborhood Revitalization Project is
hood Revitalization |a project in a neighborhood designated as a priority funding area where State and local
Project? governments want to target their efforts to encourage and support development and new
growth. Examples include the Canal Place Redevelopment, Salisbury Regional Claims
Center, or Preston Streetscape Improvements.

Click “Save” and review the information you entered. If any corrections or additions are
required, click “Edit” and follow the above procedures. Click “Save” to keep your changes
or “Cancel” to keep the information previously entered.
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State-Owned Program
Projects - Current Year Planned Activity Cost & Funds Screen (Part I1A)

Jhom DEPARTMENT OF BUDGET & MANAGEMENT “ou are logged into CBIS-R1 55 Ronald Lippincott -
gy C.B.I.S. [ About CBIS ] Manage Account I Logout I Help ]
Home Main  Cost&Funds Prior Acivity Acivity Planned Activity | Projects | DBMCmis.  Leg. Action

@ Main O Cost & Funds @ Details and Scheduling @ Leg Action

Cost & Funds - Last Year

Program Title: Accessibility Modifications
Project Title: USM - TU - Enrollment Services Building - Restroom Modifications

Last Year's Recommended Phase Breakdown by Cost

Prior FYZ2005 FY2006 EYZ2007 FY2008 FY2009 FY2010+

Acquisition a i} a a a a a a
Planning ] i} ] ] ] a a a
Construction 0 137,000 0 0 0 0 0 137,000
Equipment 1] 0 1] 1] 1] a a 0
Other 0 1] 0 0 0 1] 1] u]
Total 0 137,000 0 0 0 0 0 137,000
Last Year's Recommended Funds By Source
Prior Phase Phase 2006 Phase 2007 Phase 2008 Phase 2009 Phase 2010+ Phase
GO o 137,000 o 0 0 0 o il 137,000
GF 1] 1} 1} 1} 1} 1] o o
SF 1] 0 0 0 0 1] ul u]
FF 1] 1} 1} 1} 1} 1] o o
RB o 0 0 0 0 o il o
NB o 0 0 0 0 1] o o
Total 0 137,000 0 0 0 0 ] 137,000

The “Projects” selection on the dark yellow tool bar should be highlighted.
Click “Cost and Funds” on the light yellow tool bar.

Recommended Phase Click “Edit Grid” for Last Year's Recommended Phase Breakdown by Cost. Infor-
Breakdown by Cost mation entered in this table should show the total cost of the project, regardless of the
source of funding. CBIS should roll this information over from last year. If adding a
project, or if the information did not roll over, enter the prior dollar amount allocated
for this project in the Prior column by type of activity. In the fiscal year columns, enter
the amount of funds to be requested (rounded to the nearest $1,000) for the project, in
the appropriate field.

Click “Save” and review the information you entered. CBIS will calculate the row and
column totals.

Recommended Funds | Click “Edit Grid” for Last Year’s Recommended Funds By Source. Enter the required
By Source data by fiscal year and project phase. Enter only the amount of State funds authorized
for the project. CBIS should roll this information over from last year. If this screen is
blank, or this is a new project, then enter the type of State funds previously allocated
for this project in the Prior column.

In the fiscal year columns, enter the State funds to be requested (rounded to the nearest
$1,000) in the appropriate field. In addition, in both the prior and fiscal year columns
indicate with capital letters the phase of activity each year’s funds will assist. Use A, P,
C, E, for Acquisition, Planning, Construction, and Equipment, respectively but do not
use commas to separate different phases when you enter them.

Click “Save” and review the information you entered. CBIS will calculate the row and
column totals. The dollar amounts in the columns of each of the two tables must be
equal. If they are not, corrections must be made so that the totals balance.
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State-Owned Program

Projects - Current Year Planned Activity Details & Scheduling Screen (Part I1A)

w‘}\a DEPARTMEMT OF BUDGET & MANAGESMENT You are lngged in to CBIS-R1 a=: Daniel Johnson

%M C.B.LS.

About CBIS | Manage Account | Logout | Help |

Home Main  Cost&Funds Prior Activity Activity Planned Activity | Projects | DBM Cmis.  Leg. Action

@ Main @ Cost & Fundzs @ Matching Funds @ Details and Scheduling @ Leq Action

Details And Scheduling - Requested

Program Title:
Project Title:
Het Sq Ft:

Gross Sq Ft
Efficiency Factor:
Cost Per G5F:

Program Status:
Proposed Schedule

Duration of Design:

Duration of Construction:

Supporting Comments & Project Justification:

Accessibility Modifications
UNMCRP Memorial Chapel - Accessible Routs

b Jwomms Starting On unti 71112005
(E Statng On [7is2008  Junti 91512005

Project will allow dizabled students to access Chapsl services.

se B coeet |

The “Projects” selection on the dark yellow tool bar should be highlighted.

Click on “Details and Scheduling ” on the light yellow tool bar.

Net Sq. Ft.

Enter the net square feet for the total project.

Gross Sq. Ft.

Enter the gross square feet for the total project.

Efficiency Factor

Based on Net and Gross Sq. Ft. entered, CBIS will calculate this field after clicking
“Save.”

Cost Per GSF

The total cost per gross square foot should be determined by dividing the total cost of
acquisition, planning, construction, and equipment (Item 21 on the CEW) by the total
gross square feet.

Program Status

From the drop down menu select “N/A,” unless DBM has determined that a program
is required for this project.

Duration of Design

Indicate the actual and/or anticipated number of months to design the project and the
starting date (Month/Day/Year) in numerical format.

Duration of
Construction

Indicate the actual and/or anticipated number of months to construct the project and
the starting date (Month/Day/Year) in numerical format.

Supporting Comments
& Project Justification

OPTIONAL. Provide a brief summary of the facility problem, how the problem has
interfered with the delivery of services, how this project will solve the problem, and the
outcomes expected.

Click “Save” and review the information you entered. If the design and construction
data was entered, CBIS will calculate the end dates for design and construction.
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State-Owned Program

Projects - Current Year Planned Activity Details and Scheduling Screen (Part I11A)

(Continued)

Uploading Documents
to CBIS

OPTIONAL. If you wish to upload supporting documents to a request, go to the “Req.
Comments” section of the “Cost & Funds” tab and scroll down to Supporting Docu-
ments at the bottom of the page. Click on “Browse” to select your document and then
click on “Upload”. After uploading your document, be sure to hit “Save” or you may
lose any changes you made to the supporting comments section when you navigate
away from this page.

You may download a document you have uploaded to CBIS by clicking on the
“Download” button on the right side of the screen. You may also delete a document
you have uploaded by clicking on the “Delete” button to the right of the “Download”
button.

Uploaded documents must be in Excel or PDF format. Agencies may upload signed
agency request letters, backup documentation, cash flows, and fund summaries. Agen-
cies may not upload documents in lieu of providing supporting comments.
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State-Owned Program
Projects - Requested (Part III) Screen

‘9'; m DETARTMENT OF BUDGET & MANAGEMENT You are logged in to Build 154 2s° Fiona Burns.
“i¥ C.B.LS. AUt CoIS_| Manage Account | Logout | Retp |
Home Main  Cost&Funds  Prior Adtivity Activity  Planned Activity | Projects. | m
@ Projects - Current Year Planned Activity () Projects - Requested

Program Title: Fuel Storage Tank System Replacement Program

Projects included in this Request | AddNew |
| Recommend || Update
Subdivision Est. Cost Prior Phase  Cur. FY Amt. Phase  Future Req. Phase  States Share % Sub-Agency Priority
Baltimare Co. 428 MSP Headguarters 725,000 725,000 P 0 0 1000\ Delete | View 0
Calvert 27C MSP Barrack 'U' - Prince Frederick 260,000 260,000| P 0 0 100.0| Delete | View 0
Garrett 14 ISP Barrack "W - McHenry 175,000 175,000| P 0 0 1000|Delete | View 0
Baltimore City 45 Baltimore Office Center 400,000 400,000 P 0 0 100.0| Delete | Wiew 0
Anne Arundel 218 Annapolis Government Center 500,000 500,000| P 0 0 1000 Delete [ View 0
El Statewide ] Contingency 110,000 110,000|C 0 0 View 1
Barrack 'R’ - Golden Ring 0 0 0 0 View 2
Totals 2,170,000) 2,170,000 0 0
Total Funds Requested in FY 2018: 2,000,000 [ Update

Click “Projects” on the dark yellow tool bar.
“Projects-Requested” will automatically be highlighted on the light yellow tool bar.
If you are already working in the “Projects” menu, you may need to click “Projects - Requested” on the light yellow
tool bar.

Projects Included in This | Information in this screen should roll over from last year’s recommendations. This
Request list includes all recommended projects in the last fiscal year. However, the list should
be reviewed for the following issues:

1. Removal of projects from the list because prior year funding comprised all the
funding that will be requested for the project. To do so, click “Delete” next to
the project of concern.

CAUTION: Once the delete button is selected, the project is deleted and can-
not be retrieved. Using the Internet “Back” button to undelete will prompt an
error in CBIS and take you to the Log In screen.

2. Addition of new projects being requested for the first time. To do so, click “Add
New.”

3. Verification that the information for all projects on the list is complete and
accurate. To do so, click “View” and an “Edit” screen will appear.

Once a project is added, it will be possible to “View” and “Delete.” These commands
will appear to the right of the project title. Clicking “View” will allow access to the
sub-menus for each project.

Total Funds Requested in | Total Funds Requested in FY 20__ indicates how much funding is being requested
Fy20 :_ in the current year. This field pulls the amount entered in the program-level Cost &

Funds—Request screen (located in the dark yellow tool bar). Use this function to
verify that the sum of the funding requested for each project equals what was re-
quested for that year in the Cost & Funds—Request screen.
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State-Owned Program

Projects - Requested (Part IIIA) Main Information Screen

WFh DEPARTMENT OF BUDGET & MANAGEMENT
Pt

¥ C.BIS.

You are logged in to Build 154 os: Fiona Burns,
[ Aboul CB5_| Manage Account | Logouwt | Help |

Home Main  Cost&Funds Prior Adily Aciviy Planned Aciivity | Projecs | [Tl

OMain  Cost&Funds @ Details and Scheduling Q) Operating Imp.

Main Information

Location

Program Title Facilties Renewsl Fund
Project Title DHMH-Install /G in Gymnasium, RICA Balto

Description Instal air conditioning in the: constantly utilized gymnasium of the Regional Institute for Ghildren and Adolescents

Agency Board of Public Works Sub-Agency General State Farilties

Legislative District 444 - Southwestem Baltimore City Subdivision Baltmore City

Agency Priority 1
Does this Project Have a CEW? Mo
Is this a Neighborhood Revitalization Project? No

.|
To create a new project, click “Add New.” To view or edit an existing project, click “View.”
Click “Edit” on the “Main Information” screen shown above.

Project Title

Enter the name of the project.

Description

This section should provide a description of the project. The first sentence should
start with a verb such as construct, renovate, or convert. Include the NSF and GSF
from the program, which should also be the same as the NSF and GSF that is used
in the CEW. Next, describe what the project does, and where the project is located.
Cite any significant secondary purpose (e. g. renovate an existing building as part of
a project to construct an addition to the building). If there are phases to the project,
indicate the number of phases and describe each of them. Finally, be sure to include
a generalized statement of the rationale, which will provide the justification for the
project and which you need to expand upon in the Supporting Comments section of
this submission.

Location

Enter the project’s street address and latitude/longitude in decimal degrees. You can
find the latitude and longitude at the Local and State Targeted Growth and Conser-
vation website located at: http://planning.maryland.gov/OurProducts/iMaps.shtml.
Click on the Growth and Conservation Overlays interactive map.

Agency

CBIS will populate this field.

Sub-Agency

CBIS will populate this field.

Legislative District

Enter the Legislative District in which the project is located from the drop-down
menu. Legislative districts can be located at: mdelect.net

Subdivision

Enter the subdivision in which the project is located from the drop-down menu.

Agency Priority

This field is populated by CBIS until you have entered all your projects. Once you
have done so, manipulate the project order from the Projects - Requested screen as
described on page 71.

Does this Project Have a
CEW?

Indicate if a Cost Estimate Worksheet is available for this project by clicking on
“Yes” or “No.” If you click “Yes,” a CEW option will appear on the light yellow tool
bar. Instructions for completing a CEW are included in Section IX.
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State-Owned Program
Projects -Requested (Part IIIA) Main Information Screen (Continued)

Is this a Neighborhood |Click the appropriate circle. A Neighborhood Revitalization Project is a project in a
Revitalization Project? | neighborhood designated as a priority funding area where State and local governments
want to target their efforts to encourage and support development and new growth.
Examples include the Canal Place Redevelopment, Salisbury Regional Claims Center,
or Preston Streetscape Improvements.

Click “Save.” For the Save command to function, it is necessary that at least the Title, Agency, Legislative District,
and Subdivision information fields be completed. If this information has been entered, the Main Information
screen will re-appear, showing all of the information that you have just entered. To move to another menu, click
on the desired menu option on the dark yellow tool bar.
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State-Owned Program
Projects - Requested (Part IIIA) Cost & Funds Screen

w o DEPARTMENT OF BUDGET & MANAGEMENT You are logged in to Build 139 as: Fiona Burns.
. C.B.ILS. [ About cBiS | Manage Account | Logoul | Help
Home Main  Cost&Funds  Prior Actiity Adtivity Planned Activity | Projects | DBMCmis. Leg. Action

OMsin O Cost&Funds O Detsils and Scheduling @ Leg Action @ Operating Imp.

Cost & Funds - Request

Program Title: Accessibility Modifications
Project Title: University of Maryland Baltimore County (UMBC) Undergraduate Admissions

Requested Phase Breakdown by Cost m
FY2017
\Acquisition 0| a D| 0 0 Dj 0| 0|
Planning 0 12,100 0 0 0 0 0 12,100
Construction 0 20,500 0| o 0 D 0| 50,500
Equi 0 0 0 0 0 0 0 0
Other 0 0 0| 0 0 0| 0| 0
Total 0 92,600 0 0 0) 0 0 92,600
Requested Funds By Source m
2017 2018 Phase 2019

GO 0 82,600 P.C| 0| Dj 0j 0 0 92,600
IGF 0] 0 0| 0) 0 0 0 0
SF 0 0 0| 0| 0 0 0 0
FF [i 0 i 0 0 0 0 0
RB 0 0 0| 0| 0 0 0 0
NB 0| 0 0| 0 0 i 0 0
Total 0 92,600 0| 0 0 0 0| 92,600
Non-Budgeted Funds Source Add New Source

Source of Funds Amount

Total 0|

. 4 ” .
Click “Cost & Funds” on the light yellow tool bar.
. « . 1 ”
Requested Phase Click “Edit Grid.
Breakdown by Cost

This table should show the total cost of the project, regardless of the source of funding.
In the prior column, enter any funding that may have been allocated for this project by
type of activity. In the fiscal year columns, enter the amount of funds being requested
for the project in the appropriate cell, rounded to the nearest $1,000.

Click “Save.” CBIS will calculate the row and column Total.

Requested Funds By Click “Edit Grid.”
Source
In the prior column, enter the type of any State funds that may have previously been
allocated for this project. In the fiscal year columns, enter in the appropriate cell the
State funds being requested, rounded to the nearest $1,000. In addition, in both the
prior and fiscal year columns, indicate with capital letters the phase of activity each
year’s funds will assist. Use A, P, C, E, for Acquisition, Planning, Construction, and
Equipment, respectively but do not use commas to separate different phases when you
enter them.

Click “Save” and review the information you entered. Compare the column totals in
each table in order to assure that the funding amounts are equal. Also check the overall
Total in each table to assure that they are equal. If the column totals in the tables are
not equal, adjustments will be required.
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State-Owned Program

Projects - Requested (Part IIIA) Details and Scheduling Screen

Wohom DEPARTMENT OF BUDGET & MANAGEMENT
L C.B.I-S.
Home  Main

Cosi&Funds  Prior Aclivity  Activity Planned Aciity | Projects | DBMCmis.  Leg Adion

 —|

@ Main & Cost & Funds

 Details and Scheduling @ Leg Action (& Operating Imp.

Program Title:
Project Title:

Met 5q Ft-

Gross 5q Ft-
Efficiency Factor:

Cost Per G5F:
Program Status:
Proposed Schedule

Duration of Design:

Duration of Construction:

Supporting Documents:

Supporting Comments & Project Justification:

Details And Scheduling - Requested

Accessibility Medifications
University of Maryland Baltimore County (UMBC) Undergraduate Admissions

Starting On | 1¥12015 until 212016
Manths Starting On | 3172018 until /112016
kah Tead Eclinr Hel
BUESE=E=E=EM0
|~ Fomt— | [ Size — | [ Heading ]

Ceign and construct accessitiiRy modNzIlions 1o Me exising restroome, AOK 015 and 416, 1o bAng ®am Intd compilance with tha 2010 ADA Guig=inzE.
Some of ha requined modncalons an:

I accassibis stalls N 2ach rectroam by consabdating twa exieting stalE, removing 3 nol-e1 In Each, modiying M partiians, and paiching the flacr (s2ction E08);
[ adjustmant af 2 helght or repiaca lavatories I each restroom and insulats hot wanar’anuuram pipas (secion 505}

|~ Ingtzllafion of grab bare In the acceselble sialls. and adjusimeant io the halght of mirore and other accassories (saction 505)

[ InEt=liaion of laver-styia faucat nandiee (saction S05)C and
[~ Instzliafion of compllant room idendity signage (section T03)

Content Type File Size Uploaded Date

87232014 10:36:18 AM

Download

application/pdf

Click “Details and Scheduling” on the light yellow tool bar.

Net Sq. Ft.

Enter numerical value if applicable.

Gross Sq. Ft.

Enter numerical value if applicable.

Efficiency Factor

After clicking “Save
entered.

,” CBIS will calculate this field based on the Net and Gross Sq. Ft.

Cost Per GSF

The total cost per gross square foot should be determined by dividing the total cost of
acquisition, planning, construction, and equipment (Item 21 on the CEW) by the total
gross square feet.

Program Status

Generally, facility programs are not required for projects funded by State-owned pro-
grams. If not required, enter “N/A” from the drop-down menu. If required, select the
appropriate response from the drop-down menu.

Design Period (Months)

Enter the duration of design in months.

Design Period (Starting
On)

Enter the actual or anticipated date design begins (Month/Day/Year). CBIS will calcu-
late the design completion date after you click “Save.”

Construction Period

(Months)

Enter the duration of construction in months.

Construction Period
(Starting On)

Enter the actual or anticipated date construction begins (Month/Day/Year). CBIS will
calculate the construction completion date after you click “Save.”
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State-Owned Program

Projects - Requested (Part IIIA) Details and Scheduling Screen (Continued)

Supporting
Comments & Pro-
ject

Justification

This should include a description and justification of the project in sufficient detail to indi-
cate clearly the nature of the work to be funded. Expand on the general rationale for the pro-
ject included in the project description. Include the size of the facility in GSF and NSF, what
the project is, location, a description of the services that the facility provides and the specific
kinds of clients who receive the services, and any secondary components of the project, if ap-
plicable. Address facility problems, causes of the problems, and consequences to the delivery
of services. Be sure to provide quantitative data, where appropriate, to support the project
justification such as the number of clients who need to be served, are currently being served
and will be served upon completion of the project. Also, indicate if there are any secondary
objectives, or if the scope of the problem goes beyond what has been indicated above. Indi-
cate if there are any issues that will be dealt with, such as historic preservation or project phas-
ing.

In developing the supporting comments, three issues should be addressed. They are:
1) descriptions of the facility problem(s), 2) consequences of the facility problem(s) on service
delivery, and 3) outcomes.

Facility Problem(s). There are generally three types of facility problems that could character-
ize a project: insufficient space, functional inadequacy of existing space, and obsolescence or
deficiencies in existing space. One or more of the facility problems could be involved in a
project

“Insufficient space” means that more space is needed for a function than is currently availa-
ble. This may occur because standards require more space or an increase in users has result-
ed in overcrowding in the existing space. For example, an increase of patients at a health fa-
cility may result in the need for more clinical space. The “functional inadequacy of space”
means that the physical characteristics of the existing space must be changed so that it can be
more effectively utilized for the designated purpose. For example, using space for clinical ex-
aminations that was previously used for radiological services would have to be changed for the
more effective delivery of the clinical services. “Obsolescent/deficient space” means that the
space is out-dated or is defective in some way. Examples include leaking roofs, buildings not
in compliance with codes, and HVAC systems with inadequate capacity.

Consequences on Operations/Service Delivery. After describing the facility problem(s), state
its consequences on the operations within the building and the delivery of services from the
building. For example, did the lack of sufficient space cause the school to turn away students,
the hospital to go to “flyby” status, the prison to use dayroom space for inmate housing, or
the research lab to decline a grant to conduct research studies on a new cure for some disease.
It is necessary to develop the analysis of these impacts. Even if the students could be accom-
modated, the patients treated, the prisoners housed, or the research grant accepted, it is nec-
essary to discuss how adapting the existing facility to these various actions can interfere, or be
expected to interfere, with the effective delivery of services. For example, accepting more stu-
dents, without increasing available space, might create overcrowded classes, while use of day-
room space for inmate housing might necessitate the need for more guards for security.
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Comments & Pro-
ject

Justification
(Continued)

Outcomes. It is also important to discuss the outcome that is expected to occur as a result of
an effectively delivered service. An outcome means the desired improvement in the condi-
tion or situation of the customers that arises from use of a State Agency’s services. For exam-
ple, increased space for prison housing might reduce the number of inmates harmed as a re-
sult of unsafe housing conditions.

Presentation of the above material should emphasize the use of quantitative data. For exam-
ple, if insufficient space is the facility problem, then quantify the shortfall, being sure to cite
the space standards used to arrive at the determination. Service/operations problems should
also be measured using data. Referring to the above examples, measure the number of pris-
oners in dayroom space, the number of students turned away, and the number of grants de-
clined. Measurement of outcomes is particularly important because it indicates the degree to
which the project’s services are meeting the customer’s needs. In the above prison example,
data could be provided indicating the number of “safety incidents.”

Finally, be sure that all numbers in the write-up (NSF, GSF, etc.) agree with supporting docu-
ments such as the CEW or other sections of the CBIS worksheet.

A note of caution. We recommend cutting and pasting from Word by clicking on the “Paste
Plain Text” button and doing all your formatting in CBIS.

Click “Save.” To review the data you just entered, click on “Details and Scheduling” on the
light yellow tool bar.

Uploading Docu-
ments to CBIS

If you wish to upload supporting documents to a request, go to the Req. Comments section
of the Cost & Funds tab and scroll down to Supporting Documents at the bottom of the
page. Click on “Browse” to select your document and then click on “Upload”. After upload-
ing your document, be sure to click “Save” or you may lose any changes you made to the sup-
porting comments section when you navigate away from this page.

You may download a document you have uploaded to CBIS by clicking on the “Download”
button on the right side of the screen. You may also delete a document you have uploaded by
clicking on the “Delete” button to the right of the “Download” button.

Uploaded documents must be in Excel or PDF format. Agencies may upload signed agency
request letters, backup documentation, cash flows, and fund summaries. Agencies may not
upload documents in lieu of providing supporting comments.
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Wk DEPARTMENT OF BUDGET & MANAGEMENT Yeu are logged in to Build 154 2s: Fiona Bums

i C.BLS. Rbout 15| Manage Account | Logout | Help |

Home Main  Cost&Funds Prior Adivty Adivty Planned Activity | Projects |  [ETTE

@ Projects - Current Vear Planned Activity (@ Projects - Requested

Program Title: Facilities Renewal Fund

Projects included in this Request AddNew |

[ Recommend || Update |
District  Title Est. Cost Prior Phase Cur.FY Amt. Phase FutureReq. Phase States Share % Sub-Agency Priority

e

Baltimore City | 44A DHMH-Install A/C in Gymnasium, RICA Balto 168,000 0 168,000 0 100.0|Delete |View 1
Baltmore Co.  |42A DGS-Replace HVAC Controls and VAVs Towson DC 332,180 0 332,180 0 View 2
Anne Arundel 32 DGSs-Waterproof Exterior George M. Taylor DC 500,000 130,000 1 500,000(2 0 View 3
Wicomico 388 DHMH-Replace Roof Cottage 300 Holly Center 175,000 0 175,000 0 View 4
Wicomico 388 DHMH-Replace Roof Cottage 600 Holly Center 198,000 0 198,000 0 View 5
El Wicomico 388 DHMH-Replace Roof Cottage 700 Holly Center 198,000 0 198,000 0 View 6
Baltmore City |43 MSDE-Replace AHU#10 MD Rehab Center 150,000 0 150,000 0 View 7
Frederick 3A MSD-Replace Roof on Veditz Bldg. Frederick Campus 450,000 0 450,000 0 View 8
St Mary's 298 HSMC-Replace Roof on State House 200,000 0 200,000 0 View 9
Wicomico 388 DHMH-Replace Roof on Activities Bldg Holly Center 855,600 0 855,600 o View 10
Wicomico 338 DHMH-Replace Roof on Infirmary Holly Center 270,000 0 270,000 0 View "
Wicomico 338 DHMH-Replace Roof Service Bldg Holly Center 405,000 0 405,000 0 View 12
Baltmore City |46 DPSCS-Replace Roofs Pods "D & "E” MD Corr. Adjustment Center 322,000 0 322,000 0 View 13
Wicomico 338 DHMH-Upgrade Fire Safety System Holly Center 177,780 0 177,780 0 View 14
Washington 2A DPSCS-Replace Roof on SUI Meat Plant MCI Hagerstown 293,000 0 293,000 0 View 15
Washington 2A DPSCS-Replace Roof ED #1 Industrial Building MCTC 573,000 0 573,000 0 View 168
Washington 2A DPSCS-Replace Reof Partition Shop MCTC 329,000 0 329,000 0 View 17
Washington 2A DPSCS-Replace Reof Housing Unit #7 MCTC 890,000 0 890,000 0 View 18
Washington 2A DPSCS-Replace Roof ED#2 Industrial Bidg MCTC 660,000 0 660,000 0 View 19
[n 1 Anne Arundel 32 DPSCS-Replace Boilers in "A” & "B" Bldgs MCIW 184,000 0 184,000 0 View 20

Click “Projects” on the dark yellow menu and “Projects - Requested” on the sub-menu.

Projects Included in This | As projects are entered, CBIS updates the Projects - Requested summary page (Part
Request I1I). All fields are populated from data entered for individual projects. Additionally,
CBIS calculates the Totals for Est. Cost, Prior Auth, Current FY Amount, and Fu-
ture Request that appear on the summary page. In order to change information en-
tered, click “View” on the particular project of concern. After making any changes,
click “Save,” and return to this screen to view the changes.

Project Request Total The Current FY Amount Total must be the same as the amount requested for the
program in the next fiscal year.

If the Current FY Amount is less than the amount requested in the next fiscal year, a
New Project entitled “Contingency” should be entered. Insert “Statewide” for Legis-
lative District and Subdivision in the Main Information screen. In the Project’s
“Cost and Funds - Request” Screen, enter the dollar amount as “Other” in the Re-
quested Phase Breakdown by Cost table and in the appropriate fund source of the
Requested Funds by Source table, leaving the phase code blank. The amount en-
tered should equal the Current FY Amount in the Project Requested screen with the
amount requested for the program in the next fiscal year.

Prioritizing Projects Once all the projects are entered into the Projects - Requested screen, the projects
must be prioritized from highest priority to lowest priority. On the Projects - Re-
quested screen to the left of each project, you can enter the priority number of each
project and save it by clicking the “Update” button.

After ranking all of the projects, you can View a project. On the Main Information
screen for each project, CBIS populates the Agency Priority field based on what num-
ber the project has been assigned on the Projects - Requested screen.
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	Structure Bookmarks
	SECTION VI: .THE USE OF CBIS .FOR. STATE-OWNED PROGRAMS. 
	SECTION VI: .THE USE OF CBIS .FOR. STATE-OWNED PROGRAMS. 
	How to Enter the CBIS System 
	How to Enter the CBIS System 
	To begin the budget request process, log onto CBIS at using Internet Explorer. Alternatively, you can go to the capital budgeting website: and on the right side of the screen in the CBIS block, click “Login.” A login screen will appear. If you do not have a username and password, call the help desk at (410) 697-9700 or email . Enter your username and password in the appropriate fields. Click “LOGIN” and the CBIS home page will appear. It will show a list of the projects/programs requested and recommended fo
	https://cbis.dbm.state.md.us 
	https://cbis.dbm.state.md.us 

	-
	/ capbudhome.aspx 
	http://dbm.maryland.gov/budget/Pages

	ser
	-
	vice.desk@maryland.gov



	How to Enter a Program in CBIS 
	How to Enter a Program in CBIS 
	If the program that you want to edit is already in CBIS, it will be listed in the “Request Title” column on the CBIS home page.  Click on the “Request Title” for that program and the “Main Information” screen will appear. 
	If the program has never been entered in CBIS, click “Create a New Request” on the light yellow tool bar on the CBIS home page. CBIS will direct you to a “New Request” screen. For a State-Owned program, click on “New Program” under “Request Type” and “State-Owned” under “Ownership.” Click “Save” and CBIS will take you to the “Main Information” screen. You must enter information in the “Title,” “Agency,” “Legislative District,” and “Subdivision” fields, otherwise a warning prompt will occur when you click “S
	-
	-

	Once a project has been entered in CBIS, you can select any menu option on the dark yellow tool bar by clicking on the desired option. For directions about entering information in the fields shown on the chosen screen, refer to the relevant screen shots in this section. Titles at the top of the pages will identify the particular menu or sub-
	menu discussed on each page. Generally, information is entered by clicking on an “Edit” or “Edit Grid” button 
	and filling in a blank, entering a dollar amount, or providing a narrative text. It will then be necessary to click 
	“Save” to exit the edit screen and to save the information in CBIS. When text is entered, a text block similar to 
	that shown below will be provided: 
	Figure
	1.. 
	1.. 
	1.. 
	Type your text in a Word document, using single spacing and a single line between paragraphs and no additional formatting such as bullets and bold (you can add this once the text is in CBIS). 
	-


	2.. 
	2.. 
	Highlight and copy text. 

	3.. 
	3.. 
	Paste your text by clicking on the “Paste Plain Text” button in CBIS (resembles a clipboard). This will strip the text of formatting. You can also strip text of formatting by clicking on the “Strip All Formatting” button 


	(resembles a paintbrush), but this will take out all paragraph spacing. 
	4.. 
	4.. 
	4.. 
	Once you have removed existing formatting, full justify the text and add any bullets or other formatting. 

	5.. 
	5.. 
	Click the “Save” button. 


	Various menus will appear in the dark yellow tool bar at the top of the “Main Information” screen; each of the 
	menus defines a different category of information. 
	Some of these menus are used for the preparation of a submission for a State-Owned program. They are: Home, Main, Cost & Funds, Prior Activity, Activity, Planned Activity, and Projects. Two of these screens, Cost & Funds and Projects, have sub-menus which appear on a light yellow tool bar immediately beneath the dark yellow tool bar. In order to enter information in a particular sub-menu, it is to remember that you must click on the menu on the dark yellow tool bar first, then the particular sub-menu of int
	important 

	For example, to enter “Cost & Funds” for “Last Year’s Planned,” click the “Cost & Funds” menu on the dark yellow tool bar first, then click the “Last Year’s Planned” sub-menu on the light yellow tool bar.  
	-

	The last menu item, “Submit,” is discussed in more detail below. 

	How to Print a Copy of Your Request 
	How to Print a Copy of Your Request 
	You may print a copy of the request at any time during its preparation by going to the home screen and clicking 
	“View Reports,” the third option on the light yellow tool bar. CBIS will display a number of report categories; click “Capital Budget Worksheets.” For State-Owned programs, select the name of your agency from the drop down menu beside “Agency.” Depending upon your selection, CBIS will present you with additional drop down menus for “Sub-Agency” and “Request.” If you select a program that has specific projects associated with it, another drop down menu will appear labeled “Project.”  Select “All” or the name
	-

	if you are printing Part IIIAs.  If you wish to print Part I, II, or III, leave the project line blank. 
	Beneath the fields in which you just selected information, you will see a variety of print options, each with a small 
	box. Under the “Program” heading, click the boxes you wish to print for “Part I Agency Funding Request for Capital Grant Loan Program,”“Part II Summary of Proposed Use of Available Funds for Current Fiscal Year,” and “Part III Summary of Requested Projects for Capital Grant and Loan Program.” In order to print Part IIIAs, unclick the other boxes and click “Part IIIA -Detail of Requested Project associated with Capital Grant and Loan Program” and select “All” or the name of the specific project you wish to p
	-
	-

	Scroll to the bottom of the page and click “Generate Reports.” A window will open showing the output file in an 
	Adobe format.  Using the tool bars at the top of the Adobe output screen, you can print or save your selection. 
	If you want an output format other than Adobe for an individual project, click “Select Output Format.” A drop-down menu will appear, allowing you to select PDF (Adobe), Excel, or Word as alternative output formats. Click 
	“Generate Reports” and a second window will appear showing the output file in the format selected. 
	NOTE: It may be necessary to enable pop-ups in your internet browser. 
	Before submitting a copy of your request to DBM, it is recommended that you first print a copy to review. Follow 
	the instructions above for “How to Print a Copy of Your Request.” Once you are satisfied that your request is accurate, click the blue “Submit” button that appears on the dark yellow tool bar as shown below. 
	-

	“CLICK SUBMIT” 
	Figure
	If your assigned CBIS role is an Agency User, clicking “Submit Request” will forward the request to your Agency 
	Manager. After submitting the budget request, the Agency User can only view, not change, the submission. If changes are required, the Agency Manager may edit the material before submitting it to the Office of Capital Budgeting. Alternatively, the Agency Manager might choose to return the submission to the Agency User for changes. 
	-

	To do so, the Agency Manager should click on the “Main Information” screen. Click the “Edit” button, click “Request Status” and select “Unsubmit” from the drop-down menu. Click “Save” to exit the edit screen and to save the information in CBIS. 
	If your CBIS login identifies you as an Agency Manager, clicking “Submit Request” will forward the request to 
	your DBM capital budget analyst in the Office of Capital Budgeting (OCB). After OCB receives the request, the Agency Manager can only view, not change, the submission. If changes are required, the OCB capital budget analyst must be contacted in order for the submission to be returned to the agency. The OCB capital budget analyst may also elect to return the submission to the Agency Manager if the submission is deemed to be inaccurate, incoherent, or incomplete. 
	-
	-

	NOTE: Screen shots displayed in this manual will show more menu options than are available for agency users and agency managers. These menu options will not appear on the actual screens of agency users and agency managers. They are for the exclusive use of OCB capital budget analysts and CBIS administrators. 
	If a new program is being requested, click “Create a New Request” on the light yellow tool bar on the CBIS home screen. Request Type Click on “New Program.” Ownership Click on “State Owned.” 
	Figure
	Table
	TR
	Click “Edit” on the “Main Information” screen shown above. 

	Title 
	Title 
	Enter the name of the program. 

	Description 
	Description 
	Describe the program in sufficient detail to indicate clearly the nature of the work to be funded, the scope of the problem, and the impact of the problem. Summarize what the current request will accomplish, the number of projects included in the request, and how many State agencies are affected by the request. 

	Budget Request Type 
	Budget Request Type 
	This field will be populated by CBIS indicating the type of budget request (i.e. State Owned or Non-State Owned.) 

	Request Status 
	Request Status 
	This field indicates the status of the budget request. The “Unsubmitted” status allows the Agency User to view and edit, and the Agency Manager to view only. The “Submitted to A/Mgr” status allows the Agency User to view only, and the Agency Manager to view and edit. The “Submitted to DBM” status allows the Agency User and Agency Manager to view only, and DBM to view and edit. The Agency Manager can select “Unsubmitted” from the drop-down menu to return the budget request to the Agency User. 

	Agency 
	Agency 
	Select Agency from the drop-down menu. 

	Sub-Agency 
	Sub-Agency 
	Select Sub-Agency from the drop down menu, if available. 

	Legislative District 
	Legislative District 
	Select “99 -Statewide” from the drop-down menu. 

	Subdivision 
	Subdivision 
	Select “Statewide” from the drop-down menu. 

	Budget Code 
	Budget Code 
	Enter the budget code from the drop-down menu. 

	Governor’s Priority 
	Governor’s Priority 
	Enter the Governor’s priority from the drop-down box. The priorities are Education, Health and Environment, Public Safety and Safer Neighborhoods, Commerce, and Other Projects. Use your judgment as to where you feel your project should be prioritized. 

	Contact Info. 
	Contact Info. 
	If not available from the drop-down menu, enter the name, address, and telephone number of the person who should be contacted if there are any questions about the information provided for the program. 

	Neighborhood Revitalization Program? 
	Neighborhood Revitalization Program? 
	Enter “No.” 


	MFR Goal 
	MFR Goal 
	MFR Goal 
	Indicate what Managing For Results goals this program accomplishes. Goals and objectives can be found in the current Maryland Operating Budget volumes. This can be found on the DBM website under Operating Budget: http://dbm.maryland.gov/budget/ Pages/operbudhome.aspx. Click on the most current year’s Operating Budget Documents, then select the Operating Budget Detail, and locate your Agency. 
	-
	-


	TR
	Click “Save.” For the “Save” command to function, it is necessary that at least the “Title,” “Agency,” “Legislative District,” and “Subdivision” information fields be completed. If this information has been entered, the “Main Information” screen will appear, showing all of the information that you have just entered. To move to another menu, click on the desired menu option on the dark yellow tool bar. 


	Click “Cost & Funds” on the dark yellow tool bar, then “Cost & Funds -Request” on the light yellow tool bar. Requested Funds By Source Click “Edit Grid” for the “Requested Funds by Source” table. By fund source, enter the requested amount of funding (rounded to the nearest $1,000) for each fiscal year in the appropriate column. Click “Save” and review the information you entered. The row and column totals will be calculated by CBIS. CIP Difference Click “Edit” for “CIP Difference.” Enter the required inform
	Click “Cost & Funds” on the dark yellow tool bar, then “Cost & Funds -Last Year’s planned” on the light yellow tool bar. Cost & Funds -Last Year Click “Edit Grid” and enter fund sources for different fiscal years. CBIS should roll this information over from last year. In the event this screen is blank, enter last year’s recom-mended CIP amount by fund source (rounded to the nearest $1,000) in the appropriate fiscal year cells. Click “Save” and review the information you entered. The row and column totals wi
	Click “Cost & Funds” on the dark yellow tool bar. Click “Cost & Funds -Req. Comment” on the light yellow tool bar. Supporting Comments Restate the generalized rationale first stated in the program description. Describe the problems the program addresses, any applicable legal mandates, and, if applicable, any penalties that result from non-compliance. Additional information can be added here describing criteria or processes used to implement the program. Additionally, describe how the requested funds will be
	Uploading Documents to CBIS 
	Uploading Documents to CBIS 
	Uploading Documents to CBIS 
	-

	If you wish to upload supporting documents to a request, go to the “Req. Comments” section of the “Cost & Funds” tab and scroll down to “Supporting Documents” at the bottom of the page. Click on “Browse” to select your document and then click on “Upload.” After uploading your document, be sure to hit “Save” or you may lose any changes you made to the supporting comments section when you navigate away from this page. You may download a document you have uploaded to CBIS by clicking on the “Download” button o
	-
	-
	-



	Figure
	Table
	TR
	Click “Prior Activity” on the dark yellow tool bar. 

	Prior Activity 
	Prior Activity 
	Click “Edit Grid” for the “Prior Appropriations” table and enter data for different types of prior funding (e.g. GO, GF). CBIS should roll this information over from last year. In the event this screen is blank, enter the amount of funds authorized in each of the last five fiscal years by fund type. Click “Save” and review the information you entered. The row and column totals will be calculated by CBIS. 
	-


	Prior Program 
	Prior Program 
	Click “Edit Grid” for “Prior Program Activity Using Funds from all Sources.” Fields in the 

	Activity 
	Activity 
	“Prior Program Activity Using Funds from all Sources” will be available for entering data for prior encumbrances and expenditures. Enter the amount of funds actually encumbered and expended in each of the last five fiscal years regardless of what fiscal year they were authorized. An “encumbrance” is defined as a “legal commitment of funds supported by BPW approved contracts or signed purchase orders.” An “expenditure” is the actual amount of funds spent. Since expenditures are not linked to appropriations i
	-
	-
	-
	-



	State-Owned Program. Encumbrance and Expenditure Summary Screen. 
	Click “Activity” on the dark yellow tool bar. Encumbrance and Expenditure Summary Click “Edit Grid” for Encumbrance and Expenditure Summary by Year of Capital Authorization. This table asks for information about prior authorizations and the amounts of the authorization encumbered and expended. Only include General Obligation Bond or PAYGO funding. Total Authorized refers to the amount appropriated by the General Assembly for the period covered by the row in which it appears. Amount Encumbered refers to tota
	State-Owned Program. Planned Activity for Current Fiscal Year Screen. 
	Figure
	Click “Planned Activity” on the dark yellow tool bar. This screen shows the fund balance for the next fiscal year after the total expenses of the planned activity in the current fiscal year are subtracted from the total revenue. 
	Click “Planned Activity” on the dark yellow tool bar. This screen shows the fund balance for the next fiscal year after the total expenses of the planned activity in the current fiscal year are subtracted from the total revenue. 
	Click “Planned Activity” on the dark yellow tool bar. This screen shows the fund balance for the next fiscal year after the total expenses of the planned activity in the current fiscal year are subtracted from the total revenue. 

	Beginning Balance 
	Beginning Balance 
	Enter the unencumbered balance available to the program on the first day of the current fiscal year in this block. The beginning balance should be the same as the amount in the Sub Total row in the To Be Encumbered column on the Encumbrance and Expenditure Summary Screen. If the program had no balance, enter a zero. 
	-


	GO/GF Appropriations 
	GO/GF Appropriations 
	Enter the amount of funds the program received from General Obligation Bonds and General Fund appropriations for the current fiscal year. 

	Other Funding 
	Other Funding 
	Enter the amount of funds the program received from any source other than General Funds and General Obligation Bonds during the current fiscal year (e.g. Special Funds or Federal Funds).  Total Revenue will then calculate automatically. 

	Encumbrances 
	Encumbrances 
	Enter the program’s total anticipated encumbrances for the current fiscal year. If a Part II summary of Projects -Current Year Planned Activity is being submitted, this amount should be the same as the Total Amount shown in the Current FY Amount column. 

	Operating Costs 
	Operating Costs 
	If there are anticipated operating expenses and indirect charges that are authorized by law, enter this amount. Total expenses and the Total Available for Next Fiscal Year will calculate automatically after you click “Save.” The Requested Projects sub-menu of the Projects menu will appear when you click “Save.”  In order to view the material that you just entered, click the “Planned Activity” menu. 
	-



	Figure
	Click “Projects” on the dark yellow tool bar, then “Projects -Current Year Planned Activity” on the light yellow tool bar. 
	Click “Projects” on the dark yellow tool bar, then “Projects -Current Year Planned Activity” on the light yellow tool bar. 
	Click “Projects” on the dark yellow tool bar, then “Projects -Current Year Planned Activity” on the light yellow tool bar. 

	Projects for Current Year Activity 
	Projects for Current Year Activity 
	Information in this screen should roll over from last year’s recommendations. This list includes all authorized projects which have been, or are expected to be, encumbered during the current fiscal year.  However, the list should be reviewed for the following issues: 1. Removal of projects from the list for reasons such as legislative cuts, cancellation, or de-authorization. To do so, click “Delete” next to the project of concern. 2. Addition of projects due to legislative authorization. To do so, click “Ad
	-
	-
	-



	Projects for Current Year Activity (Continued) 
	Projects for Current Year Activity (Continued) 
	Projects for Current Year Activity (Continued) 
	Note: Clicking “Save” in the Details and Scheduling screen will bring you back to the “Main” screen for the project being reviewed. To review, add, or delete additional projects for the current year, click on “Projects” menu on the dark yellow tool bar (already highlighted), then click on “Projects -Current Year Planned Activity” on the light yellow tool bar and proceed as outlined in the above paragraph. 4. Add New -If CBIS did not roll over projects from the previous year, or the current year includes add
	-


	As projects are entered, CBIS updates the Projects -Current Year Planned Activity summary page (Part II). All fields are populated from data entered for individual projects. Additionally, CBIS calculates the Totals for Est. Cost, Prior Auth, Current FY Amount, and Future Request that appear on the summary page. In order to change information entered, click “View” on the particular project of concern. After making any changes click “Save,” and return to this screen to view the changes. The total Current FY A
	As projects are entered, CBIS updates the Projects -Current Year Planned Activity summary page (Part II). All fields are populated from data entered for individual projects. Additionally, CBIS calculates the Totals for Est. Cost, Prior Auth, Current FY Amount, and Future Request that appear on the summary page. In order to change information entered, click “View” on the particular project of concern. After making any changes click “Save,” and return to this screen to view the changes. The total Current FY A
	-
	-



	State-Owned Program. Projects -Current Year Planned Activity Main Screen (Part IIA). 
	The Main Information screen is involved when editing or adding a new project to the current year planned activi-ty. If you are adding a new project, click “Add New” on the Projects -Current Year Planned Activity screen. If you are editing a previously entered project, click “View” on the Projects -Current Year Planned Activity sub-menu, then click “Edit.”  Information on this screen should also roll over from last year’s entries. Project Title Enter the name of the project. Description This information shou
	The “Projects” selection on the dark yellow tool bar should be highlighted. Click “Cost and Funds” on the light yellow tool bar. Recommended Phase Breakdown by Cost Click “Edit Grid” for Last Year’s Recommended Phase Breakdown by Cost. Infor-mation entered in this table should show the total cost of the project, regardless of the source of funding. CBIS should roll this information over from last year. If adding a project, or if the information did not roll over, enter the prior dollar amount allocated for 
	The “Projects” selection on the dark yellow tool bar should be highlighted. Click on “Details and Scheduling ” on the light yellow tool bar. Net Sq. Ft. Enter the net square feet for the total project. Gross Sq. Ft. Enter the gross square feet for the total project. Efficiency Factor Based on Net and Gross Sq. Ft. entered, CBIS will calculate this field after clicking “Save.” Cost Per GSF The total cost per gross square foot should be determined by dividing the total cost of acquisition, planning, construct
	State-Owned Program. Projects -Current Year Planned Activity Details and Scheduling Screen (Part IIA) .(Continued). 
	Uploading Documents to CBIS 
	Uploading Documents to CBIS 
	Uploading Documents to CBIS 
	OPTIONAL. If you wish to upload supporting documents to a request, go to the “Req. Comments” section of the “Cost & Funds” tab and scroll down to Supporting Documents at the bottom of the page. Click on “Browse” to select your document and then click on “Upload”. After uploading your document, be sure to hit “Save” or you may lose any changes you made to the supporting comments section when you navigate away from this page. 
	-


	TR
	You may download a document you have uploaded to CBIS by clicking on the “Download” button on the right side of the screen. You may also delete a document you have uploaded by clicking on the “Delete” button to the right of the “Download” button. 

	TR
	Uploaded documents must be in Excel or PDF format. Agencies may upload signed agency request letters, backup documentation, cash flows, and fund summaries. Agencies may not upload documents in lieu of providing supporting comments. 
	-



	State-Owned Program. Projects -Requested (Part III) Screen. 
	Figure
	Click “Projects” on the dark yellow tool bar. “Projects-Requested” will automatically be highlighted on the light yellow tool bar. If you are already working in the “Projects” menu, you may need to click “Projects -Requested” on the light yellow tool bar. 
	Click “Projects” on the dark yellow tool bar. “Projects-Requested” will automatically be highlighted on the light yellow tool bar. If you are already working in the “Projects” menu, you may need to click “Projects -Requested” on the light yellow tool bar. 
	Click “Projects” on the dark yellow tool bar. “Projects-Requested” will automatically be highlighted on the light yellow tool bar. If you are already working in the “Projects” menu, you may need to click “Projects -Requested” on the light yellow tool bar. 

	Projects Included in This Request 
	Projects Included in This Request 
	Information in this screen should roll over from last year’s recommendations. This list includes all recommended projects in the last fiscal year. However, the list should be reviewed for the following issues: 1. Removal of projects from the list because prior year funding comprised all the funding that will be requested for the project. To do so, click “Delete” next to the project of concern. CAUTION: Once the delete button is selected, the project is deleted and cannot be retrieved. Using the Internet “Ba
	-


	Total Funds Requested in 
	Total Funds Requested in 
	Total Funds Requested in FY 20__ indicates how much funding is being requested 

	FY 20__ : _________ 
	FY 20__ : _________ 
	in the current year. This field pulls the amount entered in the program-level Cost & Funds—Request screen (located in the dark yellow tool bar). Use this function to verify that the sum of the funding requested for each project equals what was requested for that year in the Cost & Funds—Request screen. 
	-



	State-Owned Program. Projects -Requested (Part IIIA) Main Information Screen. 
	To create a new project, click “Add New.”  To view or edit an existing project, click “View.”  Click “Edit” on the “Main Information” screen shown above. Project Title Enter the name of the project. Description This section should provide a description of the project. The first sentence should start with a verb such as construct, renovate, or convert. Include the NSF and GSF from the program, which should also be the same as the NSF and GSF that is used in the CEW. Next, describe what the project does, and 
	http://planning.maryland.gov/OurProducts/iMaps.shtml. 

	State-Owned Program. Projects -Requested (Part IIIA) Main Information Screen (Continued). 
	Is this a Neighborhood Revitalization Project? 
	Is this a Neighborhood Revitalization Project? 
	Is this a Neighborhood Revitalization Project? 
	Click the appropriate circle. A Neighborhood Revitalization Project is a project in a neighborhood designated as a priority funding area where State and local governments want to target their efforts to encourage and support development and new growth. Examples include the Canal Place Redevelopment, Salisbury Regional Claims Center, or Preston Streetscape Improvements. 

	Click “Save.” For the Save command to function, it is necessary that at least the Title, Agency, Legislative District, and Subdivision information fields be completed. If this information has been entered, the Main Information screen will re-appear, showing all of the information that you have just entered. To move to another menu, click on the desired menu option on the dark yellow tool bar. 
	Click “Save.” For the Save command to function, it is necessary that at least the Title, Agency, Legislative District, and Subdivision information fields be completed. If this information has been entered, the Main Information screen will re-appear, showing all of the information that you have just entered. To move to another menu, click on the desired menu option on the dark yellow tool bar. 


	State-Owned Program. Projects -Requested (Part IIIA) Cost & Funds Screen. 
	Click “Cost & Funds” on the light yellow tool bar. Requested Phase Breakdown by Cost Click “Edit Grid.” This table should show the total cost of the project, regardless of the source of funding. In the prior column, enter any funding that may have been allocated for this project by type of activity. In the fiscal year columns, enter the amount of funds being requested for the project in the appropriate cell, rounded to the nearest $1,000. Click “Save.”  CBIS will calculate the row and column Total. Requeste
	State-Owned Program. Projects -Requested (Part IIIA) Details and Scheduling Screen. 
	Figure
	Table
	TR
	Click “Details and Scheduling” on the light yellow tool bar. 

	Net Sq. Ft. 
	Net Sq. Ft. 
	Enter numerical value if applicable. 

	Gross Sq. Ft. 
	Gross Sq. Ft. 
	Enter numerical value if applicable. 

	Efficiency Factor 
	Efficiency Factor 
	After clicking “Save,” CBIS will calculate this field based on the Net and Gross Sq. Ft. entered. 

	Cost Per GSF 
	Cost Per GSF 
	The total cost per gross square foot should be determined by dividing the total cost of acquisition, planning, construction, and equipment (Item 21 on the CEW) by the total gross square feet. 

	Program Status 
	Program Status 
	Generally, facility programs are not required for projects funded by State-owned programs. If not required, enter “N/A” from the drop-down menu. If required, select the appropriate response from the drop-down menu. 
	-


	Design Period (Months) 
	Design Period (Months) 
	Enter the duration of design in months. 

	Design Period (Starting On) 
	Design Period (Starting On) 
	Enter the actual or anticipated date design begins (Month/Day/Year). CBIS will calculate the design completion date after you click “Save.” 
	-


	Construction Period (Months) 
	Construction Period (Months) 
	Enter the duration of construction in months. 

	Construction Period (Starting On) 
	Construction Period (Starting On) 
	Enter the actual or anticipated date construction begins (Month/Day/Year). CBIS will calculate the construction completion date after you click “Save.” 


	State-Owned Program. Projects -Requested (Part IIIA) Details and Scheduling Screen (Continued). 
	Supporting Comments & Project Justification 
	Supporting Comments & Project Justification 
	Supporting Comments & Project Justification 
	-

	This should include a description and justification of the project in sufficient detail to indicate clearly the nature of the work to be funded. Expand on the general rationale for the project included in the project description. Include the size of the facility in GSF and NSF, what the project is, location, a description of the services that the facility provides and the specific kinds of clients who receive the services, and any secondary components of the project, if applicable. Address facility problems
	-
	-
	-
	-
	-


	TR
	In developing the supporting comments, three issues should be addressed.  They are: 1) descriptions of the facility problem(s), 2) consequences of the facility problem(s) on service delivery, and 3) outcomes. 

	TR
	Facility Problem(s). There are generally three types of facility problems that could characterize a project: insufficient space, functional inadequacy of existing space, and obsolescence or deficiencies in existing space. One or more of the facility problems could be involved in a project 
	-


	TR
	“Insufficient space” means that more space is needed for a function than is currently available. This may occur because standards require more space or an increase in users has resulted in overcrowding in the existing space. For example, an increase of patients at a health facility may result in the need for more clinical space. The “functional inadequacy of space” means that the physical characteristics of the existing space must be changed so that it can be more effectively utilized for the designated pur
	-
	-
	-
	-


	TR
	Consequences on Operations/Service Delivery. After describing the facility problem(s), state its consequences on the operations within the building and the delivery of services from the building.  For example, did the lack of sufficient space cause the school to turn away students, the hospital to go to “flyby” status, the prison to use dayroom space for inmate housing, or the research lab to decline a grant to conduct research studies on a new cure for some disease. It is necessary to develop the analysis 
	-
	-
	-



	State-Owned Program. Projects -Requested (Part IIIA) Details and Scheduling Screen (Continued). 
	Supporting Comments & Project Justification (Continued) 
	Supporting Comments & Project Justification (Continued) 
	Supporting Comments & Project Justification (Continued) 
	-

	Outcomes. It is also important to discuss the outcome that is expected to occur as a result of an effectively delivered service. An outcome means the desired improvement in the condition or situation of the customers that arises from use of a State Agency’s services. For example, increased space for prison housing might reduce the number of inmates harmed as a result of unsafe housing conditions. Presentation of the above material should emphasize the use of quantitative data. For example, if insufficient s
	-
	-
	-
	-
	-
	-
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	Uploading Docu-
	Uploading Docu-
	If you wish to upload supporting documents to a request, go to the Req. Comments section 

	ments to CBIS 
	ments to CBIS 
	of the Cost & Funds tab and scroll down to Supporting Documents at the bottom of the page. Click on “Browse” to select your document and then click on “Upload”. After uploading your document, be sure to click “Save” or you may lose any changes you made to the supporting comments section when you navigate away from this page. You may download a document you have uploaded to CBIS by clicking on the “Download” button on the right side of the screen. You may also delete a document you have uploaded by clicking 
	-
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	State-Owned Program..Projects -Requested (Part III) Screen..
	Figure
	Click “Projects” on the dark yellow menu and “Projects -Requested” on the sub-menu. 
	Click “Projects” on the dark yellow menu and “Projects -Requested” on the sub-menu. 
	Click “Projects” on the dark yellow menu and “Projects -Requested” on the sub-menu. 

	Projects Included in This Request 
	Projects Included in This Request 
	As projects are entered, CBIS updates the Projects -Requested summary page (Part III). All fields are populated from data entered for individual projects. Additionally, CBIS calculates the Totals for Est. Cost, Prior Auth, Current FY Amount, and Future Request that appear on the summary page. In order to change information entered, click “View” on the particular project of concern. After making any changes, click “Save,” and return to this screen to view the changes. 
	-
	-


	Project Request Total 
	Project Request Total 
	The Current FY Amount Total must be the same as the amount requested for the program in the next fiscal year.  If the Current FY Amount is less than the amount requested in the next fiscal year, a New Project entitled “Contingency” should be entered. Insert “Statewide” for Legislative District and Subdivision in the Main Information screen. In the Project’s “Cost and Funds -Request” Screen, enter the dollar amount as “Other” in the Requested Phase Breakdown by Cost table and in the appropriate fund source o
	-
	-
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	Prioritizing Projects 
	Prioritizing Projects 
	Once all the projects are entered into the Projects -Requested screen, the projects must be prioritized from highest priority to lowest priority. On the Projects -Requested screen to the left of each project, you can enter the priority number of each project and save it by clicking the “Update” button. After ranking all of the projects, you can View a project. On the Main Information screen for each project, CBIS populates the Agency Priority field based on what number the project has been assigned on the P
	-
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