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L INTRODUCTION

This manual explains how agencies should prepare and submit the annual capital budget request and five-
year Capital Improvement Program (CIP) requests to the Office of Capital Budgeting (OCB) of the
Department of Budget and Management (DBM). Requests are submitted electronically through the Capital
Budget Information System (CBIS).

Please call your assigned capital budget analyst if you need assistance completing your submission in
CBIS or if you have questions after reading this manual.

Agency users can do the following in CBIS:

ISAINAILIN S e

Create new budget requests for projects and programs.

Delete existing budget requests for projects and programs.

Enter and update all required information for a budget request.

Attach pertinent documents.

Submit budget request information to an agency manager for further review (in some agencies).
Submit the final budget requests electronically to OCB for review.

CBIS must be used for all requests for State capital funding. There are two types of funding requests:

1. State-owned
2. Non-State owned

The type of information required depends on the type of request:

1. State-Owned Capital Funding Requests

a.

Project - A capital improvement such as acquisition of land, new building construction,
building renovation, or utility improvement for a State agency. These terms are defined in
Appendix A. Examples include: a new State police barrack, a State university building, a
State hospital, or a State prison facility.

Program - A capital funding allocation to a State agency that administers funds for a
specific type of capital improvement needed by various State agencies. Examples are
handicapped accessibility improvements, the construction contingency fund, or facilities
renewal.

2. Non-State Owned Capital Funding Requests

a.

Project - A capital improvement undertaken by a non-State entity, such as a local
government or a non-profit organization, for a project that will have a beneficial statewide
impact and that the Administration has agreed to support. Examples are a cultural
attraction such as the aquarium, a community recreation center, a local redevelopment or
revitalization project, or a regional health facility.

Program - A capital funding allocation to a State agency that administers disbursements of
funds to local governments, non-profit organizations, or the private sector for specific
capital costs in a project that has a statewide significance. State assistance is usually
provided in the form of matching grants, loans, or loan guarantees, generally for more than


http://dbm.maryland.gov/budget/Pages/capbudget/CapitalBudgetStaffDirectory.aspx

one project in any given year. Examples are the Senior Center Capital Grant Program or
the Community Legacy Program.

Please call your assigned budget analyst about questions concerning the funding categorization of a
particular project or program.

This manual provides screen shots of the material that must be entered using CBIS. Instructions below the
screen shots explain how to enter the information.

Not all of the required request forms are available in CBIS. Those that are not available in CBIS are noted
in the following sections of this manual, and links are provided on the DBM website, or you will be referred
to the relevant appendix. In addition to the CBIS submission, these supplemental request forms must be
submitted by email by the deadlines, unless an alternate arrangement is agreed upon with your assigned
OCB analyst. Please address your email to the Executive Director of the Office of Capital Budgeting,
Assistant Director of OCB, and your OCB analyst.

To download forms from the DBM website, go to:
http://dbm.maryland.gov/budget/Pages/capbudget/formstemplates.aspx

Requests for capital improvements for State facilities are due on July 1¥ of each year, and requests for
improvements for non-State facilities are due on August 15" of each year.


http://dbm.maryland.gov/budget/Pages/capbudget/formstemplates.aspx

IL

STATE-OWNED PROJECT AND PROGRAM REQUESTS

A. PURPOSE

This section describes the documents required for submitting capital funding requests for
State-owned facilities.

The statutory requirement for State agencies to submit information to the Department of
Budget and Management can be found in the State Finance and Procurement Article,

Subsections 3-601 through 3-607 of the Annotated Code of Maryland.

B. TYPES OF STATE-OWNED REQUESTS

1.

State-Owned Projects. In order for a capital improvement to encumber and expend an
appropriation, it must be fully described and justified in a facility program that has been
approved by the Office of Capital Budgeting of the Department of Budget and
Management. See DBM’s Facility Program Manual on DBM’s website for facility program
submission requirements. This link will take you directly to the manual:
http://dbm.maryland.gov/budget/Documents/capbudget/Instructions/facilityprogmanual

-pdf

The following State agencies should follow the instructions for the submission of
documents for any State-owned projects to be requested in the capital budget and five-year

CIP:

Department of Agriculture

Department of Budget and Management

Baltimore City Community College

Canal Place Preservation and Development Authority
Maryland School for the Deaf

Maryland State Library Agency

Maryland Environmental Service

Department of General Services

Department of Health

Historic St. Mary’s City Commission

Department of Housing and Community Development
Department of Information Technology

Judiciary

Department of Juvenile Services

Department of Labor, Licensing and Regulation
Military Department

Morgan State University

Department of Natural Resources

Maryland Department of Planning

Maryland Public Broadcasting Commission
Department of Public Safety and Correctional Services
St. Mary’s College of Maryland

Department of State Police


http://dbm.maryland.gov/budget/Documents/capbudget/Instructions/facilityprogmanual.pdf
http://dbm.maryland.gov/budget/Documents/capbudget/Instructions/facilityprogmanual.pdf

University System of Maryland
Department of Veterans Affairs

2. State-Owned Programs. These are ongoing programs administered by State agencies to
make capital improvements to State facilities. Examples include handicapped accessibility
modifications and asbestos abatement. The following State agencies, responsible for the
programs listed beneath them, should follow the instructions for the submission of
documents for State-owned programs.

Department of Disabilities
Access Maryland
Maryland Energy Administration
State Agency Loan Program
Department of Natural Resources
Critical Maintenance Program
Opyster Restoration Program
Marvland Public School Construction Program
Renovation of Relocatable Classrooms
Department of General Services
Construction Contingency Fund
Facilities Renewal Program
Fuel Storage Tank System Replacement Program
University System of Maryland
Capital Facilities Renewal Projects

If your State agency is contemplating a project to provide accessibility for the disabled,
contact the Department of Disabilities; a project to reduce energy consumption, contact
the Maryland Energy Administration; a maintenance/repair project that will cost between
$100,000 and $2,500,000, contact the Department of General Services; or the remediation
or replacement of fuel storage tanks, contact the Department of General Services. The
submission should not be made directly to DBM. Please contact these agencies to
determine their submission requirements and due dates.

C. REQUIRED SUBMISSION DOCUMENTS
1. Submission Requirements for State-Owned Projects

a. CBIS Forms. Requests for funding State-owned projects in all five years of the State’s
Capital Improvement Program must be submitted electronically in the Capital Budget
Information System (CBIS). See Section V: The Use of CBIS for State-Owned Projects,
for screen shots of required CBIS forms and detailed instructions on how to fill out
these screens.

Submit the following documents to DBM via email or CBIS. See Section V: The Use of CBIS
for State-Owned Projects for instructions on how to upload documents to a capital budget
request in CBIS.

b. Letter from Agency Secretary/Director. Each State agency submitting a capital budget
request in CBIS must also submit an original letter, signed by the agency head, which



endorses the request. The letter should describe and justify any requested changes to
the Governor’s most recent five-year Capital Improvement Program.

c. Five-Year CIP - Summary of Agency Requests. Each State agency submitting a capital
budget request in CBIS must also submit a signed summary of all the projects
requested in the five-year Capital Improvement Program ranked in priority order. To
print this form in CBIS, go to the Capital Budget Worksheets tab under “View
Reports” and select the “Five-Year CIP - Summary of Agency Project Requests” report.
Alternatively, you may create the summary in Excel or Word. Regardless of format, the
five-year summary must be signed by the agency Secretary or Director.

d. Growth and Conservation Area. Each State agency must also submit a completed
growth and conservation area spreadsheet, officially named Local and State Targeted
Growth and Conservation Areas but which will be referred to as Growth and
Conservation Areas in this document, with its CBIS request. This spreadsheet was
circulated with the budget instructions and is also available on the DBM website under
Forms and Templates:
https://planning.maryland.gov/Pages/OurProducts/iMaps.aspx

e. Supporting Information. Each State agency submitting a capital budget request for a
State-owned capital project may submit any maps, charts, tables, comparisons between
capacity and usage, and other supporting information as may be appropriate to support
and persuade the Office of Capital Budgeting of the Department of Budget and
Management that the project should be funded.

f. Equipment Guidelines and Equipment Request Form. Each State agency submitting
an equipment request should refer to the Capital Equipment Guidelines and submit a
completed equipment list. Copies of these guidelines and a list template are available
on the DBM website at:
http://dbm.maryland.gov/budget/Documents/capbudget/CapEquipGuidelines.pdf
http://dbm.maryland.gov/budget/Pages/capbudget/formstemplates.aspx

g. The following forms should be submitted with the Part I and II facility program and
are available on the DBM website under Forms and Templates:
Environmental Assessment Form
Project Consistency Report

h. If a project involves the disturbance of 40,000 square feet or more of land area, will be
located within a Chesapeake Bay Critical Area, or would affect the State’s historical
and/or cultural resources, it must be reviewed by the Department of Natural
Resources, the Chesapeake Bay Critical Area Commission or the Maryland Historical
Trust, respectively. Please review DBM’s Facility Program Manual for required actions
and contact information.

2. Submission Requirements for State-Owned Programs

a. CBIS Forms. Requests for funding State-owned programs must be submitted
electronically in the Capital Budget Information System (CBIS). See Section VI: The



https://planning.maryland.gov/Pages/OurProducts/iMaps.aspx
http://dbm.maryland.gov/budget/Documents/capbudget/CapEquipGuidelines.pdf
http://dbm.maryland.gov/budget/Pages/capbudget/formstemplates.aspx

Use of CBIS for State-Owned Programs, for screen shots of required CBIS forms and
detailed instructions on how to fill out these screens.

Submit the following with the agency transmittal letter via CBIS or email. See Section VI: The

Use of CBIS for State-Owned Programs for instructions on how to upload documents to a
capital budget request in CBIS.

b.

Letter from Agency Secretary/Director. Each State agency submitting a capital budget
request in CBIS must also submit an original letter that endorses the request. It should
also describe and justify any requested changes to the Governor’s most recent five-year
Capital Improvement Program. The letter must be signed by the agency head.

Five-Year CIP - Summary of Agency Requests. Each State agency submitting a capital
budget request in CBIS must also submit a signed summary of all the programs being
requested in the five-year Capital Improvement Program ranked in priority order. To
print this form from CBIS, go to the Capital Budget Worksheets tab under “View
Reports” and select the “Five Year CIP - Summary of Agency Program Requests”
report. Alternatively, you may create the summary in Excel or Word. Regardless of
format, the five-year summary must be signed by the agency Secretary or Director.

Growth and Conservation Area. Each State agency must also submit a completed
growth and conservation area spreadsheet with its CBIS request. This spreadsheet is
circulated with the budget instructions and is also available on the DBM website under
Forms and Templates:
http://dbm.maryland.gov/budget/Pages/capbudget/formstemplates.aspx

Supporting Information. Each State agency submitting a capital budget request for a
State-owned capital program may submit any maps, charts, tables, comparisons
between capacity and usage, and other supporting information as may be appropriate
to support and persuade the Office of Capital Budgeting of the Department of Budget
and Management that the program should be funded.


http://dbm.maryland.gov/budget/Pages/capbudget/formstemplates.aspx

IIL.

NON-STATE OWNED PROJECT AND GRANT AND LOAN PROGRAM
REQUESTS

A. PURPOSE

This section describes the documents required for submitting capital funding requests for non-
State owned facilities and programs.

The statutory requirement for submission of information to the Department of Budget and
Management can be found in the State Finance and Procurement Article, Subsection 3-601

through 3-607, Annotated Code of Maryland.

B. TYPES OF NON-STATE OWNED FACILITY REQUESTS

1.

Non-State Owned Projects. These are State grants for capital projects that are not
administered by State agencies. Instead, they are administered by grant recipients
themselves. The capital project must have a beneficial statewide impact, and the
Administration must agree to support the project through the State’s capital budget. If
funding is not provided in the Governor’s current Capital Improvement Program,
applicants should discuss the project with DBM prior to submitting a request in CBIS. The
following projects are examples of a non-State project with a beneficial statewide impact.

National Aquarium in Baltimore
Maryland Zoo in Baltimore
State Library Resource Center

Grant and Loan Programs. These are ongoing State financial assistance programs
administered by State agencies to local governments and the private sector for specific
capital costs that support a statewide initiative. State assistance is typically provided in the
form of matching grants, loans, or loan guarantees, generally for more than one project in
a given year. The following State agencies, responsible for the programs listed beneath
them, should follow the instructions for the submission of documents for non-State owned
programs.

Department of Aging

Senior Center Capital Grant Program
Department of Agriculture

Agricultural Land Preservation Program

Maryland Agricultural Cost Share Program
Marvland Energy Administration

Jane E. Lawton Loan Program
Maryland State Library Agency

Public Library Capital Grant Program
Department of the Environment

Bay Restoration Fund Wastewater Program
Hazardous Substance Cleanup Program
Maryland Drinking Water Revolving Loan Fund
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Maryland Water Quality Revolving Loan Fund
Mining Remediation Program
Septic System Upgrade Program
Water Supply Assistance Program
Department of Health
Community Health Facilities Grant Program
Federally Qualified Health Centers
Maryland Higher Education Commission
Community College Construction Grant Program
Department of Housing and Community Development
Baltimore Regional Neighborhoods Initiative
Community Development Block Grant Program

Community Legacy Program
Homeownership Programs
Housing and Building Energy Programs
MD-BRAC Preservation Loan Fund
Neighborhood Business Development Program
Partnership Rental Housing Program
Rental Housing Programs
Shelter and Transitional Housing Facilities Grant Program
Special Loan Programs
Strategic Demolition Fund
Department of Natural Resources
Community Parks and Playgrounds
Ocean City Beach Replenishment and Hurricane Protection Program
Program Open Space

Rural Legacy Program
Waterway Improvement Capital Projects
Department of Public Safety and Correctional Services

Local Jails and Detention Centers
Maryland Department of Planning

African American Heritage Preservation Grant Program
Maryland Historical Trust Capital Grant Fund
Maryland Historical Trust Revolving Loan Fund

Interagency Committee for Public School Construction
Public School Construction Program
Aging Schools Program
Qualified Zone Academy Bond Program
Supplemental Capital Grant Program

The following non-State agencies should also submit their capital funding requests using
the instructions for a non-State owned program.

Maryland Hospital Association
Maryland Independent College and University Association

11



C. REQUIRED SUBMISSION DOCUMENTS

1. Submission Requirements for Non-State Owned Projects without CBIS Access

Submission Letter. Organizations requesting capital funding from the State should
submit a request letter to the attention of the Governor.

OCB Follow-up. Once a letter has been received by the Governor and forwarded to
OCB, a capital budget analyst may follow up with the requesting organization to
obtain necessary information.

2. Submission Requirements for Non-State Owned Projects With CBIS Access

a.

CBIS Forms. If staff from the requesting organization have CBIS access, then requests
for funding non-State-owned projects should be submitted through CBIS. See Section
VII: The Use of CBIS for Non State-Owned Projects for screen shots of required CBIS

forms and detailed instructions on how to fill out these screens.

Submit the following documents with the organization transmittal letter. You can submit the
documents via CBIS or email. See Section VII - The Use of CBIS for Non State-Owned
Projects for instructions on how to upload documents to a capital budget request in CBIS.

b.

Letter from Organization Director. Each organization submitting a capital budget
request must also submit a letter that summarizes and endorses the request. For
projects included in the Governor’s current five-year Capital Improvement Program,
then this letter should also describe and justify any requested changes to the project or
the funding proposed in the most recent five-year Capital Improvement Program. This
letter must be signed by the organization head.

Growth and Conservation Area. Each requesting organization must also submit a
completed growth and conservation area spreadsheet with its CBIS request. This
spreadsheet is circulated with the budget instructions and is also available on the DBM
website under Forms and Templates:
http://dbm.maryland.gov/budget/Pages/capbudget/formstemplates.aspx

Supporting Information. Each organization submitting a capital budget request for a
discrete non-State owned capital project may submit any maps, charts, tables,
comparisons between capacity and usage, and such other supporting information as
may be appropriate to support and persuade the Office of Capital Budgeting of the
Department of Budget and Management that the project should be funded.

3. Submission Requirements for Grant and Loan Programs. Each State agency submitting a
capital budget request in CBIS must also submit the following:

a.

CBIS Forms. Submit requests for funding for State Grant and Loan programs
electronically through CBIS. See Section VIII: The Use of CBIS for Grant and Loan
Programs for Non State-Owned Projects, for screen shots of required CBIS forms and
detailed instructions on how to fill out these screens.

12
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Submit the following documents with the agency transmittal letter via email or CBIS. Section
VIII: The Use of CBIS for Grant and Loan Programs for Non State-Owned Projects for

instructions on how to upload documents to a capital budget request in CBIS.

b.

Letter from Agency Secretary or Directors. Submit a letter that summarizes and
endorses the request. It should also describe and justify any requested changes to the
Governor’s most recent five-year Capital Improvement Program. This letter must be
signed by the agency head.

Five-Year CIP - Summary of Agency Requests. The summary should list all the
programs being requested in the five-year Capital Improvement Program ranked in
priority order. To print the form from CBIS, go to the Capital Budget Worksheets tab
under “View Reports” and select the “Five Year CIP - Summary of Agency Program
Requests” report. Alternatively, agencies may create the summary in Excel or Word.
Regardless of format the five-year summary must be signed by the agency Secretary or
Director.

Description and Justification Form. Detailed instructions for completing the Program
Description and Justification Form and a sample-completed form are in Appendix D.
A copy of this form is available on the DBM website. See the Introduction of this
manual for instructions on how to access the form.

Growth and Conservation Area Spreadsheet. This spreadsheet is circulated with the
budget instructions and is also available on the DBM website under Forms and
Templates:

http://dbm.maryland.gov/budget/Pages/capbudget/formstemplates.aspx

Supporting Information. Submit any maps, charts, tables, comparisons between
capacity and usage, and other supporting information as appropriate to support and
persuade the Office of Capital Budgeting of the Department of Budget and
Management that the program should be funded.

Fund Summary Table. Detailed instructions and a sample-completed form are in
Appendix C. The table can be modified for special accounting requirements that are
unique to a program. For example, a program partially funded by revenue bonds would
need to include revenue bonds as an additional revenue source. A copy of this form is
available on the DBM website under Forms and Templates:
http://dbm.maryland.gov/budget/Pages/capbudget/formstemplates.aspx

Private Use of TaxExempt Financing. Each State agency submitting a General
Obligation Bond funding request for a Grant and Loan program with associated
projects that may involve private uses must also submit a CB Form D1 or D2, Survey
of Private Uses of Tax-Exempt Financing. Detailed instructions and a sample
completed form are in Appendix D. A copy of this form is available on the DBM
website under Forms and Templates:

http://dbm.maryland.gov/budget/Pages/capbudget/formstemplates.aspx
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1V. GETTING COMFORTABLE WITH CBIS
A. How to Use CBIS

The next five sections of this manual contain screen shots and step-by-step instructions for each
type of capital budget request. They include:

The Use of CBIS for State-Owned Projects (Section V)

The Use of CBIS for State-Owned Programs (Section VI)

The Use of CBIS for Non-State Owned Projects (Section VII)

The Use of CBIS for Grant and Loan Programs (Section VIII)
Instructions for Completing a Cost Estimate Worksheet (Section IX)

Each of these sections includes step-by-step instructions concerning:

1. How to access CBIS
2. How to enter a project or program
3. How to navigate through CBIS
4. How to print a copy of your request
5. How to submit your forms

B. Security

CBIS was designed with security in mind. Everyone using CBIS must have a password to access
the system. Instructions for using passwords and a screenshot of the login screen are shown on
page 15. Staff members of one submitting agency are not able to view, update, or print the
budget requests of another State agency. Additionally, State agencies are not able to revise,
update, or change the recommendations of the OCB analyst. No groups, including the
submitting agencies, are able to view the OCB budget analyst’s recommendations they are
published in the Maryland Capital Budget in January of each year.

CBIS restricts the privileges of individual users by assigning each user a role. This allows CBIS
to prevent a user from seeing certain data, changing data, running reports on the data, or
performing certain system functions. The possible CBIS user roles, and the functions each can
perform, are shown on page 15.

14



Use of Passwords on Login Screen

When CBIS privileges are granted, a password will be assigned to you.
Enter this password in the Old Password field.

Enter your own new password in the New Password field.

Enter the new password a second time in the Confirm New Password field.

;Irlw E.B.I.:‘S. T [ About I:B_I‘_.i I Manage Account T Logoul I ;Ielp ]

Manage Account

e

NOTES:
The contents of the New Password field and the Confirm New Password field must match.
The password information you are entering will not be displayed on the screen.

Passwords

Must be between 8 and 10 characters

Must contain at least 1 uppercase, 1 lowercase and 1 numeric character
Cannot be the same as username

Cannot have more than 2 consecutive identical characters

Cannot be changed by changing only 1 character

Cannot be reused for 6 months

Suspend after 3 failed login attempts

Expire every 45 days

Secure passwords include uppercase letters, lowercase letters, and numerals.

Roles Permissible Functions

All Roles View and print forms as noted in the roles below.

Agency User View, add, edit, delete, print own agency requests. Submit to own agency
manager.

Agency Manager Agency User privileges, except “Delete.” Submit request to OCB.

OCB Analyst View, add, edit, delete, print information for assigned agencies and unsubmit
requests.

OBA User Create, edit, view, print operating budget information.

CEW Administrator Create, edit, view, print CEW information.

DLS User View all requests and recommendations. Generate reports.

CBIS Administrator All of the above. Maintain reference data. Perform rollovers.

Security Administrator | Maintain Users.

15



Getting Help

If assistance is needed to access CBIS, reset a password, or to resolve a problem, contact the
Service Desk at (410) 6979700 or at service.desk@maryland.gov. If assistance is needed that
relates to the specific project, please contact your assigned capital budget analyst.

. Helpful Hints

e Remember to click the “Save” button on data entry screens before exiting any screen, or
you will lose any information you entered. Additionally, if you do not click “Save” before
leaving your computer, you will lose any unsaved information after 30 minutes.

e Do not hit the “Enter” button on a data entry screen. On some of these screens, clicking
“Enter” defaults to “Cancel”, and you will lose any information entered on that screen.

o Clicking the CBIS logo in the upper left corner of the screen will always return you to your
CBIS home page, regardless of where you are in the program. Alternatively, clicking
“Home” on the dark yellow toolbar will also return you to the CBIS home page.

e Users can access to the Capital Budget Instructions, the CBIS Manual, and the previous
year’s Capital Budget Volume by clicking on the applicable link in the light yellow tool bar.

e The screens do not have to be entered in the same order as they appear in this manual.

e [f you make a mistake on any data entry screen, simply delete or overtype data. If you make
a mistake on the “Create a New Request” screen where you classified your request as a
Project or Program and as State-Owned, Non-State, or Grant and Loan, then it will be
necessary to delete the project from the main request screen and start over again.

® Text boxes are automatically Arial 11 point font. Before copying and pasting your text from
Word, run Spell Check and make sure the text is single spaced with one line between each
paragraph. Paste the text into the text box using the “Paste Plain Text” button (resembles a
clipboard). Once the text is pasted into the text box, you can bold, italicize, underline and
add bullets or numbers to your text. Then highlight the text and click the “Full Justify”
button before clicking the “Save” button.

16


mailto:service.desk@maryland.gov

SECTION V:
THE USE OF CBIS
FOR

STATE-OWNED PROJECTS
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PREFACE FOR STATE-OWNED PROJECTS

How to Enter the CBIS System

ﬁ"'ﬂ' DEPARTMENT OF BUDGET & MAMAGESMENT

M C.B.LS.

s‘ username: | ]
|

! S password: |
[ toom |

Forgot username? Contact the service desk at
(410) 697-9700 or senvice deski@maryland.gov.
Forgot password? Click Here

Access to this system is restricted to authorized users only and limited to approved
business purposes. By using this system, you expressly consent to the monitoring of sll
sctivities. Any unauthorized sccess or use of this system is prohibited and could be
subject to criminal and civil penalfies. All records, reports, e-mail, software, and other
dsts genersted by or residing upon this syster are the property of The State of Maryland
and may be used by The State of Maryland for any purpose.

To begin the budget request process, access CBIS at https://cbis.dbm.state.md.us using Internet Explorer. You can
also access CBIS from the Office of Capital Budgeting (OCB) website: http://dbm.maryland.gov/budget/Pages
capbudhome.aspx by clicking the green “LOGIN” button on the right side of the screen. When you get to the log-
in screen shown above, 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 previously requested for your agency.

If you do not have a username and password, call the service desk at (410) 6979700 or email ser-
vice.desk@maryland.gov.

If you know your username but do not remember your password, and you previously set up security questions,
you can reset your password by clicking the “Click Here” like next to the “Forgot password?” question. Then, fol-
low the steps as directed to reset your password.

How to Navigate Through the CBIS Screens

Once you click on a project, you will see a darkyellow toolbar that lists several different headings (Main, CEW,
Schedule, etc.) that describe the categories of information you must enter. Some of these categories have sub
menus which appear on a lightyellow toolbar below the dark-yellow toolbar. To enter information in a sub-menu,
click on the heading in the dark-yellow toolbar. Then, choose the sub-menu from the light-yellow toolbar.

Generally, you enter information by clicking on an “Edit” or “Edit Grid” button and filling in a table, entering
data into a text box, or providing a narrative text. Click “Save” to exit the edit screen and to save the information

in CBIS.

A few pointers:

¢ Dollar amounts: do not use commas or decimals. Do not include dollar signs ($).
e Dates: most dates are in the MM/DD/YYYY or MM/YYYY formats.
e Narrative text (applies to “Project Description,” “Justification,” and “Cost & Funds - Req. CIP Difference”
text boxes):
¢ Type your text in a Word document using single spacing and a single line between paragraphs. Do
not use additional formatting such as bullets and bold (you can add this once the text is in CBIS).
¢ Highlight and copy text.
¢ Paste your text by clicking on the Paste Plain Text button in CBIS (clipboard icon). This will strip
the text of formatting. You can also strip text of formatting by clicking on the Strip All Formatting
button (paintbrush icon), but this will take out all paragraph spacing.
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State-Owned Project
Home Screen

M e e I

 Greate a New
Request

Q fo
»

Current Requests

Agency
usMm
usm
usm
usm
usMm
usm
usm
usm
usMm
usM
usm
usm
usm
usm
usm
usm
usm
usm
usm
usm
usm
usm
usm
usm
usm
usm
usm
usm
usm
usm
usm

Sub Agency

University of Maryland, College Park
University of Maryland, College Park
University of Maryland, College Park
University of Maryland, College Park
University of Maryland, College Park
University of Maryland, College Park
University of Maryland, College Park
University of Maryland, College Park
University of Maryland, College Park
University of Maryland, College Park
University of Maryland, College Park
University of Maryland, College Park
University of Maryland, College Park
University of Maryland, College Park
University of Maryland, College Park
University of Maryland, College Park
University of Maryland, College Park
University of Maryland, College Park
University of Maryland, College Park
University of Maryland, College Park
University of Maryland, College Park
University of Maryland, College Park
University of Maryland, College Park
University of Maryland, College Park
University of Maryland, College Park
University of Maryland, College Park
University of Maryland, College Park
University of Maryland, College Park
University of Maryland, College Park
University of Maryland, College Park
University of Maryland, College Park

. |Bi. B

Type
Project

View CBIS View Published
Manual Recommendations

» from Last Year )
Request Title

Brain and Behavior Research Building Phase Il
Brai Behavior R B P

Brendan Iribe Center for Computer Science and Innovation
Campus Creek Restoration
C: Building System and

Fir [
Chemistry Building Wing 1 Replacement
Conversion & Addition to School of Public Health Building Phase II
East Campus Development- Service Facilities Relocations
Edward St John Leaming and Teaching Center
Fran Hall R
H.J P Hall 1R n
High Speed Data Computing Data
Jimenez Hall Renovation
Field H
New Enqineering Building
Public Protection and Security Research Building

Tawes Theatre Conversion
UMCP - Ahletic Turf Field

UMCP - H.J Patter: Hall - Wing 1 Renovation
MCP ryland a e Instifute - Ne

UMCP - New Journalism Buildi
UMCP - Physical Sciences - Phase|

UMCP - Remote Library Storage Facility

Status Last Revised Date
Unsubmitied Delele  |4/2472017 1:18:49 PM
Submitted to DBM 2/19/2019 1:28:27 PM
Unsubmitied Delele  |11/13/2017 10:39:31 AM
Unsubmitted Delete  |6/30/2009 6:53:54 PM
Submitted to DBM 1/02019 10:05:23 AM
Unsubmitted Delete | 1/5/2011 12:40:11 PM
Submitted to DBM 12/114/2018 3:2424 PM
Submitted to DBM 6/29/2018 3:21:44 PM
Unsubmitied Delele  |6/20/2012 12.02:46 PM
Unsubmitied Delele  |1/7/2016 4:07:19 PM
Unsubmitted Delele  [5/20/2010 9:45:20 AM
Unsubmitied Delele  (6/30/2011 3:06:51 PM
Unsubmitted Deiete  |4/15/2015 10:32:39 AM
Unsubmitied Delete  9/23/2010 10:24:40 AM
to DBM 6/29/2018 3:21:44 PM
Submitted to DBM 12/28/2018 9:51:13 AM
Unsubmitted Delele  |6/20/2017 3:42.55 PM
Unsubmitted Delele  |1/19/2011 11:09:08 AM
Unsubmitied Delele  |6/30/2000 6:53.54 PM
Submitted to DBM 12/26/2018 11:40:36 AM
Unsubmitted Delete  |12/21/2012 11:42:59 AM
Unsubmitied Delele  (4/19/2012 10:56:19 AM
Unsubmitted Delete  |5/18/2010 2:32.52 PM
Unsubmitted Delete  |2/10/2006 2:45:31 PM
Unsubmitted Delete  |5/6/2014 2:54:36 PM
Unsubmitted Delele  |4/16/2010 11:19:42 AM I
Unsubmitied Delele  |2/10/2006 2:49.18 PM
Unsubmitied Delele  [5/412015 11:16:20 AM
Unsubmitted Delete  |4/8/2008 12:13:30 PM
Unsubmitied Delete  |1/15/2013 10:09:31 AM
Unsubmitied Delele  [21/2013 12:1349 PM

If the project has never been entered in CBIS, click “Create a New Request” on
CBIS home page. CBIS will take you to a “New Request” screen.

the light-yellow toolbar on the

To access the Capital Budget Instructions, the CBIS Manual, and last year’s Capital Budget Volume, click on the

applicable link in the lightyellow toolbar.
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Z¥cais.

State-Owned Project
New Request Screen

1 UF DULAUE T S AT ERe s

o e g s e T s s

[ About CBIS ] Manage Account I Logout

Request Type

® New Project

O New Program

Ownership

® State Owned

New Request

O Non-State Capital Grants

[ e e |

To request a new project, click “Create a New Request” on the lightyellow toolbar on the CBIS home screen.

Request Type

Choose “New Project.”

Ownership

Choose “State Owned.”

Click “Save.” CBIS will take you to the “Main Information” screen.
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State-Owned Project
Main Information Screen

-
JiMc.BLS. [ About cBis | Manage Account | Logout
Home | Main | CEW  Schedule Cost&Funds Justifcaion Delails  TaxSurvey  Operating Imp. _[JETTD
Main Information Print Requested Edit
Title School of Public Policy Building
Consiruct a 38,355 NASF/G9,700 GSF office and classreem building for the School of Public Policy. The new buikding wil provide office, conference, classroom, class lab, and siudy space, whie enabling the School to
Description S9nselidate ifs operalions info 4 singie localion and vacaie Vian Munching Hall, which is necessary for the School of Business o expand. This project vil enable the School of Public Policy fo mee ifs Sirategic Plan goals for
PON. g outh, which includes creating an undergraduate major in Pubiic Policy, becoming a nationviide top-ten public policy program, and infusing a culture of philanihropy across the University through the Do Good Insiitute. This
project leverages 525,000,000 of private and instituticnal funding, as well as additional private funds for operating support. The FY 2020 budget includes funding to complete design and continue construction
Budget Request Type State-Owned
_ University of Maryland_College Park MD 20742
Location
Longitude:: -76 938747 Latitude:: 35 985084
Agency University System of Maryland Sub-Agency University of Maryland, Gollege Park
Legislative District 21 - Prince George's and Anne Arundel Counties. Subdivision Prince George's
Budget Code R822 Governor's Priority Education

Arshad Mughal, MD
Contactinfo. bonc & 301-405-3458

Is this project included in the agency’s most current
Facilities Master Plan (which has been submitted to DBM)? =%

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

Title The name of the project will appear as previously entered.

Description Describe the project. Begin the first sentence with a verb such as construct, renovate, or
convert. Include the NSF and GSF from the approved facility program (which will also be
the same as the NSF and GSF used in the CEW). Next, briefly describe the project scope
and where the project is located. Finally, include a generalized statement of the rationale/
justification for the project to explain why the project is necessary and what facility prob-
lems it will address. You will expand upon the scope justification in the Justification sec-
tion of this submission. This section should be one paragraph that is four to eight sentenc-
es long.

Location Enter the project’s street address and longitude/latitude in decimal degrees using six digits
after the decimal (-76.621972, 39.301324). You can find your project’s longitude and lati-
tude at the Local and State Targeted Growth and Conservation website: https:/
planning.maryland.gov/Pages/OurProducts/iMaps.aspx . Click on the Growth and Conserva-
tion Overlays interactive map. If the project’s location has not been determined, put “N/
A” in the address and longitude/latitude fields.

Request Status This field indicates the status of the budget request.

o Unsubmitted: allows the Agency User to view and edit and the Agency Manager to view
only.

e Submitted to A/Mgr: allows the Agency User to view only and the Agency Manager to
view and edit. The Agency Manager can select Unsubmitted from the drop-down menu
to return the budget request to the Agency User.

e  Submitted to DBM: allows the Agency User and Agency Manager to view only and

DBM to view and edit.
Agency Select Agency from the drop-down menu.
Sub-Agency Select Sub-Agency from the drop-down menu, if applicable.
Legislative District Select the legislative district in which the project is located from the drop-down menu.

Legislative districts can be located at: mdelect.net.

Subdivision Select the subdivision (county or Baltimore City) in which the project is located from the
drop-down menu.

22



https://planning.maryland.gov/Pages/OurProducts/iMaps.aspx
https://planning.maryland.gov/Pages/OurProducts/iMaps.aspx

State-Owned Project
Main Information Screen (Continued)

Budget Code Select the budget code from the drop-down menu.
Governor’s Select the Governor's priority from the drop-down box. Use your judgment as
Priority to where you feel your project should be prioritized.

Contact Info.

Select from the drop-down menu. If the correct contact is not listed, enter the
name, address, and telephone number of the person who should be contacted
if there are any questions about the information provided.

Facilities Master Plan

Choose “Yes” if the project is included in your agency’s master plan. Choose
“No” if it is not included.

Click “Save.” For the “Save” command to function, you must complete at least the “Title” and “Agency” fields.
When you click “Save,” the “Main Information” screen will reappear, showing all of the information that you en-
tered. To move to another menu, click on the desired menu option on the darkyellow toolbar.

p Y
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State-Owned Project
Cost Estimate Worksheet

ﬁ:ﬁ' C.B.L.S. About CBIS l Manage Account l Logout

Home Main | CEW | Schedule  Cost&Funds Justficaion Details TaxSurvey Operating Imp. [[ETTE0

Title: School of Public Policy Building

CEW List

School of Public Policy Building

CEW List If you are required to complete a Cost Estimate Worksheet (CEW) for your project, click
“Add” to create a CEW. Instructions for completing the CEW are included in Section IX of
the CBIS manual.

If you are required to submit a CEW, complete the CEW prior to continuing. Much of the information you
will enter in the remaining CBIS screens is derived from the CEW.
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State-Owned Project
Schedule Screen

illlw C-ﬂ-l-s- Aboul CBIS I Manage Account l Manage Security Questions l Legout
Home Main  CEW | Schedule | Cost&Funds Justifcation Delails  TaxSurvey  Operating Imp. (IETE
 Request
Title: School of Public Policy Building
Schedule
Program Status: IF'art LIl Approved ﬂ

e ek Duratien of Menth(s) Staring on (MMDDAYYY) until 10/1/2019
Construction Period: Diuration of Manth(s) Starting on (MM/DDAYYY) until 4152022
Program Approval Part 1 (MM/DDYYYY):
Program Approval Part 2 (MM/DDYYYY):

I BT

Click “Schedule” on the dark-yellow toolbar.
If you linked your CEW to the “Schedule” and “Details” screens, the dates of the design and construction pe-
riods on this screen will populate automatically. If not, manually enter the information as described below.

Program Status Select the appropriate status from the drop-down menu.

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

Design Period (Starting On) Enter the actual or anticipated design start date (MM/DD/YYYY).
CBIS will calculate the design completion date after you click “Save.”

Construction Period Enter the duration of construction in months.

(Months)

Construction Period Enter the actual or anticipated date construction start date MM/DD/YYYY).

(Starting On) CBIS will calculate the construction completion date after you click “Save.”

Program Approval Part 1 Enter the date of Part I program approval MM/DD/YYYY). If the program
has not been approved, leave this item blank.

Program Approval Part 2 Enter the date of Part II program approval (MM/DD/YYYY). If the

program has not been approved, leave this item blank.

Click “Save,” and CBIS will take you to the “Cost & Funds - Request” screen. To review the information entered
in “Schedule,” click “Schedule” on the dark-yellow toolbar. Verify that the design and construction completion
dates are correct. To edit information, click on the appropriate field, make your changes, and click “Save.”
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State-Owned Project
Cost & Funds - Last Year’s CIP Screen

[ About CBIS | Manage Account | Manage Security Questions | Logout

Home Main  CEW  Schedule | CostaFunds | Justcation Delails  TaxSurvey  Operating mp. [Tl

O Last Year's CIF 3 Request 3 Reg CIF Diff

Title: School of Public Palicy Building

Cost & Funds - Last Year

Last Year's Recommended Phase Breakdown by Cost m
Fund Type Prior FYz021 FY2022 FY2023 FY2024 FY2025 FY2026+ Total
Acquisition 0 0 0 0 0| 0| [l 0
Planning 4,505,000 0 0 0 0 0 0 4,505,000
Construction 12,995,000 27,340,000 11,830,000 0] 0 0| 0 52,165,000
Equipment 0 0 1,410,000 1,190,000, 0 of 0 2,600,000
Other 0 0 0] 0] 0 0| 0 0
Total 17,500,000 27,340,000 13,240,000 1,180,000 0 0| 0| 59,270,000
Last Year's Recommended Funds By Source m
Fund Source Prior Phase 2021 Phase 2022 Phase 2023 Phase 2024 Phase 2025 Phase 2026+ Phase Total

GO 17,500,000| PC| 2,500,000 C| 0 0| 0) 0 0 20,000,000
GF 0| 0 0 0| 0) 0 0 o
SF 0| 0 0 0| 0) 0 0 o
FF 0) 0 0 0) 0) 0 0 o
RB 0) 0 0 0) 0) 0 0 o
NB 0 24,840,000, (ol 13,240,000 CE 1,190,000 E| 0 0 0 39,270,000,
Total 17,500,000 27,340,000 13,240,000 1,190,000 0 0 0 59,270,000

Non-Budgeted Funds Source

Source of Funds
Total

Add New Source

Amount|
0

Click “Cost & Funds” on the dark-yellow toolbar. Click “Last Year’s CIP” on the light-yellow toolbar.

Last Year’s Recom-
mended Phase
Breakdown by Cost

Click “Edit Grid” for “Last Year’s Recommended Phase Breakdown by Cost.” If this pro-
ject is in the current CIP, CBIS will roll over last year’s information. If this screen is blank
or it is a new project, enter any prior funding that was allocated for this project by type of
activity in the Prior and the fiscal year columns. Round dollar amounts to the nearest
$1,000. Do not include commas, decimals, or dollar signs.

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

Last Year’s Recom-
mended Funds by

Source

Click “Edit Grid” for “Last Year’s Recommended Funds by Source.” Enter the amount of
funds indicated in the current CIP for each respective year by type of funds the Prior and
the fiscal year columns. Round dollar amounts to the nearest $1,000. Do not include com-
mas, dollar signs, or decimals. In both the prior and future fiscal year columns, indicate
with capital letters the phase of activity each year’s funds will assist. Use A,P,C,E for Acqui-
sition, Planning, Construction, and Equipment respectively, but do not include commas
between phase codes.

Click “Save” and review the information entered. CBIS will calculate the column and row
totals. The “Total” rows in each grid must match. If they do not, click “Edit Grid” and
update accordingly.
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State-Owned Project
Cost & Funds - Request Screen

Home Main  CEW  Schedule | Costd Funds

Justification  Details  Tax Survey  Operating Imp.  [[ETE0

QO LsstYesr's CIP O Request O Reg CIP Diff

Title: School of Public Policy Building
Cost & Funds - Request

Requested Phase Breakdown by Cost

Acquisition
Planning
Construction
Equipment
Other

Total

Requested Funds By Source

GO 20,000,000

GF 0
SF 0
FF 0
RB 0
NB 24,840,000
Total 44,840,000

FY2024 FY2025

4,505,000
52,165,000
2,600,000

0
59,270,000|

o
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=
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Non-Budgeted Funds Source

Source of Funds

Institutional Funds
Private Funds
TBD

Total
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Click “Cost & Funds”

on the dark-yellow toolbar. CBIS will display the “Request” screen shown above and high-
light “Request” on the light-yellow toolbar.

Requested Phase
Breakdown by Cost

Click “Edit Grid” for the “Requested Phase Breakdown by Cost” table. This table should
show the total cost of the project, regardless of the source of funding. In the “Prior” col-
umn, enter any prior funding allocated for this project by type of activity. In the fiscal year
columns, enter the amount of funds being requested for the project (rounded to the near-
est $1,000; do not include commas or decimals) in the appropriate cell.

Click “Save,” and review the data entered. CBIS will calculate the column and row totals
automatically.

Requested Funds by
Source

Click “Edit Grid” for “Requested Funds by Source.” In the prior column, enter the type
of funds previously allocated for this project. In the fiscal year columns, enter the type of
funds being requested in each respective year. Round all dollar amounts to the nearest
$1,000, and do not include commas or decimals. In both the prior and future 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 phases when you enter them.

Click “Save” and review the information entered. CBIS will calculate the column and row
totals automatically. The “Total” rows in each grid must match. If they do not, click “Edit
Grid” and update accordingly.

Non-Budgeted Funds
Source

Click “Add New Source” for “Non-Budgeted Funds Source.” If your project has a non-
budgeted fund source, enter the source and the amount. Click “Update” to save the data
you entered. The dollar amount you enter here must not exceed what you entered for

Non-Budgeted Funds (NB) in the “Requested Funds By Source” table above. Round dol-
lar amounts to the nearest $1,000 and do not include commas or decimals.

Click “Save” on the “Requested Funds by Source” grid. CBIS will alert you if the totals in the “Requested Phase
Breakdown by Cost” and the “Requested Funds by Source” grids do not match.
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State-Owned Project

About CBIS ] Manage Account ] Logoul

Home Main CEW  Schedule | Cost&Funds | Jusiicaion Details  TaxSurvey  Operating Imp.

& LastYear's CIP Q9 Request Q Req CIP Diff

Title: School of Public Policy Building
Cost & Funds - Req. CIP Difference

Explain the difference between current request and prior recommended CIP

Vi s Rm

- - @ & | FontName ~|Real.-|| B I U | E =E =
F2020 Planned: 12,500,000 PC, GO. The amcunt requested is consistent with the amount planned in the CIP.

[}
TH
11
iii
g
)

[ e |

Click “Cost & Funds” on the dark yellow tool bar. Click “Req CIP Diff” on the light yellow tool bar.

Requested CIP | Compare the funding planned in the CIP with the funding being requested. Begin the text with,
Difference “FY 20__ Planned:” then state the amount of funds, the phase code (A,P,C,E) 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 funding,
funding amount, or phase codes, separate each of the different funding groupings by semicolons.

After entering the planned CIP information, state 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:

Click Save and the Cost & Funds “Request” screen will appear. To edit the material you entered,
click on “Req CIP Diff” in the light-yellow toolbar.

If the amount requested is the same as the amount planned, state “The amount requested is
consistent with the amount planned in the CIP.”

If the amount requested is different than the amount planned, state “The amount requested
is $__ more (or less) than the amount planned in the CIP.” Then state the reason(s) for the
difference.

If the project was not planned for funding in the upcoming fiscal year, state “FY 20__
Planned: $0.” Add one to two sentences to explain the amount requested and why the pro-
ject request differs from the Governor’s CIP. Provide justification for including the project in
the Governor’s CIP.

If the project had planned funding for an out year but was accelerated to the fiscal year under
consideration, state “FY 20__ Planned: $0. Funding planned in FY 20__ through FY 20__."
If funding extended beyond the CIP, add “...and beyond.” Add one to two sentences to ex-
plain the amount requested for the upcoming year and justify why the funding has been ac-
celerated.
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State-Owned Project
Details and Justification—Request Screen

[ About CBIS lNanagek:nunl l Lagoul

Home  Main CEW

Schedule Cost & Funds |.Iu5!iﬁcarion| Details  Tax Survey Operating Imp.

& Request

Title: School of Public Policy Building

Details and Justification — Request

v # & Ga

T 9 -~ @ |/ FontName ~|Real..-|| B I U

=

=== |A-F

Schematic design has taken more time than anficipated in order to explore multiple building footprint, fraffic circulation and parking opticns. As a result, the anticipated
construction completion date has been delayed from June 2020 fo April 2021. However, the University expects to remain within the planned $45 million total project
budget. Funding for the School of Publlc Pcllcy Bulldlng includes a total of $20 million in State funds, $15 million in Institutional Funds, and a $10 million private
confribution. The denors will also an d amount in operating suppoert for the School of Public Policy and the Do Geod Instllute

This preject will consfruct a 38,355 NASF/69,700 GSF office and classroom building for the School of Public Pollcy (SPP) to meel its Sirategic Plan goals for growth, as
well as provide the oppertunity Iol the SPP to vacate Van Munching Hall and two other campus buil and its op into a single location. The purpose
of this project is to enhance the ability of the SPP to become one of the top-ten public policy programs in the nation and, through the Do Goed Institute, enable it achieve
its unigue missicn to infuse a culture of philanthropy across the University to create the next generation of leaders and spur innovafion in the field of philanthropy.

staff and 65

The new building, v.rhlch wlII be located i |n the Campus Core district in the vicinity of Parking Lot C2, will contain offices to house 109 full-time and 30 pari-fime faculty and

In addition, the building will contain five state-of-the-art instructional reoms ranging in size from 25 to 150 seats,

Justification

computer labs, a library/study room, and lounge space. The hulldlng will increase the space assigned fo the SPP by 29 percent, from 24,581 NASF to 31,690 NASF.

Since its creation in 1952, the SPP has become a superb professional school, fully i ting the i of professional practice with the best traditions of scholarly
research and analysis. The SPP has graduated more than 2,200 Master's and Ph D. st i}

rankad 31et amnnn nuhlic nnli nrame nafinmwida The SPP ie distinauiched hw 3 stellar farulhe an intenrated domestic and ind

ts and has p

training to thousands more. Today, the SPP is
finnal affaire

Click “Justification” on the dark-yellow toolbar to get to the “Details and Justification—Request” screen.

Details and
Justification—
Request

Expand on the information included in the project description. Provide a description and justifi-
cation for the project in sufficient detail to indicate clearly the nature of the work to be funded.
Include the size of the facility in NSF and GSF, what the scope of the project is, its 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 prob-
lems, causes of the problems, and consequences to the delivery of services. Describe how the pro-
ject will resolve the facility problems described. Provide quantitative data, when possible and
where appropriate, to support the project justification. Also, indicate if there are any secondary
objectives, or if the scope of the problem goes beyond what has been indicated above. Explain if
there are any issues that must be addressed, such as historic preservation or project phasing.

All numbers in the write-up (NSF, GSF, etc.) must agree with supporting documents such as the
CEW or other sections of the CBIS worksheet. Explain any changes to the project scope and
schedule since the Part I/II program was approved or since the publication of the current CIP.

Address three issues in the justificaton:
1) facility problem(s), 2) consequences of the facility problem(s) on service delivery, and 3) out-
comes.

Facility Problem(s). Generally, four types of facility problems may characterize a project: insuffi-
cient space, functional inadequacy of existing space, obsolescence or deficiencies in existing space,
and location as a barrier to client services. One or more of the facility problems can be involved
in a project.
e 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 facil-
ity may result in the need for more clinical space.
e 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 examinations that was previously used for radiological
services would have to be changed for the more effective delivery of the clinical services.
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State-Owned Project

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

Supporting
Comments for
the Request
(Continued)

Facility Problem(s) (continued)

o  Obsolescent/deficient space means that the space is outdated or defective. Examples
include leaking roofs, buildings not in compliance with codes, and HVAC systems with in-
adequate capacity.

e Location as a barrier to client services means that the location of an existing facility is
not suitable for providing services as intended. For example, a health clinic that primarily
serves low-income populations and is located far from public transportation may have to be
relocated to be more accessible.

Consequences on Operations/Service Delivery. After describing a facility problem, state its con-
sequences 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, or cause the
hospital to go to flyby status? Also, if applicable, discuss how adapting the existing facility would
not be sufficient to deliver services effectively. For example, accepting more students, without
increasing available space, might create overcrowded classes.

Outcomes. Discuss the outcomes that are expected to occur as a result of an effectively deliv-
ered 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 pris-
on housing might reduce the number of inmates harmed as a result of unsafe housing condi-
tions.

Use quantitative data to help justify your project. For example, if insufficient space is the facility
problem, then quantify the shortfall and cite the space standards used to arrive at the determina-
tion. Service/operations problems should also be measured using quantitative data. Referring to
the above examples, state the number of students turned away from classes due to overcrowding.
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.”

Managing for Results (MFR). Identify which MFR goals this project will affect and/or impact.
Elaborate on how this project helps to accomplish that goal. Goals and objectives are outlined in
the current Maryland operating budget volumes, which are located on the DBM website under
Operating Budget: http://dbm.maryland.gov/budget/Pages/operbudhome.aspx.

OCB recommends cutting and pasting from Word by clicking on the Paste Plain Text button
and doing all formatting in CBIS.

Click “Save.” To review the data entered, click on “Justification” on the dark-yellow toolbar.
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State-Owned Project
Justification—Request Screen (Continued)

Uploading To upload supporting documents to a request, go to the “Justification” tab and scroll down to
Documents to | “Supporting Documents” at the bottom of the page. Click “Browse” to select your document
CBIS and then click “Upload.” After uploading your document, click “Save” or you may lose any

changes you made to the supporting comments section when you navigate away from this page.

To download a document you have uploaded to CBIS, click on the “Download” button on the
right side of the screen. To delete a document you have uploaded, click the “Delete” button.

Uploaded documents must be in Excel or PDF format. You may upload signed agency request
letters, backup documentation, cash flows, and fund summaries. You may not upload docu-
ments in lieu of providing supporting comments.
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State-Owned Project
Detail for Project Screen

#MCB.LS.

About CBIS | Manage Account | Manage Security Questions | Logout
Home Main  CEW  Schedule Cost&Funds Justfication | Detals | TaxSurvey  Operating lmp. (T
& Request

Title: School of Public Policy Building

Details - Request

Proposed Net Square Feet

Add New Area
Area Name Square Feet
All areas 40,111 Edit Delete
et 50 s F ] cessars [
Structural CosUGSF: | 521.58 Total CostGSF: | 87261

Percent Effisiency:  51.72%

I T

Click “Details” on the dark-yellow tool bar. Then, click “Add New Area” to bring up the above screen to which
you may add individual spaces or edit/delete the detail for previously entered spaces.
Note: Do not include commas or decimals.

Add New Area |Enter the name of a major area and its NSF in the two blank fields that appear and click
“Update.”

Update After entering the area name and net square feet, click “Update” to add the space. The “Detail
for Project” screen will reappear.

Cancel Click “Cancel” to default the area name and square feet fields to blank spaces.

Edit Click “Edit” to change previously entered information.

Delete Click “Delete” to remove areas from the inventory of spaces.

Net Sq. Ft. CBIS will automatically total the net square feet as you make entries in the “Add New Area”
section above.
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State-Owned Project
Detail for Project (Continued)

45N C.BLS.

[ Abourcais | Manage Account | Manage Security Questions | Logout

Home Main CEW  Scheduls  Cost&Funds Justiication | Detals | TaxSurvey  OperatingImp. [Tl

@ Request

Title: School of Public Policy Building

Details - Request

Proposed Net Square Feet m
All areas 40,111 Edit Delete
Percent Efficiency:  51.72%

T I

After you add individual spaces to the proposed NSF breakdown, update the following fields:
Note: Do not include commas or decimals.

Net Sq. Ft. If you did not enter individual spaces, enter the total net square feet for the project. If you
used the “Add New Area” button to enter individual spaces, CBIS will calculate the total
Net Sq. Ft.

Gross Sq. Ft. Enter the total gross square feet (GSF) for the project. If you linked your CEW to the

“Schedule” and “Details” screens, CBIS will populate this field automatically.

Structural Cost/GSF | The structural cost per square foot is determined by dividing the total structural construc-
tion cost (Item 8] on the CEW) by the total GSF. Do not include any acquisition, plan-
ning, or equipment costs. If you linked your CEW to the “Schedule” and “Details” screens, CBIS
will populate this field automatically.

Total Cost/GSF The total cost per gross square foot is determined by dividing the total cost of acquisition,
planning, construction, and equipment (Item 21 on the CEW) by the total GSF. If you
linked your CEW to the “Schedule” and “Details” screens, CBIS will calculate this field automatical-
ly.

Click “Save.” The “Tax Exempt Survey” Screen will appear. To view the information you
just entered, click “Details” on the dark-yellow toolbar.
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State-Owned Project
Tax-Exempt Survey

M C.BlS.
Home Main CEW  Schedule Cost&Funds Justiicaton Details | TaxSurvey | Operatingimp. [Tl
Title: School of Public Policy Building

About CBIS | Manage Accounl | Logoul

Tax Exemption Survey

“You are about to begin the tax exempt survey. Please choose whether the project will be part of a higher education facility. This will determine the questions you will be required to complete.

Will this project be part of a higher education facility?  (® ves () No

Contact Info. Select from List :
Name [ Arshad Mughal | Phone # [ 3014053458 | Date Completed (MM/DDIYYYY): [ 5/15:2018

o ] o ]

If CBIS did not direct you to this screen, click on “Tax Survey” on the darkyellow toolbar. Fill in your name,
phone number, and the date you are completing the form (MM/DD/YYYY). Answer the questions by choosing
“Yes” or “No.” Click “Continue” to save your information and navigate to the next page.

“M C.B.LS.
Home Main CEW  Schedule  Cost& Funds Justiicaion Details | Tax Survey | Operating imp. [[ETIN
Title: School of Public Policy Building

[ About CBIS [ Manage Account [ Logout

Tax Exempt Survey Question List

# Question Answer Description
2 Will anv part of the project be funded with General Obligation Bonds? No

3 Will the project, or any portion of it be owned by a persen or enfity other than the Stale or its political subdivisions? No

4 Will the project, or any portion of it be leased to a person or entity other than the State or its polifical isions? No

5 Will the renis exceed the operating and maintenance cosls? No

6  Will the State gain any other financial interest in any leasees? No

7 Will the project, or any portion of it be managed or operated by a person or entity other than the State or its political subdivisions? No

8§  Other than by lease or management contract. will any person or enfity other than the State or its political subdivisions use any portion of the project. that is not a general public use? No

9

i C.B.LS.
Home Main CEW  Schedule  Cost&Funds Justficaion Delails | Tax Survey | Operating imp. [[EYEEN)
Title: School of Public Policy Building

| About cBIS | Manage Account | Logout

Tax Exempt Survey Question List

# Question Answer Description
1 Will any part of the facility be rented, leased, or otherwise made available to any enfities outside the institution? No

2 Other than described above. will the facility. or al rtion of the facility, be operated by an entity other than the institution? No

3 Will any sponsored research aclivity take place in the building? No

4 Describe any revenue that will be generated from the intended use of the facility other than leases, management confracts andfor sponsored research described above.

5  Will any person. other than the institution's emplovees. facully, staff. and students have a right to use the facility for their own purposes. other than those purposes described above? Ne

6  Will the use, ownership, or management of any portion of the project change within fifteen years after the project is placed in service? No

These are comprehensive lists of the questions you will be asked, depending on the type of institution. For each
question, choose “Yes” or “No.” Some questions require an explanation depending on your answer. For additional
guidance in completing this section, see Appendix D.

At the conclusion of the survey, click “Continue” to display all of the questions and your responses to the survey.
If you need to make any changes, click on “Tax Survey” on the darkyellow toolbar and click through the questions
and make changes as appropriate.
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State-Owned Project
Operating Impact - Main Screen

45N C.BILS.

Home Main CEW  Schedule Cost&Funds Justificaion Details  Tax Survey | Operating Imp.
@Main O Expenditures O Fund Sources and Comments

Title: School of Public Policy Building

About CBIS | Manage Accounl | Logoul

Net Effect on Operating Budget - Main

i
(MM/DDIYYYY) 42021
GSF Total 69700

GSF Added 69700
I T

Click on “Operating Imp.” on the dark-yellow toolbar. This is the initial screen for operating budget impact.
On the light-yellow toolbar, the word “Main” will be highlighted.

Occupancy Date Enter the anticipated date of occupancy for the project in numerical format (MM/

DD/YYYY). This should be at least one month after construction completion listed
in the CEW or the “Schedule” screen.

GSF Total Enter the total GSF of the facility. This should match the information contained in
the CEW and “Details” tab. Do not include commas or decimals.

GSF Replaced Enter the total GSF replaced by the facility. If zero, enter “0.” This amount refers to
the GSF of renovated space. Do not include commas or decimals.

GSF Added Enter the additional GSF resulting from the facility. If zero, enter “0.” This amount

refers to the GSF of new construction. Do not include commas or decimals.
Click “Save.” CBIS will display “Net Effect on Operating Budget - Expenditures.”

The next two screens, “Expenditures,” and “Fund Sources and Comments,” only
need to be filled out for projects for which you are requesting design or construction
funding in the budget year and will be occupied in any of the out-years covered in
your five year Capital Improvement Program request.
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State-Owned Project
Operating Impact - Expenditures Screen

&M C.B.LS. [ About CBIS | Manage Account | Manage Security Questions | Logout

Home Main  CEW  Schedule  Cost&Funds Justfication Details  Tax Survey | Operating Imp. | [ETERLEN

O Msin O Expenditures O Fund Sources and Comments

Title: School of Public Policy Building

Net Effect on Operating Budget - Expenditures [ eatena ]
ype 2022 2023 2024 2025 2026 Justification
Reflects one custodial position at an annual mean wage of $33,165 per 40,000 GSF per monihs of occupancy and one HVAC technician at an annual mean wage of $62,657
# FTE Positions 1.50 2.57| 257 2.57| 0.00|per 85,000 GSF per months of occupancy. Wages are based upon Bureau of Labor Statisfics wages for janitors and cleaners and HVAC mechanics and installers in the
Washingten metropolitan stafistical area. An annual 1.045 inflation rate is included in future years.
# FTE Contractual 0.00 0.00 0.00 0.00] 0.00|
An annual mean wage of $33,165 is applied fo cusiodial positions and an annual mean wage of 362,657 is applied to HVAC technicians. Salaries are increased annually by
salaries & Wages 54,493 167,667| 175,596 183,950  0|a 1.045 inflation factor Fringe benefits are calculated by multiplying total salaries by 17 04%. Health insurance is calculated by multiplying 514,435 per position. Health
insurance is increased annually by a 1.070 inflation factor. Turnaver is caleulated by multiplying a -4 00% factor by the sum of total salaries and fringe benefits
Technical and o 0 o o ol
Specialty Fees
GSF is divided by 500 to determine # of lines. The number of lines is then multiplied by 5270 for initial phone costs and then multiplied again by months of occupancy (for
‘Communications 38,745  35307| 35660 36,017  Offirstyear of oceupancy only).For angoing phone costs (for first year of oceupancy only), the # of lines is multiplied by $300 and then multiplied again by months of occupancy
For future fiscal years, a 1.01% annual inflation rate is applied.

Travel 0 0 o 0 0|

Fuel & Utilities 203,918| 360,062 370,864| 381,980|  0[$5 per GSF x manths of occupancy. A 3.0 percent annual rate of inflation is applied

Motor Vehicle 0 0 0 0 ol

Operations

Contractual Services o 0 o o 0|

Supplies & Materials 8,157 14,402 14,835, 15,280, 0|$0.20 per GSF x months of occupancy. A 3.0 percent annual rate of inflation is applied.

Equipment (Repl.) 0 0 0 o o

F:J‘;%‘I?‘D‘:’:” 627,300 627,300 0 0| 0[$3,136,500 financed with payback beginning in FY 2019.

‘Gmts, Subs. & Cont. 0 0 0 0 of

Fixed Charges 0 0 o 0 0|

lLand & Structures 0 0 0 0 of

Total 932,6141,204,738|596,955 617,23 0|

To promote thorough and consistent reporting, adhere to the following guidelines:

e Cost estimates for all years should be based on “constant dollars” plus the percentage increases indicated on
the next page in the line item descriptions. Use the most recent actual fiscal year experience and add the in-
creases as indicated.

e When possible, staffing ratios and cost factors should be based on actual averages rather than the agency’s
“desired levels.” Savings which may occur through economies and efficiencies of centralization, location, or
technology should be included to offset any other additional costs.

e Only funding estimates for additional/new space should be determined unless the operating cost for existing
space (undergoing replacement/renovation) already has been (or will be) removed from the operating budget.
If so, existing expenses should be identified in the Justification or Comments sections.

e  Only additional operating costs related to the additional gross square footage should be included. All sources
of potential revenue should be identified to minimize the use of general funds while maximizing the benefit to
the State.

® DProgram costs should not be included unless the additional space directly results in the need for additional
services.

Line-Item -Detail Provide specific “Object” and “Personnel” details and assumptions. For example, use “$ per

GSF” or “$ per FTE” factors as agreed with your assigned OBA analyst. If more space is needed than is provided

in the Justification column to explain the rationale for projections, use the “Comments” section on the next screen,

“Operating Impact - Fund Sources & Comments.” If calculations are not based on information provided below,

provide a detailed explanation in the “Justification” column.
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State-Owned Project

Operating Impact - Expenditures Screen (Continued)

FTE Positions & FTE

Contractual Positions

Enter the net change in anticipated permanent/contractual positions for facility-related
purposes only. To calculate the net change, subtract the number of full time equivalent
(FTE) permanent/contractual positions in the current facility from the expected number
of positions in the new facility. Numbers should be prorated for partial fiscal years. The
net change may either be a positive or negative number.

For example, assume a new building to replace an obsolete facility that housed 50 staff
will open on January 1™ and require 44 staff. In this instance, the first fiscal year it opens
the net change will be -3. In each subsequent year the net change will be -6. Alternative-
ly, if growth in staff is anticipated, enter explanatory comments in the “Justification”
column to explain how your projections were derived.

Salaries & Wages Include operating funds needed by class title, grade, and step with benefits for facility-
related purposes only.
e Salaries for regular employees should be increased by 4.5% annually to reflect salary
increases plus promotions, increments and reclassifications.
e Fringe benefits should be calculated at 17.04% for regular employees. Amount for
Law Enforcement Officers Pension System (LEOPS) is 45.62%.
e Health insurance should be calculated at 14,435 for employee and retiree subsidy.
Increase by 7% annually for the outyears.
e Turnover: Salary and fringe benefits (without health insurance and retiree subsidy)
should be revised downward by 4%.
Technical and Special |e Outyear salaries should be increased each year by 4.5%.

Fees (contractual posi-
tions)

e Social security benefits should be calculated at 7.65% of contractual salaries.
e Turnover: Salary and fringe benefits should be revised downward by 10.23%
(standard 6% vacancy rate plus 4.23% for the 11 annual holidays).

Communications Telephones and mailing costs.
e Onetime, initial cost of $270 for each additional telephone line.
e Telephone operation costs of $300 per person. Increase each year by 1%.
e Report communication equipment required by the facility change under equipment
objects.
Travel Additional travel related to training activities and location of or support to facility.

Fuel and Utilities

Savings from better energy efficiency on entire building should be reflected as an offset
to any cost of supporting additional space.

Motor Vehicle Opera-
tion and Maintenance

Additional facility-related needs only.

Contractual Services

Service contracts for HVAC, elevators, security, custodial or other maintenance needs or

agreed upon "$ per GSEF/FTE" factors.

Supplies and Materials

Base estimates on actual for a building of similar size or function or agreed upon "$ per

GSF/FTE" factors. Office supplies per FTE should be no more than $210 annually.
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State-Owned Project

Operating Impact - Expenditures Screen (Continued)

Equipment (Replacement &
Additional)

Rather than purchasing computers or other eligible equipment in the first
year, it is preferable to finance the equipment through the Treasurer’s office
and to spread the payment over three or five years. Details are on the Treasur-
er’s website. Estimated one-time or financed "less than 15-year life" equipment
should be identified separately from ongoing needs. These estimates often are
adjusted later once the total equipment list (capital and operating) is reviewed
by OCB/OBA.

Office furniture: $2,090 per person. Computer package (if necessary): $1,500
per person.

Other

Other: Grants as well as Fixed Charges are programmatic costs and should
not be included. Land and Structures costs normally are not relevant to this
request
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State-Owned Project
Operating Impact - Fund Sources and Comments Screen

M C.BA.S. [ About cBIS | Manage Account | Logout

Home Main _ CEW _ Schedule  Costd Funds  Justficaion Details  TaxSurvey | Operating Imp. |[End)

OMain O Fund Sources and Comments

Title: School of Public Policy Building

Net Effect on Operating Budget — Fund Sources and Comments

Fund Sources Edit Grid / Comments.

This screen indicates how a project’s operating costs will be funded. Select the fund type you anticipate will be
used to pay for these costs.

Fund Sources Click “Edit Grid/Comments.” Total funds should equal the total expenditures as determined
in the previous screen. Do not include commas or decimals.

For higher education facilities, all expenditures should be listed under Special Funds (SF). This
does not preclude or guarantee General Funds (GF) for a project. Any additional General
Funds will be determined during discussions of the Operating Budget.

Explanation of GO (GO Bonds) - leave blank since GO Bonds cannot pay for operating costs.

Fund Types GF (General Funds) - should correspond with your agency’s Over-the-Target request in the fiscal
year the funds will be required.

SF (Special Funds) and FF (Federal Funds) - if you anticipate revenue from a specific source
(such as user fees) or the federal government, indicate the amount of revenue in SF or FF. If
revenues are higher than expenditures, enter the amount of the expenditures. If revenues are
lower than expenditures, enter the difference in the GF row and request the same amount in
your Over-the-Target request.

RB (Revenue Bonds) - should be left blank since Revenue Bonds cannot pay for operating
costs.

NB (Non-budgeted Funds) - should be operating costs funded from a source which is not ap-
propriated in the State budget. This should not occur regularly.

Comments This space is provided for additional information explaining the data provided above. Agencies
should discuss any issues or assumptions made while determining the expenditures and fund
sources. Click “Save.” If changes are required, click “Operating Imp.” on the dark-yellow
toolbar. Select “Original Requested Net Effect” and make the changes as appropriate.
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State-Owned Project
How to Print Your Request

This is the first of two ways to print a copy of your request. This print option will print the requested worksheet
only.
See the next page for instructions on printing the Cost Estimate Worksheet and the Operating Impact Statement,

i v

Home | Main | CEW  Schedule  Cost&Funds Justficaon Delails  TaxSurvey  Operaling Imp.

| About CBIS | Manage Account | Logout

Main Information

Freee

Title Mew Emergency Nofification System - Columbia Campus

Construct and install a new visual emergency nofification system in two classrooms and ane dormitory building at the Columbia Campus of the Maryland School for the #af (MSD). The system will use color-coded sirabe lights

Description ! N1y studenis and staff of smergencies. and il wil acivate messages that wil be sent lo other slsclonc devices. MSD is required to conduct seven types of smsyg€ncy management drils during the school year. Because all
students and the majority of the school's staff are hearing impaired or deaf, the drills must be communicated visually, however, the school lacks a visual communihion system for all types of drils except fire drills. This project
will bring the school into compliancs with current regulations. The FY 2020 budget includes funding to complate design and construction of the system

Budget Request Type State-Owned
8169 Old Montgomery Road Ellicott City MD 21043
Longitude:: -76.795184 Latitude:: 39.207047

Location

Agency Maryland School for the Deaf Sub-Agency

Legislative District 6 - Howard Gounty
Budget Code REO1

Subdivision Howard
‘Governor's Priority Education

When you have completed the required forms, click the “Print Requested” button located in the top right corner
of the “Main” screen. Your request will appear in an Adobe file, which can be printed for review or saved in a file.

NOTE: You may need to enable pop-ups in your internet browser.
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State-Owned Project
How to Print Your Request

This is the second way to print a copy of your request:

w“ o DEPARTMENT OF BUDGET & MANAGEMENT TOU 3re 1I0gged IN 1o SUNg 19V 350 Fona Lums
i«il?ﬂ C.B.1S. Aboul CBIS | Manage Accounl | Legoul | Help

Home | Reports |
itsl Budpet Reports () Capital Budget Workshests () End of Session Reports ) Supplemental Reports (3 Security Reports

3

Capital Budget Worksheets

Agency | Board of Fublic Works [ |

Reguest | l||

Project
Dﬂge ncy Worksheet for Requested Capital Projects
[JCost Estimate Workshest - Reguestsd
O Survey of Private Uses of Tax Exempt Financing
[ Private Use of Tax Exempt Financed Higher Education Facilities
[J et Effect on Apency’s Opersting Budpget - Requested
[IFie-¥ear CIF - Su mmary of Agency Project Requests
Program

Crart - Agency Funding Request Summary for Capital Grant and Loan Pragram
Orartni- Summary of Proposed Use of Available Funds for Current Fiscal Year

Crartm - Summary of Requested Projects for Capital Grant and Loan Program

I Part 14 - Detsil of Renquested Project Associated with Capital Grant and Loan Program

[JFive Yesr CIF - Su mmary of Agency Program Reguests

St s ot

Go to the “Home” screen and click “View Reports” on the light yellow tool bar. Next, click “Capital Budget Work-
sheets.” Select the 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.” Select the request you wish to
print. Beneath the drop down menus click the first box, “Agency Worksheet for Requested Capital Projects.” If
you would like to print the cost estimate or operating impact statement, also click the boxes for “Cost Estimate
Worksheet - Requested” and “Net Effect on Agency’s Operating Budget - Requested.”

e Scroll to the bottom of the page and click “Generate Reports.” A window will open showing the output file
in an Adobe format. Print or save your selection using the tool bar icons at the top of the Adobe output

screen.

e For 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.

e Ifyou uploaded attachments, you can download and print them from this screen.

NOTE: You may need to enable pop-ups in your internet browser.

41



State-Owned Project
How to Submit Your Request

NOTE:

e If your assigned CBIS role is an Agency User, clicking “Submit” will forward the request to your Agency Man-
ager. After submitting the budget request, the Agency User can view, but not change, the submission. If chang-
es are required, the Agency Manager can edit the material before submitting it to OCB. Alternatively, the
Agency Manager can return the submission to the Agency User for changes from 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.

e If your assigned CBIS role is an Agency Manager, clicking “Submit” will forward the request to OCB. After
OCB receives the request, the Agency Manager can view, but not change, the submission. If changes are re-
quired, contact your OCB analyst and he or she will unsubmit the request. Your OCB analyst may also return
the submission to the Agency Manager if the submission is incomplete, inaccurate, or incoherent.

How to submit your request:

Step 1: Print and review a copy of the forms before submitting your request to OCB. After reviewing the request

forms for accuracy, return to the “Main” screen for the project and click the blue “Submit” button as shown be-
& C.B.LS.
Home | Main | CEW  Schedule  Cost&Funds Justficaion Details  TaxSurvey  Operatingimp. [[ETTCE

Main Information T

[ About CBIS l Manage Accounl l Logout

Title School of Public Policy Building
Construct a 35,355 NASF/69,700 GSF office and classroom building for the School ™ Public Policy. The new building will provide office, conference,
classroom, class lab, and study space, while enabling the School to consolidate its opYrations into a single lecation and vacate Van Munching Hall,

Step 2: CBIS will display a “Submit Page” screen.

If you have not already reviewed your request, click “Print Request,” and your request will appear in an Adobe file,
which can be printed for review or saved in a file.

T

“i¥ C.B.S.

Home | Main  CEW  Schedule  Cost&Funds Justican Details TaxSurvey  Operating Imp. [ETTIE
Title: School of Public Policy Building

About CBIS | Manage Account | Manage Security Questions | Logout

Submit Page

Estimated Costs by Use Request Total By Year

Prior 2022 2023 2024 2025 2026 Out Years. Total

44,540,000 13,240,000 1,190,000 0 0 0 0 59,270,000

Requested Funds by Source Total by Year

Prior 2022 2023 2024 2025 2026 Qut Years Total
44,540,000 13,240,000 1,190,000 0 0 0 0 59,270,000

Print Request Submit Request

After reviewing the request forms for accuracy, click “Submit Request.”

If you are submitting your request after the July Ist deadline, CBIS will warn you that you are submitting after the deadling;
click “Continue.”

Your request is now submitted and you will no longer be able to edit your submission. Refer to the capital
budget instructions circulated in April of each year for further steps.
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PREFACE FOR STATE-OWNED PROGRAMS

How to Enter the CBIS System

Pk DEPARTMENT OF BUDGET & MANAGEMENT
=

™ C.B.LS.

W username: | |
|

g -~ password: |

Forgot username? Contact the service desk at
{410) 697-9700 or service deski@maryland. gov.

Forgot password? Click Here

Access to this system is restricted to suthorized Users only and kmited fo spproved
business purpeses. By using this system. you expressly consent fo the monitoring of all
ackiviies. Any unsuthorzed sccess or use of this system is prohibited and could be
subject to cramanal and civil penalies. All records, reports, e-msil, software, and other
data generated by or residing upon this System are the property of The State of Maryland
and may be used by The State of Maryland for any purpose.

To begin the budget request process, access CBIS at https://cbis.dbm.state.md.us using Internet Explorer. You can
also access CBIS from the Office of Capital Budgeting (OCB) website: http://dbm.maryland.gov/budget/Pages
capbudhome.aspx by clicking the green “LOGIN” button on the right side of the screen. When you get to the log-
in screen shown above, 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 previously requested for your agency.

If you do not have a username and password, call the service desk at (410) 6979700 or email ser-
vice.desk@maryland.gov.

If you know your username but do not remember your password, and you previously set up security questions,
you can reset your password by clicking the “Click Here” like next to the “Forgot password?” question. Then, fol-
low the steps as directed to reset your password.

How to Navigate Through the CBIS Screens

Once you click on a project, you will see a darkyellow toolbar that lists several different headings (Main, CEW,
Schedule, etc.) that describe the categories of information you must enter. Some of these categories have sub
menus which appear on a lightyellow toolbar below the dark-yellow toolbar. To enter information in a sub-menu,
click on the heading in the dark-yellow toolbar first. Then, choose the sub-menu from the light-yellow toolbar.

Generally, you enter information by clicking on an “Edit” or “Edit Grid” button and filling in a table, entering
data into a text box, or providing a narrative text. Click “Save” to exit the edit screen and to save the information

in CBIS.

A few pointers:

e Dollar amounts: do not use commas or decimals. Do not include dollar signs ($).
e Dates: most dates are in the MM/DD/YYYY or MM/YYYY formats.
o Narrative text (applies to “Project Description,” “Justification,” and “Cost & Funds - Req. CIP Difference”
text boxes):
¢ Type your text in a Word document using single spacing and a single line between paragraphs. Do
not use additional formatting such as bullets and bold (you can add this once the text is in CBIS).
¢ Highlight and copy text.
¢ Paste your text by clicking on the Paste Plain Text button in CBIS (clipboard icon). This will strip
the text of formatting. You can also strip text of formatting by clicking on the Strip All Formatting
button (paintbrush icon), but this will take out all paragraph spacing.
¢ Once you have removed existing formatting, full justify the text and make any necessary formatting
changes.
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State-Owned Program
Home Screen

o
ZcBlsS. About CBIS_| Manage Account | Logoul
Creale a New | Search View D’ View Capital View CBIS View Published
Request Requesls Reporls Budget Manual Recommandalions
3 Instructions » » from Last Year »

Current Requests

Request Title Last Revised Date

DNR Project Agualic Life Restoration Program Unsubmitted Delete (6/20/2011 9:30:34 AM
DNR Fishing and Boating Services Program Blue Crab Program Unsubmitted Delete (6/25/2018 4:16:12 PM
DNR Fishing and Boating Services Program Blue Crab Program - State Owned Unsubmitted Delete  [1/5/2009 10:06:15 AM
DNR Program Chesapeake Bay 2010 Trust Fund Unsubmitted Delete  (8/11/2015 2:12:59 PM
DNR Chesapeake and Coastal Service Program Coastal Resiliency Program ‘Submitted fo DBM 2/21/2015 1:15:44 PM
DNR Capital Grants and Loans Administration Program Community Parks and Playgrounds ‘Submitted to DBM 2/21/201% 1:23:08 PM
DNR Capital Grants and Loans Administration Program Critical Maintenance Program ‘Submitted fo DBM 1/7/2019 9:32:49 AM

DNR Program Habitat Restoration and Aquaculiure Development Program Unsubmitted Delete (6/20/2011 9:26:57 AM
DNR Capital Grants and Loans Adminisiration Program Natural Resources Development Fund ‘Submitited fo DBM 11172019 3:47:17 PM
DNR Capital Grants and Loans Administration Program Ocean City Beach Replenishment and Humicane Protection Program ‘Submitted to DBM 1/7/2019 9:41:08 AM

If the program that you want to edit is already in CBIS, it will be listed under the “Request Title” column on the
CBIS home page. Click on the 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 toolbar on the
CBIS home page. CBIS will take you to a “New Request” screen.

To access the Capital Budget Instructions, the CBIS Manual, and last year’s Capital Budget Volume, click on the
applicable link in the lightyellow toolbar.
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State-Owned Program
New Request Screen

[ About CBIS ‘ Manage Account I Logoul

New Request

Request Type

O New Project

® New Program

Ownership

® State Owned

O Grant and Loan

T BT

To request a new program, click “Create a New Request” on the lightyellow toolbar on the CBIS home screen.

Request Type

Choose “New Program.”

Ownership

Choose “State Owned.”

Click “Save,” and CBIS will take you to the “Main Information” screen.
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State-Owned Program- Main Information

[ Aboul CBIS | Manage Account_| Manage Security Questions | Logout

Home | Main | Cost&Funds Justicaion Prior Adivily Adivity Planned Activity Projects [EITTTRN

Main Information

Description improvements. bridge and dam

Edit

Title Natursl Resources Development Fund

Provide funds to design snd eenstrust development projects on DNR property. Typicel projects include @ bathhouse. fish hafchery, sheoting ranges, historicsl building improvements. perk enrance
and genersl park i unds for this progrem are derived from State Transfer Tax revenues sllcested to DNR. The FY 2021 budget includes funding for
six projects in five subdivisions, two statewide repair programs for bridges and dams, and four Stata Park Wster snd Sewer Infrastructurs Upgrades thst will be managed by Wsryland Environmental Services

Budget Request Type State-Owned

Legisiative District 00 - Statewide

Budget Code KAOS10

Agency Depariment of Natursl Rescurces Sub-Agency Capitsl Grants and Loans Administrtion

Subdivision Ststewide

Governor's Priority Heslth snd Environment

Parry Otwell

ContactInfo. Annspelis, MD 21401

Phone # 410.260 8811

Does this program require operating impact statements? Ves

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

Title

Enter the name of the program.

Description

Describe the program by clearly explaining 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. This section should be one paragraph and four to eight sen-
tences long.

Request Status

This field indicates the status of the budget request.

e Unsubmitted: allows the Agency User to view and edit, and the Agency Manager to
view only.

o Submitted to A/Mgr: allows the Agency User to view only, and the Agency Manager to
view and edit.

e Submitted to DBM: allows the Agency User and Agency Manager to view only, and
DBM to view and edit.

e The Agency Manager can select Unsubmitted from the drop-down menu to return the
budget request to the Agency User.

Agency

The correct agency should already be selected.

Sub-Agency

Select sub-agency from the drop down menu, if available.

Legislative District

Select “99 - Statewide” or “98- Regional” from the drop-down menu, as appropriate.

Subdivision

Select “Statewide” or “Regional” from the drop-down menu, as appropriate.

Budget Code

Select the budget code from the drop-down menu.

Governor’s Priority

Select 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 priori-
tized.

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.

Does this program
require operating im-
pact statements?

Choose “Yes” if operating impact statements are required for the projects within this pro-
gram. Choose “No” if operating impact statements are not required.

Click “Save.” For the “Save” command to function, you must complete the “Title” and “Agency” fields at a mini-
mum. After you save this information, 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 darkyellow
toolbar.
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State-Owned Program
Cost & Funds - Request Screen

[ Abourcais | Manage Account | Manage Security Questions | Logout

Home Main | Cost&Funds |Justiication Prior Acivity Adivily Planned Activity Projects [T

@ Cost & Funds - Request (@ Gost & Funds - Last Year's Planned

Title: Construction Contingency Fund

Cost & Funds - Request

Requested Funds By Source

Total

CIP Difference

S cococoo
S coococoo
S cococoeoe
S cocococoe

0
] 0
] 0
] 0
] 0
] 0
0 0

FY 2022 Planned 52,500,000 (GO Bonds). The amount requested is consistent with the amount planned in the CIP.

Click “Cost & Funds” on the dark-yellow toolbar. Then, click “Cost & Funds - Request” on the light-yellow

toolbar.

Requested Funds By
Source

Click “Edit Grid” for the “Requested Funds by Source” table. By fund source, enter the
requested amount of funding for each fiscal year in the appropriate column. Round dollar
amounts to the nearest $1,000 and do not include commas or decimals. Click “Save” and
review the information entered. CBIS will calculate the row and column totals.

CIP Difference

Click “Edit” to update the “CIP Difference” section.

Compare the amount of program funding that was planned in the CIP to the amount
requested for the budget year. Begin the text with, “FY 20__ Planned:” then state the
funding amount planned in the current CIP for the upcoming fiscal year’s capital budget
as well as type of funds recommended (i.e. General Obligation Bonds, General Funds,
Special Funds).

If the amount requested is the same as the amount planned, state: “The amount requested
is consistent with the amount planned in the CIP.”

If the amount requested is different, state and explain the difference. For example, an
agency may request more than the amount planned in the CIP if the legislature mandated
a specific level of funding for a program. Alternatively, an agency may request less than the
amount planned in the CIP if the program has an available funds balance that could be
used to fund projects in the upcoming fiscal year.

If the program was not listed in the last CIP for State funding in the upcoming fiscal year,
state “FY 20__ Planned: $0.” Add one to two sentences to explain the amount requested
and justify why the funds are requested in the upcoming fiscal year.

Click “Save,” and the “Cost & Funds - Request” screen will appear. To change the infor-
mation entered, click the “Edit” button.
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State-Owned Program
Cost & Funds - Last Year's Planned Screen

[ About cBIS | Manage Account | Manage Security Questions | Logout

Home Main | Cost&Funds | Justiicaion Prior Acivity Aciily Planned Adivity Projects [ITTSTN

O Cost & Funds - Request @ Cost & Funds - Last Year

*s Planned

Title: Construction Contingency Fund

Cost & Funds - Last Year

Last Year's Recommended Funds By Source

Fund Use
GO

GF

SF

FF

RE

NB
Total

2022 2023 2024 2025 2026+ Total

2,500,000 2,500,000 5,000,000,

coooo
S ceosocee
S cococooco
S coscooe

cococoa

0
0
0
0
0
0

5,000,000

2,500,000 2,500,001

Click “Cost & Funds” on the dark-yellow toolbar. Then, click “Cost & Funds - Last Year’s Planned” on the light-

yellow toolbar.

Cost & Funds - Last
Year

Click “Edit Grid” and enter fund sources for each fiscal year. CBIS should roll this infor-
mation over from last year. If this screen is blank, enter last year’s recommended CIP
amount by fund source in the appropriate fiscal year cells. Round dollar amounts to the
nearest $1,000 and do not include commas or decimals.

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
Details and Justification—Request Screen

About CBIS T Manage Account T Logout

Home Main  Cost&Funds | Justfication | Prior Activity Actiity Planned Activity Projcts

@ Request

Title: Construction Contingency Fund

Details and Justification - Request

A H ¥ B 9| @ & FontName -|Real.-|| B L U
The Department of General Services requests 52,500,000 in G.O. Bonds for the Construction Contingency Fund in FY 2020.

i
ini
3

&

The Construction Contingency Fund is a program that provides additional funds fo ongoing construction projects to:
1) supplement appropriations if bids exceed appropriated funds,

2) conduct value engineering on any given project, andior,

3) cover change orders during construction of a project. Under section 3-609 of the State Finance and Procurement Article, prior to seeking approval from the Board of Public Works (BPW), the Department of General
Services (DGS) and the Department of Budget and Management (DEM) shall provide written notice fo the legislative budget committee chairs (JEC) on the planned use of the construction confingency funds, and allow 45
days for review and comment by the JCB. In accordance with State Finance and Procurement law, DGS and DBM shall also cerfify fo the BPVV that the funds meet the criteria outlined for the appropriate use

The C: tion Conli Fundis a i Japsing, revolving fund. It receives funding from three sources:
1) budget appropriation,

2) unspent proceeds of an enabling Act or

3) unspent portions of project funds appropriated under and annual General Construction Loan Act or Maryland Consolidated Capital Bund Loan Act. Typically, funds transferred under source 3, above, are unspent
poriions of project approprialions that are 100,000 or below. Unspent pertions of project funds that exceed 100,000 are typically de-autherized, rather than transfered to the Fund.

Additional funds could be needed for the Construction Contingency Fund, based upen the rising construction costs and the likelihood that State agencies will deplete the Fund's current balance. Construction costs leveled
off during the recent recession. The tepid recovery of the overall ecenomy has nonetheless led to a detectable increase in cosis in the consiruction sector. Engineering News-Record, a construction-focused magazine,
esfimates that construction costs have increased 1-3.6% annually since 2010. By its nature, the lion industry is heavily con internal market forces such as intense coniract competition as well as external
forces such as commodity prices (such as fuel and labor) and interest rates. Accordingly, project costs may continue to fluctuate. Thus, prudent fiscal management suggesis an exira infusion into the Fund vill allow the
State to absorb unexpected project costs,

DGS is aware of several current projects that may request substanfial funding from the Construction Confingency Fund in the next year which could deplete the Fund's cumrent balance. For example, DGS has requested a
transfer out of the Construction Cenlingency fund of 52,000,000 for the Murphy Court of Appeals parking deck and accessible lobby addition project. The previous iransfer out of the Fund came in October of 2014 when
the BPW approved the fransfer of $3,000,000 to the University of Maryland Center for Environmental Science to complefe it's Truitt Laboratory Replacement Building project. Assuming no future fransfers out, the
unencumbered balance (currently $8,039,085) will confinue to grow. With the infusion of $2.5 million in FY¥ 2018, the balance of the program is estimating to be $6.5 million, pending the approval of the Murphy Court of

Appeals request of $2,000,000

In 2018, another $398,104 was fransferred into the contingency. The curment fund balance is approximately $6 88 million. v

Click “Justification” on the dark-yellow toolbar to get to the “Details and Justification—Request” screen.

Details and Justifica-
tion—Request

Restate the generalized rationale first stated in the program description. Describe what
the program does, the problems the program addresses, any applicable legal mandates,
and any penalties that result from non-compliance. Discuss criteria or processes used to
implement the program. Use quantitative data whenever possible.

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).

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 unknown,
use data from the most recent DBM publication “Capital Improvements Authorized by
the General Assembly” (White Book) to derive this information.

Managing for Results (MFR). Identify which MFR goals this program affects and/or im-
pacts. Elaborate on how this program helps to accomplish that goal. Goals and objectives
are outlined in the current Maryland operating budget volumes, which are located on the
DBM website under Operating Budget: http://dbm.maryland.gov/budget/Pages
operbudhome.aspx.

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

Click “Save,” and the “Cost & Funds - Request” screen will appear. To view the infor-
mation entered, click “Justification” on the dark-yellow toolbar. The material that you
just entered in the edit box will appear.
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State-Owned Program

Details and Justification—Request Screen (Continued)

Uploading Docu-
ments to CBIS

To upload supporting documents to a request, go to “Justification” and scroll down to
“Supporting Documents” at the bottom of the page. Click “Browse” to select your docu-
ment and then click “Upload.” After uploading your document, click “Save.”

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

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

::#‘ C.B.LS. About CBIS | Manage Account | Manage Security Questions | Logout

Home Main  Cost&Funds Justiicaion | Prior Activity | Aclivity Planned Activity Projects (T

Title: Critical Maintenance Program

Prior Activity

Prior Appropriations

0 0f

0| 0|
5,000,696 5,000,000 13,000,000 4,159,480

Encumbrances 4,034,679 5,972,068 6,867,821 0 0 052019
Expenditures 2,265,274 3,706,747 4,828,481 0 0 05/2018|

Click “Prior Activity” on the dark-yellow toolbar.

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. If this
screen is blank, enter the amount of funds authorized in each of the last five fiscal years by
fund type. Dollar amounts should not include commas or decimals.

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

Prior Program  |Click “Edit Grid” for “Prior Program Activity Using Funds from all Sources.” Enter data for
Activity prior encumbrances and expenditures in these fields.

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. Dollar amounts should not include
commas or decimals. 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 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 provide 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 expended until the next fiscal year.

In the last column enter the month and year (MM/YY) that the encumbrances and expendi-
tures reflect. The month and year will likely be one or two months prior to the date of submit-
tal. DBM will request updated figures in November/December, prior to the start of the next
legislative session.

Click “Save” and review the information you entered.
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Encumbrance and Expenditure Summary Screen

i C.B.LS. [Aboul CBIS | Manage Account | Manage Security Questions | Logout

Home Main  Cost&Funds Justhication Prior Aciity | Activity | Planned Activity Projecs [[ETEILN)

Title: Critical Maintenance Program

Encumbrance and Expenditure Summary by Year of Capital Authorization as of July 1% m

Total Authorized Amount Encumbered Amount Expended To Be Encumbered To Be Expended

SubTotal 101:973?611 80,650,878 76,517,400 21,327,733 25,461,211
FY2021 0 0 0 0 0
Total 101,978,611 80,650,878 76,517,400 21,327,733 25,461,211

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

Encumbrance and Click “Edit Grid” for “Encumbrance and Expenditure Summary by Year of Capital
Expenditure Summary Authorization as of July 1st.” This table refers only to General Obligation Bond or
PAYGO funding. Dollar amounts should not include commas or decimals.

“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 authorization for
that year, regardless of when they were encumbered. For funds to be considered en-
cumbered there must be an approved BPW contract, a signed purchase order, or evi-
dence 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
fiscal year, and the “Amount Expended” and the “To Be Expended” amounts should
equal the “Total Authorized” in each fiscal year.

Click “Save” and review the information entered. CBIS will calculate the “To Be En-
cumbered” and “To Be Expended” columns and the “SubTotal” and “Total” rows.
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State-Owned Program
Planned Activity for Current Fiscal Year Screen

WM CBIS. [ About c8is | Manage Account | Manage Security Questions | Logout
Home Main  Cost&Funds Jusiiication Prior Adivity Activity | Planned Actwity | Projecs [[ETLN

Title: Critical Maintenance Program

Planned Activity for FY 2021

Other Funding: 8851177

Total Revenue: 8,651,177

Total Expenses: 0

Total Available for Next 8,661,177
Fiseal Year:

Click “Planned Activity” on the darkyellow toolbar.

This screen shows the fund balance for FY 2022 after the total expenses of the planned activity FY 2021 are sub-
tracted from the total revenue. Do not include commas or decimals.

Beginning Balance Enter the unencumbered balance available to the program on the first day of the
current fiscal year. The beginning balance should be the same as the amount in the
“SubTotal” row in the “To Be Encumbered” column on the “Encumbrance and Ex-
penditure Summary” table (previous page). If the program had no balance, enter a
zero.

GO/GF Appropriations Enter the funding the program received from General Obligation Bonds and Gen-
eral Fund appropriations for the current fiscal year.

Other Funding Enter the funding 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). CBIS will calculate “Total Revenue” automatically.

Encumbrances Enter the program’s total anticipated encumbrances for the current fiscal year. If a
Part II summary in the “Projects - Current Year Planned Activity” screen 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. CBIS will calculate “Total Expenses” and the “Total Avail-
able for Next Fiscal Year” after you click “Save.”

The “Projects - Requested” screen will appear when you click “Save.” To view the
material that you just entered, click the “Planned Activity” tab.
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State-Owned Program

Projects - Current Year Planned Activity Screen (Part II)

M c.BIS.

Rooul GBS | Wanage Accoun | Manage Securty Guetions | Logeut

Home Main  Costd Funds Justication Prior Aaiity  Aciity _Planned Acivty | Projects [ETE)

3 Projects - Current Year Planned Activity O Projects - Requested

Program Title: Natural Resources Development Fund

Prajects proposed for current year

District  Title Phase  FY 2021 Planned Phase FutureReq.  Phase Stales Share % Sub-Agency Priority

Caroline 36 Johnson Widife Management Area and Resources Poii g Range 5895000 194000 P 401,000 P 5,300,000] CE 100.0{Detete | |view 1
Charles 2 Smallwood Stale Park - Campground improvements 3475000 230000 [P 2436,000|PC 0 843 |Delete | | View 1
Prince George's (238 Rosaryvilie State Park - Mount Airy Mansion Improvements 2,000,000 0 186,000|P 1,814000C 100.0{Detete | |view 1
Statevide 99 Bridge Inspection and Improvement Projects 6283533 3140533 |PC 500,000 [PC 2,643,000 PC 100.0|Delete | | View 1
Statewide 99 Dam Assessments and Rehabilation 7,665,219 4224036 PG 500,000 [PC 2,944,133 PG 100.0{Detete | | View 1
Statevide 99 ‘State Park Water and Sewer Ifrastructure Improvement Fund 50,479,000 6,052,000 6,604,000 [PCE 37,823,000 PCE 100.0|Delete | | View 1
Statevide 99 Statewide Playgrounds 500,000 0 500,000 0 100.0{Delete | | View 1
Washington 20 Albert Powell Fish Haichery Improvements 6,650,000 657,000 [P 7,993,000 [PC 0 100.0{Delete | | View 1
Washington 2 Greenbrier State Park Entry Gate Fee Station Improvements (Funded by POS - Stateside Access) 1,459,000 op o|pc 0 0.0|Detete | |view 1
Worcester 35 Assateague State Park - Replacement of Registration Buiding 2,989,000 0 230,000 P 2,709,000 CE 100.0{Detete | |View 1
Totals 89,098,752 14,506,560 19,400,000 53,233,183

Total Funds Planned to be Encumbered in FY 2021: 0

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

toolbar.

Projects for Current
Year Activity

Information in this screen should roll over from last year’s recommendations. This list
includes all previously-authorized projects which have been, or are expected to be, en-
cumbered during the current fiscal year. However, the list should be updated to reflect
the following:

1. To remove a project, click “Delete” next to the project of concern. You may need to
remove projects from the list for reasons such as project cancellations, delays in
project schedules, or de-authorization.

2. To add a project, click “Add New.” You may need to add projects authorized by the
legislature.

3. To review a project, click “View.” Verify that the information for all projects is com-
plete and accurate.

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

“Copy,” “View,” and “Add New.”

1. Delete - If CBIS rolled over a project that will not be encumbered in the current
year, click “Delete” to remove the project.

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, click Copy to
copy the project onto Part IIl - Summary of Requested Projects for Capital Grant
and Loan Program. Also, the Part IIA will be copied onto a Part IIIA Form. This
will eliminate the need to manually reenter information a second time. However,
you may need to update information regarding the cost and schedule.
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State-Owned Program
Projects - Current Year Planned Activity Screen (Part II) (Continued)

Projects for Current |3. View (Same as Edit) - CBIS will roll over projects from the previous year’s submission.
Year Activity To edit a project, click the “View” link that corresponds with the project’s name.
(Continued) Check the material on this screen and the “Cost & Funds,” “Matching Funds,” and
“Details and Scheduling” sub-menu screens.

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 “Projects” on the dark yellow tool bar (already highlighted), then
click “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, you must add them 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 database. To do so, complete
the screens that follow after clicking “Add New.”

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

The total “Current FY Amount” should equal the “Encumbrances” amount entered on the “Planned Activity”
screen. At the bottom of the project list, the “Total Funds Planned to be Encumbered in FY 20__:” field pulls the
“Encumbrances” amount from the “Planned Activity” screen.

If the total “Current FY Amount” is less than the “Encumbrances” amount, enter a new project titled “Other, To
Be Determined.” 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 Recom-
mended 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 “0,” then enter a cash flow adjustment factor. To do this follow the instructions
in the paragraph above except title the project “Cash Flow Adjustment” rather than “Other, To Be Determined.”
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)

ﬁlw C-Bulus- [ About CBIS l Manage Account l Logout
Home Main  Cost&Funds Justiicaion Prior Activity Activity Planned Activity | Projects |[JETL

@ Main @ Cost & Funds @ Details and Scheduling & Operating Imp. & CEW

Main Information

Program Title Natural Resources Development Fund

Project Title Rocky Gap State Park Parking Lot Improvements

Renovate the existing day-use area parking let fo improve fraffic flow and stormwater management. The day-use area consists of the Lake Beach,

pavilions, ranger station, bathhouse, and concession building. The parking lot is located bef the two inb d lanes and provides about 640
Description parking spaces. The parking lot and iated g t have significanily deteriorated. The peor condition of the
P parking/driving surface indicates that the sub-base has softened due to water infiltration causing shifis and cracks. Therefore, the parking lot
improvements will include restorafion of the sub-base, paving, and stormwater management. The FY 2019 budget includes funding to construct this
project.
L - 12900 L Drive Fli MD 21530
Longitude:: -78.651595 Latitude:: 39.700262
Agency Department of Natural Resources Sub-Agency Capital Grants and Loans Administration
Legislative District 1B - Allegany County Subdivision Allegany

Agency Priority 0

Does this Project Have a CEW? ves

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

Project Title Enter the name of the project.

Description This information should roll over from your prior request. If this is a new project, insert a
brief description of what the project proposes to accomplish. The first sentence should
begin with a verb such as design, construct, renovate, etc. This section should be one para-
graph and four to eight sentences long.

Address/Coordinates | You do not need to enter the address and longitude/latitude for a project that has already
been funded.

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

Subdivision Enter the subdivision (county) 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 complete a Cost Estimate Worksheet for a project that has already
Have a CEW? been funded. Click “No.”

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 - Cost & Funds Screen (Part 11A)

Aot COIS_| Manage Account | Manae Security Guestions | Logout

Home _Main __ Cost & Funds _ Jifcaban _Prior Adnity_ Aciwiy _Planned Aciviy | Projecs [[CTIH)

OMsin O Cost& Funds

O Detals and Scheduling __ O Opersting Imp._ O CEW.

Cost & Funds - Last Year

Program Title: Natural Resources Development Fund

Projest Titls: Johnson Wildlife Management Area and Hillsboro Natural Resources Police Shooting Range Improvements

Last Year's Recommended Phase Breakdown by Cost

Acquisition
Planning
Construction
Equipment
Other

Total

FY2022

q
9 595,000
9 5,250,000
[ 50,000
0
0

W
ccccoco
cccocos

[}
5,895,000

Last Year's Recommended Funds By Source

Edit Grid

[
[
5,395,000

0

o| q 0
[ 0 0
o q 0

0 of 0 o q 0 [
o o 0
0 0 0
0| 0 0

0
5,895,000

Non-Budgeted Funds Source

Add New Source

Source of Funds
Total 0

The “Projects” selection on the dark-yellow toolbar should be highlighted.
Click “Cost & Funds” on the light-yellow toolbar.

Recommended
Phase Breakdown
by Cost

Click “Edit Grid” for “Last Year’s Recommended Phase Breakdown by Cost.” Enter the total
project cost, regardless of the source of funding. CBIS should roll this information over from
last year. If the information did not roll over or you need to add a new project, 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 encumbered for the project in the appropriate
field. Round dollar amounts to the nearest $1,000 and do not include commas or decimals.

Click “Save” and review the information you entered. CBIS will calculate the row and column
totals and populate the “Match” and “Total” rows of the “Last Year’'s Recommended Funds
By Source” table.

Recommended
Funds By Source

Click “Edit Grid” for “Last Year’s Recommended Funds By Source.” Enter the required data
by fiscal year and project phase. Enter only the amount of State funds authorized or to be re-
quested for the project. CBIS should roll this information over from last year. If no data is
present, 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; do not include commas or decimals) in the appropriate field. In addition, enter the
phase of activity each year’s funds will assist. Use (in caps) A, P, C, E, for Acquisition, Plan-
ning, Construction, and Equipment, respectively, but do not use commas to separate different
phases.

Click “Save” and review the information you entered. CBIS will calculate the row and column
totals. The “Match” is the total project cost minus the combination of State funds available
and to be requested. The dollar amounts in the columns of each of the two tables must be
equal. If they are not, make the appropriate corrections so that the totals balance.
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éiMCBLS.

[(About cors_| Wanage Account | Manege Securty Questions | Logwut

Wome _Main __ Cosld Funds _ sticaton _Prior Acity_ Acity _Planned Ackvy | Prorects | [l

OMsin_QCost& Funds O Details and Scheduling O Opersting Imp.__ 3 CEW/

Details And Scheduling - Requested

Program Title: Natural Resources Development Fund
Project Tile: Aloert Powell Fish Hatchery Improvements
Proposed Net Square Feet

Area Name Square Feet

Program Status: Pert 1Nl Approved[v ]

Proposed Schedule

Duration of Design:

MontsStarin on (MDY wittozezo
MontsStarin on (MDY w022

Duration of Congtruction:
Save Cancel

Supporting Comments & Project Justification: Edit

The Department of Natural Resources request that 7,993,000 in transfer tax special funds be- provided in F 2021 to construct improvements to the Albert Rowell Fish Hatchery in Washington County.

The Albert Powell Fish Hatchery is located in Hagerstown, Washington County, Maryland. Named after a former hatchery director, the faciiy was constructed in 1949. The hatchery raises rainbow trout to meet various DNR goals. The hatchery recsives eggs from a private supplisr and raises them to fingeriing size . Some of these fingeriings are stocked directly
into Maryland waters to enhance naturally reproducing populations. Additional fingeriings are supplied to other state culture facilities where they are grown to catchable size. The remaining fingerlings are cultured to adult and traphy size and stocked thraughout Maryland to provide anglers with the opportunity to catch some spectacular fish.

Albert Powell Hatchery is a flow-through facily, consisting of an upper course of raceways. Inlet gates adjust flow rates to each raceway. The hatchery has raceways desioy . trophy-sized fish and younge The raceways are not covered. This project will construct  new hatchery buiing, raceway containment structures, and infrastructure|
improvements which will address the exising facilty s deficiencies

Hatehery

The “Projects” selection on the dark-yellow toolbar should be highlighted.
Click on “Details and Scheduling ” on the lightyellow toolbar. In this section, “Current Year” refers to the request
year. Do not include commas or decimals.

Net Sq. Ft. Enter the net square feet (NSF) for the total project.

Gross Sq. Ft. Enter the gross square feet (GSF) for the total project.

Efficiency Factor CBIS will calculate this field, based on NSF and GSF entered after you click “Save.”

Cost Per GSF Calculate the total cost per GSF by dividing the total cost of acquisition, planning, con-
struction, and equipment (Item 21 on the CEW) by the total GSF.

Program Status Select N/A from the drop down menu 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 (MM/DD/YYYY).

Duration of Indicate the actual and/or anticipated number of months to construct the project and

Construction the starting date MM/DD/YYYY).

Supporting Comments | OPTIONAL. Click “Edit” to provide a brief summary of the facility problem, how the
& Project Justification | problem has interfered with the delivery of services, how this project will solve the prob-
lem, 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 - Details and Scheduling Screen (Part I1A) (Continued)

Uploading Documents
to CBIS

OPTIONAL. To upload supporting documents to a request, go to the “Details and
Scheduling” screen and scroll down to “Supporting Documents” at the bottom of the
page. Click “Browse” to select your document and then click on “Upload.” After up-
loading your document, click “Save” or you may lose any changes you made to the sup-
porting comments section when you navigate away from this page.

To download a document you have uploaded to CBIS, click 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.

Click “Save,” and CBIS will take you back to the “Main Information” screen. You do not need to complete the
Operating Impact Statement.”
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State-Owned Program
Projects - Requested (Part III) Screen

M CcB.LS.

[ About €BIS | Manage Account | Manage Security Guestions | Logout

Home Main  Cost&Funds Justiication Prior Aciily Activity Planned Activity | Projects |[ETTG0dN

Q Projects - Current Year Planned Activity @ Projects - Requested

Program Title: Natural Resources Development Fund

Projects included in this Request

Projects Included in This
Request

Priority Subdivision District Title Est. Cost  Prior Phase FY 2022 Phase Future Sub-Agency
Req. Priority
Statewide a3 Dam Assessments and Rehabilitation 7,668,219 4,724,036 |PC 725,359 |PC 2,218,824|PC 100.0 | Delete | View o
Statewide a3 Bridge Inspection and Improvement Projects 6,263,933 3,640,533 |PC 43,000 |PC 2,000,000 |PC 100.0 | Delete | View o
Statewide 99 State Park Water and Sewer Infrastructure Improvement Fund 50,479,000 12,656,000 9,684,000 PCE 28,139,000 |PCE 100.0 | Delete | View 0
El \Washington 28 Albert Powell Fish Hatchery Improvements 8,650,000| 3,650,000 P 0 0 100.0| Delete | View 0
Washingion 2A ‘Greenbrier State Park Entry Gale Fee Stafion Improvements (Funded by 1,459,000 0P o 0 0.0| Delete | View o
POS - Stateside Access)
E Charles 28 State Park - C 3,175,000 2,675,000 P o 0 84.3 | Delete | View o
Caroline 38 Johnson Wildlife Management Area and Hillsboro Natural Resources Police 5,895,000 585,000 P 3,180,000 |CE 2,120,000 |CE 100.0 | Delete | View o
Shooting Range Improvements
Prince 238 Rosaryville State Park - Mount Airy Mansion Improvements 2,000,000 186,000 0 1,814,000|C 100.0| Delete | View [
George's
El Worcester 38C State Park - of Building 2,969,000 280,000 0 2,709,000 |CE 100.0| Delete | View o
Statewide 99 iide Pl 500,000 500,000 0 [ 100.0 | Delete | View 1
Totals 89,098,752 33,906,569 14,232,359 39,000,824
Total Funds Requested in FY 2022 21,644,359 Update

As projects are entered, CBIS updates the “Projects - Requested” summary page (Part
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
“Future Req.” that appear on the summary page. To change information entered,
click “View” on the project. After 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 total amount requested for
the program in the next fiscal year. At the bottom of the project list, the Total Funds
Requested in FY 20__: field pulls the Total requested funds amount from the “Cost
& Funds - Request” screen.

If the “Current FY Amount” is less than the amount requested in the next fiscal year,
enter a new project entitled “Contingency.” Insert “Statewide” for Legislative District
and Subdivision in the “Main Information” screen. In the project’s “Cost & Funds -
Request” screen, enter the dollar amount as “Other” in the “Requested Phase Break-
down by Cost” table and in the appropriate fund source of the “Requested Funds by
Source” table, leaving the phase code blank. The amount entered should equal the
“Current FY Amount” in the “Projects - Requested” screen with the amount request-
ed for the program in the next fiscal year.

Prioritizing Projects

Once all the projects are entered, they must be prioritized from highest priority to
lowest priority. On the “Projects - Requested” screen to the left of each project, 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 Infor-
mation” screen for each project, CBIS populates the “Agency Priority” field based on
what number the project has been assigned on the “Projects - Requested” screen.
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State-Owned Program
Projects - Requested (Part IIIA) Main Information Screen

ZEMC.BILS. [ About cBIS | Manage Accaunt | Logout

Home Main  Cost&Funds Justificaion Prior Activity  Activity PLlnnodety‘F'm‘-n. El

OMain O Cost& Funds @ Details and Scheduling & Operating Imp._ G CEW

Main Information

Program Title Natural Resources Development Fund

Project Title  Albert Powell Fish Haichery Improvements

Construct a new hatchery buiiding and infrastructure improvements at the Albert Powell Fish Hatchery in Washington Gounty. This project will construct a new hatchery building and will include improvements such as: raceway
containment structures, a back-up generator, a pump Supply pit, 3 degassing/oxygenation tower, water retum piping, fiters, UV sterilization, and a recirculation pump station. The existing facility was constructed in 1949 and no
longer meets the needs of hatchery staff. In addition, the aging structure is deteriorating and the treatment of hatchery water is inadequate. The improvements will increase production potential, cperational efficiency, bie-hazard
protection and praduct quality of the facility and help to protect State waters through improved effluent discharge quality. The FY 2020 budget includes funding for construction

Description

2091 Fish Hatchery Road Hagerstown MD 21740
Location -
Longitude:: 39.588853 Latifude:: -77.639083

Agency Depariment of Natural Rescurces Sub-Agency Capital Grants and Loans Administration

Legislative District 24 - Washington County Subdivision Washingten

Agency Priority 1

Does this Project Have a CEW? ves

S

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 Describe the project. The first sentence must start with a verb such as construct, renovate, or
convert. Include the NSF and GSF from the program (if a program was submitted and ap-
proved by OCB), which must also be the same as the NSF and GSF that is used in the CEW.
Next, include what the project is, and where the project is located. Cite any significant sec-
ondary purpose (e. g. renovate an existing building as part of a project to construct an addi-
tion to the building). If there are phases to the project, indicate the number of phases and
describe each of them. Finally, include a generalized statement of the rationale, which will
provide the justification for the project. This section should be one paragraph and four to
eight sentences long.

Location Enter the project’s street address and longitude/latitude in decimal degrees (-76.621972,
39.301324). You can find your project’s longitude and latitude at the Local and State Target-
ed Growth and Conservation website: https:/planning.maryland.gov/Pages/OurProducts/
iMaps.aspx . Click on the Growth and Conservation Overlays interactive map. If the project’s
location is yet to be determined, put “N/A” in the address and longitude/latitude fields.

Agency No data entry required. CBIS populates this field automatically.

Sub-Agency No data entry required. CBIS populates this field automatically.

Legislative District | Enter the legislative district in which the project is located from the drop-down menu. Legisla-
tive 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 not 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 76.

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

Click “Save.” For the “Save” command to function, at minimum the “Title” and “Agency” fields must be com-
plete. If this information is complete, the “Main Information” screen will re-appear, showing all of the information
that you entered. To move to another menu, click on the desired menu option on the darkyellow toolbar.
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Projects - Requested (Part IIIA) Cost & Funds Screen

éMCBILS.

Rboul COiS_| Wanage Account_| Manage Securty Guestions | Logout

Home Main  Cost&Funds Justicaton Prior Aciity _ Acivity _Planned Acivity | Projects [[ETEEIN

OMsin_OCost&Funds O Detais and Scheduing O Opersiing Im.

Cost & Funds - Request
Program Title: Natural Re
Project Tie: Dam Asse i
Requested Phase Breakdown by Cost

Edit Grid

FY2025

Acquisition
Planning
Construction
Equipment
Other

Total

0 o 0
q 0 400,000
0 0 7,268,219
q 0 o 9 0 q 0 0
0 o
0 0

0
7,668,219

Requested Funds By Source

Edit Grid

0
0
7,668,219

0

0
0

Total 4,724,036 725,359 706,016, 512,238, 1,000,570 7,668,219
Nen-Budgeted Funds Source
Click “Cost & Funds” on the light-yellow toolbar.
Requested Phase Click “Edit Grid. “
Breakdown by Cost
This table shows the total cost of the project, regardless of the source of funding. In the
“Prior” column, enter any funding that has been allocated for this project by type of ac-
tivity. In the fiscal year columns, enter the amount of funds being requested for the pro-
ject in the appropriate cell, rounded to the nearest $1,000. Do not include commas or
decimals.
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 State funds previously allocated for the project. In
the fiscal year columns, enter the State funds being requested in the appropriate cell,
rounded to the nearest $1,000. Do not include commas or decimals. 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 Equip-
ment, respectively but do not use commas to separate different phases when you enter
them.

Click “Save” and review the information you entered. The column totals in each table
must match. Once you update the “Requested Funds by Source” grid and click the
“Save” button, CBIS will alert you if the totals in the “Requested Phase Breakdown by
Cost” and the “Requested Funds by Source” grids do not match.
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Projects - Requested (Part IIIA) Details and Scheduling Screen

diMeBLS. [ About cais | Manage Account | Manage Security Questions | Logout

Home _Main __Cost & Funds _ vstcanen _Prior Aciviy _Adiviy_Planned Aciviy | Proects | I

OMain _O/Cost & Funds O Details and Seheduling__O Opersting Imp._ O CEW

Details And Scheduling - Requested

Program Title: Natural Resources Development Fund
Project Title: Albert Powell Fish Hatchery Improvements

Proposed Net Square Feet

Area Name Square Feet
ouraton o Desion: Mo Strting on (AMDDYYTY) e
Duration of Consiructon: Wonths  Stating On (MIDDYYYY) i ani20z2

Supporting Comments & Project Justification:

Edit

The Department of Natural Re: stihat $7,993,000 in transfer tax special funds be provided in FY 2021 o construct improvements 1o the Albert Powell Fish Hatchery in Washington County

The Albert Powell Fish Hatchery is Hagers. a ounty, director, the faciity was constructed in 1949, The hatchery raises rainbow rout to meet various DNR goals. The haichery receives eggs from a private supplier and raises them to fingeriing size . Some of these fingerlings are stocked directly|
into Maryland waters to enhance: naturally reproducing populations. Additional fingerlings are supplied o other stale culture faciities Where they are grown to calchable size. The remaining fingerlings are cullured to adult and trophy size and stocked thr o provide anglers with iy 1o catch some spectacular fish

Albert Powell Hatchery is a flow-through faciliy, consisting of an upper course of raceways. Inlet gates adjust flow raies to each raceway. The hatchery has raceways designated for holdovers, traphy-sized fish and younger stock. The raceways are not covered. This project wil construct a new hatchery buiding, raceway containment structures, and infrasiructure|
improvements which will acdress the existing facilty s deficiencies.

Hatchery

Click “Details and Scheduling” on the light-yellow toolbar.
If you linked your CEW to the “Details and Scheduling” screen, the dates of the design and construction periods and the NSF/
GSF fields on this screen should already be populated. If not, manually enter the information as described below.

Note: Do not include commas or decimals.

Net Sq. Ft. Enter numerical value if applicable.

Gross Sq. Ft. Enter numerical value if applicable.

Efficiency Factor Click “Save,” and CBIS will calculate this field based on the NSF and GSF entered.

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

Program Status If a facility program is not required for your project, select N/A from the drop-down
menu. If a program is required, select the appropriate status from the drop-down menu.
Generally, facility programs are not required for projects funded by State-owned pro-
grams.

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

Design Period (Starting |Enter the actual or anticipated date design begins (MM/DD/YYYY). CBIS will calcu-
On) late the design completion date after you click “Save.”

Construction Period Enter the duration of construction in months.

(Months)

Construction Period Enter the actual or anticipated date construction begins (MM/DD/YYYY). CBIS will

(Starting On) calculate the construction completion date after you click “Save.”

Click “Save.” To edit the “Supporting Comments & Project Justification,” click on the “Edit” button.
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Projects - Requested (Part IIIA) Details and Scheduling Screen (Continued)

Supporting
Comments &
Project
Justification

To edit the “Supporting Comments & Project Justification,” click “Edit.”

Expand on the information included in the project description. Provide a description and
justification for the project in sufficient detail to clearly explain the nature of the work to be
funded. Include the size of the facility in NSF and GSF, what the scope of the project is, its
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, causes of the problems, and consequences to the delivery of services. De-
scribe how the project will resolve the facility problems described. Provide quantitative data,
when possible and where appropriate, to support the project justification. For example, 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. Explain if there are any issues
that must be addressed, such as historic preservation or project phasing.

All numbers in the write-up (NSF, GSF, etc.) must agree with supporting documents such as
the CEW or other sections of the CBIS worksheet. Explain any changes to the project scope
and schedule since the Part I/II program (if applicable) was approved or since the publication
of the current CIP.

Address three issues in the supporting comments:
1) descriptions of the facility problem(s), 2) consequences of the facility problem(s), on
service delivery, and 3) outcomes.

Facility Problem(s). Generally, four types of facility problems may characterize a project: in-
sufficient space, functional inadequacy of existing space, obsolescence or deficiencies in exist-
ing space, and location as a barrier to client services. One or more of the facility problems can
be involved in a project.

e 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 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.

e 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 examinations that was previously used for radiological services would have to
be changed for the more effective delivery of the clinical services.

o Obsolescent/deficient space means that the space is outdated or defective. Examples in-
clude leaking roofs, buildings not in compliance with codes, and HVAC systems with inadequate
capacity.

o  Location as a barrier to client services means that the location of an existing facility is not
suitable for providing services as intended. For example, a health clinic that primarily serves low-
income populations and is located far from public transportation may have to be relocated to be
more accessible.
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Projects - Requested (Part IIIA) Details and Scheduling Screen (Continued)

Supporting
Comments &
Project
Justification
(Continued)

Consequences on Operations/Service Delivery. After describing a facility problem, 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,
or cause the hospital to go to flyby status? Also, if applicable, discuss how adapting the exist-
ing facility would not be sufficient to deliver services effectively. For example, accepting more
students, without increasing available space, might create overcrowded classes.

Outcomes. Discuss the outcomes that are expected to occur as a result of an effectively deliv-
ered 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.

Use quantitative data to help justify your project. For example, if insufficient space is the facil-
ity problem, then quantify the shortfall and cite the space standards used to arrive at the de-
termination. Service/operations problems should also be measured using quantitative data.
Referring to the above examples, state the number of students turned away from classes due
to overcrowding. 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.”

Managing for Results (MFR). Identify which MFR goals this project will affect and/or impact.
Elaborate on how this project helps to accomplish that goal. Goals and objectives are out-
lined in the current Maryland operating budget volumes, which are located on the DBM web-

site under Operating Budget: http://dbm.maryland.gov/budget/Pages/operbudhome.aspx.

Note: OCB recommends cutting and pasting from Word by clicking on the Paste Plain Text
button and doing all formatting in CBIS.

Click “Save.” Scroll down to upload supporting documents to CBIS.

Uploading Docu-
ments to CBIS

To upload supporting documents to a request, go to the “Details and Scheduling” screen and
scroll down to “Supporting Documents” at the bottom of the page. Click “Browse” to select
your document and then click “Upload.” After uploading your document, click “Save” to
avoid losing any changes.

To download a document you have uploaded to CBIS, click on the “Download” button on
the right side of the screen. To delete a document you have uploaded, click “Delete.”

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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State-Owned Program
Net Effect on Operating Budget - Main

[ About CBIS l Manage Account l Logout

Home Main  Cost&Funds Justificaton Prior Activity Activity Planned Activity | Projects |[[ETL.

@ Main @ Cost & Funds & Details and Scheduling & Operating Imp. @ CEW

@ Main & Expendit @ Fund S

and C

Title: Albert Powell Fish Hatchery Improvements

Net Effect on Operating Budget - Main

(MM/DD/YYYY) 10/15/2020
S

Click on “Operating Imp.” on the light-yellow toolbar. This is the initial screen for operating budget impact.

On the lower light-yellow tool bar the word “Main” will be highlighted.

Occupancy Date Enter the anticipated date of occupancy for the project in numerical format (MM/DD/
YYYY). This should be at least one month post construction completion, per the infor-
mation contained in the CEW and schedule tab.

GSF Total Enter the total GSF of the facility. This should match the information contained in the
CEW and “Details and Scheduling” tab. Do not include commas or decimals.

GSF Replaced Enter the total GSF replaced by the facility. If zero, enter “0.” This amount refers to the
GSF of renovated space. Do not include commas or decimals.

GSF Added Enter the additional GSF resulting from the facility. If zero, enter “0.” This amount

refers to the GSF of new construction. Do not include commas or decimals.
Click “Save.” CBIS will display “Net Effect on Operating Budget - Expenditures.”

Note: The next two screens, “Expenditures” and “Fund Sources and Comments,” only
need to be filled out for projects for which you are requesting design or construction
funding in the budget year and will be occupied in any of the out years covered in your
Five Year Capital Improvement request.
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Operating Impact - Expenditures Screen

4 cBlLS. [ About CaIS_| Manage Account | Manage Security Questions | Logout

Main  CostdFunds Justification Prior Acihity  Activity Planned Adivity | Projects [[ETTE)

@ Main

@ Cost& Funds @ Detsils and Scheduling @ Operating Imp. @ CEW

Q Main

( Expenditures (3 Fund Sources and Comments

Title: it State Park - R of Registrafion Building

Net Effect on Operating Budget - Expenditures
2022 2023 2024 2025 2026 Justification

# FTE Positions 0.00| 0.00 0.00 0.00 0.00

# FTE Contractual 0.00 0.00; 0.00; 0.00; 0.00

Salaries & Wages of ] [ 0| 0

Technical and Specialty Fees 0| 0 0| 0

Communications 0f 4,000 0 0 0[MPS notes expense for one-time phone set-up

Travel 0| 0 0 0] 0

[Fuel & Utilities 0 300 1,800 1,838 0|Utilities with 2% annual increase

Motor Vehicle Operations of 0 0 0f 0

Contractual Services 0| 0] 0 0] 0

Supplies & Materials of 1.200; 1,200 1,200 0|Office supplies

[Equipment (Repl.) of ] [ [ 0

[Equipment (Additional) 0| 4,800/ 0) 0 0|Office equipment to include desks, chairs, tables; computers and cash handling equipment

Gmts, Subs. & Cont. of 0 [ [ 0

Fixed Charges 0| 0 1] 0 0

lLand & Structures 0| 0 0 0 0

Total 0 10,3000 3,000 3,036 0

Click “Edit Grid” and enter the requested information. Do not include commas or decimals.

Guidelines to follow that will promote thorough and consistent reporting are as follows:

Cost estimates for all years should be based on “constant dollars” plus the percentage increases indicated on
the next page in the line item descriptions. Use the most recent actual fiscal year experience and add the in-
creases as indicated.

When possible, staffing ratios and cost factors should be based on actual averages rather than the agency’s
“desired levels.” Savings which may occur through economies and efficiencies of centralization, location, or
technology should be included to offset any other additional costs.

Only funding estimates for additional space should be determined unless the operating cost for existing space
(undergoing replacement/renovation) already has been (or will be) removed from the operating budget. How-
ever, a notation identifying existing expenses may promote clarity and understanding.

Only additional operating costs related to the additional Gross Square Footage should be included. In addi-
tion, all sources of potential revenue should be identified to minimize the use of general funds while maximiz-
ing the benefit to the State.

Program costs should not be included unless the additional space directly results in the need for additional
services.

Line-Item -Detail Provide specific “Object” and “Personnel” details and assumptions. For example, use “$ per
GSF” or “$ per FTE” factors as agreed with assigned OBA analyst. If more space is needed than is provided in the
“Justification” column to explain the rationale for projections, use the “Comment” section on the next screen,
[(3 . ” . . . .

Operating Impact - Revenues & Comments”. If calculations are not based on information provided below, pro-
vide a detailed explanation in the “Justification” column.
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State-Owned Program
Operating Impact - Expenditures Screen

FTE Positions & FTE

Contractual Positions

Enter the net change in anticipated permanent/contractual positions for facility-related
purposes only. To calculate the net change, subtract the number of full time equivalent
(FTE) permanent/contractual positions in the current facility from the expected num-
ber of positions in the new facility. Prorate numbers for partial fiscal years. This num-
ber may be positive or negative. For example, a new building that replaces an obsolete
facility that housed 50 staff will open on January 1* and require 44 staff. In this in-
stance, the first fiscal year it opens the net change will be -3. In each subsequent year
the net change will be -6. Alternatively, if growth in staff is anticipated, enter explanato-
ry comments in the Justification column explaining how your projections were derived.

Salaries & Wages

Include operating funds needed by class title, and grade and step with benefits for facili-

ty-related purposes only.

e Increase salaries for regular employees by 4.5% annually to reflect salary increases
plus promotions, increments and reclassifications.

e Calculate fringe benefits at 17.04% for regular employees. Amount for Law En-
forcement Officers Pension System (LEOPS) is 45.62%.

e Calculate health insurance should at 14,435 for employee and retiree subsidy. In-
crease by 7% annually for the outyears.

e Turnover: Revise salary and fringe benefits (without health insurance and retiree

subsidy) downward by 4%.

Technical and Special
Fees (contractual posi-
tions)

e Increase outyear salaries each year by 4.5%.

e  Calculate social security benefits should at 7.65% of contractual salaries.

e Turnover: Revise salary and fringe benefits downward by 10.23% (standard 6%
vacancy rate plus 4.23% for the 11 annual holidays).

Communications e Telephones and mailing costs.
e Onetime, initial cost of $270 for each additional telephone line.
e Telephone operation costs of $300 per person. Increase each year by 1%.
e Report communication equipment required by the facility change under equip-
ment objects.
Travel Additional travel related to training activities and location of or support to facility.

Fuel and Utilities

Reflect savings from better energy efficiency on entire building as an offset to any cost
of supporting additional space.

Motor Vehicle Opera-
tion and Maintenance

Additional facility-related needs only.

Contractual Services

Service contracts for HVAC, elevators, security, custodial or other maintenance needs
or agreed upon "$ per GSF/FTE" factors.

Supplies and Materials

Base estimates on actual for a building of similar size or function or agreed upon "$ per

GSF/FTE" factors. Office supplies per FTE should be no more than $210 annually.
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State-Owned Program
Operating Impact - Expenditures Screen

Equipment
(Replacement & Addi-

tional)

Rather than purchasing computers or other eligible equipment in the first year, it is
preferable to finance the equipment through the Treasurer’s office and to spread the
payment over three or five years. Details are on the Treasurer’s website. Estimated one-
time or financed "less than 15-year life" equipment should be identified separately from
ongoing needs. These estimates often are adjusted later once the total equipment list
(capital and operating) is reviewed by OCB/OBA.

Office furniture: $2,090 per person. Computer package (if necessary): $1,500 per per-
son.

Other

Other: Grants as well as Fixed Charges are programmatic costs and should not be in-
cluded. Land and Structures costs normally are not relevant to this request
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State-Owned Program
Operating Impact - Fund Sources and Comments Screen

&M C.B.LS. [ About CBIS | Manage Account | Legout

Home Main  Cost& Funds Jusiificaion Prior Activity  Activity Punn-dmmy|=m;.n. [Submit |

OMain G Cost& Funds @ Details and Scheduling & Operating Imp. & CEW

OMain & & Fund Sources and Comments.

Title: Greenbrier State Park Entry Gate Fee Station Improvements

Net Effect on Operating Budget — Fund Sources and Comments

Fund Sources Edit Grid  Comments

Justification

This screen indicates how a project’s operating costs will be funded. Select the fund type you anticipate will be
used to pay for these costs.

Fund Sources Click “Edit Grid/Comments.” Total funds should equal the total expenditures as deter-
mined in the previous screen. Do not include commas or decimals.

Note: For higher education facilities, all expenditures should be listed under Special
Funds (SF). This does not preclude or guarantee General Funds (GF) for a project. Any
additional General Funds will be determined during discussions of the Operating
Budget.

Fund Type GO (GO Bonds) - leave blank since GO Bonds cannot pay for operating costs.

GF (General Funds) - should correspond with your agency’s Over-the-Target request in
the fiscal year the funds will be required.

SF (Special Funds) and FF (Federal Funds) - if you anticipate revenue from a specific
source (such as user fees) or the federal government, indicate the amount of revenue in
SF or FF. If revenues are higher than expenditures, enter the amount of the expendi-
tures. If revenues are lower than expenditures, enter the difference in the GF row and
request the same amount in your Over-the-Target request.

RB (Revenue Bonds) - leave blank since Revenue Bonds cannot pay for operating costs.
NB (Non-budgeted Funds) - operating costs funded from a source which is not appro-
priated in the State budget. This should not occur regularly.

Comments This space is provided for additional information explaining the data provided above.
Agencies should discuss any issues or assumptions made while determining the expend-
itures and fund sources. Click “Save.” If you need to make any changes, click
“Operating Imp.” on the top lightyellow toolbar. Select “Original Requested Net Ef-
fect” and make the changes as appropriate.
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State-Owned Program
How to Print Your Request

“-‘4: DEPARTMENT OF BUDGET & MAMAGEMENT TOU Ere 103Jea IN 1o SUNa TuU 35 FIoN3 BUMms
SMCBILS. Aboul CBIS | Manage Accounl | Legout | Help
Home | Reports |

itsl Budpet Reports (O Capital Budget Workshests O End of Session Reports O Supplemental Reporis O Security Reports

Capital Budget Worksheets

Agency | Board of Public Works [+ |

Request | l||

Project
DAge ncy Workshest for Requested Capital Projects
[JCost Estimate Workshest - Requested
O Survey of Private Uses of Tax Exempt Financing
[ Private Use of Tax Exempt Financed Higher Education Facilities
[JMet Effect on Agency’s Operating Sudget - Requested
[ Five-vear CIF - Su mmary of Agency Project Requests
Program

rart1- Apgency Funding Reguest Summary for Capital Grant and Lean Program
OPartni- Summary of Proposed Use of Available Funds for Current Fiscal Year

Crart i - Summary of Requested Projects for Capital Grant and Loan Program

I Part 1A - Detsil of Requested Project Associated with Capital Grant and Loan Program

[JFive Year CIF - Su mmary of Agency Program Reguests

St s ot

Go to the “Home” screen and click “View Reports” on the lightyellow toolbar. Next, click “Capital Budget Work-
sheets.” Select the agency from the drop down menu beside Agency. Depending upon your selection, CBIS will
present you with additional drop down menus for Sub-Agency, Request, and Project. Select the request and the
project you wish to print (select “All” or a specific project if you wish to print the projects within a program). Be-
neath the drop down menus, 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,” “Part III -
Summary of Requested Projects for Capital Grant and Loan Program,” and “Part IIIA - Detail of Requested Pro-
ject associated with Capital Grant and Loan Program.” If you would like to print cost estimates or operating im-
pact statements associated with projects within the program, also click the boxes for “Cost Estimate Worksheet -
Requested” and “Net Effect on Agency’s Operating Budget - Requested.”

e Scroll to the bottom of the page and click “Generate Reports.” A window will open showing the output file
in an Adobe format. Print or save your selection using the tool bar icons at the top of the Adobe output
screen.

e For 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.

e If you uploaded attachments, you can download and print them from this screen.

NOTE: You may need to enable pop-ups in your Internet browser.
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State-Owned Program
How to Submit Your Request

NOTE:

e If your assigned CBIS role is an Agency User, clicking Submit will forward the request to your Agency Manag-
er. After submitting the budget request, the Agency User can only view, not change, the submission. If chang-
es are required, the Agency Manager can edit the material before submitting it to OCB. Alternatively, the
Agency Manager can return the submission to the Agency User for changes by clicking on the “Main Infor-
mation” 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.

e If your assigned CBIS role is an Agency Manager, clicking Submit will forward the request to OCB. After
OCSB receives the request, the Agency Manager can only view, not change, the submission. If changes are re-
quired, contact your OCB analyst and s/he will unsubmit the request. Your OCB analyst may also return the
submission to the Agency Manager if the submission is deemed to be incomplete, inaccurate, or incoherent.

How to submit your request:

Print and review a copy of the forms before submitting your request to OCB. After reviewing the request forms for

accuracy, return to the “Main” screen for the project and click the blue Submit button as shown below.
IR CBIS. [ About cBIS | Manage Account | Logaut

Home | Main | Cost&Funds Justiication Prior Adivly  Acily Planned Adivity _Projects

Main Information

Title Natural Resources Development Fund

operty. Typical projects include bathhouse and pavilion construction; road, parking, and tral and general park Funds for this

Provide: funds to design and construct development projects on D ;
2020 budget includes funding for seven projects in six subdivisions, tuo statewide repair programs for bridges and dams, and for five State Park Water

Description program are derived from State transfer tax revenues allocated 1o DNR.
and Sewer Infrastructure Upgrades that will be managed by Maryland Environmel

Budget Request Type Stale-Owned

Agency Depariment of Natural Resources Sub-Agency Capital Grants and Leans Administration

If you are submitting your request after the July Ist deadline, CBIS will warn you that you are submitting after the deadline;
click “Continue.”

Your request is now submitted and you will no longer be able to edit your submission. Refer to the capital
budget instructions circulated in April of each year for further steps.
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95



PREFACE FOR GRANT AND LOAN PROGRAMS

How to Enter the CBIS System

1.-?' Lom DEPARTMENT OF BUDGET & MANAGESMERT
-y

MCB.LS.

W username:

! - password:

Forgot username? Contact the service desk at
(410) 697-9700 or service.desk{@maryland.gov.
Forgot password? Click Here

Access to this system is restricted to authorized users only and limited to approved
business purposes. By using this system, you expressly consent fo the monitoring of all
activities. Any unauthorized access or use of this system is prohibited and could be
subject to criminal and civil penalfies. All records, reports, e-muail, software, and other
data genersted by or residing upon this system are the property of The State of Maryland
and may be used by The State of Maryland for any purpese.

How to Enter the CBIS System

To begin the budget request process, access CBIS at https://cbis.dbm.state.md.us using Internet Explorer. You can
also access CBIS from the Office of Capital Budgeting (OCB) website: http://dbm.maryland.gov/budget/Pages
capbudhome.aspx by clicking the green “LOGIN” button on the right side of the screen. When you get to the log-
in screen shown above, 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 previously requested for your agency.

If you do not have a username and password, call the service desk at (410) 6979700 or email ser-
vice.desk@maryland.gov.

If you know your username but do not remember your password, and you previously set up security questions,
you can reset your password by clicking the “Click Here” like next to the “Forgot password?” question. Then, fol-
low the steps as directed to reset your password.

How to Navigate Through the CBIS Screens

Once you choose a program, CBIS will take you to the program’s “Main Information” screen . You will see a dark
yellow toolbar at the top of the page that lists the different categories of information you must enter (ex. “Main,”
“Cost & Funds,” “Justification,” etc.). When you click on a category heading, CBIS will take you to a new screen
to enter the required information. Some of these categories have submenus which appear on a light-yellow
toolbar. To enter information in a sub-menu category, first click on the heading in the dark-yellow toolbar . Then,
choose the appropriate sub-menu from the light-yellow toolbar.

Generally, you enter information by clicking on an “Edit” or “Edit Grid” button and filling in a blank, entering a
dollar amount, or providing a narrative text. Click “Save” to exit the edit screen and to save the information in

CBIS.

A few pointers:

e Dollar amounts: do not use commas or decimals. Do not include dollar signs ($).
e Dates: most dates are in the MM/DD/YYYY or MM/YYYY formats.
e Text (applies to program and project “Description,” “Justification,” and “Cost & Funds - CIP Difference”
text boxes):
¢ Type your text in a Word document using single spacing and a single line between paragraphs. Do
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NOTE FOR COMMUNITY COLLEGE PERSONNEL:

Maryland Higher Education Commission administrators will complete Parts I and II. Individual community col-
lege administrators are responsible for completing Part IIIA requests. Community Colleges should prioritize pro-
ject requests in the “Project Description” section of the Part IIIA by stating: “This project is the college’s 1st, 2nd,
3rd ... priority.”
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Grant and Loan Programs
Home Screen

"
M C.B.LS. Aboul CBIS | Manage Account | Logout
Creale a New Q Search View View Capital View CBIS View Published
s Requests Reparts Budget Manual Recommendations
] 13 » Instructions 3 » from Last Year )

Current Requests

Sub Agency Request Title Last Revised Date

MDOP  |Maryland Historical Trust Program |African American Heritage Preservation Grant Program Unsubmitted Delete  |4/19/2019 1:49:05 PM
MDOP Jefferson Patterson Park and Museum Project Maryland Archaeological Conservation Laboratory - Expansion and Renovation Submitted to DBM 1/8/2019 5:17.45 PM

MDoP Maryland Historical Trust Program  (Maryland Historical Trust Capital Grant Fund Submitted to DBM 1/14/2019 4:43:09 PM
MDOP Maryland Historical Trust Program | Marviand Historical Trust Loan Fund Submitted to DEM 1/10/2019 1:07:42 PM
MDOP Jefferson Patterson Park and Museum Project Patterson Center Renovations Submitted to DBM 1/16/2018 1:26:44 PM
MDOP Jefferson Patterson Park and Museum Project Riverside Interprefive Trails and Exhibit Stations Unsubmitted Delete |6/30/2015 3:16:10 PM
MDOP  |Jefferson Patterson Park and Museum Project  |St Leonard's Creek Shoreline Erosion Conirol and Public Access Unsubmitted Delete |1/15/2016 4:44:39 PM
MDOP Office of Archaeology Project State Archaeological Equipment Facility L | Delete |7/20/2005 1:02:13 PM

If the program that you want to edit is already in CBIS, it will be listed under the Request Title column on the
CBIS home page. Click on the program title to get to the program’s “Main Information” screen.

If the program is not already listed, click “Create a New Request” on the lightyellow toolbar on the CBIS home
page. CBIS will take you to a “New Request” screen.

To access the Capital Budget Instructions, the CBIS Manual, and last year’s Capital Budget Volume, click on the
applicable link in the lightyellow toolbar.
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Grant and Loan Programs
New Request Screen

“- o DEPARTMEMT OF BUDGET & MANAGES ENT ou are logged in to CBIS-R2 as: Lisa Wallace
= C.B.LS.

Aboul CBIS | Manage Account | Logoul | Help |

New Request

Request Type

O New Project
& MNew Program

Ownership

O state Owned
@ Grant and Loan

save

To request a new program, click “Create a New Request” on the lightyellow toolbar on the CBIS home screen.

Request Type | Choose “New Program.”

Ownership Choose “Grant and Loan.”

Click “Save,” and CBIS will take you to the “Main Information” screen.
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Grant and Loan Programs
Main Information Screen

Aboul CBIS | Manage Account | Logoul

Home | Main | Cost& Funds Justiicaion Prior Activity

Aclivity  Planned Activity  Projects

Main Information

Title

Description

Budget Request Type

Agency

Legislative District

Budget Code

Contact Info.

Edit
African American Heritage Preservation Grant Program

The African American Heritage Preservation Grant Program provides capital grants to nonprofit organizations, political subdivisions, business entities, and individuals fo assist in the protection of
properties that are historically and culturally significant to the African American experience in Maryland Grant funds can be used to acquire, construct, rehabilitats, restore, or expand buildings or
sites. The Maryland Historical Trust (MHT) and the Commission on African American History and Culture limit grant awards to $100,000. The FY 2020 projects will be determined based on
applications received by MHT and the Commission

Non-State Owned

Department of Planning Sub-Agency Maryland Historical Trust
99 - Statewide Subdivision Statewide
DWo111 Governor's Priority Other Projecis

Charlotte Lake
100 Community Place

Crownsville, MD 21032
Phone # 410-697-9559

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

Title

Enter the name of the program.

Description

Describe the program in four to eight sentences. Be sure to include:

The type of funding the program provides (e.g. grant or loan).

The kind of organization or institution that receives the funding (e.g. health facility).
The specific capital activities that grantees can use the funds for (e.g. construction).

The kind of services that recipients of the funding provide (e.g. mental health services).
An indication of any cost-sharing criteria and any funding guidelines.

A statement that describes any outcomes of the service provided. An “outcome” de-
scribes the desired improvement in the condition or situation of the individuals who use
the services provided by the funding recipients (e.g. enhance access to health care).

A statement indicating the number of grantee projects being requested in the

upcoming fiscal year. When appropriate, the grantees should be grouped by type of ser-
vices provided.

A statement of statutory guidelines and enabling legislation, if appropriate.

Request Status

This field indicates the status of the budget request.

Unsubmitted: allows the Agency User to view and edit and the Agency Manager to view
only.

Submitted to A/Mgr: allows the Agency User to view only and the Agency Manager to
view and edit.

Submitted to DBM: 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

No data entry required. CBIS populates this field automatically.

Sub-Agency

Select sub-agency from the drop-down menu, if available.

Legislative District

Select “99 - Statewide” or “98- Regional” from the drop-down menu, as appropriate.

Subdivision

Select “Statewide” or “Regional” from the drop-down menu, as appropriate.

Budget Code

Select the budget code from the drop-down menu.
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Grant and Loan Programs
Main Information Screen (Continued)

Governor’s Priority

Select the Governor’s priority from the drop-down menu. 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 program should be priori-
tized.

Contact Info.

Select the appropriate contact from the drop-down menu. If the correct information is
not available, insert the name, address, and telephone number of the person who should
be contacted to answer any questions from the review agencies.

Click “Save.” For the save command to function, at minimum, you must complete the “Title” and “Agency” fields.
When this information is complete, the “Main Information” screen will appear, after you click “Save.” It will dis-
play all of the information that you entered. To move to another menu, click the appropriate heading on the dark

yellow toolbar.
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Grant and Loan Programs
Cost & Funds - Request Screen

| About CBIS | Manage Account | Manage Security Questions | Logout

Home Main | Cost& Funds | Justication Prior Acivity Acivity Planned Activity Projects [[ETTI0)

@ Cost & Funds - Request  Q Cost & Funds - Last Year's Planned

Title: African American Heritage Preservation Grant Program

Cost & Funds - Request

Requested Funds By Source

S cooe o

0

0
0 0
0 0
0 0
0 0
0 0

_Tolal 1,000,000 1,000,001 1,000,001 1,000,000 1,000,001 5,000,00

CIP Difference “

FY 2022 Planned: $1,000,000 (GO Bonds). The amount requested is consistent with the amount planned in the CIP.

Click “Cost & Funds” on the dark-yellow toolbar.

Requested Funds By | Click the “Edit Grid” button above the “Requested Funds by Source” table. Enter the

Source requested amount of funding for each fiscal year, broken down by fund source, in the ap-
propriate cell. Click “Save” and review the information you entered. CBIS will calculate
the row and column totals automatically. Round dollar amounts to the nearest $1,000
and do not include commas or decimals.

CIP Difference Click the “Edit” button to update the “CIP Difference” section.

Compare the amount of program funding that was planned in the Governor’s previous
CIP to the amount requested for the upcoming budget year. Begin the text with, “FY20__
Planned:” then state the funding amount planned in the current CIP for the upcoming
fiscal year’s capital budget, as well as type of funds recommended (i.e. General Obligation
Bonds, General Funds, Special Funds).

If the amount requested is the same as the amount planned, state, “The amount requested
is consistent with the amount planned in the CIP.”

If the amount requested is different, state and explain the difference. For example, an
agency may request more than the amount planned in the CIP if the legislature mandated
a specific level of funding for a program. Alternatively, an agency may request less than the
amount planned in the CIP if the program has an available funds balance that could be
used to fund projects in the upcoming fiscal year.

If the previous CIP did not include funding for the program, state “FY 20__ Planned:
$0.” Add one to two sentences to explain why your agency is requesting program funding.

Click “Save,” and the “Cost & Funds - Request” view screen will appear. To examine the
material entered in the above text box, click “Cost & Funds—Request” on the light-yellow
toolbar.
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Grant and Loan Programs
Cost & Funds - Last Year’s Planned Screen

[ AboutcBIS | Manage Account | Manage Security Questions | Logout

Home Main | Costd Funds [Justiicaion Prior Activity Activity Planned Activity Projects ([ETELI

& Cost & Funds - Request & Cost & Funds - Last Year's Planned

Title: African American Heritage Preservation Grant Program

Cost & Funds - Last Year

Last Year's Recommended Funds By Source
Fund Use 2022 2023 2024 2025 2026+ Total

GO 1,000,000, 1,000,000 1,000,000/ 1,000,000, 1,000,000 5,000,000
GF

SF 1] 0 0 of 0 0
FF 1] 0 0 of 0 0
RB 1] 0 0 of 0 0
NB [ 0 0 0f 0 0
Total 1,000,000 1,000,000 1,000,000 1,000,000 1,000,000 5,000,000

Click “Cost & Funds - Last Year’s Planned” on the light-yellow toolbar to get to the “Cost & Funds - Last Year”

screen.

Cost & Funds - Last
Year

No data entry required. CBIS rolls this information over from the previous year. Review
the information to make sure it is correct.

If you need to make any changes, click “Edit Grid” and enter fund sources for each fiscal
year. Round dollar amounts to the nearest $1,000 and do not include commas or deci-
mals. Click “Save” and review the information you entered. CBIS will calculate the row
and column totals.

103



Grant and Loan Programs
Justification—Request

M C.BILS. About CBIS_| Manage Account | Logoul

Home Main  CostFunds |Justfcation | Prior Aclivty Activty PlannedAciity Projects [[ETTIEN

@ Request

Title: African American Heritage Preservation Grant Program

Details and Justification — Request

?éﬁ:iiaﬁhﬂ'("'gt?) FontName ~|Real..~|| B 7 U =i = A'g
The Department of Planning requests 51,000,000 in GO Bonds in FY 2020 for the African American Heritage Preservation Grant Program.

Senate Bill 601 requires that for FY 2017 and every fiscal year after, the Governor include $1,000,000 in the operating or capital budget submission for the Afnican American Hertage Preservation Grant Program. For that
reason, the Department of Budget and Management recommends providing 51,000,000 in GO Bonds in FY 2017 and each subsequent fiscal year.

The African American Heritage Preservation Grant Program was established by the General Assembly in 2010 and is a joint partnership of the Commission on African American Histery and Culture and the Maryland
Historical Trust. The proegram was reauthorized with miner medifications in 2015. The program provides capital grants to nonprefit organizations, polifical subdivisions, business entities, and individuals to assist in the
protection of properties that are histerically and culturally significant to the African American experience in Maryland

Grant funds can be used for lisition, itation, new fion, capital it . and costs related fo lies and projects i to the African American experience in Maryland. The
criteria against which African American Heritage Preservation Grant Program projects are measured are outlined in statute and regulation and include:

+ The project's degree of relationship to

* Administrative capability of the project
+ Exfent o which the neiect sfi

* Relative historical or cultural significance of the project
+ Public need and urgency of the need for the project

+ Estimated cost and timeliness of the project

+ Extent to which the project will contribute to the cumulafive equitable statewide geographic distribution of funds
* Inclusion of long-term preservation measures that will protect the Afican American heritage property

+ Comprehensiveness of the scope of the project

the types of projects the Commissien and the Trust have noted for special consideration

or nromotes ofher African American hertaoe linn activitie:

Click “Justification” on the dark-yellow toolbar to get to the “Details and Justification—Request” screen.

Supporting
Comments

Address the need for this program and the value of the program to your agency and the
State. Provide outcome data and data that measures the amount of services that the program
produces.

Outcome data: refers to the benefit that will be gained from the expenditure of capital funds.
Provide an outcome measure that indicates the current achievement of the program and the
outcome target value that the program will achieve. For example, “The rate of individuals
who are drug free after receiving treatment will increase from 16 percent to 25 percent.” Ex-
plain why the selected measure has been chosen as an outcome measure. If the target value
has not been achieved, explain possible reasons. For example, reluctance of intended benefi-
ciaries of the program to come forward, management difficulties, or constraints of federal/
State law.

Service delivery: the following three measures should be provided:

1. The current service volume the program provides;

2. The increase in the service volume expected from the funding requested; and

3. The total service volume which still remains to be met after the funding request.

Service volume can be measured in a variety of ways, such as numbers of individuals served,
number of acres acquired, and linear feet of stream bank cleared. An example using a sub-
stance abuse program is:

1. 1,600 individuals are currently served;

2. Requested funding will result in service for 250 more individuals; and

3. 1,500 individuals remain to be served.

Then, discuss the gap between services provided and the services needed, and the agency’s
plans for addressing this gap.
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Grant and Loan Programs

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

Supporting Comments
(Continued)

Managing for Results (MFR). Identify which MFR goals this program affects and/or im-
pacts. Elaborate on how this program helps to accomplish that goal. Goals and objectives
are outlined in the current Maryland operating budget volumes, which are located on the
DBM website under Operating Budget: http://dbm.maryland.gov/budget/Pages
operbudhome.aspx.

Click “Save,” and the “Cost & Funds - Request” screen will appear. To view the infor-
mation entered, click “Justification” on the dark-yellow toolbar. If you need to make any
changes, update the text box directly. Click “Save” to keep the changes/additions or
“Cancel” to keep the original comments.

Note: If you cut and paste from a Word document, you will lose all formatting and ta-
bles. You can add formatting after you copy and paste the text into CBIS.

Uploading Documents
to CBIS

To upload supporting documents to a request, go to “Justification” and scroll down to
“Supporting Documents” at the bottom of the page. Click “Browse” to select your docu-
ment. Then, click “Upload.” After you upload your document, click “Save.”

To download a document you have uploaded to CBIS, click the “Download” link on the

right side of the screen. You may delete a document you have uploaded by clicking the
“Delete” link.

Uploaded documents must be in Excel or PDF format. You may upload signed agency
request letters, backup documentation, cash flows, and fund summaries; however you
may not upload documents in lieu of providing supporting comments.
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Grant and Loan Programs
Prior Activity Screen

About CBIS | Manage Account | Manage Security Questions | Legout

Home Main  Cost& Funds Justiication | Prior Activity | Acivity Planned Activity Projects [[ETTIE)

Title: African American Heritage Preservation Grant Program

Prior Activity

Prior Appropriations

FY2018
1,000,000 .000, 1,000,000|

Encumbrances

FY2018
689,402 1,466,556| 1,098,922 100,000 1] 0812019

Expenditures 763,867 721,030 725 564 33,752 0 0312019
Click “Prior Activity” on the dark-yellow toolbar.
Prior No data entry required. CBIS will roll over this information from last year.
Appropriations

If you need to make any changes, click the “Edit Grid” button for the “Prior Appropriations”
table and enter the amount of funding by type (ex. General Obligation bond (GO), General
Fund (GF), Special Fund (SF)). Click “Save” and review the information you entered. CBIS
will calculate the new row and column totals automatically.

Prior Program
Activity

Click “Edit Grid” for the “Prior Program Activity Using Funds from all Sources” table. Enter
the amount of funds actually encumbered and expended in each of the last five fiscal years re-
gardless of what fiscal year they were authorized. Do not include commas or decimals.

An “encumbrance” is defined as a “legal commitment of funds supported by BPW approved
contracts or signed purchase orders.” For funds to be considered encumbered there must be an
approved BPW contract, a signed purchase order, or evidence of a legal obligation.

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 giv-
en fiscal year.

If expenditures in any given year do exceed encumbrances, please provide a brief explanation
of the reasons by separate communication to your assigned capital budget analyst. For exam-
ple, funds were encumbered at the end of a Fiscal Year and not expended until the next Fiscal
Year.

In the last column, enter the month and year (MM/YY) that the encumbrances and expendi-
tures reflect. The month and year will likely be one or two months prior to the date of submit-
tal. DBM will request updated figures in November/December, prior to the start of the next
legislative session.

Click “Save” and review the information you entered.

106




Grant and Loan Programs
Encumbrance and Expenditure Summary Screen

[ About cBIS | Manage Account | Manage Security Questions | Logout

d¥cels.

Home Main  Cost&Funds Jusication Prior Adivity | Actty | Planned Aciwity Projects [ETTll

Title: African American Heritage Preservation Grant Program

Encumbrance and Expenditure Summary by Year of Capital Authorization as of July 1% m

Total Authorized Amount Encumbered Amount Expended To Be Encumbered To Be Expended

Click on “Activity” on the dark-yellow toolbar.

Encumbrance and Click “Edit Grid” for “Encumbrance and Expenditure Summary by Year of Capital
Expenditure Summary Authorization as of July 1st.” An input screen will appear with fields for entering
encumbrance/expenditure data. Do not include commas or decimals.

Note: This section is for grant programs only. Do not complete this section for
loan or guarantee programs.

This table asks for information about prior authorizations and your ability to en-
cumber and expend funds from these authorizations. This table refers only to Gen-

eral Obligation Bond or PAYGO funding (General, Special, Federal Funds.)

“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 authorization
for that year, regardless of when they were encumbered.

“Amount Expended” refers to the total funds spent from the total funds encum-
bered 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” 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
fiscal year. 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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Planned Activity for Current Fiscal Year Screen

F¥cBas. 00 [ About cBIS_| Manage Account [;.mg: Security Guestions | Logt;ul

Home Main  Cost& Funds Justificaion Prior Activity  Activity | Planned Adlivity ‘ Projects ([T

Title: African American Heritage Preservation Grant Program

Planned Activity for FY 2021

Total Expenses: o

Total Available for Next 0
Fiscal Year

Click “Planned Activity” on the dark-yellow toolbar.

This screen shows the fund balance for FY 2022 after the total expenses of the planned activity FY 2021 are sub-
tracted from the total revenue. Do not include commas or decimals.

Beginning Balance Enter the unencumbered balance available to the program on the first day of the cur-
rent fiscal year. The beginning balance should be the same as the amount in the
“SubTotal” row in the “To Be Encumbered” column on the “Activity” screen. If the
program had no balance, enter a zero.

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

Other Funding Enter the funding 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.”

Click “Save,” and the “Projects - Requested” screen will appear. To view the material
that you just entered, click the “Planned Activity” menu.

108



Grant and Loan Programs

Projects - Current Year Planned Activity Screen (Part II)

i c.BLS.

[ About cBIS | Manage Account | Manage Security Questions | Logeut

Home Main  Cost&Funds Juscation Prior Activity Activity Planned Acivity | Projects TN

O Projects - Current Year Planned Activity O Projacts - Raquested

Program Title: Federally Qualified Health Centers Grant Program

Prejects proposed for current year Add New
Subdivision District Title Est. Cost Prior Phase FY 2021Planned Phase Future Req. Phase States Share % Sub-Agency Priority
Worcester 33A Three Lower Counties Community Services, Inc. 930,000 0 697,500 AC 0 75.0 | Delete View 0
Baltimore City |40 Native American Lifelines, Inc. 1,916,982 0 1,437,737 | APCE 0 75.0 | Delete View 0
Baltimore City |46 Baltimore Medical System, Inc. 952,202| 65,077 |P 649,075 CE 0 75.0 | Delete View 0
Statewide a9 Awailable Fund Adjustment -284,312 0 -284,312 0 100.0 | Delete View 1
Totals 3,514,872| 65,077 2,500,000 0

Total Funds Planned to be Encumbered in FY 2021 0

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

toolbar.

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 dur-
ing the current fiscal year. Update the list to reflect the following:

1. To remove a project, click “Delete” next to the project of concern. You may need to
remove a project for reasons including legislative cuts, cancellation, delays in project
schedules, or de-authorization.

2. To add a project, click “Add New.” You may need to add projects due to legislative
authorizations.

3. To review a project, click “View.” Verify that the information for all projects remain-
ing on the list is complete and accurate.

Information about the use of “Delete,” “Copy,” “View,” and “Add New” is described
below.

1. Delete - If CBIS rolled over a project that will not be encumbered in the current
year, click “Delete” to remove the project.

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.
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Projects - Current Year Planned Activity Screen (Part II) (Continued)

Projects For Current Year |2. Copy - If a project is proposed for funding in the next Fiscal Year, click Copy to
Activity (Continued) 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, so
you will not need to manually reenter information. However, you may need to
update information regarding the cost and schedule.

3. View (Same as Edit) - CBIS will roll over projects from the previous year’s submis-
sion. To edit a project, click the “View” link that corresponds with the project’s
name. Check the material on this screen, and the “Cost & Funds,” “Matching
Funds,” and “Details and Scheduling” sub-menu screens.

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 “Projects” on the dark-yellow toolbar (already high-
lighted), then click “Projects - Current Year Planned Activity” on the lightyellow
toolbar 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, you must add them to the prior funded pro-
jects list. Click “Add New” and follow the instructions beginning on the next page.

Note: If your program permits redistribution of surplus funds for previously unidenti-

fied projects, add these new projects to the database by completing the screens that
follow after clicking “Add New.”

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

The total “Current FY Amount” should equal the “Encumbrances” amount entered on the “Planned Activity”
screen. At the bottom of the project list, the “Total Funds Planned to be Encumbered in FY 20__:" field pulls the
Encumbrances amount from the “Planned Activity” screen.

If the total “Current FY Amount” is less than the “Encumbrances” amount, enter a new project entitled “Other, To
Be Determined.” 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 Recommend-
ed 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 “0,” then enter a cash flow adjustment factor. To do this follow the instructions in
the paragraph above except title the project “Cash Flow Adjustment” rather than “Other, To Be Determined.” Cal-
culate the amount of this cash flow project so that the “Current FY Amount” and the “Encumbrances” are equal.
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Projects - Current Year Planned Activity (Part IIA) Main Information Screen

ﬁf#‘- C.B.I.S. [ Aboul CBIS ] Manage Account ] Logout

Home  Main Cost & Funds  Jusfification Prior Activity  Activity  Planned Activity | Projects |

@ Main @ Cost & Funds @ Maiching Funds @ Details and Scheduling

Main Information Edit
Program Title c ity Parks and Playg d
Project Title Constitution Park Imp
Description Consfruct improvements at the park, including moving and expanding the current marbles courts, renovating the restrooms and walking paths for ADA
accessibility.

. 450 Reserveir Avenue Cumberand MD 21502
Location . .
Longitude:: -75.7451 Latitlude:: 39.6465

Agency Department of Natural Resources Sub-Agency Capital Grants and Loans Administration

Legislative District 1C - Allegany and Washington Counties Subdivision Allegany

Agency Priority 0

Does this Project Have a CEW? HNo

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

Project Title Enter, or change, 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 brief description of what the project proposes to accomplish. The
first sentence should begin with a verb such as design, construct, renovate, etc. This
section should be one paragraph and four to eight sentences long.

Address/Coordinates There is no need to enter the address and longitude/latitude for 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 (county) in which the project is located from the dropdown
menu.
Agency Priority No entry required or available.

Does This Project Havea | You do not need to fill in a Cost Estimate Worksheet for a project that has already
CEW? been funded. Click “No.”

Is this a Neighborhood Re- | Click on the appropriate circle. A Neighborhood Revitalization Project is a project
vitalization Project? in a neighborhood designated as a priority funding area where State and local gov-
ernments 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. Click “Cancel” to keep the information previously entered.
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Projects - Current Year Planned Activity Cost & Funds Screen (Part I1A)

:{ﬂu‘ﬂ C.B.LS. [ About cBIS | Manage Account | Manage Security Questions | Logout

Home Main  Cost& Funds Justifcaion Prior Adivity Actiity Planned Acivity | Proiects |[ETTam)

@Msin () Cost& Funds @ Matching Funds () Detsils and Scheduling

Cost & Funds - Last Year

Program Title: Community Parks and Playgrounds
Project Title: Martin Sutton Park - Walking and Exercise Trail

Last Year's Recommended Phase Breakdown by Cost m

FY2021 FY2024 FY2026+

Acquisition
Planning
Construction
Equipment
Other

Total

S oo ocoe
o

S cococoo

S cococoo

Sesessea

S ococococo
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=

Last Year's Recommended Funds By Source m

2023 2025

GO

GF

SF

FF

RB

State Share
Match
Total

S coccooce
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Click “Cost & Funds” on the light-yellow toolbar.

Recommended Phase Click “Edit Grid” for “Last Year’'s Recommended Phase Breakdown by Cost.” Enter
Breakdown by Cost the total project cost, regardless of the source of funding. CBIS should roll this infor-
mation over from last year. If the information did not roll over or you need to add a
new project, enter the prior dollar amount allocated for this project in the Prior col-
umn by type of activity. In the fiscal year columns, enter the amount of funds to be
encumbered for the project in the appropriate field. Round dollar amounts to the
nearest $1,000 and do not include commas or decimals.

Click “Save” and review the information you entered. CBIS will calculate the row
and column totals and populate the “Match” and “Total” rows of the “Last Year’s
Recommended Funds By Source” table.

Recommended Funds By | Click “Edit Grid” for “Last Year’s Recommended Funds By Source.” Enter the re-
Source quired data by fiscal year and project phase. Enter only the amount of State funds
authorized or to be requested for the project. CBIS should roll this information over
from last year. If no data is present, then enter the type of State funds previously allo-
cated 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; do not include commas or decimals) in the appropriate field. In ad-
dition, the phase of activity each year’s funds will assist. Use (in caps) A, P, C, E, for
Acquisition, Planning, Construction, and Equipment, respectively, but do not use
commas to separate different phases.

Click “Save” and review the information you entered. CBIS will calculate the row
and column totals. The “Match” is the total project cost minus the combination of
State funds available and to be requested. The dollar amounts in the columns of
each of the two tables must be equal. If they are not, make the appropriate correc-
tions so that the totals balance.
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Projects - Current Year Planned Activity Matching Funds Screen (Part 11A)

Euﬁi CBlS. [ About cBIS | Manage Account | Manage Security Questions | Logout

Home Main  Cost&Funds Justiication Prior Adivity Adivily Planned Activity | Projects |[[ETRII)

@Main O Cost&Funds ( Matching Funds () Details and Scheduling

Matching Funds

Program Title: Maryland Drinking Water Revolving Loan Fund
Project Title: Federalsburg Old Denton Road Water Main

_Matcn% 0.0 21 0.0 0.0 0.0 0.0 0.0]

Matching Funds Source
Source of Funds Amount

Local Funds 12,172 Edit Delete
Total 12,172

Click “Matching Funds” on the light-yellow toolbar.

Matching Funds The “Matching Funds” table will be populated by CBIS based on information you en-
tered in prior screens.

Matching Funds Source |You can enter matching funds information by inputting new data or editing existing
data. Round dollar amounts to the nearest $1,000 and do not include commas or deci-
mals.

To enter new data, click “Add New Source” on the “Matching Funds” screen. Enter the
new data in the Source of Funds and Amount fields and click “Update.” Review the
information you entered. Note: Repeat this process to enter each new fund source.

To edit data already in the Matching Funds Source table, click “Edit” (or Delete if
appropriate) on the appropriate line in the “Matching Funds Source” table. Enter the
changes in the “Source of Funds” and/or “Amount” fields and click “Update.” Review
the changes you made. Repeat this process for each fund source entry as necessary.
CBIS will total the fund sources you have entered.

Note: When all matching funds sources have been entered, the “Match” type of funds
in the “Matching Funds” table should equal the “Total” in the “Matching Funds
Source” table.
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Projects - Current Year Planned Activity Details and Scheduling Screen (Part 11A)

M C.BLS.

l About CBIS W Manage Account ] Logout

Home Main  Cost&Funds Justfcaion Prior Acity Actiity Planned Adiviy | Projects |

@Main QCost&Funds @ Matching Funds O Details and

Details and Scheduling - Recommended

Program Title: Federally Qualified Health Centers Grant Program
Project Title: Three Lower Counties Community Services, Inc.

Efficiency Factor: 1.14
Cost Per GSF:

14950
Program Status:

Proposed Schedule

Duration of Design:

Months ~ Starting On (MM/DD/YYYY) until 41472018

Duration of Construction: Months ~ Starting On (MM/DDAYYYY) until 3172020
T T

Supporting Comments & Project Justification:

.

Justification/Supporting Comments: This project will address the following facilities problems for Three Lower Counties Community Services, Inc. (TLC):

Insufficient Space - Mental health services are currently being provided at 2 separate locations. The Riverside facility is small and has reached capacity. The Heathway facility is larger, but also provides medical services limiting the space available for mental health services. The lack
of space to deliver mental health services in both buildings prohibits TLC from increasing the number of individuals served.

Structural Deficiencies - The building is not configured for mental health services, and instead is currently configured for 12 pediatric exam rooms, 7 OB/GYN exam rooms, and has a medical clinic facade on the building exterior. In addifion, the roof and elevator are in need of
replacement, as well as windows and lighting to enhance energy efficiency and provide a more comfortable environment for patients

Consequences on Operations

“Projects” should be highlighted on the dark-yellow toolbar.
Click “Details and Scheduling” on the light-yellow toolbar. Do not include commas or decimals.

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 Click “Save,” and CBIS will calculate this field based on Net and Gross Sq. Ft. entered.
Cost Per GSF The total cost per gross square foot is determined by dividing the total cost of acquisi-

tion, planning, construction, and equipment (Item 21 on the CEW) by the total gross
square feet.

Program Status Facility programs are required for certain grant programs. From the drop-down menu
select the appropriate response.

Duration of Design Indicate the actual and/or anticipated number of months to design the project and the

starting date (MM/DD/YYYY).

Duration of Indicate the actual and/or anticipated number of months to construct the project and

Construction the starting date (MM/DD/YYYY).
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Projects - Current Year Planned Activity Details and Scheduling Screen

(Part IT1A) (Continued)

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.

Uploading Documents
to CBIS

OPTIONAL. If you wish to upload supporting documents to a request, go to the
“Details and Scheduling” screen and scroll down to Supporting Documents at the bot-
tom of the page. Click “Browse” to select your document and then click “Upload.” Af-
ter uploading your document, click “Save” to avoid losing changes you made to the sup-
porting comments section .

To download a document you have uploaded to CBIS, clicking the “Download” button
on the right side of the screen. To delete a document you have uploaded, clicking the
“Delete” 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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Projects - Requested Screen (Part I1I)

iMceBlLS. [ About €8IS | Manage Account | Manage Security Questions | Legout
Home Main  Cost&Funds Justiication Prior Adivity Activity Planned Activity | Projects [N
& Projects - Current Yesr Planned Activity @ Projects - Requested

Program Title: Community Health Facilities Grant Program

Projects included in this Request Add New

Subdivision District Title Est. Cost i Phase FY 2022 Req. Phase Future Req. Phase |States Share % Sub-Agency Priority

- Montgomery |98 Housing Unlimited, Inc. 1,403,060 1,052,295 0 0 75.0| Delete | View 0
Montgomery |18 Main Street Connect, Inc. 5,841,180 2,336,472| PCE o 0 40.0| Delete | View 0
Anne Arundel |33 Chrysalis House, Inc. 3,932,537| 1,300,000 1,640,403 [C 0 75.0| Delete | View 0
El Baltimore City |41 Project PLASE, Inc. 5771055 2,712,396 | PC [ 0 47.0| Delete | View [
Baltimore City |45 My Father's Heart, Inc. 44,247 33,185 0 0 75.0| Delete | View 0
El Baltimore City |43 People Encouraging People, Inc. 3,839,932 2,544,349 PC 335,000|C 0 75.0| Delete | View 0
Baltimore Gity |40 Tuerk House, Inc. 5196116  3,287,000| PCE 350,281 |CE 0 70.0| Delete | View 0
Montgomery |39 Community Services for Aufistic Adults and Children, Inc. 1,298,373 973,780 o 0 75.0| Delete | View 0
El Washington  |1C The Arc of Washington County, Inc. 4,700,000 750,000 0 0 16.0| Delete | View 0
Statewide 99 Available Funds Adjustment 1,004,128  -1,004,128 [ 0 100.0| Delete | View 1
Totals 31,022,372 13,985,949 2,334,684 0
Total Funds Requested in FY 2022: 6,500,000 Update

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

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. Update the list to reflect
the following:

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

CAUTION: Once the “Delete” button is clicked, 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 add a project,
click “Add New.”

3. Verification that the information for all projects on the list is complete and accu-
rate. To review information, click “View” and an “Edit” screen will appear.

Once a project is added, you can “View” and “Delete.” These commands will appear
to the right of the project title. Click “View” to access to the sub-menus for each pro-
ject.

Total Funds Requested in | “Total Funds Requested in FY 20__:” indicates how much funding is being request-
Fy20 . ed in the current year. This field pulls the amount entered in the programlevel

“Cost & Funds - Request” screen (located in the dark-yellow toolbar). Use this func-
tion 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.
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Grant and Loan Programs
Projects - Requested Main Screen (Part I11A)

l About CBIS l Manage Account l Logoul

Home  Main Cost & Funds  Justification Prior Activity  Activity  Planned Activity | Projects |

@ Main & Cost & Funds @ Mafching Funds @ Details and Scheduling

Main Information

Program Title Federally Qualified Health Centers Grant Program

Project Title Baltimere Medical System, Inc.

Design and construct a dental clinic for Baltimore Medical System, Inc. (BMS), a Federally Qualrﬁed Health Center. The dental clinic will be located on

Description BMS-owned property adjacent to the Belair-Edison Health Center. EMS |s a dent, non-prefit healthcare organization

dedicated to improving the health, wellness, and guality of life for medically ved ities |nthe glealerE i area.

. 3210 Erdman Avenue Baltimore MD 21213
Location ; )
Longitude:: -76.572175 Latifude:: 39.320836

Agency Depariment of Health Sub-Agency

Legislative District 45 - Northeastern Baltimore City Subdivision Baltimore City

Agency Priority 1

Does this Project Have a CEW? HNo

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 be one paragraph and four to eight sentences long. Describe the project.
The first sentence should start with a verb such as construct, renovate, or convert. Include
the NSF and GSF from the program (if a program was submitted and approved by OCB),
which should also be the same as the NSF and GSF that is used in the CEW. Next, include
what the project is, 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 build-
ing). If there are phases to the project, indicate the number of phases and describe each of
them. Finally, include a generalized statement of the rationale, which will provide the justifi-
cation for the project.

Location

Enter the project’s street address and longitude/latitude in decimal degrees (-76.621972,
39.301324). You can find your project’s longitude and latitude at the Local and State Target-
ed Growth and Conservation website: https:/planning.maryland.gov/Pages/OurProducts/
iMaps.aspx . Click on the Growth and Conservation Overlays interactive map. If the pro-

ject’s location is yet to be determined, put “N/A” in the address and longitude/latitude
fields.

Agency

No data entry required. CBIS will populate this field.

Sub-Agency

No data entry required. CBIS will populate this field.

Legislative District

Enter the legislative district in which the project is located from the drop-down menu. Legis-
lative 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 not 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 124.

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 toolbar. Instruc-
tions for completing a CEW are included in Section IX.



https://planning.maryland.gov/Pages/OurProducts/iMaps.aspx
https://planning.maryland.gov/Pages/OurProducts/iMaps.aspx

Grant and Loan Programs
Projects - Requested Main Screen (Part IIIA) (Continued)

Click “Save.” For the “Save” command to function, at minimum the “Title” and “Agency” fields must be com-
plete. If this information is complete, the “Main Information” screen will re-appear, showing all of the information
that you entered. To move to another menu, click on the desired menu option on the darkyellow toolbar.
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Aboul CBIS | Manage Account | Manage Security Questions | Logout

Home Main  Cost&Funds Justhication Prior Activily Acivity Planned Activity | Projects [Tl

OMain O Cost& Funds O Matching Funds (O Detsils and Scheduling

Cost & Funds - Request

Program Title: Community Health Facilities Grant Program
Project Title: Chrysalis House, Inc.

Requested Phase Breakdown by Cost m
FY2022 FY2025 FY2027+
Acquisition 0 0| 0| 0 0 0 0 0
Planning 0| 0| 0| 0 0| [1] 0] 0
Construction 1,733,333 2,199,204| 0 0 0 0 0 3,932,537
Equipment 0| 0| 0 0 ] 0 0 0
Other 0 0| 0 0 0 0 0 0
Total 1,733,333 2,199,204 0 0 0 0 0 3,932,537
Requested Funds By Source m
2024 Phase 2025 Phase 2026
GO 1,300,000/ 1,649,403, C 0 0 0 0 0 2,949,403
GF 0 0| 0 0 0 0| o 0
SF 0 o 0 0 0 0 0 0
FF o 0| 0 0 0 0| o 0
RB 0 0 0 0 0 0 o 0
State Share 1,300,000 1,649,403, 0 0 0 [} [ 2,949,403
Match 433,333 549,801 0 0| 0 0 0 923,134|
Total 1,733,333 2,199,204 0 0 0 0 0 3,932,537
Click on “Cost & Funds” on the lightyellow toolbar.
Requested Phase Click “Edit Grid.” This table shows the total cost of the project, regardless of the
Breakdown by Cost source of funding. In the “Prior” column, enter any funding that has 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. Do not include commas or decimals.

Click “Save.” CBIS will calculate the row and column totals and populate the
“Match” and “Total” rows of the “Last Year’s Recommended Funds By Source” ta-
ble.

Requested Funds By
Source

Click “Edit Grid.” In the “Prior” column, enter the type of program funds previously
allocated for this project. In the fiscal year columns, enter the program funds being
requested, rounded to the nearest $1,000. Do not include commas or decimals. In
both the prior and fiscal year columns, indicate with capital letters the phase of activ-
ity each year’s funds will assist. Use A, P, C, E, for Acquisition, Planning, Construc-
tion, and Equipment, respectively, but do not use commas to separate different phas-
es.

Click “Save” and review the information you entered. CBIS will calculate the row
and column “Total,” “State Share,” and “Match” amounts. The “Match” is the total
project cost minus the combination of program funds (State Share) throughout the
life of the project as represented in the “Cost & Funds” screen prior and fiscal year
columns.

The column totals in each table must match.

119




Grant and Loan Programs

Projects - Requested Matching Funds Screen (Part II1A)

éMC.BLS.

| About cBIS | Manage Account | Manage Security Questions | Logeul

Home Main  Cost&Funds Justicaton Prior Acivily Activity Planned Adtivity | Projects [[ETGTdl

@ Mgin @ Cost& Funds (O Matching Funds  Q Details and Scheduling

Matching Funds

Program Title: Community Health Facilities Grant Program

Project Title: Chrysalis House, Inc.

State
Match
Total
State %
Match %

Matching Funds Source

Source of Funds

Add New Source

Cash in-hand
Fund raising
Total

250,000 Edit Delete
183,333 Edit Delete

Click “Matching Funds” on the light-yellow toolbar.

Matching Funds Type |The “Matching Funds” table populates based on information you entered in prior
screens.
Matching Funds Source |You can enter matching funds data by inputting new data or editing existing data. Do

not include commas or decimals.

To enter new data, click “Add New Source” on the “Matching Funds” screen. Enter the
new data in the “Source of Funds” and “Amount” fields and click “Update.” Review
the information you entered. Repeat this process to enter each new fund source.

To edit data already in the “Matching Funds Source” table, click “Edit” (or “Delete” if
appropriate) on the appropriate line in the Matching Funds Source table. Enter the
changes in the “Source of Funds” and/or “Amount” fields, and click “Update.” Review
the changes you made. Repeat this process for each fund source entry as necessary.
CBIS will total the fund sources you have entered.

Note: When all matching funds sources have been entered, the “Match” type of funds
in the “Matching Funds” table should equal the “Total” in the “Matching Funds
Source” table.
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Requested Details and Scheduling Screen (Part I11A)

[ About €8IS | Manage Account | Logoul

Home  Main Cost& Funds  Justfication  Prior Activity

Activity Planned Activity | Projects [

=

O Main O Cost & Funds @ Matching Funds O Details and

Details And Scheduling - Requested

Program Title: Federally Qualified Health Canters Grant Program

Project Title: Ballimore Medical System, Inc.

Proposed Net Square Feet

Area Name Square Feet

Efficiency Factor: 135

Program Status:

Proposed Schedule

Duration of Design: [s | monms staning on mDDYYYY) until 12112019
Duration of Construction: [& | montns starting On (MMDDYYYY) until 4112021

[l

Supporting Comments & Project Justification:

T Ew |

remains a serious issue for low-income children and adults

Analysis of Service Problem

their centers

The Department of Health requests 586,769 for Baltimore Medical System, Inc.

Facility Problem(s)- lack of dental care in the community - More than 42,000 adults visited the emergency room for chronic dental conditions in 2016. Many Maryland residents lack access to oral health care and experience preventable oral disease. Access to oral health care

Baltimore Medical System, Inc. (BMS) does not currently provide oral health care services and refers patients to community partners/specialists for dental care. A BMS Health Needs Assessment (March, 2016) noted patients were requesting BMS to include oral health care services in

Click “Details and Scheduling ” on the light-yellow toolbar.

If you linked your CEW to the “Details and Scheduling” screen, the dates of the design and construction periods and the NSF/
GSF fields on this screen should already be populated. If not, manually enter the information as described below.

Note: Do not include commas or decimals.

Net Sq. Ft

Enter numerical value if applicable.

Gross Sq. Ft

Enter numerical value if applicable.

Efficiency Factor

Click “Save,” and CBIS will calculate this field based on the NSF and GSF entered.

Cost Per GSF

The total cost per gross square foot is determined by dividing the total cost of acquisi-
tion, planning, construction, and equipment (Item 21 on the CEW) by the total gross
square feet.

Program Status

Facility programs are required for certain grant programs. Select the appropriate status
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 (MM/DD/YYYY). Click Save, and
CBIS will calculate the design completion date.

Construction Period
(Months)

Enter the duration of construction in months.

Construction Period
(Starting On)

Enter the actual or anticipated date construction begins (MM/DD/YYYY). Click

“Save,” and CBIS will calculate the construction completion date.

Click “Save. “To edit the “Supporting Comments & Project Justification”, click on the “Edit” button.
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Projects - Requested Details and Scheduling Screen (Part IIIA) (Continued)

Supporting
Comments &
Project
Justification

To edit the “Supporting Comments & Project Justification”, click the “Edit” button.

Expand on the information included in the project description. Describe and justify the project
in sufficient detail to indicate clearly the nature of the work to be funded. Include the size of the
facility in NSF and GSF, what the scope of the project is, its location, a description of the services
that the facility provides and the specific kinds of clients who receive the services, and any second-
ary components of the project, if applicable. Address facility problems, causes of the problems,
and consequences to the delivery of services. Describe how the project will resolve the facility
problems described. Be sure to provide quantitative data, when possible and where appropriate,
to support the project justification, such as the number of clients who need to be served, are cur-
rently 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. Explain if there are any issues that must be addressed, such as historic preservation or pro-
ject phasing.

All numbers in the write-up (NSF, GSF, etc.) must agree with supporting documents such as the
CEW or other sections of the CBIS worksheet. Explain any changes to the project scope and
schedule since the Part 1/II program (if applicable) was approved or since the publication of the
current CIP.

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). Generally, four types of facility problems may characterize a project: insuffi-
cient space, functional inadequacy of existing space, obsolescence or deficiencies in existing space,
and location as a barrier to client services. One or more of the facility problems can be involved in
a project.
e [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 resulted in over-
crowding in the existing space. For example, an increase of patients at a health facility may result in the
need for more clinical space.
e 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 examinations that was previously used for radiological services would have to be
changed for the more effective delivery of the clinical services.
o Obsolescent/deficient space means that the space is outdated or defective. Examples include
leaking roofs, buildings not in compliance with codes, and HVAC systems with inadequate capacity.
e Location as a barrier to client services means that the location of an existing facility is not
suitable for providing services as intended. For example, a health clinic that primarily serves low-income
populations and is located far from public transportation may have to be relocated to be more accessi-
ble.
Consequences on Operations/Service Delivery. After describing a facility problem, state its con-
sequences 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? Also, if appli-
cable, discuss how adapting the existing facility would not be sufficient to deliver services effective-
ly. For example, accepting more students, without increasing available space, might create over-
crowded classes.

122




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

Supporting Outcomes. Discuss the outcomes that are expected to occur as a result of an effectively delivered
Comments & |service. An outcome means the desired improvement in the condition or situation of the cus-
Project tomers that arises from use of a State agency’s services. For example, increased space for prison
Justification housing might reduce the number of inmates harmed as a result of unsafe housing conditions.
(Continued)

Use quantitative data to help justify your project. For example, if insufficient space is the facility
problem, then quantify the shortfall and cite the space standards used to arrive at the determina-
tion. Service/operations problems should also be measured using quantitative data. Referring to
the above examples, state the number of students turned away from classes due to overcrowding.
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.”

Note: OCB recommends cutting and pasting from Word by clicking on the Paste Plain Text
button and doing all formatting in CBIS.

Click “Save.” Scroll down to upload supporting documents to CBIS.

Uploading Doc- | To upload supporting documents to a request, go to the “Details and Scheduling” screen and
uments to CBIS |scroll down to “Supporting Documents” at the bottom of the page. Click “Browse” to select
your document and then click “Upload.” After uploading your document, click “Save” to avoid
losing any changes.

To download a document you have uploaded to CBIS, click on the “Download” button on the
right side of the screen. To delete a document you have uploaded, click “Delete.”

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

When finished with the “Details and Scheduling” screen, return to the “Projects - Requested” screen and continue
entering projects. There is no need to complete the “Operating Impact” screen for projects funded through a grant
or loan program.
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Grant and Loan Programs
Projects - Requested Screen (Part I1I)

[ About ceIS | Manage Account | Manage Security Questions | Logeut

Home  Main

Cost& Funds  Justiication _Prior Activity  Actiity _ Planned Aciity | Projects |[ETI

O Projects - Currant Year Planned Activity O Projects - Requested

Program Title: Federally Qualified Health Centers Grant Program

Projects included in this Request

Subdivision District

Add New
Update

Est. Cost  Prior Phase States Share %

Phase FY 2022 Req.

Phase Future Req.

Sub-Agency Priority

Worcester 33A Three Lower Counties Community Services, Inc 930,000 697,500 o o 75.0 | Delete | View o

Baltimore City |40 Native American Lifelines, Inc. 1916,982| 1,437,737 0 0 75.0|Delete | View 0

Balimore City |46 Baltimore Medical System, Inc. 952,202 714,152 |P 0 0 75.0|Delete | View 0

El Statewide 39 Available Fund Adjustment -284,312 -284,312 o o 100.0 | Delete | View 1
Totals 3,514,872 2,565,077 o 0

Total Funds Requested in FY 2022: 2,500,000 Update

Click “Projects”

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

Projects Included in this
Request

As projects are entered, CBIS updates the “Projects - Requested” summary page (Part
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
“Future Request” that appear on the summary page. In order to change information
entered, click View on the particular project of concern. After making 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. At the bottom of the project list, the “Total Funds
Requested in FY 20__:” field pulls the “Total” requested funds amount from the
“Cost & Funds - Request” screen.

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
of the “Requested Funds by Source” table, leaving the phase code blank. The
amount entered should equal the “Current FY Amount” in the “Projects - Request-
ed” 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 Infor-
mation” screen for each project, CBIS populates the “Agency Priority” field based on
what number the project has been assigned on the “Projects - Requested” screen.
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How to Print Your Request
:“:"-\’5 DEPARTMENT OF BUDGET & MANAGEMENT

TOU 3ne 1I03ged IN 10 BUNG 1o 357 FoN3a Sums
|:r’ﬂ C.B.S. About CBIS | Manage Account | Legoul | Help
Home | Reports |

Budpet Reports (3 Capital Budget Worksheets O End of Session Reports O Supplemental Reports & Secunity Reports

Capital Budget Worksheets

Agency | Eoard of Public Works [ v |

Request | lll

Project

Dﬁ.ge ncy Workshest for Requested Capital Projects

[ Cost Estimate Workshast - Requested

O Survey of Private Uses of Tax Exempt Financing

[ Private Use of Tax Exempt Financed Higher Education Facilities

[ Met Effect on Agency's Opersting Budget - Requested

[ Five-Year CIF - Summary of Agency Project Requests
Program

Orarti- Agency Funding Reguest Summary for Capital Grant and Lean Program

[ Part 1l - Summa ry of Proposed Use of Available Funds for Current Fiscal Year

Crartm - Summary of Requested Projects for Capital Grant and Loan Program

[ Part lIlA - Detsil of Requasted Project Associated with Capital Grant and Loan Program

[ Five Year CIF - Summary of Agency Frogram Reguests

St s roma

Go to the “Home” screen and click “View Reports” on the lightyellow toolbar. Next, click “Capital Budget Work-
sheets.” Select the agency from the drop down menu beside “Agency.” Depending upon your selection, CBIS will
present you with additional drop down menus for “Sub-Agency,” “Request,” and “Project.” Select the request and
the project you wish to print (select “All” or a specific project if you wish to print the projects within a program).
Beneath the drop down menus, click the boxes you wish to print for P”art I - Agency Funding Request for Capital
Grant Loan Program,” “Part II - Summary of Proposed Use of Available Funds for Current Fiscal Year,” “Part III -
Summary of Requested Projects for Capital Grant and Loan Program,” and “Part IIIA - Detail of Requested Pro-
ject Associated with Capital Grant and Loan Program.” If you would like to print cost estimates or operating im-

pact statements associated with projects within the program, also click the boxes for “Cost Estimate Worksheet -
Requested” and “Net Effect on Agency’s Operating Budget - Requested.”

e Scroll to the bottom of the page and click “Generate Reports.” A window will open showing the output file

in an Adobe format. Print or save your selection using the tool bar icons at the top of the Adobe output
screen.

e For 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.

e Ifyou uploaded attachments, you can download and print them from this screen.

NOTE: You may need to enable pop-ups in your internet browser.
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How to Print Your Request

NOTE:

e If your assigned CBIS role is an Agency User, clicking Submit will forward the request to your Agency Manag-
er. After submitting the budget request, the Agency User can only view, not change, the submission. If chang-
es are required, the Agency Manager can edit the material before submitting it to OCB. Alternatively, the
Agency Manager can return the submission to the Agency User for changes by clicking on the “Main Infor-
mation” 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.

e If your assigned CBIS role is an Agency Manager, clicking Submit will forward the request to OCB. After
OCSB receives the request, the Agency Manager can only view, not change, the submission. If changes are re-
quired, contact your OCB analyst and s/he will unsubmit the request. Your OCB analyst may also return the
submission to the Agency Manager if the submission is deemed to be incomplete, inaccurate, or incoherent.

How to submit your request:

Print and review a copy of the forms before submitting your request to OCB. After reviewing the request forms for
accuracy, return to the “Main” screen for the project and click the blue Submit button as shown below.

'N"l‘-"’ DEPARTMENT OF BUDGET & MANAGEMENT ‘You are logged in to Build 161 as: Fiona Burns
‘ll?}‘ C.B.l.s. [ About CBIS ] Manage Account l Logout l Help ]

Home | Main | Cost&Funds Prior Activity Activity Planned Activity Projects ([Tl

Main Information [ Eait ]

Title Community Parks and Playgrounds

This program provides funding for the restoration of existing and the creation of new parks and green systems in Maryland's cities
and towns. The program provides flexible grants exclusively to municipal governments to respond to the unmet need for assistance
Description to rehabilitate, expand or improve existing parks, create new parks, or purchase and install playground egquipment in older
neinhborhonds and intenselv develoned areas throuaohot the State The FY 2018 budnet includes funding for 23 orojiects in 13

If you are submitting your request after the August 15th deadline, CBIS will warn you that you are submitting after the dead-
line; click “Continue.”

Your request is now submitted and you will no longer be able to edit your submission. Refer to the capital
budget instructions circulated in April of each year for further steps.
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PREFACE FOR NON-STATE-OWNED PROJECTS

How to Enter the CBIS System

ﬂw DEPARTMENT OF BUDGET & MANAGEMENT

w4 C.B.LS.

N username:

! - password:

Forgot username? Contact the service desk at

(410) 697-9700 or service.deski@maryland.gov.

Forgot password? Click Here

Access to this system is restricted to suthorized users only and mited to spproved
business purposes. By using this system, you exqpressly consent fo the monitoring of all
aclivities. Any unsuthorzed access or use of this system is prohibited and could be
subject to criminal and civil penslfies. All records, reports, e-mail, software, and other
dats genersted by or residing upon this system are the property of The State of Maryland
and may be used by The State of Maryland for any purpose.

To begin the budget request process, access CBIS at https://cbis.dbm.state.md.us using Internet Explorer. You can
also access CBIS from the Office of Capital Budgeting (OCB) website: http://dbm.maryland.gov/budget/Pages
capbudhome.aspx by clicking the green “LOGIN” button on the right side of the screen. When you get to the log-
in screen shown above, 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 previously requested for your agency.

If you do not have a username and password, call the service desk at (410) 6979700 or email ser-
vice.desk@maryland.gov.

If you know your username but do not remember your password, and you previously set up security questions,
you can reset your password by clicking the “Click Here” like next to the “Forgot password?” question. Then, fol-
low the steps as directed to reset your password.

How to Navigate Through the CBIS Screens

Once you click on a project, you will see a dark-yellow toolbar that lists several different headings (Main, Schedule,
etc.) that describe the categories of information you must enter. Some of these categories have submenus which
appear on a lightyellow toolbar below the dark-yellow toolbar. To enter information in a sub-menu, click on the
heading in the dark-yellow toolbar. Then, choose the sub-menu from the light-yellow toolbar.

Generally, you enter information by clicking on an “Edit” or “Edit Grid” button and filling in a table, entering
data into a text box, or providing a narrative text. Click “Save” to exit the edit screen and to save the information

in CBIS.

A few pointers:

e Dollar amounts: do not use commas or decimals. Do not include dollar signs ($).
e Dates: most dates are in the MM/DD/YYYY or MM/YYYY formats.
e Text (applies to “Project Description,” “Supporting Comments,” and “Cost & Funds - Req. CIP Differ-
ence” text boxes):
¢ 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).
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Non-State-Owned Project
Home Screen

—
iu# C.B.I.S. About CBIS l Manage Account l Logout
Creale a New Q Search View View Capital View CBIS View Published
Request Requesls Reporls Budget Manual Recommendations
» 3 Instructions » » from Last Year »

Current Requests

Agency Sub Agency Type Request Title Last Revised Date
MISC Maryland Zoo in Baltimore Project |Maryland Zoo in Balimore - Facilities Renewal Unsubmitted Delete |11/12/2008 3:55:34 PM
MISC Maryland Zoo in Baltimore Project |Maryland Zo0 in Baltimore - Infrastructure Improvements Unsubmitted Delete |4M16/2019 3:27:21 PM

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

If the project has never been entered in CBIS, click “Create a New Request” on the light-yellow toolbar on the
CBIS home page. CBIS will take you to a “New Request” screen.

To access the Capital Budget Instructions, the CBIS Manual, and last year’s Capital Budget Volume, click on the
applicable link in the lightyellow toolbar.
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Non-State-Owned Project

New Request Screen
About CBIS

New Request

Request Type

® New Project

~
() New Program

Ownership

O State Owned

®) Non-State Capital Grants

I BT

To request a new project, click “Create a New Request” on the lightyellow toolbar on the CBIS home screen.

Request Type

Click “New Project.”

Ownership

Click “Non-State Capital Grants.”

Click “Save.” CBIS will take you to the “Main Information” screen.
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Non-State-Owned Project
Main Information Screen

M C.BLS. [ About CBIS | Manage Account | _Logout
Home | Main | CEW  Schedule Cost&Funds Justiication Dotails ([T
Main Information Print Requested Edit
Title Maryland Zeo in Baltimore - Infrastructure Improvements
Consruct mprovements (o the aging nfasructurs st The Mantand Zoo i Batimors. The Zoo Kentifed 3 variely of profcls nal rs gfouped no (s categores bisic miasircturs Mmproverments, stegi senices
and e Zoo wil use §3,550,000 for basic infrastructure improvements including the correction of fe-safely and animal welfare deficiencies throughout the Zoo, perimeter fence
Description "@8lacement an emergency hackup gensrator, roof eplasements. an ronoualons 1o v Elaghant Hovse, Loopard Buling. s vistor pating Lot an 5. The 360 o use 5250,000 for shrategic services improvements,
P including the installation of a shade shelter at the Polar Bear Tram Stop and the renovation of the WMEI‘TDWI Pavillion. The FY 2020 budget also includes $1,200,000 for , including to
the Crane Barn; reptile/amphibian exhibits; and the Chimpanzee Forest, as well as a new chicken exhibit.
Budget Request Type Non-State Ovned
1375 Mansion House Diive Druid Hill Park Baliimere MD 21217
Location
Longitude:: -76 633399 Latitude:: 39 301399
Agency Miscellaneous Sub-Agency Maryland Zoo in Baltimore
Legislative District 40 - Norih Central Balfimore City Subdivision Baffimore City
Budget Code Z400 Govemor's Priority Other Projects

Donald P. Huichinson
Druid Hill Park

Contact Info. 1876 Mansion House Drive
Baltimore, MD 21217
Phane # 443.552-5250

Is this project included in the agency's most current
Facilities Master Plan (which has been submitted to DBM)?

Does this project require a CEW? Ves

Ne

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

Title The name of the facility will appear as previously entered into CBIS.

Description Describe the project. Begin the with a verb such as construct, renovate, or convert. Include the
NSF and GSF from the facility program (if applicable), which should also be the same as the
NSF and GSF used in the CEW. Next, include what the project is and where the project is locat-
ed. 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, include a generalized statement of the rationale/
justification for the project. You will need to expand upon the justification in the supporting
comments section of this submission. This section should be one paragraph and four to eight
sentences long.

Location Enter the project’s street address and longitude/latitude in decimal degrees (-76.621972,
39.301324). You can find your project’s longitude and latitude at the Local and State Targeted
Growth and Conservation website: https:/planning.maryland.gov/Pages/OurProducts/iMaps.aspx.
Click on the Growth and Conservation Overlays interactive map. If the project’s location is yet
to be determined, put “N/A” in the address and longitude/latitude fields.

Request Status | This field indicates the status of the budget request.

e Unsubmitted: allows the Agency User to view and edit, and the Agency Manager to view
only.

e  Submitted to A/Mgr: allows the Agency User to view only, and the Agency Manager to view
and edit. The Agency Manager can select “Unsubmitted” from the drop-down menu to re-
turn the budget request to the Agency User.

e  Submitted to DBM: allows the Agency User and Agency Manager to view only, and DBM to
view and edit.

Agency Select your organization from the drop-down menu.

Sub-Agency Select your organization from the drop-down menu, if applicable.
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Non-State-Owned Project
Main Information Screen (Continued)

Legislative District

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

Subdivision Select the subdivision (county) in which the project is located from the drop-down
menu.

Budget Code Select the budget code from the drop-down menu. This is usually ZAOO for miscellane-
ous projects.

Governor’s Select the Governor's priority from the drop-down box. The priorities are “Education,”

Priority “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 if this is a new project.

Contact Info.

Select from the drop-down menu. If the correct contact is not listed, insert the name,
address, and telephone number of the person who should be contacted if there are any
questions about the information provided.

Facilities Master Plan

Click the appropriate circle. Generally, this will be answered no.

Does this project require

a CEW?

Click “Yes” if you are required to complete a Cost Estimate Worksheet (CEW) for the
project. If not, click “No.”

Click “Save.” For the “Save” command to function, at least the “Title” and “Agency” fields must be completed.
When this information has been entered, the “Main Information” screen will reappear, showing all of the infor-
mation that you have just entered. To move to another menu, click on the desired menu option on the dark

yellow toolbar.
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Non-State-Owned Project
Cost Estimate Worksheet

&M c.Bl.S. [About £BIS | Manage Account | Logout
Home Main | CEW | Schedule  Cost&Funds Justificaon Details [JETIES)

Title: Maryland Zoo in Baltimore - Infrastructure Improvements

CEW List

CEW Title

CEW List If you are required to submit a Cost Estimate Worksheet (CEW), click “Add” to create a
CEW. Instructions for completing the CEW can be found in Section IX.

If you are unsure if your budget submission requires a CEW, please contact your assigned
OCB analyst.

NOTE: If you are required to submit a CEW, complete the CEW prior to continuing. Much of the infor-
mation you will enter in the remaining CBIS screens is derived from the CEW.




Non-State-Owned Project
Schedule Screen

q.i}FC.B.I.S. About CBIS_| Manage Account | Logout

Home Main  CEW | Schedule | Cost&Funds Justicaon _Detils

O Request

Title: Maryland Zoo in Balfimore - Infrastructure Improvements

Schedule

Program Status: NiA Lv]

Design Period: ustenof (8| onngy g on B0 Y1) o 11472020
Construction Period: Duration of Muntncs] Starting on (MMDDAYYY) unii 17172025

Program Approval Part 1 (MM/DDIYYYY): l:l
Program Approval Part 2 (MM/DDIYYYY): l:l

BT

Click on “Schedule” on the dark-yellow toolbar.
If you linked your CEW to the “Schedule” and “Details” screens, the dates of the design and construction periods on this screen
should already be populated. If not, manually enter the information as described below.

Program Status Not Applicable - select “N/A.”

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

Design Period (Starting On) Enter the actual or anticipated date design begins (MM/DD/YYYY). CBIS
will calculate the design completion date after you click “Save.”

Construction Period Enter the duration of construction in months.

(Months)

Construction Period Enter the actual or anticipated date construction begins (MM/DD/YYYY).
(Starting On) CBIS will calculate the construction completion date after you click “Save.”
Program Approval Part 1 Not Applicable - leave blank.

Program Approval Part 2 Not Applicable - leave blank.

Click “Save.” CBIS will automatically take you to the “Cost & Funds - Request” screen. To view the information
entered in “Schedule,” click “Schedule” on the darkyellow toolbar. Verify that the correct completion date for
design and construction is shown. To edit any information, click on the appropriate field, make your changes,
and click “Save.”
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Non-State-Owned Project
Cost & Funds - Last Year’s CIP Screen

About GBS | Manags Account_| Manage Securiy Quesions | Lopout

Home  Main

Schodule | Cost& Funds | uscaten Dotals [ETTI0

O Last Year's CIP_ QRequest O Req CIP Difi_Q Matehing Funds

Tite: Maryland Zoo in Balimore - Infrastructure Improvements

Cost & Funds - Last Year

Last Year's Recommended Phase Breakdown by Cost | catons |
Fund Type Prior F20z1 22 FY2025 FY2024 FY2025 FY2026+ Tofal
Acquisition 0 [ [
Planning 550,000 300,000 300,000/ 300,000| 300,000 300,000 0| 2,050,000
Construction 4,300,000 4,300,000| 4,300,000/ 4,300,000 4,300,000 4,300,000 0| 25,800,000
Equipment 150,000 150,000 150,000] 150,000 150,000 150,000 0| 900,000
Other 0] 0| 0 0 0 0 0| 0
Total 5,000,000 4,750,000 4,750,000 4,750,000 4,750,000 4,750,000 0 26,750,000
Last Year's Recommended Funds By Source | eatena |
Fund Source Prior Phase 01 Phase 2022 Phase 2023 Phase 2024 Phase 2025 Phase 2026+ Phase

5,000,000| 4,750,000, PCE]| 4,750,000 PCE| 4,750,000, PCE| 4,750,000 PCE| 4,750,000 PCE| 28,750,000
GF 0| 0| 0] 0] 0| of 0

SF 0
FF 0
RB

State Share
Match
Total

0
5,000,000
0

5,000,000

0 0 0 0 0|
0 0 0 0 [

[
0

0 0 0 0 0| [
4,750,000 4,750,000} 4,750,000 4,750,000/ 4,750,000 28,750,000
0 0 0 0 0| [

S occcococoo

4,750,000 4,750,000 4,750,000 4,750,000 4,750,000/ 28,750,000

Click “Cost & Funds” on the dark-yellow toolbar. Click “Last Year’s CIP” on the light-yellow toolbar.

Last Year’s Recom-
mended Phase Break-
down by Cost

Click “Edit Grid” for “Last Year’s Recommended Phase Breakdown by Cost.” If this pro-
ject is in the current CIP, CBIS should roll this information over from last year. If this
screen is blank, enter the amount of funds indicated in the current CIP for each respec-
tive year by type of activity in the Prior and the fiscal year columns. Round dollar amounts
to the nearest $1,000 and do not include commas or decimals.

Click “Save” and review the information you entered. CBIS will calculate the column and
row totals. All of the dollar amounts appear as “Match” dollars on the table below until
the “Fund Source” data is directly entered into the various source categories (e.g. GO, GF,
etc.) in the step below.

Last Year’s Recom-
mended Funds by

Source

Click “Edit Grid” for “Last Year’s Recommended Funds by Source.” If this project is in
the current CIP, CBIS should roll this information over from last year. If this screen is
blank, enter the amount of funds indicated in the current CIP for each respective year by
type of funds the Prior and the fiscal year columns. Round dollar amounts to the nearest
$1,000 and do not include commas or decimals. In both the prior and future 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
include commas between phase codes.

Click “Save” and review the information you entered. CBIS will calculate the column and
row totals. This data should now be accurately divided between “State Share” and
“Match.”
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Non-State-Owned Project
Cost & Funds - Request Screen

Aboutcats | Manige Accaunt_| Manage Securty Questions | Logaut

Home Main  Schedle | Costa Funds | Justiicaton Deails (TN

OlastYzarsCP O Request OReqCIPDiff O Matehing Funds

Title: Maryland Zoo in Balfimore - Infrastructure Improvements
Cost & Funds - Request

Requested Phase Breakdown by Cost

Edit Grid

Acquisition
Planning
Construction
Equipment
Other

FY2023 FY2026 FY2027+

[ 0 0
[y 0 2,050,000
0 0 25,800,000

300,000 150,000 150,000 150,000 150,000 9 0 900,000
0 0 0
0 0

Total 9,750,000 4,750,000 4,750,000 4,750,000 4,750,000 28,750,000
Requested Funds By Source
Phase 2027+ Phase
GO 9,750,000 4,750,000/ PCE| 4,750,000/ PCE| 4,750,000 PCE| 4,750,000 PCE| 0 0| 28,750,000
GF 0| 0 0| 0 0| 0 0| 0
SF 0| 0 0| 0 0| 0 0| 0
FF 0| 0 0| 0 0| 0 0| 0
RB 0| 0 0| 0 0| 0 0| 0
State Share 9,750,000 4,750,000| 4,750,000| 4,750,000, 4,750,000 o 0| 28,750,000
Match 0] 0 0| 0 0] 0 0] 0|
Total 9,750,000 4,750,000 4,750,000 4,750,000 4,750,000 0 0 28,750,000
To open this Screen, click “Cost & Funds” on the dark-yellow toolbar.
Click “Request” on the light-yellow toolbar.
Requested Phase Click “Edit Grid” for the “Requested Phase Breakdown by Cost” table. This table should
Breakdown by Cost  |show the total cost of the project, regardless of the source of funding. In the “Prior” col-

umn, enter any prior funding allocated for this project by type of activity. In the fiscal year
columns, enter the amount of funds being requested for the project (rounded to the near-
est $1,000; do not include commas or decimals) in the appropriate cell.

Click “Save” and review the information you entered. CBIS will calculate the column and
row totals. All of the dollar amounts appear as “Match” on the table below until the
“Fund Source” data is directly entered into the various source categories (e.g. GO, GF,
etc.) in the step below.

Requested Funds by

Source

Click “Edit Grid” for “Requested Funds by Source.” In this table, only enter the amount
of State funds authorized or to be requested for the project. 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 to be requested (rounded
to the nearest $1,000; do not include commas or decimals). 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 the phase codes.

Click “Save” and review the information you entered. CBIS will calculate the column and
row totals. This data should now be accurately divided between “State Share” and
“Match.”
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Non-State-Owned Project

Aboul CBIS | Manage Accoun! | Manage Security Questions | Logoul

Home Main  Schedule | Cost& Funds | Justficaion Dewils (TN

@LastYear's CIF O Reguest O Req CIP Diff Q Matching Funds

Title: Maryland Zoo in Baltimore - Infrastructure Improvements

Cost & Funds - Req. CIP Difference

Explain the difference between current reguest and prior recommended CIP

VoahiE X G- @ & fontName  -|Real..-|| B I U [E
FY 2022 Flenned: $6,000.000 (GO Bonds) The amount recemmendied is consistent with the amount planned in the

=
20 i
[
]
1
1
3
L)

Click “Cost & Funds” on the dark-yellow toolbar. Click “Req CIP Diff” on the light-yellow toolbar.

Requested CIP

Difference

Compare the funding planned in the CIP with the funding being requested. Begin the text with,
“FY 20__ Planned:” then state the amount of funds, the phase code (A,P,C,E) 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, or phase codes, separate each of the different funding groupings by semico-
lons.

After entering the planned CIP information, state 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 the same as the amount planned, state “The amount requested is
consistent with the amount planned in the CIP.”

2. If the amount requested is different than the amount planned, state “The amount requested
is $__ more (or less) than the amount planned in the CIP.” Then state the reason(s) for the
difference.

3. If the project was not planned for funding in the upcoming fiscal year, state “FY 20__
Planned: $0.” Add one to two sentences to explain the amount requested and why the pro-
ject request differs from the Governor’s CIP. Provide justification for including the project
in the Governor’s CIP.

4. If the project had planned funding for an out year but was accelerated to the fiscal year un-
der consideration, state “FY 20__ Planned: $0. Funding planned in FY 20__ through FY
20__.” If funding extended beyond the CIP, add “...and beyond.” Add one to two sentences
to explain the amount requested for the upcoming year and justify why the funding has been
accelerated.

Click “Save” and the “Cost & Funds—Request” screen will appear. To edit the material you en-
tered, click on “Req CIP Diff” in the light-yellow toolbar.
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Non-State-Owned Project
Matching Funds Screen

Aboul CBIS | Manage Account | Manage Security Questions | Logout

Home Main  Schedule | Costd Funds | Jussficaion Details (TN

OLsstYears CIP O Request O ReqCIF Diff O Matching Funds

Title: R Adams Cowley Shock Trauma Center Renovation - Phase Il

Matching Funds

FY2025

Matching Funds Source
Source of Funds
UMMS-Cash from Operations
Total

Amount

20,000,000 dit Delete
20,000,000

Click “Cost & Funds” on the dark-yellow toolbar. Click “Matching Funds” on the light-yellow toolbar.

Matching Funds |No data entry required. CBIS will populate the “Matching Funds” table based on infor-
mation you entered in prior screens.

Matching Funds |To enter matching funds data, you can input new data or edit existing data. Round dollar

Source amounts to the nearest $1,000 and do not include commas or decimals.

To enter new data, click “Add New Source” on the “Matching Funds” screen. Enter the new
data in the “Source of Funds” and “Amount” fields and click “Update.” Review the infor-
mation you have entered. Repeat this process for each new fund source.

To edit data already in the “Matching Funds Source” table, click “Edit” (or “Delete” if appro-
priate) on the appropriate line in the “Matching Funds Source” screen. Enter the changes in
the “Source of Funds” and/or “Amount” fields, and click “Update.” Review the changes. Re-
peat this process for each fund source entry as necessary. CBIS will total the fund sources you
have entered.

After you enter all matching funds sources, the “Match Total” in the “Matching Funds” table
must equal the “Total” row in the “Matching Funds Source” table.
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Non-State-Owned Project
Details and Justification—Request Screen

About CBIS | Manage Account | Logout

Home Main  CEW  Schedule

Cost& Funds | Justfcaton | Details

O Request

Title: Maryland Zoo in Baltimore - Infrastructure Improvements

Details and Justification - Request

Basic

VR K D90 @ & fntNme |Rel.-|| B I T | EE Eis|A-gF
The Maryland Zoo in Balfimore requests $5,000,000 in GO bonds ta construct to its aging i Projects are grouped into three categories: Basic Strategic Services , and Ex ~

Improvements. The requested amount is censistent with the CIP.
Founded in 1876, the Maryland Zoo in Baltimore is the third-oldest zoo in the country, and it has confinually expanded over the years. New exhibits were incrementally added and the Zoo now occupies 45 of their 135 acres. The FY 2020 funding will be used for:
- §3.550.000

Basic i

backup generator, roof len\acements as weH as renovations to the Elephant House, Visitor Parking Lots A & B , the Leopard Building, and the need for a Tree Survey.

+ The Zoo will use 800,000 to address deficiencies identified by USDA and AZA inspectors, changes in federal legislation! reguiations, and Zoo Staff. The Zoo has a growing, ving collection and must adjust prioriies accordingly. Projects wil correct lfe-
safety and animal welfare deficiencies 1o allow the Zao to continue to meet the standards of its regulatory agency, the United States Department of Agriculture (USDA). Funding is also requested to modify several existing exhibits to create a better and
safer living environment for the animals.

+ The Zoo will use 520,000 for perimeter fence replacement. The Z0o is required by USDA regulations to have an eight-foot-all perimeter fence (with barbed wire on top) around the Zoo's entre 135 acres. Fencing is in need of replacement due to
general age and damage from faling trees/iree imbs, vehicie hits, and vandalism. In pariicular, inclement weather in spring 2013 damaged fencing due fo fallen trees. As much fencing as possible will be replaced each year based on priority needs.

« The Zoo will use £100,000 fe design and install an emergency backup generator. The project will provide backup throughout the Zao’s animal, staff, and guest areas in the event of a power outage in order to maintain lighting, refrigeration, efc.

+ An additional $100,000 will be used for raof replacement of buildings Zoo wide. Many buidings around the Zoo are in various stages of disrepair due to age and damage and need roof replacement. As many raofs as possiole will be replaced based on

+ The Elephant House was constructed in 1926 and once housed elephants and hippos, but is now used as a storage area. This building’s roof must be renovated and the sofft, doors, and gutters must be replaced. During last year's visit by the AZA
Visiting Committee, the Zoo was cited for the mold and lead paint in the building. The contract to make those repairs has been submitted, but i these exterior items are not dealt with, the mokd will retum. The Maryland Historical Trust has a perpetual
historic asement on the exterior of the building. The Zoo requests $350,000 for this roof renovation

+ The Zoa requests §1,000,000 to renovate Parking Lots A & B as the first installment of a four-year request. Over fhe years, the lots have become an impervious surface with rainwater running off the parking lots. A heavy rain and free roofs can cause the

ting life ited States Depariment of Agriculture (USDAWAnimal Welfare Act, and Association of Zoos and Aquariums (AZA) deficiencies throughout the Zoo, perimeter fence replacements, emergency

Click “Justification” on the dark-yellow toolbar to get to the “Details and Justification—Request” screen.

Details and
Justification—
Request

Expand on the information included in the project description. Describe and justify the project
in sufficient detail to indicate clearly the nature of the work to be funded. Include the size of the
facility in NSF and GSF, what the scope of the project is, its location, a description of the services
that the facility provides and the specific kinds of clients who receive the services, and any second-
ary components of the project, if applicable. Address facility problems, causes of the problems,
and consequences to the delivery of services. Describe how the project will resolve the facility
problems described. Provide quantitative data, when possible and 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 second-
ary objectives, or if the scope of the problem goes beyond what has been indicated above. Explain
if there are any issues that must be addressed, such as historic preservation or project phasing.

All numbers in the write-up (NSF, GSF, etc.) must agree with supporting documents such as the
CEW or other sections of the CBIS worksheet. Explain any changes to the project scope and
schedule since the publication of the current CIP.

Address three issues in the supporting comments:
1) descriptions of the facility problem(s), 2) consequences of the facility problem(s) on service
delivery, and 3) outcomes.

Facility Problem(s). Generally, four types of facility problems may characterize a project: insuffi-
cient space, functional inadequacy of existing space, obsolescence or deficiencies in existing space,
and location as a barrier to client services. One or more of the facility problems can be involved
in a project.
o 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 resulted in over-
crowding in the existing space. For example, an increase of patients at a health facility may result in the
need for more clinical space.
e 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 examinations that was previously used for radiological services would have to be
changed for the more effective delivery of the clinical services.
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Non-State-Owned Project
Details and Justification—Request Screen (Continued)

Supporting
Comments for
the Request
(Continued)

Facility Problem(s) (continued)
o Obsolescent/deficient space means that the space is outdated or defective. Examples include
leaking roofs, buildings not in compliance with codes, and HVAC systems with inadequate capacity.
o Location as a barrier to client services means that the location of an existing facility is not
suitable for providing services as intended. For example, a health clinic that primarily serves low-income
populations and is located far from public transportation may have to be relocated to be more accessi-

ble.

Consequences on Operations/Service Delivery. After describing a facility problem, state its con-
sequences 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, or cause the
hospital to go to flyby status? Also, if applicable, discuss how adapting the existing facility would
not be sufficient to deliver services effectively. For example, accepting more students, without
increasing available space, might create overcrowded classes.

Outcomes. Discuss the outcomes that are expected to occur as a result of an effectively deliv-
ered 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 pris-
on housing might reduce the number of inmates harmed as a result of unsafe housing condi-
tions.

Use quantitative data to help justify your project. For example, if insufficient space is the facility
problem, then quantify the shortfall and cite the space standards used to arrive at the determina-
tion. Service/operations problems should also be measured using quantitative data. Referring to
the above examples, state the number of students turned away from classes due to overcrowding.
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.”

Managing for Results (MFR). Identify which MFR goals this project will affect and/or impact.
Elaborate on how this project helps to accomplish that goal. Goals and objectives are outlined in
the current Maryland operating budget volumes, which are located on the DBM website under
Operating Budget: http://dbm.maryland.gov/budget/Pages/operbudhome.aspx.

Note: OCB recommends cutting and pasting from Word by clicking on the Paste Plain Text but-
ton and doing all formatting in CBIS.

Click “Save.” To review the data entered, click on “Justification” on the dark-yellow toolbar.
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Non-State-Owned Project
Details and Justification—Request Screen (Continued)

Uploading To upload supporting documents to a request, go to the “Justification” section and scroll down
Documents to |to “Supporting Documents” at the bottom of the page. Click “Browse” to select your document
CBIS and then click “Upload.” After uploading your document, click “Save” or you may lose any

changes you made to the supporting comments section when you navigate away from this page.

To download a document you have uploaded to CBIS, click on the “Download” button on the
right side of the screen. To delete a document you have uploaded, click “Delete.”

Uploaded documents must be in Excel or PDF format. Agencies may upload signed agency re-
quest letters, backup documentation, cash flows, and fund summaries. Agencies may not upload
documents in lieu of providing supporting comments.
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Non-State-Owned Project
Detail for Project Screen

i C.B.LS.
Home Main  Schedule  Cost& Funds Justficaion | Details |

O Request

Aboul CBIS | Manage Account | Manage Security Questions | Legout

Title: R Adams Cowley Shock Trauma Center Renovation - Phase Il

Details - Request

Proposed Net Square Feet

Square Feet

Building Infrastructure Upgrades 4,000
HLA/Flow Laboratory Relocation (Project Enabling) 3,600
Trauma Resuscitation Unit 20,000
Acute Unit 14,000
Hyperbaric Chamber 2,000

IAcme Transfusion Service (Blood Bank) 8,600

Percent Efficiency:  100.00%

Click “Details” on the dark-yellow toolbar. Click “Add New Area” to bring up the above screen to which you may
add individual spaces or edit/delete the detail for previously entered spaces.
Note: Do not include commas or decimals.

Add New Area |Enter the name of a major area and its NSF in the two blank fields that appear and click

“Update.”

Update After entering the area name and net square feet, click “Update” to add the space. The “Detail
for Project” screen will reappear.

Cancel Click “Cancel” to default the area name and square feet fields to blank spaces.

Edit Click “Edit” to change previously entered information.

Delete Click “Delete” to remove areas from the inventory of spaces.

Net Sq. Ft. CBIS will automatically total the net square feet as you make entries in the “Add New Area”

section above.
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Non-State-Owned Project
Detail for Project (Continued)

&M C.B.LS. About CBIS IManageAﬂ:nunl ] Logout
Home Main  Schedule  Cost&Funds Justiicaion | Detils |[ETLIN
@ Request

Details - Request

Proposed Net Square Feet

Area Name

Central Utility Plant {gsf)
Regional Medical Center (gsf)

Title: Capital Region Medical Center

Add New Area

Square Feet

0 Edit Delete
26,820 Edit Delete
618,286 Edit Delete

Met Sq. Ft.:
Capacity: 205

Percent Efficiency:  82.71%

oo ]

St st

rom s

Unit Cost:

I T

After you add individual spaces to the proposed NSF breakdown, update the following fields.

Note: Do not include commas or decimals.

Net Sq. Ft.

If you did not click “Add New Area” to enter individual spaces, enter the net square feet
for the total project. If you have used the “Add New Area” button to enter individual spac-
es, the total Net Sq. Ft. will be calculated by CBIS.

Gross Sq. Ft.

Enter the gross square feet (GSF) for the total project. If you linked your CEW to the
“Schedule” and “Details” screens, this field should already be populated.

Structural Cost/GSF

The structural cost per square foot is determined by dividing the total structural construc-
tion cost (Item 8K on the CEW, if you are completing one) by the total GSF. Do not in-
clude any acquisition, planning, or equipment costs. If you linked your CEW to the “Schedule”
and “Details” screens, this field should already be populated.

Total Cost/GSF

The total cost per gross square foot is determined by dividing the total cost of acquisition,
planning, construction, and equipment (Item 21 on the CEW, if you are completing one)
by the total GSF. If you linked your CEW to the “Schedule” and “Details” screens, this field should
already be populated.
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Non-State-Owned Project
How to Print Your Request

This is the first of two ways to print a copy of your request. This print option will print the requested worksheet only.
See the next page for instructions on printing the Cost Estimate Worksheet with the requested worksheet.

M C.B.LS. [ About CBIS_| Manage Account | Logout

Home | Main | CEW  Schedule  Cost&Funds Justfication Details [T
Main Information T .

Title Maryland Zoo in Baltimore - Infrastructure Improvements

Construct improvements to the aging infrastructure al The Maryland Zoo in Baltimore. The Zoo identified a variety of projects that are grouped into three categoriey/ basic infrastructure improvements, strategic services
and he n

Deseription o\, sing the installation of a shade sheiter at the Polar Bear Tram Stop and the renovation of the Waterfow Pavilion. The FY 2020 budget aiso includes 51,200,000/ for
the Crane Bam; reptile/amphibian exhibits; and the Chimpanzee Forest, as wel as a new chicken exhibit

Budget Request Type Non-State Ouned
1876 Mansion House Drive Druid Hill Park Baltimore MD 21217

Location
Longitude:: -76.633399 Latitude:: 39 301399
Agency Miscellaneous Sub-Agency Maryland Zoo in Baltimore
Legislative District 40 - North Central Baltimore City Subdivision Baltimore City
Budget Code 2400 Governor's Priority Other Projects

Donald P. Hutchinson
Druid Hill Park

Contact Info. 1376 Mansion House Drive
Baltimore, MD 21217
Phone # 443-552-5250

When you have completed the required forms, click the “Print Submitted” button located in the top right corner
of the “Main” screen. Your request will appear in an Adobe file, which can be printed for review or saved in a file.

You may need to enable pop-ups in your internet browser.
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Non-State-Owned Project
How to Print Your Request

This is the second way to print a copy of your request:

dMc.B.S.

Home | Reports |

[ About CBIS | Manage Account | Legout | Help |

& Capital Budpet Reports () Capital Budget Worksheets () End of Session Reports

Capital Budget Worksheets

i;:;‘cy Maryland Zoo in Baltimare w |

Request | 1 |

Project

[ Agency Worksheet for Requested Capital Projects

[[] cost Estimate Worksheet - Requested

O Survey of Private Uses of Tax Exempt Financing

[ Private Use of Tax Exempt Financed Higher Education Facilities
[I et Efiect on Agency's Operating Budgst - Requested

[[J Five-vaar CIP - Summary of Agency Project Requests
Program

[JPart1 - Agency Funding Request Summary for Capital Grant and Loan Program
[JPart i1 - Summary of Proposed Use of Avsilable Funds for Cumrent Fiscal Year

oy P
Ceartin- Summary of Requested Projects for Capitsl Grant and Loan Program
I Part 1114 - Desail of Requested Project Associated with Capital Grant and Loan Program
[ Five vear CIF - Summary of Agency Frogram Requess

[ Select Output Format I Generate Reports

Go to the “Home” screen and click “View Reports” on the light yellow tool bar. Next, click “Capital Budget Work-
sheets.” Select the 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.” Select the request you wish to
print. Beneath the drop down menus click the first box, “Agency Worksheet for Requested Capital Projects.” If
you would like to print the cost estimate, also click the box for “Cost Estimate Worksheet - Requested.”

screen.

Scroll to the bottom of the page and click “Generate Reports.” A window will open showing the output file
in an Adobe format. Print or save your selection using the tool bar icons at the top of the Adobe output

For 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.

If you uploaded attachments, you can download and print them from this screen.

You may need to enable pop-ups in your Internet browser.
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Non-State-Owned Project
How to Submit Your Request

NOTE:

e If your assigned CBIS role is an Agency User, clicking “Submit” will forward the request to your Agency Man-
ager. After submitting the budget request, the Agency User can only view, not change, the submission. If
changes are required, the Agency Manager can edit the material before submitting it to OCB. Alternatively,
the Agency Manager can return the submission to the Agency User for changes by clicking on the “Main Infor-
mation” screen. Click “Edit.” Then, 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.

e If your assigned CBIS role is an Agency Manager, clicking “Submit” will forward the request to OCB. After
OCB receives the request, the Agency Manager can only view, not change, the submission. If changes are re-
quired, contact your OCB analyst and s/he will unsubmit the request. Your OCB analyst may also return the
submission to the Agency Manager if the submission is deemed to be incomplete, inaccurate, or incoherent.

How to submit your request:

Step 1: Print and review a copy of the forms before submitting your request to OCB. After reviewing the request
forms for accuracy, return to the “Main” screen for the project and click the blue “Submit” button as shown be-
i’{.# CBIS. [ About CBIS | Manage Account | Logout

Home | Man | CEW  Scheduls  CostdFunds Justicaton Deais [FETLT)

Main Information

Print Requested Edit

Title Maryland Zoo in Baltimore - INgstructure Improvements

Cﬂnslluct |mplmmants to the age infrastructure at The Maryland Zoo in Baltimore. The Zoo identified a variety of projects that are grouped into three categories: basic infrastructure improvements, strategic services
and The: Zoo will use §3,550,000 for basic infrastructure improvements including the correction of life-safety and animal welfare deficiencies throughout the Zoo; perimeter fence

replacement, an emergency backup generator roof replacements; and renovatiens to the Elephant House, Leopard Building, and Visiter Parking Lots A and B. The Zoo will use $250,000 for strategic services improvements,

including the installation of a shade shelter at the Polar Bear Tram Stop and the renovation of the Waterfow! Pavillion. The Y 2020 budget also includes $1,200,000 for exhibit/atfraction improvements, including renovations to

the Crane Bam; reptile/amphibian exhibits; and the Chimpanzee Forest, as well as a new chicken exhibit.

Descripfion

Budget Request Type Non-State Owned

Step 2: CBIS will display a “Submit Page” screen.

If you have not already reviewed your request, click “Print Request,” and your request will appear in an Adobe file,
which can be printed for review or saved in a file.

guﬁ C.B.lS. [ Aboul €8IS | Manage Account | Manage Security Questions | Legout

Home | Main  Schedule  Cost& Funds Justiicaion Details [oTR)

Title: Maryland Zoo in Baltimore - Infrastructure Improvements

Submit Page

Estimated Costs by Use Request Total By Year

Prior 2022 2023 2024 2025 2026 Out Years Total
9,750,000 4,750,000 4,750,000 4,750,000 4,750,000 [ [] 28,750,000

Requested Funds by Source Total by Year

Out Years

9,750,000 4,750,000 4,750,000 4,750,000 4,750,000 o 0 28,750,000

Print Request Submit Request

After reviewing the request forms for accuracy, click “Submit Request.”

If you are submitting your request after the August 15th deadline, CBIS will warn you that you are submitting after the dead-
line; click “Continue.”

Your request is now submitted and you will no longer be able to edit your submission. Refer to the capital
budget instructions circulated in April of each year for further steps.
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SECTION IX:
INSTRUCTIONS FOR
COMPLETING A
COST ESTIMATE WORKSHEET

(CEW)
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Z¥cBLS.

Cost Estimate Worksheet
Main Screen

About CBIS | Manage Account | Logout

Home Main | CEW | Schedule Cost&Funds Jusicaion Details  Tax Survey

Operating imp. [T

CEW Main

The Cost Estimate Worksheet is used to support the funding requested for a project in the Capital Budget

Project Title: Disaster Recovery Center [ Request |

CEW Title:

Disaster Recovery Center

Prepared By: Fiona Bums

Recommended By:

AE on Board?

Override existing formulas

and key in data manually? ®

Yes ®No

Source of Estimate:

Project Location:

Institution:

Project #:

Estimate Date (MM/DD/YYYY):

Estimate Ret-P: [January | v [16]v

Escalation is set at 4.00 for 2019, 4.00 for 2020, 4.00 for 2021, 4.00 for 2022, 4.00 for succeeding calendar years

Continue

1. Click “CEW” on the dark-yellow tool bar. CBIS will display a “CEW List” screen.
Click “Add” to start a new CEW, and CBIS will display the screen shown above. To edit an existing CEW,
click on the appropriate link under “CEW Title.” Then, click “Original Requested CEW” on the following

screen.

Note: When entering numerical information in grids, DO NOT use commas or decimals unless otherwise stated.

Project Title No data entry required. The field populates automatically with the project title listed in the
“Main Information” section of CBIS.

CEW Title If the project has more than one CEW, enter a distinctive name for the CEW you are working
on (e.g. “Phase I”).

Prepared By: No data entry required. The name of the individual logged in to CBIS populates automatical-
ly.

A/E on Board? Choose “Yes” if an architect or engineer (A/E) has been hired for the project. Choose “No” if

an architect or engineer has not been hired.

Override existing
formulas and key
in data manually?

Choose “Yes” if you have a cost estimate from your A/E that you will use to complete the
Y Y Y p

CEW. If you do not have a cost estimate from an A/E, choose “No” to use the existing formu-

las.

Source of Enter the name of the source of the cost estimate here. This can be an internal agency cost
Estimate center, the DGS Cost Center, the project’s A/E, or a consultant.

Project Enter the subdivision (county) in which the project is located.

Location

Institution No data entry required. If applicable, this field populates automatically.

Project # Enter the project number if applicable. DGS assigns a project number after the General As-

sembly authorizes project funding.

Estimate Date

Enter the date you are entering the CEW information into CBIS in MM/DD/YYYY format.
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Cost Estimate Worksheet
Main Screen (Continued)

Estimate Refer-
ence Point

Enter the Estimate Reference Point. This is the date on the source used to prepare the cost
estimates and affects future escalation.

The Estimate Reference Point assumes this source is the most recent Means Construction
Cost Data, which is released each January. However, in practice DBM does not require agen-
cies to use this data every year. To update a cost estimate, agencies can instead update the
Estimate Reference Point to January of the current year, and then apply the prior year's esca-
lation to the project's base costs (Items 8 -10; Structure, Site, and Utilities). This gives you an
estimate of the most recent Means Construction Cost Data.

Using the Estimate Reference Point to account for escalation varies depending on which of
the following situations applies to your project:

1) Project does not have a cost estimate from an A/E or CM.: If the project does not have a
cost estimate from an A/E or CM, update the Estimate Reference Point to January of the
current year. Typically, agencies update the Estimate Reference Point and then increase the
cost per square foot in Items 8-10 by applying the prior calendar year’s escalation factor

(9.3% for CY 2019).

2) Project has a cost estimate from A/E, and you selected "do not override existing formu-
las": The Estimate Reference Point will apply escalation to the project. A/E estimates en-
tered into the CEW must be base costs that do not factor in the A/E's escalation estimate.

3) Project has a cost estimate from the A/E, and you selected "override existing formulas":
Because you chose to override existing formulas, the Estimate Reference Point will not affect
escalation. The A/E estimates should already factor in the construction schedule and there-

fore escalation.

4) Project was bid and has an estimate from the CM: Do not update the Estimate Refer-
ence Point. You should have selected to "override existing formulas", so escalation will not
apply. The CM estimate already factors in the construction schedule.
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Cost Estimate Worksheet

Items 1-6

H DN D About CBIS | Manage Account | Logout
Home Main | CEW | Schedule Cost&Funds Justficaon Details  TaxSurvey  Operating Imp. (JYRTN
Title: Disaster Recovery Center
CEW Title: Disaster Recovery Center

CEW -Items 1 -6

1. Design Phase: Budget |

2. Project Type: Demolition [_|Major [_IMinor [¥]New Construction [ Renovation [ site [] utitity

3. Design Period (MM/DD/YYYY):

Duration ot [ |montns Starting on anti 7172018
4. Estimated Bid Date (MM/DD/YYYY): | 8172018

5. Construction Period (MWDDIYYYY):  Duration of [24 | Months Starting on [ 11/12018 | untit 111112020

Construct a 50,000 GSF new facility in Anne Arundel County on the current grounds of the closed Crownsville State Hospital for use by all State agencies for the recovery of critical services and systems in the event
primary data centers become inaccessible; conducting IT disaster recovery plan testing; and hosting statewide critical applications. Such a facility is imperative to the continued delivery of critical services 1o the
constituents of the State, and for the business of the State to continue should a natural or man made event render an agency's primary data center inoperable. This facility is to support the IT disaster recovery plans of
State agencies and is nof intended to the f an agency’s Continuity of Operations Plan (COOP).

Project Description:

6. Estimated MidPoint:

(Auto-populated based on item 5) Ul

Based on the established project schedule, estimate the mid-point of the construction period. Allow time from project bid date to construction start date to account for award of the project and time before the contractor receives notice to proceed with
construction. Enter the number of months from the estimate reference point to the mid-point of construction.

]

_cowme | [ e e | T

Item 1 Select the design phase of the project that the CEW data is based on from the drop-

Design Phase down menu. This will not necessarily be the stage of design that you are currently in.
Select “Budget” if this is an initial request or if an A/E has not yet provided a cost esti-
mate. Select “Schematic,” “Design Development,” or the appropriate phase of
“Construction Documents” to reflect the stage of design from which the data is de-
rived.

Item 2 Check the appropriate box or boxes to indicate the type of project.

Project Type

Item 3 Enter the number of months it will take to design the project and the starting date in

Design Period MM/DD/YYYY format.

Item 4 Enter the estimated bid date in MM/DD/YYYY format.

Estimated Bid Date

Item 5 Enter the number of months it will take to construct the project and the construction

Construction Period

start date in MM/DD/YYYY format.

Project Description

No data entry required. The field populates automatically with the project description
entered in the “Main” screen.

Item 6
Estimated MidPoint

No data entry required. CBIS calculates the Estimated MidPoint date automatically
based on the established project schedule. The MidPoint date is halfway between the
beginning and end of construction and is used by CBIS, along with the Estimate Refer-
ence Point, to calculate escalation.

To ensure this field populates correctly for an existing project, delete the existing mid-
point after you update the construction period. Do not enter a date manually unless
the project has an atypical construction schedule.

Click “Continue.” CBIS will display “CEW - Item 7.”

To verify that the MidPoint auto-populated, click “back” to return to the Items 1-6
screen. To verify that the escalation makes sense, continue to the Item 8 screen and re-
view Item 8I - Escalation to Mid-Pt. Once you have confirmed this information is cor-
rect, click “back” to return to the CEW - Item 7” screen.
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Cost Estimate Worksheet
Item 7: Area Screen

%
ZMCB.LS. Aboul CBIS_| Manage Account | Lagout
Home Main | CEW | Scheduls  Cost&Funds Justcafon Defails  TaxSurvey  Operatingimp. [EVTY)
Title: Disaster Recovery Center
‘CEW Title: Disaster Recovery Center
CEW - Item 7: Area
List the gross and net square footage for each area of the building under the appropriate column.
New Area Worksheet m
Area GSF NSF Efi. Factor % Efficiency
Al 72530 44 567 163 614%
Totals 72,530 44,567
Renovated Area Worksheet [ Edteia |
Area GSF NSF Eff. Factor % Efficiency
Totals 0 0

Click the Edit Grid button above the New Area Worksheet table.

Item 7
New Area Worksheet

Enter the gross square feet for the major types of space that the building will contain
(ex. office suites, kitchen, instructional areas, research labs, etc.).

1. Click “Edit Grid” to enter information or make changes.

2. For each space, enter the type of space under Area. Next, enter the gross square
feet (GSF) and net square feet (NSF) next to the type of space. CBIS will calcu-
late the efficiency factor automatically.

3. After entering information for each area, click “Save” and confirm that the
“Totals” calculated by CBIS are correct.

Notes:

This section applies to projects for which there is a defined square footage. It does not apply
to projects, such as infrastructure improvements, that do not have a defined square
footage.

Efficiency factors should be consistent with instructions in the DGS Procedures
Manual. For outyear estimating, use the minimum efficiency factor in the range pro-

vided by DGS.

Item 7
Renovated Area Worksheet

To enter data for Renovated Areas, follow the same data input process as described
above for New Area Worksheet. Click “Save” and review the information you entered.

Then, click “Continue.” CBIS will display “CEW - Item 8 - Structure.”
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i c.BI.S.

Cost Estimate Worksheet
Item 8: Structure Screen

Home Main | CEW | Schedule Cost & Funds  Justification  Daetails Tax Survey Operating lmp.

Title: Disaster Recowery Center

CEW Title: Disaster Recovery Center
CEW - Item 8: Structure

List the project costs in the sppropriste spaces

Structure - New

Al T2530.00 260.00 12,857,200.00
Totals 18 857,800,040
Structure - Renovated T
Area GSF $S5F Amount
Totals (1]
e —
e E—
e [ e |
&, Subtotal: 21,857,800
H. Subtotal w Reglonal Constr. Factar: 21,857,800
L Escalation to Mig-Pi- I 1533 | | 3350801
J. Structura Total (lem H + Item 1) 25,203,501
I —

To escalate the cost of projects for which a CEW was created last year, apply the escalation factor for the previous
calendar year (9.3% for CY 2019) to Items 8A - 8F as explained in the Estimate Reference Point section.

Item 8 A
Structure - New

Click “Edit Grid” above the “Structure - New” table to enter the cost per square foot. CBIS
carries over the Area and GSF in this table from “Item 7 - New Area Worksheet.” If you do

not know the appropriate cost per square foot, call the DGS Cost Center at 410-767-4397.
Click “Save.”

Note: You may use decimals; however, the printed report will show these costs rounded to the
nearest dollar.

Item 8 B
Structure -
Renovated

ollow the same data input process as described above for “Structure - New,” to enter the cos
Follow th data input p described above for “Struct New,” to enter th t
per square foot for renovated areas. CBIS will automatically carry over the Area and GSF in
this section from “Item 7 - Renovated Area Worksheet.” Click “Save.”

Note: You may use decimals; however, the printed report will show these costs rounded to the
nearest dollar.
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Cost Estimate Worksheet
Item 8: Structure Screen (Continued)

Item 8 C, D, E, and F

These items provide fields for additional entries that are not included in the cost per
square foot you entered in the “Structure - New” and/or “Structure - Renovated”
fields. The items generally include information technology (list internet connection
costs in Item 10), builtin equipment, asbestos abatement, and demolition that are
part of general construction. Itemize and list these and similar items directly into

fields 8C, 8D, 8E, and 8F. Click “Continue” to save the data and navigate to the
next page.

Item 8 G - Subtotal

No data entry required. CBIS calculates this field automatically based on the data
entered in Items 8A - F.

Item 8 H—Subtotal w/ Re-
gional Construction Factor

If you do not have a cost estimate from an A/E, enter the regional construction fac-
tor for the jurisdiction in which the project is located. This factor accounts for varia-
tions in the wage rates established by the Department of Labor, Licensing and Regu-
lation as applicable to the 24 subdivisions in Maryland.

A/E estimates should be based on market conditions and industry forecasts. Enter a
regional construction factor of 1.0 if you have an estimate from an A/E, regardless
of the project’s location. The regional construction factors are included with the
Capital Budget Instructions that are circulated to agencies by the Office of Capital
Budgeting in the spring of each year.

Item 8 I-Escalation to Mid-
Pt

No data entry required.

If you responded “No” to the question “Override existing formulas and key in data
manually?” in the “Main” screen, CBIS calculates these fields based on the Estimate
Reference Point and construction schedule information entered on previous screens.

If you responded “Yes” to the question “Override existing formulas and key in data
manually? “ in the “Main” screen, CBIS will automatically zero this field out.

Item 8 J—Structure Total
(Item H + Item 1)

No data entry required. CBIS calculates this field automatically.
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&M C.B.LS.

Cost Estimate Worksheet
Item 9: Site Screen

I About CBIS INanageAccuunl I Logoul

Home Main | CEW | Schedule Cost & Funds Justification  Details Tax Survey Operating Imp.

Title: Disaster Recovery Center

CEW Title: Disaster Recovery Center

CEW - Item 9: Site

To determine site costs, use the worksheet below to list site items that are relevant to the project and list the estimated costs for those items

A. Enter % of Item 8G or $ amount 5.00000000 % of 21,857,800 is 1,082,880
B. Site ltems Workshest
Site ltems Estimate Costs
Totals 0
C. Subtotal (line A + line B) 1,092,890
&.si:?ﬁ;:faal;ginnal Construction Factor: 1.00 % line C 1,092,890
ﬁ;iﬁ?::;?l::;n“::ﬂr:ﬁ;?;im as set in item 81) (15.33% of line D) 167,540
F. Site Total: line D + line E 1,260,430
Rack
Item 9 A If you responded “No” to the question “Override existing formulas and key in data manu-
% of Item 8G ally? in the “Main” screen, use the default of 5% to calculate the cost of general site condi-
tions. This percentage is multiplied by Item 8G, the Subtotal of the “Structure” costs.

o If the default percentage is inadequate, click “Edit Amount,” insert the appropriate
percentage, and click “Save.” You must explain how you determined the modified
percentage in the “CEW - Notes” screen which follows “CEW - Total” (Items 22-27).
If you update costs in Item 8, Item 9A will adjust accordingly.

If you responded “Yes” to the question “Override existing formulas and key in data manu-

you resp q g y

ally?” in the “Main” screen, CBIS will automatically zero this field out. Enter the A/E’s

estimate as a value and click “Save.”

e It is not possible to enter a percentage. If you only have a percentage, use it to calcu-
late a value, and enter that value in Item 9A. If you change any costs in item 8, Item
9A will NOT be affected. You must make changes to Item 9A manually.

g y
Item 9 B This grid enables you to break out individual site items (ex. site preparation, landscaping,

Site Items Worksheet

building demolition, etc.) and costs identified by your A/E instead of combining all site
items under Item 9A. You may have atypical site items that are in addition to the 5% gen-
eral site conditions estimate (Item 9A)._In this case, you may enter information into both

[tems 9A and 9B.

To enter individual site items, click “Edit Worksheet” above the “Site Items Worksheet”
table. Enter any discrete site work items and their Estimate Costs. To add multiple site
items, click “Add New” to make a new entry. Click “Delete” to delete the most recent en-
try. When you complete all entries, click “Save.”

Item 9 C—F
Subtotals and Total

No data entry required. CBIS calculates these fields automatically. Click “Continue.”
CBIS will display “CEW - Item 10: Utilities.”

134




15 C.B.LS.

Cost Estimate Worksheet
Item 10: Utilities Screen

About CBIS ] Manage Account ] Logout

Home Main | CEW | Schedule Cost&Funds Jusfficaon Delails  TaxSurvey  Operatingimp. [T

Title: Disaster Recovery Center

CEW Title: Disaster Recovery Center
CEW - Item 10: Utilities

To determine Utility costs, use the work sheet below to list site work items that are relevant to the project and list the estimated costs of those items

A. Enter % of &G or $ amount: 5.00000000 % of 21,857,200is 1.002 890 Edit Amount
B. Utilities Items Worksheet
Utility Items Estimate Costs
Total: 0
C. Subtotal: (line & + line B) 1,002,890
:Ja.sssu;?:tﬁég?:g}innal Construction Factor: 1.00 % line C 1,082,890
E.ufn!gg};;ﬁy rﬁi;;im as setin item 81) (15.33% of line D) 167,540
F. Site Total: line D+ line E 1,260,430
Back
Note: Do not include commas or decimals.
Item 10A If you responded “No” to the question “Override existing formulas and key in data manually?” in
% of Item 8G |the “Main” screen, use the default of 5% to calculate the cost for utilities. This percentage is multi-
plied by Item 8G, the Subtotal of the “Structure” costs.
If the default percentage is inadequate, click “Edit Amount,” insert the appropriate percentage,
and click “Save.” You must explain how you determined the modified percentage in the
“CEW - Notes” screen which follows “CEW - Total” (Items 22-27).
Note: If any costs in Item 8 are changed, Item 10A will adjust accordingly.
If you responded “Yes” to the question “Override existing formulas and key in data manually?” in
the “Main” screen, CBIS will automatically zero this field out. Enter the A/E’s estimate as a value
and click “Save.”
It is not possible to enter a percentage. If you only have a percentage, use it to calculate a value
and enter that value in Item 10A. Note: If any costs in item 8 are changed later, Item 10A will
NOT be affected, so you must adjust it manually if you want to change it.
Item 10B This grid enables you to break out individual utility costs identified by you A/E, instead of com-
Utilities Items | bining them into Item 10A. You may have atypical utility items that are in addition to the 5% gen-
Worksheet eral utilities estimate (Item 10A). In this case, you may enter information into both Items 10A and
10B.
Click “Edit Worksheet” above the “Utility Items” grid. Enter any discrete site work items and
their Estimate Cost identified by your A/E. To add multiple site items, click “Add New” to make
a new entry. Click “Delete” to delete the most recent entry. When you complete all entries, click
“Save ”»
*Internet connection costs: To calculate the cost to connect to the State-owned fiber optic back-
bone, contact the Department of Information Technology (DolT) to trace the required fiber optic
line from the nearest connection point to the address of the requested project site along existing
roadways. Allocate the connection costs in the final year of construction since it takes DolT ap-
proximately six months to connect a site. Refer to DBM’s annual capital budget instructions to
appropriately account for connectivity costs associated with your projects.
“44°
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Cost Estimate Worksheet
Item 10: Ultilities Screen (Continued)

Items 10 C, D, and E
Subtotals and Total

No data entry required. CBIS calculates these fields automatically.

Click “Continue.” CBIS will display “CEW - Item 11.”

136




Cost Estimate Worksheet
Item 11 Screen

I ﬁ:WC-B-l-S- I About CBIS ] Manage Account [Mmage Security Questims] Logout

Home Main | CEW | Schedule  Cost&Funds Justificaon Details TaxSurvey  Operaling Imp.

Title: Disaster Recovery Center

CEW Title: Disaster Recovery Center

CEW - Item 11

The total Structure, Site, and Utilities Costs that you estimated constitutes the estimated construction cost as of the mid-point of the construction date.

Structure Estimated Cost (ltem 8 Total) 26,367,064
Site Estimated Cost (ltem 9 Total) 1,318,363
Utilities Estimated Cost (Item 10 Total) 1,318,353
Subtotal 29,003,770

| Continue | Entire WorkSheet m

Item 11 No data entry required. This screen summarizes and provides a cost subtotal for the estimat-
Subtotal ed costs for “Structure,” “Site,” and “Utilities.” If any of costs appear incorrect, return to the
prior screens and make appropriate corrections.

Click “Continue.” CBIS will display Items 12 - 15, which concern Construction.
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Cost Estimate Worksheet
Construction Screen

Ly
h’r#‘- C.B.I.S. Aboul CBIS l Manage Account l Logout

Home Main | CEW | Schedule Cost&Funds Justiicaon Details TaxSurvey  Operatingimp. [JETLl

Title: Disaster Recovery Center

CEW Title: Disaster Recovery Center
CEW - Construction

Item 12

a. Total Construction Contingency: % of Iltem 11 l:l

b. Green Building Premium: % of Iltem 11 l:l

c. CM Cost Construction Share: l:l % of (ltem 11+ Item 12a) l:l Edit

d. Public Art Premium: % of Item 11 [ e ]

Item 13

Inspection and Testing: %% of (ltem 11 ) l:l

Item 14

CPM Schedule: [ 9

Item 15 Edit
Miscellaneous Construction Cost Amount
Total: 0

cois worsnest | osex | conces |

For items 12a, 12b, 12¢, and 13:

If you responded “No” to the question “Override existing formulas and key in data manually?” in the “Main”
screen, enter percentage data directly in the fields provided. If you know the specific dollar amount for any of
these items, click “Edit” and enter the amount. Click “Save.”

If you responded “Yes” to the question “Override existing formulas and key in data manually?” in the “Main”
screen, you cannot enter a percentage. Enter the value by clicking “Edit” and entering the amount. Click “Save.”

Item 12a This funding is a construction contingency for change orders during construc-
Construction Contingency tion. The contingency amount starts out as 10% of Item 11. When construction
funding becomes a budget-year request, reduce the contingency to 5%.

Item 12b Include this premium only if the project is at least 7,500 GSF. These funds are
Green Building Premiums for additional costs related to construction of a building associated with green
construction practice, which conforms with LEED Silver or International Green
Construction Code rating principles outlined by the Maryland Green Building
Council. If your project does not meet the GSF threshold, or if you obtained a
waiver, delete this percentage. If your base cost estimate already factors in green
building costs, delete this item. Otherwise, use the default 2%.
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Cost Estimate Worksheet
Construction Screen (Continued)

Item 12¢ This item applies only to Higher Education agencies, the Department of Public
CM Cost Construction Share Safety and Correctional Services, and projects for which DGS approved the
use of a construction manager. Other agencies should leave this item blank.

Enter 3% of Item 11 + 12A. If you modify this percentage, explain how the
modified percentage was determined in the “CEW - Notes” screen which fol-

lows “CEW - Total” (Items 22-27).

Item 12d If the project is 100% State-funded and (1) a new construction of at least
Public Art Premium 15,000 GSF or (2) a major renovation of at least 15,000 GSF and includes the
replacement of major utilities such as HVAC, electrical, or plumbing, you can
include a Public Art Premium of 0.5% of Item 11. This must be used for pub-
lic art and will be removed from the budget later if not used for public art.

Item 13 Enter a percentage or an amount for construction inspection and testing based
Inspection and Testing upon the estimated construction cost. Unless you are advised otherwise, use
the rates shown below and apply them against the sum of Item 11 and Item
12a.
Expected Construction Cost Rate
0 - 4,000,000 4.6% (0.046)
4,000,000 - 9,000,000 3.2% (0.032)
9,000,000 and greater 2.2% (0.022)
Item 14 Enter a cost for critical path scheduling. Use $10,000 plus .001 of Item 11 or
CPM Schedule estimate an allowance. Higher Education agencies should leave this item
blank.
Item 15 Click “Edit” to add any miscellaneous construction-related costs not included
Miscellaneous Construction in the area, site, or utility estimates (include a reference). Click “Add” to in-
Costs clude additional items and their respective amounts. Click “Save” to save your
entries.

Click “Continue.” CBIS will display Items 16, 17, 18a, 18b, and 18c.
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Cost Estimate Worksheet
Design Screen

About CBIS l Manage Account l Logout

Home Main | CEW | Schedule Cost& Funds

Justification  Details  Tax Survey  Operating Imp.

Title: Disaster Recovery Center

CEW Title: Disaster Recovery Center
CEW - Design

Item 16

A.E Basic Services Fees:

Item 17

A.E Special Services Fee:
Item 18

a. Bldg Equip. Commissioning:
b. CM Pre-construction Fees:

Item 18c

Miscellaneous Design Cost
Total:

% of (Item 11 + ltem 12a)

Edit

% of (Item 11 + Item 12a)

't

Edit

Amount

DT T T

For items 16, 17, 18a, and 18b:

If you responded “No” to the question “Override existing formulas and key in data manually?” in the “Main”
screen, enter percentage information directly in the fields provided. If you know the specific amount of any of
these items, click “Edit” and enter the specific dollar amount. Click “Save.”

If you responded “Yes” to the question “Override existing formulas and key in data manually?” in the “Main”
screen, you cannot enter a percentage in the fields provided. Enter the value by clicking “Edit” and entering the

amount. Click “Save.”

Note: For these items, you must justify fees in excess of the default percentages in the CEW Notes section, after

“CEW - Totals” (Items 22-27).

Item 16 Enter the dollar amount or percentage of all basic estimated or contracted A/E

A/E Basic Services Fee services fees, including approved change orders for the project as of the date of
the estimate. The typical estimated fee should be 7% of Item 11 for new con-
struction and 7.5% for renovation.

Item 17 Enter the dollar amount or percentage of all estimated or contracted fees for

A/E Special Services Fee special design services. Examples include special consultants for acoustics,
kitchen, telecommunications, museum exhibit design services, special surveys,
etc. You may enter either the percentage Item 11 or the dollar amount.

Item 18 A Enter the dollar amount or percentage for commissioning the building. This

Building Equipment, applies only to buildings with complex mechanical and electrical systems that

Commissioning require specific adjustments, testing, and the training of personnel to operate.

The amount should be 1.5% of the cost of the “Structure” (Item 8]J).
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Cost Estimate Worksheet
Design Screen (Continued)

Item 18 B
CM Pre-construction Fees

This item only applies to Higher Education agencies and the Department of
Public Safety and Correctional Services, or for a project for which DGS ap-
proved the use of a construction manager.

Enter a percentage or the dollar amount for construction management fees
that are associated with the design process. The amount should be equal to
1% of Item 11.

Item 18 C
Miscellaneous Design Costs

Click “Edit.” Enter any miscellaneous costs for design (e.g. boundary and ar-
chaeological surveys, borings, etc.) that are not included in the A/E Basic or
Special Services. Click “Add” to enter additional items. Click “Save” to save
your entries.

Click “Continue.” CBIS will display Items 19 and 20.
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Cost Estimate Worksheet

Equipment and Acquisition Screen

Ji¥c.B.LS.

[ About CBIS l Manage Account l Logout

Home Main | CEW | Schedule  Cost& Funds

Justification  Details Tax Survey Operating Imp.

Title: Disaster Recovery Cenfer

CEW Title: Disaster Recovery Center
CEW - Equipment and Acquisiti
Item 19

A. Insert the estimated cost of the movable capital
technology equipment (Agency Estimated)

B. Insert the esfimated cost of the information tech
Estimated)

on

equipment requested for this project less the information l:l
nology capital equipment requested for this project (Agency l:l

Item 20
Acquisitions: l:l

Item 19 A Enter the estimated cost of capital-eligible movable equipment, less the infor-

Movable Capital Equipment |mation technology (IT) and audio visual (AV) equipment required. The capital
equipment guidelines are available on the Office of Capital Budgeting’s website.
Do not include in your cost estimate items that are ineligible for capital funding.

Item 19 B Enter the estimated cost of the IT and AV capital equipment (e.g. voice, video,

Information Technology data, and wireless). Items typically included here are equipment that has a very

Capital Equipment substantial associated cost, such as an electronic private branch exchange (PBX)
that serves a major building or buildings in a facility on a campus, or hub servers
that support a complex network of data links. (Refer to Appendix C-1)
If the IT work will be handled by a separate vendor contract, then it should also
include fiber optic or copper vertical riser distribution cables, cable termination
equipment and related wiring in wiring closets or each floor, and wire connecting
the wire closet terminations to the wall jacks or other outlets to which telephone
stations and computers will be connected that are not installed as part of the gen-
eral construction contract. Do not include in your cost estimate items ineligible
for capital funding.

Item 20 Enter the total cost of any acquisitions, including land and property, if applicable.

Acquisition

Item 21 No data entry required. This field appears only on the CEW report, not the CBIS

Not Shown screen. It shows total project costs calculated by CBIS.
Click “Continue.” CBIS will display Items 22 - 27.
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Cost Estimate Worksheet
Total Screen

About CBIS ] Manage Account ] Logout

Home Main | CEW | Schedule  Cost&Funds

Justification Details  Tax Survey Operating Imp.

Title: Dizaster Recovery Center

CEW Title: Disaster Recovery Center
CEW - Total
Item 22
Total Construction Costs and related Costs:
Item 23

Prior Construction Funds:

Item 24

New Construction Funds Required: {Difference between 22 and 23)

Item 25
Total Design Fees and Related Costs:
Item 26

Prior Design Funds:

30,419,219

I

30,419,219

15912

I

Item 27
New Design Funds Required: (Difference between 25 and 26) 15,912
Construction Cost of the structure per square feet at the mid-point of construction of the 347.56
project: (ltem & total divided by total GSF in ltem 7)
Construction Cost of the Structure/Site/Utilities per square feet of the project: (Item 11 divided by 382.32
Total GSF in ltem 7)
Total project Cost per square feet of the project:(ltem 22 divided by Total GSF in ltem 7) 419.40
[ Enire worsneet | [ oo N o]
Item 22 No data entry required. CBIS populates this field automatically based on pre-
Total Construction and viously entered information
Related Costs
Item 23 Enter the total of all prior construction funds authorized for this project, in-

Prior Construction Funds

cluding non-State fund sources.

Item 24
New Construction Funds
Required

No data entry required. CBIS populates this field automatically based on pre-
viously entered information

Item 25 No data entry required. CBIS populates this field automatically based on pre-
Total Design Fees and viously entered information.

Related Costs

Item 26 Enter the total of all prior design funds authorized for this project, including
Prior Design Funds non-State fund sources.

Ttem 27 No data entry required. CBIS populates this field automatically based on pre-

New Design Funds Required

viously entered information.

Click “Continue.” CBIS will display a page for notes.
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Cost Estimate Worksheet

Notes Screen
§MC.B.LS.

Home Main | CEW | Schedule  Cost&Funds Justiicaion Details

I About CBIS ] Manage Account ]Mnnage Security Questions ] Logout
Tax Survey Operating Imp. m

Title: Disaster Recovery Center

CEW Title: Disaster Recovery Center

CEW - Notes

Please use the space below to note any special features of the project that may require funding outside usual estimation amounts.

‘ﬁﬁ;;;%—\ﬁaﬂ G- @ W |[fontName  <|Real.v|| B Z U | =

 conme | crar Workteo T

Notes

Explain any unusual costs, such as those that are large, atypical, or fall outside of the fixed percentages

normally used to calculate building costs. For existing projects, explain significant variations from the
prior year’s CEW.

Click “Continue.” CBIS will display the CEW Summary.
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Cost Estimate Worksheet
Create CEW Copy

-‘;‘:r# C.B.I.S. [ About CBIS l Manage Account l Logout l Help ]

Home Main | CEW | Schedule  Cost&Funds Justiicaion Details  TaxSurvey  Operating Imp. [ETLoH
Title: Dizaster Recovery Center

| Create Agency Copy || Create Final Agency CEW || Print || LinkCEWto &Details |

Please Select a CEW to View

 Original Requested CEW

Create Agency To create a copy of a previously completed CEW:
Copy
Click “CEW” in the dark-yellow toolbar.

Click on the title of the CEW that you wish to copy.

Check the box next to “Original Requested CEW.”

Click the “Create Agency Copy” button. This will bring you to the “CEW Main” screen of
the copied CEW. To make changes to the CEW copy, follow the steps outlined previously
to make the desired updates.

AW N =
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Cost Estimate Worksheet
Linking CEW to Schedule and Details Screens

Home Main | CEW | Schedule  Cost&Funds Justficaton Details Tax Survey  OperatingImp
Title: Disaster Recovery Cener

About CBIS | Manage Account | Logout

Please Select a CEW to View

O © Original Requested CEW

You can link the CEW to the “Schedule” and “Details” screens (for standalone projects) or to the “Details and

Scheduling” screen (for projects within programs). This will pull schedule and total NSE/GSF details from the
CEW and populate the appropriate fields.

Link CEW to 1. Select the CEW you wish to link by clicking in the empty box to the left of the CEW.
Schedule & De- |2. Click the yellow “Link CEW to Schedule & Details” button. Navigate to the “Schedule”
tails and “Details” or the “Details and Scheduling” screens to verify that the data has populated.
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