SECTION VII:
THE USE OF CBIS
FOR

NON-STATE-OWNED PROJECTS
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PREFACE FOR NON-STATE-OWNED PROJECTS

How to Enter the CBIS System

ﬂ.‘z‘ DEPARTMENT OF BUDGET & MANAGEMEMT

w4 C.B.LS.

N username:

E . password:

Forgot username? Contact the service desk at

(410) 697-9700 or service.desk{@maryland.gov.

Forgot password? Click Here

Apcess to this system is restricted fo authorized users only and Emited to spproved
business purpases. By using this system, you expressly consent fo the monitoring of sl
ascfivities. Any unsuthorized access or use of this system is prohibited and could be
subject to criminal and civil penalfies. AN records, reports, e-mail, software, and other
diats 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. by clicking the green “LOGIN” button on
the right side of the screen. When you get to the login 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 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:

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 Reports Budget Manual Recommendations
» » » Instructions » » from Last Year )

Current Requests

Agency Sub Agency Type Request Title Last Revised Date
MISC Maryland Zoo in Baltimore Project |Maryland Zoo in Baltimore - 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 |4/M16/2019 3:27:21 PFM

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 light-yellow toolbar.

78




Non-State-Owned Project

New Request Screen
JMC.B.LS. About CBIS

New Request

Request Type

® New Project

O New Program

Ownership

O State Owned

®) Non-State Capital Grants

BT T

To request a new project, click “Create a New Request” on the light-yellow 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 Justifcation Delails ([T}
Main Information Print Requested Edit
Title Maryland Zoo in Baltimore - Infrastructure Improvements
Consinuct improvemens lo he aging infasiucturs st The Mantand Zoo i Batimors. The Zoo Kentifed 3 variely of profcts thal are grouped ino lhes calegores: basic iasircturs Mmproverments, stegi senices
and e Zoo wil use $3,550,000 for basic infrastructure improvements including the correcion of fe-safely and animal welfare deficiencies throughout the Zoo, perimeter fence
Description "SF13cement an ememgency backup gensrator, roof Ceplasements. ani ronouslons 1o e Eleghant Hovst, Loopard Buking. and vtor Fating Lot a0 B. The 00 i use 5250,000 for shrategic services improvements,
£ 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 Owned
N 1876 Mansion House Drive Druid Hill Park Baltimore MD 21217
Location
Longilude:: -76.633399 Lafitude.: 39.301398
Agency Miscellaneous Sub-Agency Maryland Zoo in Baltimore
Legislative District 40 - Norih Ceniral Baltimore Ciy Subdivision Baltimore City
Budget Code ZA00 Governor's Priority Other Projects

Donald P. Hufchinson
Druid Hill Park

Contact Info. 1576 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? Yes

No

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 Department of Planning’s
Interactive Maps webpage. 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:

https://mdpgis.mdp.state.md.us/Legis District/index.html

NOTE: Legislative Districts were last updated on February 1, 2022.

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.

Program Area

The Program Area drop-down menu has not been updated to reflect the priorities of
the Moore-Miller Administration. For the FY 2025 budget cycle, the drop-down
menu selections should be considered program areas used to categorize projects and
programs, rather the priorities of the Governor. Please note that the drop-down selec-
tions have changed. Use your judgment as to which selection appropriately
categorizes your project or program.

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 re-appear, 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

N C.B.LS. [ About CBIS | Manage Account | Logout
Home Main | CEW | Schedule  Cost&Funds Justifcation Details [T

Title: Maryland Zoo in Baltimere - 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 information
you will enter in the remaining CBIS screens is derived from the CEW.




Non-State-Owned Project
Schedule Screen

&.%FC.B.I.S. About CBIS_| Manage Account | Logout
Home Main  CEW | Schedule | Cost&Funds Justfcaton _Deils

O Request
Title: Maryland Zoo in Balfimore - Infrastructure Improvements

Schedule

Program Status: [ ]

DessmeroE Duration of Elmanthts] Starting on (MMDDIVY) unfi 1112020
Construction Period: Duration of Monthis) Staring on (MIDDAVY) Jp—

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 dark-yellow 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

Aot 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

Title: Maryland Zoo in Baltimore - Infrastructure Improvements
Cost & Funds - Last Year

Last Year's Recommended Phase Breakdown by Cost

Fund Type Prior
Acquisition

Planning

Construction

Equipment

Other

Total

Last Year's Recommended Funds By Source

4,300,000

0
5,000,000

Fraoz1 FY2022 FY2023 FY2024 FY2025 FY2026+ Total

0
550,000

[
2,050,000
25,800,000
500,000

300,000
4,300,000
150,000

300,000
4,300,000
150,000

300,000
4,300,000
150,000

300,000
4,300,000
150,000

300,000
4,300,000

150,000, 150,000,

cececceoe

0 0 0 0 0 o
4,750,000 4,750,000 4,750,000| 4,750,000 4,750,000 28,750,000

Prior Phase
5,000,000
GF 0
SF 0
FF 0
RB

State Share
Match

Total

Fund Source

0
5,000,000
0

5,000,000

201 Phase 2022 Phase 2023 Phase 2024 Phase 2025 Phase
4,750,000 PCE 4,750,000} PCE 4,750,000 PCE 4,750,000/ PCE 4,750,000 FCE
0 0 0 0 [
0 0 0 0 0|
0 0 0 0 [

2026+ Phase

28,750,000
o
[
0
0 0 0 [
4,750,000 4,750,000} 4,750,000 28,750,000
0 0 0 [

0 0|
4,750,000/ 4,750,000
0 0|

S cccococoo

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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4 C.B.LS.

Non-State-Owned Project
Cost & Funds - Request Screen

Aboutcats | Manage Accaunt| Manage Securty Guestions | Logau

Home  Main

Schedule | Cost& Funds | Justicaton Detals [ETTN

OlastYearsCIP O Request O ReqCIPDiff O Matehing Funds

Title: Maryland Zoo in Baltimore - Infrastructure Improvements
Cost & Funds - Request

Requested Phase Breakdown by Cost

EditGrid

FY2023 FY2026 FY2027+

Acquisition
Planning
Construction
Equipment
Other

0 0
o 2,050,000
0 25,800,000
0 900,000
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 C 4,750,000/ PCE| 4,750,000, 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
?':'E Share 9,750‘00‘; 4,750, nﬂ; 4,750, Wg 4750 Wg 4750, OU: :: g 23‘750‘003
;n:::: 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 | Click “Edit Grid” for “Requested Funds by Source.” In this table, only enter the amount
Source 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 | Costa Funds | Justifcaion Dewils (TN

@ LastYeer's CIP O Request QReqCIPDiff O Matching Funds

Title: Maryland Zoo in Baltimore - Infrastructure Improvements

Cost & Funds - Req. CIP Difference

Explain the difference between current request and prior recommended CIP

VoahiE X G- @ & fontName  -|Real..-|| B I U [E
FY 2022 Flanned: $5,000.000 (GC Bonds). The amaount recommended is consistent with the amount planned in the

= I
2 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__.7 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

™ C.B.LS. Aboul COIS_| Manage Accoun!_| Manage Security Questions | Logout

Home Main  Schedule | Costa Funds | Jusstication Details (VTN

O Last'esr's 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 | Add New Source
Source of Funds Amount

|UMMS-Gash from Operations 20,000,000 Edit Delete

Total 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

Aboul CBIS | Manage Account | Logout

Home Main  CEW  Schedule

Cost& Funds | Justfcation | Details

O Request

Title: Maryland Zoo in Baltimore - Infrastructure Improvements

Details and Justification — Request

ARG DRFH 9| RO (FontName -|Real.-|| B I U |= =EEE | A-F
The Maryland Zoo in Balimore requests $5,000,000 in GO bonds ta construct to its aging i Projects are grouped into three categories: Basic Strategic Services and Ex A

Improvements. The requested amount is consistent with the CIP.
Founded in 1876, the Maryland Zoo in Baltimore is the third-oldest zoo in the country, and it has continually 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:

Basic Infrastructure Improvements - $3.550.000

Basic i

backup generator, roof lep\acements e e iaions 3 i Elephant House, Visitor Parking Lots A & B , the Leopard Building, and the need for a Tree Survey.

+ The Zoo will use S800,000 to address deficiencies identified by USDA and AZA inspectors, changes in federal legisiation/ reguiations, and Zoo Staff. The Zoo has a growing, living collection and must adjust priorities accordingly. Projects vill comrect ife-
safety and animal welfare deficiencies o allow the Zoo fo confinue to meet the standards of its regulatory agency, the United States Depariment of Agricuture (USDA). Funding s also requested to modify several existing exhibits to create a better and
safer living environment for the animals.

+ The Zoo will use 5200,000 for perimeter fence replacement. The Z0o s required by USDA regulations to have an eight-foot tall perimeter fence (with barbed wire on top) around the Zoo's entire 135 acres. Fencing is in need of replacement due to
general age and damage from falling trees/ires limbs, vehicle hits, and vandalism. In particular, inciement weather in spring 2015 damaged fencing due to fallen trees. As much fencing as possibie will be replaced each year based on priority needs

+ The Zoo wil use $100,000 to design and install an emergency backup generator. The project will provide backup throughout the Zoo's animal, staff, and guest areas in the event of a power outage in order lo maintain lighting, refrigeration, efc.

+ An additional $100,000 wil be used for roof replacement of buildings zoo wide. Many buildings around the Zoo are in various stages of disrepair due to age and damage and need roof replacement. As many roofs as possible will b 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 if these exterior items are not dealt with, the mokd will retum. The Maryland Historical Trust has a perpetual
historic easement on the exterior of the building. The Zoo requests 5350,000 for this foof renovation

+ The Zoo requests $1,000,000 fo 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 i ited States Department of Agriculure (USDA)Animal Welfare Act, and Association of Z00s and Aquariunis (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.
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.
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Non-State-Owned Project
Details and Justification—Request Screen (Continued)

Details and Jus-
tification—
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.

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.”
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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

@M CB.LS.
Home Main  Schedule Cost& Funds Justficaion | Details |
@ Request

Aboul CBIS | Manage Account | Manage Security Guestions | Legout

Title: R Adams Cowley Shock Trauma Center Renovation - Phase 1|

Details - Request

Proposed Net Square Feet

Square Feet

Building Infrastructure Upgradss 4,000
HLA/Flow Laboratory Relocation (Project Enabling) 8,600
Trauma Resuscitation Unit 20,000
Acute Unit 14,000
Hyperbaric Chamber 3,000
Acute Transfusion Service (Blood Bank) 3,600

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 l Logout
Home Main  Schedule  Cost&Funds Justiicaion | Dewils |[ETTIS
@ 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

Delete
26,820
618,286

Delete
Delete

Met Sq. Ft.:
Capacity: 205

Percent Efficiency:  82.71%

EST—

St st

Gross 5q. Ft.: TE0000
T conts

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.BILS. [ About CBIS_| Manage Account | Logout

Home | Main | CEW  Scheduls  Cost&Funds Justicaton Details [[ETT)

Main Information Cam—De =

Title Maryland Zoo in Baltimore - Infrastructure Improvements

Consiruct improvement o the aging infrasiruclure af The Maniand Zoo in Baltmore. The Zoo identfied 2 variely of projcts thal are grouped into tree cafedories: basic nfrastucture improvements, siraegic senvices

and he 200 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 generalor, roof lﬁplacemenls and renovations o the Elephant House, Leopard Building, and Visitor Parking Lols A and B. The Z0o wil use $250,000 for siralegic services improvements,
including the installation of a shade shelter at the Polar Bear Tram Stop and the renovation of the WMEIIGW\ Pavillion. The FY 2020 budget also includes 51,200,000 for , including to
the Crane Barn; reptile/amphibian exhibits; and the Chimpanzee Forest, as well as a new chicken exhibit.

Description

Budget Request Type Non-State Ovned

1876 Mansion House Drive Druid Hill Park Balimore 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 400 Governor's Priority Other Projects

Donald P. Hulchinson
Druid Hill Park

Contact Info. 1576 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:
Z¥cBLs.

Home | Reports |

[ About CBIS | Manage Account | Legoul | Help |

& Capital Budpet Reports () Capital Budget Worksheets () End of Session Reports  Q Supplemental Reports (O Security Reports

Capital Budget Worksheets

i;:;cy Maryland Zoo in Baltimarz[ |

Request | [+] |

Project
[ sgency Worksheet for Requested Capital Projects
[l cost Estimate Worksheet - Requested
O Survey of Private Uses of Tax Exempt Financing
[Crrivate Use of Tax Exempt Financed Higher Education Facilities
[ et Effect on Agency's Operating Budgat - Requastad
[CFive-rear CIP - Sum mary of Agency Project Requests

Program

[IPart1 - Ageney Funding Request Summary for Capital Grant and Loan Program
Cparti - Summary of Proposed Use of Available Funds for Cumrent Fiscal Year
Oprartin- Summary of Requested Projects for Capital Grant and Loan Program

[IPart 1114 - Detsil of Requested Project Associsted with Capital Grant and Lozn Frogram
[IFive ¥ear CIP - Summary of Agency Program Requesis

[ Select Qutput Format [ 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.”

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.

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
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:

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
#iMCBIS. _— [ About cBiS | Manage Account | Logout
Home [ Main | CEW  Schedule Cost& Funds Justicaton _Dotil [ETTA) ) T —

g
Main Information Print Requested Edit
Title Maryland Zoo in Baltimore - Infrastructure Improvements
Cunslruct |mp|wemen15 to the aging mlvasllu:lum at The Maryland Zoo in Baltimore. The Zoo identified a variety of projects that are grouped info three categories: basic infrastructure improvements, strategic services
and The Zoo will use §3,550,000 for basic infrastructure improvements including the correction of life-safity and animal welfare deficiencies throughout the Zoo; perimeter fence
Description replacement, an emergency backup generator; roof replacements; and renovations fo the Elephant House, Leopard Building, and Visitor Parking Lots A and B. The Zoo will use 5250 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 FY 2020 budget also includes $1,200,000 for i , including tions fo

the Crane Bam; replile/amphibian exhibits; and the Chimpanzee Forest, as well as a new chicken exhibit.

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 | Logoul

Home | Main  Schedule  Cost& Funds Justiication 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 [ 0 28,750,000

Requested Funds by Source Total by Year

9,750,000 4,750,000 4,750,000 4,750,000 4,750,000 ] 0 23,750,000

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.

95





