APPENDIX G

Instructions for Completing 

DPB Form A (2002)

Capital Project Review Summary

DPB Form A is in  a Microsoft Access database.  Please refer to the following instructions for completing the form which can be found at the DPB website (www.dpb.state.va.us) under "Forms and Instructions".

Section 4-5.05.d.2. of Chapter 814 requires the Director, Department of Planning and Budget, and the Director, Department of General Services, to develop performance measures for capital projects effective July 1, 2001.  The DPB Form A will be used to collect capital project performance measurement information in addition to the project reappropriation information.
1. Complete this form for each project reported on the CARS ACTR 1408 Option A2, for May 3, 2002.  This includes active projects and completed projects.  This does not include projects on the CARS ACTR 1408 that were reported as completed on the DPB Form A the previous year and have no appropriation balances.  

2. This form must be completed for projects that meet any one of the following criteria: a) are funded in an Appropriation Act, b) are funded by revenue bonds, or c) are authorized by the Governor pursuant to § 4-4.01.m of Chapter 814 .

3. For any project not approved for carryforward, DPB will close out the project and remove its appropriation from PROBUD and CARS as of June 30, 2002.  If you do not submit a DPB Form A for a project, DPB will assume the project has been completed and will close it out.

4. Do not submit a separate Access file for each project.  Enter all of your agency project information in one file.  Please note that you may view the report for all projects in an agency or for the current project selected in the database simply by going to the "Reports..." menu in the toolbar.  In addition, you can add a new record, navigate through the database, or delete a project record using buttons on the toolbar.  Send the completed Access database electronically to CapitalBudget@dpb.state.va.us.

The section-by-section instructions for the Access form are as follows:

General Information

Complete this section by entering the agency’s name and its three-digit code and by entering the project title and project code.  The “Project Type” block contains a drop-down menu.  Please select the choice that best describes the project.  In some cases, more than one choice may apply to a project.  Again, choose the description that best fits your project.  If the project is an “umbrella” project such as maintenance reserve, then identify it as such and do not complete the “Status of Project” section.

Three other blocks must also be completed.  In the “Carryforward Request Type” block, which contains a drop-down menu, please select the appropriate type of carry forward request for the project in question.  The choices include:  “A.  Active, Carryforward All Balances”;  “B.  Active, Partial Reversion”;  and “C. Project Complete”.  If  a project was frozen pursuant to  Executive Order 74 (01), dated February 24, 2001 and is currently still frozen and not on any bond list, mark this project as complete, “C” with an explanation in the justification section that the project remained frozen under EO 74 and is being closed.

In the “Date Funding Made Available” block, please enter the date on which funds were first made available for this project (i.e., the initial authorization date of the project’s funding.)  For projects authorized by an appropriation act for either the first or second year of a biennium, this date should normally be July 1.  If the project was authorized administratively as an “m” project or through Central Accounts, the date should be the date on which the decision brief for that action was approved.  For all entries, please enter the date as month, day, and year.  

In the “Estimated Completion Date” block, please enter the date on which the agency believes this project will be completed.  This date should be entered as month, day, and year.  If the project is complete, then enter the date on which a Form CO-13.1 or Form CO-13.3 was approved.  

Basis for Carryforward

Please check all of the conditions that apply to the project.  

Status of Project

Note:  This section should not be completed for umbrella projects or maintenance reserve projects.

If any of the capital outlay forms shown in this section have been approved for your project, check the appropriate box.  In addition, please enter the date on which that initial approval was granted and the date on which approval was granted for the latest revision of that form.  Dates should be entered as month, day, and year.  In addition, please enter the project’s total square footage as recorded on the latest revision of any form approved for the project.  If the square footage was not recorded on a particular form, then leave that field blank.  If a particular form has not been approved for the project, then do not check the box for that form or enter any dates for that form.  If no capital outlay form has been approved for the project, then leave this entire section blank. 

Project Budget Status

Please complete this section for all projects (including completed projects) except maintenance reserve projects.

Original Project Budget.  The amounts entered in this column should equal those listed in the project budget shown on the original CO-2 approved for the project. 

Current Project Budget.  The amounts entered in this column should equal those listed in the project budget shown on the most recently approved capital outlay form.

Project Commitments.  The amounts entered in this column should equal the amounts shown in the project’s contract documents (i.e., CO-3 for A&E services, CO-9 for construction, or other contractual documents for testing and inspection services) and reflect the project’s status as of May 3, 2002.  Please note the following guidelines for contingencies:  (1) the contingency amount should be equal to the larger of the total construction change orders or two percent of the construction contract for standalone construction projects and improvement projects in excess of $1 million, or (2) five percent for improvement projects less than $1 million.

Project Expenditures.  This amount should equal the total value of all vouchers that have been processed in CARS during this fiscal year (through May 3, 2002) plus expenditures from prior fiscal years.  In other words, this column should reflect lifetime-to-date expenditures for the project.

Carryforward Request.  In this column, enter the total carryforward request for each type of activity shown. 

Additional Information.  This section is to be used to identify the amount to be reverted and the total number and value of change orders for the project.  For any reversions, the agency should identify the amount and fund detail of the reversion.  Four fields have been provided to record general fund reversions and any nongeneral fund reversions.  In addition, agencies are required to report the total value of any general fund or nongeneral fund financed change orders and the total number of change orders processed for the project.  If no change orders have been processed, then do not enter anything in these fields. 

Justification

Provide a statement justifying any carryforward request in excess of the difference between Project Commitments less Project Expenditures.  In addition, identify EO 74 frozen projects that are being closed out.  In addition, please complete the other blocks to capture the identity of the person completing this form.   

