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Introduction

This document was developed to assist school district representatives who are, or will be responsible
for the oversight of State of Alaska Department of Education and Early Development (DEED) funded
school construction or major maintenance projects under AS 14.11.

This handbook is intended to provide a brief outline of the department’s requirements for capital
improvement project administration. From the initiation of the Project Agreement to the final
execution of the termination agreement, the DEED Facilities Section is available to assist the district
execute their capital improvement project in an efficient and timely manner, and to ensure that the
implementation of the project meets the provisions of Alaska Statute and Regulations.

Entities eligible to receive funding for school construction and major maintenance include school
district, and municipal governments with school oversight. In this document, the term “department”
will be used to identify the State of Alaska Department of Education and Early Development. Other
State of Alaska Departments identified in this handbook will be referred to by their appropriate
departmental designations.

This handbook provides information on the administration of department funding, for a more detailed
overview of construction management concepts and procedures, the Construction Management
Association of America publishes a document entitled An Owners Guide to Construction
Management, which is available on the internet at:

http://cmaanet.org/user images/owners guide.pdf
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Differences Between Grant and Debt Projects

The Department of Education and Early Development administers two school construction programs,
with two funding options. The School Construction Program is designed for construction of new
facilities, or for adding square-footage to existing facilities. The Major Maintenance Program is
designed for maintenance and reconstruction of existing facilities. The minimum project amount for
a grant is $25,000, and for debt under the current program is $200,0007.

Grant Projects

The grant program is available to all school districts in Alaska, and consists of an application and
scoring process. Districts applying for grant funding need to submit applications by the beginning of
September of each year. Applications are then reviewed and scored by department staff, and a
preliminary priority is transmitted to the Governor and made available to the public at the beginning
of November. Districts have the opportunity to ask for reconsideration of their score once the
preliminary priority list is published, and continuing up to December 15. The department publishes
the final list by early February. The timing of the grant program is designed to allow the legislature
adequate time to consider the project priority lists (one for school construction and one for major
maintenance) as they deliberate the budget for the following year. For more information on the grant
application process, please visit the department website at:

http://www.eed.state.ak.us/Facilities/FacilitiesCIP.html

Debt Projects

The debt program is available to districts with the ability to bond for local public works projects.
Districts applying for the debt program, do so on the same application form as the grant program,
however a debt application can be submitted at anytime. Once the department receives and approves
an application for debt reimbursement, the Recipient’s next step is to provide the department with
verification of a successful bond election in the form of certified election results and a copy of the
bond language.

The primary difference between grant and debt projects lies in the source of funding. Grant project
funding is appropriated by the legislature into the School Construction Fund or Major Maintenance
fund for specifically designated projects. The projects are identified under the department’s priority
list that is redeveloped each year based on the submitted grant applications. Debt projects are
authorized through the debt program that generally identifies a period of eligibility. Funding for the
debt program is allocated by the legislature to each municipality based on a municipalities anticipated
bond expenditures for the subsequent fiscal year®.

! Threshold established by the Department of Education and Early Development.
2 AS 14.11.100(a)
¥ AS 14.11.100(a)
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Differences Between Grant and Debt Projects

Payment Milestones

Another major difference between grant and debt projects is in the processing of payments.
Payments under the grant program are based on completion of certain milestones that are evidenced
in the form of submittals to the department. Each submittal or series of submittals provides the
department with verification on the progress of the project. Once the department confirms the
adequacy of a submittal, a payment to the Recipient is processed. Additional description of the
standard payment milestones are included as part of this handbook.

Payment for debt projects is based on an annual submittal from the Recipient that provides a
projection of the expected municipal obligations for bond repayment. These reports are due to the
department by October 15" of each year®. For debt projects, payment to a municipality is not tied to
the project submittals, however a Recipient is still required by law to provide the department with
submittals as described in this handbook.

Demonstration of Participating Share

In addition to complying with submittal requirements, Recipients of grant funding will also need to
provide evidence of participating share®. A demonstration of participating share provides proof to the
department that a district has a commitment to the success of the project. Participating share
requirements are discussed further under the payment section of this handbook.

4 AS 14.11.102
> AS 14.11.008
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Project Agreement

All capital improvement projects, whether funded the grant program or through the debt
reimbursement program, begin with the execution of a Project Agreement between DEED, the school
district, or municipality that is receiving the financial aid. In the Project Agreement, the entity
receiving the state aid is referred to as the Recipient; this term will be used for the remainder of this
handbook. The Project Agreement transfers the responsibility for execution of the project from the
DEED to the Recipient. The Project Agreement also establishes the terms and conditions by which
the capital improvement project is to be executed. Requirements in the Project Agreement come from
state statute, regulation, and state adopted building codes. Other requirements come from adopted
policies and guidelines produced by the department.

Soon after budget approval for a capital improvement project grant award, or receipt of voter
approval documentation for debt reimbursement projects, a Recipient will receive a draft Project
Agreement. The draft Project Agreement contains two parts: the standardized body of the agreement
and either four or five appendices (for debt or grant projects respectively).

The body of the agreement identifies the name of the project, the DEED project number, and the
Recipient entity. All correspondence with the department regarding a project needs to include
the DEED project number. The first page of the Project Agreement body also defines two
important pieces of information: the effective date of the agreement, and the name of the Recipient’s
project coordinator. For grant projects, the effective date of the agreement establishes the beginning
of the three year period in which the Recipient is required to provide evidence of the district’s
participating share in accordance with AS 14.11.008(a)(2). Participating share requirements will be
discussed in greater detail later in this handbook. The project coordinator is the individual working
for the Recipient entity that will be responsible for the day-to-day management of the capital
improvement project. The project coordinator does not have to be the same individual who signs the
Project Agreement for the Recipient.

The body of the agreement incorporates the appendices by reference, and defines a number of
standard contract clauses or provisions governing the transfer of responsibility between the two
parties. The contract provisions are an integral part of the agreement, and modification is not
generally considered. The standard provisions identify procedural requirements for the Recipient,
cite statute, regulation and guidelines applicable to the project, and clarify important terms for the
implementation of the Project Agreement. It is important for the Recipient to read and understand the
Project Agreement in its entirety. Department staff is available to help explain the importance of
language in the Project Agreement.

The final page of the main Project Agreement contains the signature line. The signatory individual
does not need to be the project coordinator, but the agreement does need to be signed by an individual
with the authority to accept the terms and conditions of the agreement on behalf of the Recipient.

The remainder of the Project Agreement consists of appendices that provide supporting information
important for the implementation of the Project Agreement.
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Project Agreement

Appendix A consists of four parts, and serves a similar purpose for both grant and debt
reimbursement projects. It defines the project’s scope of work and establishes the project budget by
which the work will be executed and accounted. Appendix A is the most important part of the Project
Agreement for the Recipient to review because this is one of the few parts of the Project Agreement
that is flexible and can be modified.

The first section of Appendix A contains the scope of work. The scope of work specifically defines
the project’s eligibility for the construction of new space, and provides a brief description of the work
to be accomplished by the project. For debt reimbursement projects, the scope also identifies the
appropriate debt reimbursement rate. The Recipient should review this part of the Project Agreement
carefully to verify that the department’s description of the project matches the Recipient’s
understanding of the work to be completed.

The next section of Appendix A contains special provisions that apply to the project. This section is
utilized to specify special or unique circumstances, conditions or limitations relating to the project.
Generally, this section contains standard language regarding the relationship between the
municipality and the school district according to AS 14.14.060 for boroughs and AS 14.14.065 for
cities. This relationship is clearly defined in statute and will not be covered in this handbook.

The third section of Appendix A details the project budget and funding available for the project. This
section contains the name of the project and the source of funding. Total funding is identified by
funding source. Some projects may be funded from a combination of state, local, or federal funds
with state funding in the form of capital grants or debt reimbursement.

The final section of Appendix A provides a breakdown of the total project budget into nine
categories. The budget categories provide the department with a method of accounting for various
project costs. Descriptions of the budget categories are included in Appendix E of the grant Project
Agreement and Appendix D of the debt reimbursement Project Agreement. Construction
Management by Consultant is limited by AS 14.11.020(c)°.

Appendix B of the Project Agreement varies for debt reimbursement and grant projects. Appendix B
defines the payment schedule and associated submittal items for grant projects. Debt projects do not
have a payment schedule but rather are paid on an annual basis, so the remainder of this paragraph
only applies to grant projects. Appendix B identifies the required project submittals and payment
amounts by percentage of total grant funds, for each progress payment. The Recipient should
carefully review the payment schedule to ensure that the schedule is applicable to the proposed
project.

Appendix C of the grant Project Agreement and Appendix B of the debt reimbursement agreement
contain the applicable statutes, codes, regulations, standards and guidelines that govern the
implementation of the project. Some of the governing provisions are federal requirements, others are

® 4% for projects less than $500,000; 3% for projects over $500,000, but less than $5,000,000; and 2% for projects over
$5,000,000
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Project Agreement

state requirements, and others are department requirements. Not all of the provisions apply to every
project.

Appendix D of the grant Project Agreement and Appendix C of the debt reimbursement agreement
are also identical and identify the submittal requirements and required approvals for the project. The
requirements identified in this appendix duplicate the submittal requirements identified in the
Appendix B Payment Schedule for grant projects. Again, not all submittal items are required for
every project. For instance a Site Selection Report is not required for a roof replacement project. The
Recipient should review the required submittal items and discuss any questions or issues regarding
the required items with the department prior to signing the Project Agreement.

Appendix E of the grant Project Agreement and Appendix D of the debt reimbursement agreement
are also identical. This appendix provides definitions for the nine budget categories itemized in the
Appendix A budget and also provides financial coding to be used when accounting for expenditures
in a particular budget category. This standard appendix is included with the Project Agreement to
facilitate proper categorization and accounting of the project costs. The definitions provided will help
the Recipient when reviewing the proposed budget for the project.

The reading and understanding of the Project Agreement used to transfer responsibility for the
execution of the project from the department to the Recipient is a very important step in
understanding the Recipient’s relationship with the department. If a Recipient does not fully
understand the department’s expectations and requirements, administration of the project will be
more difficult.

State of Alaska - Department of Education & Early Development
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Submittal Requirements

The submittals for grant and debt reimbursement projects provide the department with information
the department uses to verify project progress. A listing of the submittals can be found in Appendix
C of the debt reimbursement Project Agreement and Appendix D of the grant Project Agreement.

In the case of grant projects, the submittals and payments are integrated. The following section
provides a discussion of the requirements for grant project payment submittals.

Appendix B submittals (Payment approval milestones for grant projects)

In the grant Project Agreement, Appendix B contains the payment schedule the department uses for
approval of payment requests. Throughout the life of most projects, there are ten milestones each of
which is more fully described below. The payment milestones provide the department with a means
for tracking progress on the project. The payment schedule is structured so that the Recipient is able
to receive up to 50% of the available funding prior to award of the construction contract. This allows
the district to keep the project moving forward throughout the payment review process.

Payment #1: Financial Structure (In-House Letter)

The requirements for processing of payment #1 include submittal of a completed, signed
Project Agreement, and DEED approval of the district’s financial structure. The financial
structure detail will vary from district to district, but must comply with DEED’s reporting
structure. This information helps the department insure at the outset of a project, that the
financial reporting done by the district is in accordance with the budget categories established
in the project agreement.

This is the time that a district should be preparing an in-house letter for the department’s
approval if the district intends on completing any of the work with in-house forces. A sample
in-house letter is available from the department, and department staff is available to work with
a district in preparing the letter. The sample letter provides an example of the items that need
to be covered when making such a request, however all portions of the letter may not need to
be completed for all projects.

Payment #1 submittals qualify for release of 5% of the project funding.
Payment #2: Participating Share

Each district is required by law to provide evidence of participation in the project. A districts
participating share “...may be satisfied by money from federal, local, or other sources, or with
locally contributed labor, material, or equipment”’ A district’s participating share is based on
percentages codified in statute®. A district has three years from the initiation of the project
agreement to satisfy the participating share requirement.

" AS 14.11.008(c)
8 AS 14.11.008(b)
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Submittal Requirements

The submittal can take the form of a resolution that directs a commitment of funding for the
project in an appropriate amount, or in the form of a letter identifying appropriate in-kind
contributions that a district or borough will be directing towards the project.

If a district plans on using an in-kind contribution of land, the land needs to be provided as a
budget item in the project application and in the project agreement. If a district plans on using
other local contributions such as labor or equipment, the department needs to be notified
within 30 days of signature of the project agreement’.

Payment #2 submittals qualify for release of 5% of the project funding.
Payment #3: Pre-Design Submittals [10%0]

Payment #3 combines receipt of submittals # 2, 3, and 4 as listed in Appendix D of the grant
agreement. These submittals are more fully described in the next section of this document,
but are listed here for reference.

2) Site Selection Report
3) Educational Specifications
4) AJE Services Agreement

In order to qualify for Payment #3, the department needs to receive copies of the documents
mentioned above. In some instances, a project may not require Educational Specifications or
Site Selection report, but a project will generally always have some type of A/E services
agreement.

In the case of a district completing work in-house, where none of the above referenced
documents are available to be submitted, the department will work individually with the
district to determine the most appropriate submittals for pre-design work on a project.

Submittals for payment #3 show the department that the Recipient has made the necessary
arrangements to begin a school construction project.

Payment #3 submittals qualify for release of 10% of the project funding.

Payment #4: Schematic Design Submittal [10%0]
The submittals for Payment #4 are the Schematic Design Documents, which are sometimes
referred to as the 35% documents. This item is listed as submittal #5 in Appendix D of the

grant agreement. For more information on the schematic design submittal, please see the
discussion in the next section of this document.

° 4 AAC 31.023(d)
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Submittal Requirements

In the case where a district is utilizing in-house procedures, or where alternative procurement
methods are used, Payment #4 submittal requirements will be worked out on an individual
basis between the department and the district.

Payment #4 submittals qualify for release of 10% of the project funding.
Payment #5: Design Development Submittal [10%6]

The submittals for Payment #5 are the Design Development Documents, which are sometimes
referred to as the 65% documents. This submittal is listed as submittal #6 in Appendix D of
the grant agreement. For more information on the design development submittal, please see
the discussion in the next section of this document.

In the case where a district is utilizing in-house procedures, or where alternative procurement
methods are used, Payment #5 submittal requirements will be worked out on an individual
basis between the department and the district.

In the case of a new school in a Regional Education Attendance Area, the Recipient will need
to provide evidence to the department that adequate site control exists for the project.
Adequate site control is demonstrated in the form of a long-term lease, or document showing
adequate title interest in the property on which the project will be constructed.

Payment #5 submittals qualify for release of 10% of the project funding.

Payment #6: Construction Document Submittal [15%0]
The submittals for Payment #6 are the Construction and Bid Documents, which are sometimes
referred to as the 95% documents. These submittals are listed as submittals #7 and #8 in
Appendix D of the grant agreement. For more information on the construction and bid
document submittal, please see the discussion in the next section of this document.
In the case where a district is utilizing in-house procedures, or where alternative procurement
methods are used, Payment #6 submittal requirements will be worked out on an individual
basis between the department and the district.

Payment #6 submittals qualify for release of 15% of the project funding.
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Submittal Requirements

Payment #7: Contract Award Submittals [10%]
Payment #7 submittals include the following documents
9) Building Permit
10) Bid Tabulation
11) Construction Contract
12) Contractors Payment/Performance Bond
This series of documents shows the department that construction start is immanent. In the
case where a district is utilizing in-house procedures, or where alternative procurement
methods are used, Payment #7 submittal requirements will be worked out on an individual
basis between the department and the district.
Payment #7 submittals qualify for release of 10% of the project funding.
Payment #8: 50% Certification [20%0]

Payment #8 is typically provided in the form of a letter from the Architect or Engineer
signifying that the project construction is 50% complete.

In the case where a district is utilizing in-house procedures, or where alternative procurement
methods are used, Payment #8 submittal requirements will be worked out on an individual
basis between the department and the district.
These items are described in more detail under the discussion of Appendix D submittals.
Payment #8 submittals qualify for release of 20% of the project funding.
Payment #9: Substantial Completion Submittal [10%0]

Payment #9 submittals consist of the following documents:

13) Substantial Completion Certificate/Occupancy Permit

15) Change Order Log
This submittal provides the department with verification that construction activities are
complete. These items are described in more detail under the discussion of Appendix D

submittals.

Payment #9 submittals qualify for release of 10% of the project funding.
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Submittal Requirements

Payment #10: Final Audit/Project Closeout [5%]
Payment #10 submittals consist of the following documents:
14) Release of Liens

16) Release from Contract

17) Preventive Maintenance and Facility Management Documents
18) Recorded Building Title

19) Final Project Accounting

20) Corporate Income Tax Clearance

21) Unemployment Security Tax Clearance

22) Certification of payment of prevailing wage rates

The submittals for Payment #10 provide the department with the assurance that all necessary
accounting and closure procedures are complete.

These items are described in more detail under the discussion of Appendix D submittals.

In addition to the above submittals, in the case of a Regional Education Attendance Area, the
Recipient will need to provide evidence to the department of building disposal or demolition
of abandoned or excess buildings. Evidence can be in the form of a letter from the district
assuring the department that the appropriate disposition action has taken, or will take place.

Payment #10 submittals qualify for release of 5% of the project funding.
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Submittal Requirements

Appendix D Submittals for grant projects (Appendix C for debt projects)

Appendix D submittals constitute the actual deliverables required for each Project Agreement. These
submittals are required for both grant and debt projects, however, depending on the project, all
submittals may not be required. The department will work with the Recipient in development of the
Project Agreement to clearly identify which project submittals a Recipient will be required to submit.
The department will process submittal reviews within a week of receipt, or will notify the Recipient if
a longer time period is required.

1) Annual Report

The department requires that annual reports be submitted for all active grant and debt projects.
Annual report forms are available on the department’s website at:

http://www.eed.state.ak.us/forms/home.cfm

Annual reports are required for all capital improvement projects funded through the Department of
Education and Early Development. There are separate annual report forms for debt reimbursement
projects and for grant projects.

Form number 05-01-001 is used for grant projects and it is due on or before July 31 each year that a
project is active. The report consists of a two-page form requiring updated financial information for
the project, and a narrative description of the progress on the project. Form number 05-94-037 is
used for debt projects and is due on or before October 15 each year a project is active.

Much of the budget information required on the forms is available from Appendix A of the Project
Agreement, or from any subsequent budget amendments to the Project Agreement. The forms
include two columns for project budget information, the Original Budget and the Current Budget.
The current budget should be the same as the original budget unless the Recipient and the department
have agreed to modify the original budget by an amendment to the Project Agreement. The
Expenditures to Date column should reflect the total project expenditures up to the end of the
reporting period, for each budget category.

In addition to the financial information, the forms also require brief descriptions of the work
performed to date, the work planned for next year, and reasons or explanations for any delays that
might have occurred.

In addition, for debt projects, and in accordance with state law, by October 15" of each year, all
municipal school districts are required to submit to the department, the amount of funds they will
need in order to meet their anticipated debt service payments on DEED approved debt projects, for
the following fiscal year. This request will also need to include anticipated debt reimbursement on
unsold bonds requiring payment during the subsequent fiscal year.

10 AS14.11.102
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Submittal Requirements

2) Site Selection Report

Projects that require the acquisition of land are required to provide a report detailing the site selection
process. The department’s publication entitled Site Selection Criteria and Evaluation Handbook
summarizes the department’s suggested process for evaluating and selecting potential school sites. A
district is not required to utilize the department’s procedure for selecting a site, but this process has
been identified by the department as a comprehensive and objective method of site selection. The
department’s handbook is available from the department’s website at:

http://www.eed.state.ak.us/Facilities/publications/SiteSelection.pdf

Selection of a school site is complex and difficult decision not to be taken lightly by a district. The
department’s handbook provides general guidelines that will assist a district in identifying and
acquiring an appropriate site.

In order to receive funding, or reimbursement for the costs of site acquisition, the site needs to be
approved by the department**. The value of land eligible for funding or reimbursement is fair market
value as determined by appraisal, not to exceed the amount identified in the project agreement®?. If a
district intends on using the purchase or exchange of land as part of the district’s participating share,
the department will need to be notified within 30 days of signing the grant or debt agreement®. It is
important to note that only land purchased within the 120 moths preceding application will be
determined eligible for reimbursement by the department*.

3) Educational Specifications

The department requires submittal of an Educational Specification for “all new public elementary and
secondary schools, and additions to and rehabilitations of existing facilities.”*

Educational Specifications describe the general educational goals of a proposed school construction
project, and at a minimum should include the following components*®:

(1) the current year and five-year post-occupancy projected attendance area enrollments in the
grades affected by the facility;

(2) a statement of educational philosophy and goals for the facility;
(3) the curriculum to be housed by the facility;
(4) the activities that will be conducted in the facility;

14 AAC 31.025(a)

24 AAC 31.025(e)

34 AAC 31.023(d)

4 AAC 31.023(c)(2)(B)
>4 AAC 31.010

4 AAC 31.010
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Submittal Requirements

(5) the anticipated community uses of the facility;
(6) the specific and general architectural characteristics desired,;

(7) the educational spaces needed, their approximate sizes in square feet, their recommended
equipment requirements, and their space relationships to other facility elements;

(8) the size, use, and condition of existing school spaces in the facility;

(9) the recommended site and utility requirements;

(10) the proposed budget and method of financing; and

(11) the technology goals of the curriculum and their facility requirements.

Educational Specifications communicate the facility owner or user’s spatial and functional
requirements of a project to the design team. The design team will then develop project constraints
and requirements that ultimately guide the design solution for the project.

A more detailed description of the Educational Specifications and guidelines for its development are
located in the department’s A Handbook for Writing Educational Specifications — 2005 Edition,
which is available on the department’s website at:

http://www.eed.state.ak.us/Facilities/publications/EdSpec2005Edition.pdf

4) AJE Services Agreement

Submittal of an A/E Services Agreement provides the department with verification that the Recipient
has entered into a contractual arrangement with a design professional for development of the project
design. The department will also use this opportunity to review the design contract amount and
verify that it does not exceed the amount budgeted in the project agreement for design services. The
Recipient can use the AlA standard from B141-1997 as a model agreement between the Recipient
and design consultant.

The department will review the A/E Agreement, and may solicit additional information from the
Recipient regarding the design services selection process in cases where the estimated consultant
contract fee is in excess of $50,000%". In these cases, consultant selection needs to be accomplished

by:

e soliciting written proposals;

e advertising in a newspaper of general circulation for at least 21 days in advance of the
proposal due date;

e awarding the contract to the most qualified offeror;

e providing a 10 day administrative review process for aggrieved offerors.

174 AAC 31.065
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Submittal Requirements

Nothing in the A/E selection requirements “precludes a school district from retaining the services of a
consultant on an as needed basis under a multi-year contract, if the term of the contract is not more
than five years.”*®

Design fees should not exceed 8% of the construction cost of a project unless additional services are
required over and above standard architectural and engineering services such as a facility condition
survey, site survey, geotechnical investigation, or an educational specification. In cases where the
design fee exceeds 8%, the Recipient should be prepared to provide a detailed explanation of the
additional services or costs that resulted in the increased design fee.

5) Schematic Design Documents

The schematic design documents are sometimes referred to as the 35% documents, and they provide
the department with a milestone review of progress on the project. The department will review the
documents for compliance with state statute and regulation regarding development of educational
facilities.’® The documents will be compared with the direction provided in the Educational
Specifications, and the budget will be compared with the Project Agreement and any associated
project amendments. The review should not be considered as a code compliance review, or a value
engineering review, however, if the department identifies a design issue, comments will be offered
for consideration to the project designer.

At this stage of the project, the department will also review the square-footage of the facility and
compare it with the amount of square-footage authorized in the Project Agreement in order to verify
compliance with the department’s space requirements, so a summary table of square footage is
helpful.

Schematic design documents should include the following components:

Site Civil Drawings (including utility information)
Architectural Drawings

Structural Drawings

Mechanical Drawings

Electrical Drawings

Project Specifications

Along with the schematic design documents, the Recipient will also need to submit a schematic level
cost estimate for the project.

At this stage of the project, the Recipient should also submit any preliminary reports that were
produced during the early stages of the design process such as a site survey, geotechnical
investigation, and any additional reports that have a bearing on the design of the project.

18 4 AAC 31.065(b)
194 AAC 31.030
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Submittal Requirements

In the case where a district is utilizing in-house procedures, or where alternative procurement
methods are used, submittal requirements will be worked out on an individual basis between the
department and the district.

6) Design Development Documents

The design development submittal is sometimes referred to as the 65% submittal, and provides the
department with a milestone review that helps track progress on the project. Like the schematic
review, this submittal should include the following components:

e Site Civil Drawings (including utility information)
e Architectural Drawings

e Structural Drawings

e Mechanical Drawings

e Electrical Drawings

e Project Specifications

Along with the design development documents, the Recipient will also need to submit a design
development level cost estimate for the project.

The department’s review of the design development documents will focus on a verification of issues
identified during the schematic design review. The department will also verify eligible space, and
compare the cost estimate with previous estimates and the original project budget.

In the case where a district is utilizing in-house procedures, or where alternative procurement
methods are used, submittal requirements will be worked out on an individual basis between the
department and the district.

7) Construction Documents

The Construction Document submittal is sometimes referred to as the 95% submittal. At this stage of
project development, the drawings and specifications should be virtually complete.

The department has several roles and requirements when it comes to the review of the construction
documents.

The 95% documents need to be submitted to the department at least 20 working days before a bid
invitation is made®®. This provides the department with adequate time to review the documents for
compliance with DEED statutes and regulations.

20 4 AAC 31.040(a)(1)
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Submittal Requirements

If construction bids are to be invited, the Recipient needs to supply the department with fully stamped
and signed construction documents at least five working days before bid invitation. The exception is
if the 95% documents submitted to the department were stamped and signed?*.

If the Recipient is not planning to invite bids, stamped and signed drawings need to be submitted to
the department no less than 15 working days prior to the start of each construction phase®.

A Recipient may request a waiver to the construction document submittal requirements identified
above, if the district or municipality is able to demonstrate the capacity to provide a “through and
complete independent review.”?

The approval of construction documents submitted for review is void after two years unless
construction is started®.

In addition to the previously mentioned requirements, the department will review the documents to
verify that the Recipient has addressed issues identified during the Design Development review, to
verify square-footage, and to verify that the construction cost estimate is below the available
construction budget as identified in the project agreement and associated project amendments.

In the case where a district is utilizing in-house procedures, or where alternative procurement
methods are used, submittal requirements will be worked out on an individual basis between the
department and the district.

8) Bid Documents
The department reviews bid documents for compliance with state statute and regulation.

Bid documents need to be submitted to the department at least five working days prior to invitation to
bid?°.

The Recipient is required to select a contractor on the “basis of competitive sealed bids”?°. The
Recipient is also required to advertise the invitation to bid in accordance with 4 AAC 31.080(b)
which is included here for reference:

“The school district shall provide notice of its solicitation at least three times before the
opening of the offers. The first printing of the advertisement must occur at least 21 days
before opening the offers. The department may approve a solicitation period shorter than
21 days when written justification submitted by the school district demonstrates that a

2L 4 AAC 31.040(a)(2)
22 4 AAC 31.040(a)(3)
2 4 AAC 31.040(a)(4)
% 4 AAC 31.040(b)
5 4 AAC 31.040(a)(2)
% 4 AAC 31.040(a)
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Submittal Requirements

shorter solicitation period is advantageous for a particular offer and will result in an
adequate number of responses. A school district may provide additional notice by
mailing its solicitation to contractors on any list it maintains, and any other means
reasonably calculated to provide notice to prospective offerors.”

The Recipient is must provide for the “administrative review of a complaint filed by an aggrieved
offeror that allows the offeror to file a bid protest, within 10 days after notice is provided of intent to
award the contract”?’

Under no circumstances should the Recipient require a local contractor preference®, or include
provisions in a bid request that requires or requests local hire as a criterion for contractor selection.

The department may deny or limit is participation in the costs of construction for debt projects if a
district does not comply with department’s requirements, and can deny payment of construction funds
for grant projects that are not competitively selected.?

In the case where a district is utilizing in-house procedures, or where alternative procurement
methods are used, submittal requirements will be worked out on an individual basis between the
department and the district.

9) Building Permit

The building permit submittal provides verification that local officials have reviewed the plans and
that they are in compliance with local requirements.

In non-municipal areas, submittal of verification of a fire marshal review is acceptable.
10) Bid Tabulation

Once a Recipient receives and opens bids for a project, the department requires submittal of the bid
tabulation. This document provides verification to the department that the lowest responsive bid is
from the contractor selected to perform the work. This submittal document is typically in the form of
a table that provides a list of bidders, base bids, additive alternates, and architect or engineers
estimate for the work. This document can be faxed or emailed to the department.

In the case where a district is utilizing in-house procedures, or where alternative procurement
methods are used, submittal requirements will be worked out on an individual basis between the
department and the district.

7 4 AAC 31.080(c)
28 4 AAC 31.080(d)
2 4 AAC 31.080(e)
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Submittal Requirements

11) Construction Contract

Once the Recipient has selected the Contractor, the next submittal is the actual construction contract.
The department reviews the construction contract to verify that it is consistent with the bid, and that it
adequately protects the state interests in regard to project funding.

12) Contractor’s Payment/Performance Bond

Along with the construction contract, the Recipient needs to provide evidence that the Contractor has
obtained payment and performance bonds. This demonstration provides the department with the
assurance that the project can be completed if the Contractor fails to meet its obligations under the
contract.

13) Substantial Completion Certificate/Occupancy Permit

Once construction is complete, the Recipient is required to submit documentation that the project is
substantially complete. Typically, a completed AIA form G704 will satisfy this submittal
requirement.

If a certificate of occupancy is required by the local jurisdiction, it should be supplied to the
department at this time.

14) Release of Liens

The Release of Liens submittal assures the department that the Contractor has no pending financial
obligations in regard to the project. The Recipient can have the Contractor complete AIA form
G706A to satisfy this submittal.

15) Change Order Log

In order for the department to verify that the work completed is the work specified in the project
agreement scope, the Recipient is required to submit a change order log that lists all approved change
orders for the project. The change order log can be in the form of an Excel spreadsheet listing the
change order description, date requested, date completed, and associated increase or decrease in the
project cost associated with the change.

16) Release from Contract

The Release from Contract provides the department with the assurance that the Contractor has
completed the work on the project, and that there are no outstanding obligations expected by the
Contractor of the Recipient. The Recipient can have Contractor complete AIA document G707 in
order to satisfy the submittal requirement.
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Submittal Requirements

17) Preventive Maintenance and Facility Management Documents:

The preventive maintenance and facility management submittal provides the department with the
assurance that the improvements have been added to the Recipient’s preventive maintenance
program. Documentation can be supplied in the form of a report listing preventive maintenance
components by building system, a preventive maintenance schedule, custodial care plan, certification
of training on building systems, and an updated renewal and replacement schedule. The report should
clearly identify the inclusion of the improvements made by the project.

In addition, the Recipient should provide the department with verification that equipment purchased
as a part of the project is included in the district’s fixed asset inventory system.

18) Recorded Building Title

In the case of a replacement school project in a Regional Educational Attendance Area, the
department will provide a quitclaim deed relinquishing the state’s interest in the new facility.

19) Final Project Accounting

The final project accounting provides the department with the ability to reconcile the original project
budget with actual project expenditures. In general, the department requires an independent project
audit to be submitted by the district, however, for smaller projects the requirement may be satisfied
with the submittal of a project closeout worksheet, and completion of a certification of compliance.
Both these forms are available by request from the department.

20) Corporate Income Tax Clearance
The corporate income tax clearance is requested by the Recipient from the State of Alaska,
Department of Revenue (DOR) for the Contractor. The Recipient provides DOR with the
Contractor’s name, address and tax ID number, and the DOR will provide the department with the
requested clearance.

21) Unemployment Security Tax Clearance

The Recipient requests an unemployment security tax payment clearance from the State of Alaska,
Department of Labor (DOL). The clearance is then submitted to the department.

22) Certification of payment of prevailing wage rates
The Contractor requests a Notice of Completion of Public Works from the DOL, Labor Standards and

Safety Division, Wage and Hour Administration, www.labor.state.ak.us/Iss/home.htm. The DOL will
issue the document to the Contractor.
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Alternative Project Delivery

In 2004, the department implemented the Project Delivery Method Handbook. The handbook
provides guidance to districts interested in utilizing alternative procurement methods for school
construction. The document can be viewed at the following internet link.

http://www.eed.state.ak.us/Facilities/publications/project delivery handbook.pdf

Alternative project delivery offers districts additional choices for completing school construction
projects in cases where the traditional design-bid-build process will not accomplish the desired result
in terms of project flexibility or schedule.

Alternative project delivery does not allow a Recipient to provide any kind or type of local preference
in selecting contractors or hiring staff for a particular project.

A decision to utilize alternative project delivery is a complicated one, and the department
recommends that a district interested in exploring this type of procurement work closely with the
department to identify if one of the methods described in the Project Delivery Method Handbook will
accomplish the goals of the recipient.
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In-House Services

A Recipient may choose to accomplish a project with a combination of in-house and/or contracted
services. Materials for the project may be directly procured and or included in the construction
contract, as appropriate. A letter certifying that all procurement will be accomplished in accordance
with established district procedures that fully comply with the provisions of 4 AAC 31.080(h) —
Construction and Acquisition of Public School Facilities must be provided to the department. These
construction delivery methods are permissible under state guidelines when it is in the best interests of
the state for the possible following reasons:

e The limited size and scope of a project makes this type of alternative project delivery appropriate.

e A District has experience on particular types of work where unknown factors may exist, and
where the situation does not lend itself to a competitive traditional contractor bid process.

e A district’s project timeline does not easily accommodate traditional construction processes.

e Small project size, and remote rural location does not provide enough incentive for general
contractors to bid on the work, however, specialty and sub-contractors are, may be available to
supplement district staff and capabilities.

A sample letter is available from the department that addresses these issues and provides a work plan
template.
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Project Closeout

The following final Recipient actions on a project allow the department to close a project. These
actions assure the department that the final project funding can be released without concern of
encumbrance by any of the involved parties. Each of the tasks is described in detail below:

e Releases and Clearances
The department needs to receive copies of all appropriate releases clearances (Submittals 14,
15, 16, 20, 21, and 22) in addition to copies of the Recipients preventive maintenance
documents (Submittal 17) in order to process project closeout.

e Final Project Accounting and certificate of completion
In order to process the closeout, the department needs to receive final project accounting
(Submittals 19) in addition to a completed “certificate of completion” The certificate of
completion provides the department with verification that the project scope has been
completed as identified in the Project Agreement.

e One Percent for Art Expenditure
The Recipient needs to confirm, through final project accounting, that the amount allocated
for art has been expended. Not all projects will require art, and if a project does require art,
the amount is generally identified during the application phase of the project.

e Termination Agreement
Once all of the required submittals have been received, and the department verifies the
accuracy of the final project accounting, the department will have the Recipient sign a
Termination Agreement. This document terminates the relationship between the department
and Recipient for a particular Project Agreement.

State of Alaska - Department of Education & Early Development
School Finance / Facilities
Capital Project Administration Handbook — 1st Edition 24



Conclusion

This handbook provides some general guidelines and describes statutory limitations that a Recipient
needs to be aware of when completing a capital improvement project for school construction or major
maintenance.

The department also publishes other documents that are designed to help a district with various stages
or components of the departments project application and funding processes.

Space Guidelines Handbook (1996)
Swimming Pool Guidelines (1997)

Site Selection Criteria Handbook (1997)
Condition Survey (1997)

Preventive Maintenance Handbook (1999)
AJE Services handbook (1999)

Lifecycle Cost Analysis Handbook (1999)
Renewal & Replacement Guideline (2001)
Project Delivery Handbook (2004)
Equipment Purchase Guideline (2005)
Educational Specification Handbook (2005)
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