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SUMMARY OF RULE

This policy and procedures handbook delineates the operational methods of

the School Building Authority of West Virginia in relation to the RESA's
and county school systems of the state.

These include:
(1) Guidelines for the Regional Comprehensive Educaticnal Facility Plan,
(2) The funding process of the SBA and utilization of grant funds,
{3) Reguirement for specific project plans to meet SBA Guidelines,
(4) Administration of projects,
(5) SBA agreements and contracts, and
(6)

The required reporting procedures for LEA's expending SBA grant funds.
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™vee of Rule: Legislative
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2ncy School Building Authoritv of WV
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SCHOOL BUILDING AUTHORITY OF WEST VIRGINTA 58 P 32
LFFCE OF MEST VIREINA
SEERETARY OF STATE

REVISED POLICY AND PROCEDURES HANDBOOK

The West Virginia Legislature passed Article §18-9D of the West Virsinia Gode

in 1988 which created the School Buildipg Avthority of West Virginia (SBASY., A

-

majer rev on_was complet 1 that efined the oblectives and

membership of the Authorityvy., During the August 31, 1989 SBA organizational

estin the Aut adopted t lowing mission and goa statement:

MISSTON _

It is the miszsion of the School RBuilding Authority of West Virginia

to facilitate and provide state funds for the construction and

maintenance of school facilities to meet the needs of the people of

West Virginla in an efficient and economical manner.

l. To make all funding determinaticns in accordance with the

provisions of law in Article §18-9D of the West Virginia Code.

To assess existing school faecilities and each facilit lan in

w

relation to t needs of the individual student e _general

schoo] population, the communities served by the facilities, and

~statewide facility needs,




3. _To adopt guidelines that will assure the prudent and resourceful _
expenditure of state funds, These guidelines shall state the

manner, time line, and process for submigsion of plans to the

Authority; project gpecifications, and indicators relating how

the specific project furthers the overall goals of the Autherity.

4, To expeditiously implement the School Bullding Authority of West
Virginia bv makin ds available to counties for t urpese
tated the mis of th therit

Each county board of education, in cooperation with its Regional Educational
Service Agency (RESA) has the responsibility to maintain a sufficient number
of suitable school facilities to provide a thorough and efficlent system of

education and equal educational oppertunities for its public school students.

Each county's Comprehensive Educational Facility Plan (CEFP) will be gubmitted

to the State Roard of Education (SBE) for review and approval. Tach county

plan shall be part of a regional CEFP developed by the RESA and subnitted on

or before April 15, 1690 to the SBA for funding approval. Projects chosen for

fundirng by the SBA will be part of a plapn approved by both the SBE and the SBA,

In order to facilitate the approval process, the SBA reguires that all county

" plans ineluded in the regienal plan be goproved by the SBE, thus meeting the

guidelines of SRBE Policy 6200, Thege guidelines are veflected in the West

Virginla Department of Education's "Handbook on Plarning School Facilities™,

(see Appendix A) State Board of Education approval of a county's plan, and

its inclusion in the Regional GEFP does not assure the plan's approval by the

8BA for either '"met" or "needs'" funding purposes. In order to assure that

regional plans meet the objectives of the SBA, the folliowing policies and

nrocedures are hereby adepted.




100.00

REGIONAL COMPREHENSIVE EDUCATIONAL FACILITTIES PLANS (RCEFP)

100.10 The Regicnal Comprehensive Educational Facilities Plan develened

by each RESA will include the following:

A. A Table of Contents of the Regional GCEFP.

B, A Tegiona oritized list of projects selected fo cmpetitive
"needs" funding, andwan abstract of each project, Prioritized
lists will be revised with each funding cvele,

C. A SBE approved facilities plan from each county,

D, Inter—county facility feasibility studies.

E, A svnopsgis of comments from the public hearing(s),

P, ormal comments f each county board o ucstion in the SA
regarding the regional plan,

G. An objective means to be utilized in evaluating the

implementation of the overall plan and each preject included.
H, The regional planners assurance that each county plan includes:

1, A prioritized list of prolects to be funded through SBA
"net” funds,
2. A ten-vear time line for the implementation of the total

an_indicating when each proposed facility action is to be

taken and each proiect to begin,
3. A completed School Classjfication Report (SEA Form 116)

that identlfies all existing county facilities (see

Appendix B) and serves ss required in the Handbook o

Planning School Tacilitieg,
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100,30

I

Completed building evaluation forms on each faellity in ths
county using the SBA School Facilities Evaluation

Instrument ges Append c

[~

2. An assurance that the countv is in compliance with the

SBE's court ord regarding housing of Special Educatio

programs in segregated locations,

Table of Contents

Each page of the regional plan shall be numbered consecutively

front to back

The table of contents shall indicate the appropriate page

numbers for each of the major headers and sections of the
regional plan,

The RCEF? ghall be formatted in three ring birders, Tabs shall

be inserted to corresrond to each cournty plan and the regional

headers A thru H~5 required ip 100,10 of this manual,

egional Prierit st _of ocject or " ds"® in

Each RESA shall develop a prioritized list of projects based on

the needs of the gchool facilities within the regien, Funded
"Needs" protect must be pa of an _approv regional plan and

appear on the regiona riority list

Determination of the prioritized list will be made in accordance

with the "Procedures for Regional Prioritization of Heeds

Proijects!" as adopted bv the SBA, (see_ Appendix D)
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County Co cehensive Educ onal Facility Plans

Coun CEFPs cluded in the regiona lan must have bee
approved by the SB accordance with 8RB olie 2

County plans will have been developed in sccordance with SRBRE

Polic 200, the "Handbook on Planning Scheol Facilitieg"

Each county plan will identify specific projects that are being

presented to the RESA for the competitive SBA "needs" fimds.

-

These plansg will inclnde how the project will effectively

address the following igsues:
1. Student Health and Safet

2, Economies of Scale-—economies of scale based on

pipimum allowable _enrollments as follows:

a2, Elementary scheools with an enrollment of 300

students in grades 1-6, 200 in grades i-4, or a

minimum of 2 clagses 2 _each er grade lev
are recommended to achieve econcomy of scale.
Early childhood, kinderpgart and exceptional

students may inereage this minimum standard,

b, ddle and ier h schoels wit enrolliment
of 4 students grades 7-9 or 6— 53-8 schools
with students, or schools with 0 students .
er grade level minimum are recommended to
achieve economy of scale at the intermediate
level,
¢, High scheols with an enrolliment of students

gradeg 10-12, 800 gtudentg gradesg 9~12 or 200

students at each grade level are recommended to

achieve economy of acale, (see Appendix E)




100.50Q

Thege recommended enrollments reflect an 85%

[

utilization of the buildings design capacity in

o mnall sized buildings Thegse enrollment
wi e considered in determining eligibilitvy for
SBA fundi for early childhood, Intermediate and

adolegcent facilities,

Geographic or other considerations may reguire
exceptionsg to be considered, regional planning

-

across countvy lin should also be considered to

P

chieve these minimum to ent standard

3. Reasonable Travel Time and other Demographics.
4, Multi-County and Regional Planning,

5. gurricular Improvements and Diversifications
5. nnovations Education

7. Adequate Space for Projected Student rol nt

Inter-County Feasibility Studies

Each county shall submit to the RESA a list of grouped,
inter-county attendance areas where potential exists for
cooperative utilization of a facility between or among counties
within the RESA or between counties of adjacent RESAs, (May
inelude multi-county and inter-regional facllities, i.e., magnet
schools, area vocatlonal centers, etc.)

A plamning study is to be completed to assure that an efficient

~and effective instructional delivery system will be utilized

addressing each of the items indicated in section 100.01 (A-F)
in SBE Policy 6200, "Handbook on Planning School Facilities", as

well as the issues 1 thru 7 in 100.40~-C of this manual.




100.60

100.70

Give a detalled analysis of the results of this study and make a

facility recommendation based on its conclusions.

Synopsis of Public Comment

Prier to submitting the Reglonal CEFP to the SBA for approval,
one or more public hearing(s) must be held regionally to provide

broad-based community input Into the plan. Notice of guch

-

hearings shall be published as a Class T legal advertisement in

compliance with the provisions of 39-3-1 et seq. of the Code of

Wegt Virginia, As an addendum to the RCEFP, sufficient
documentation, inecluding verification of public notices from the
local newspapers and a syriopsis of all comments received during
the hearings must be included,

A formal comment from each county board of education in the RESA
shall be submitted to the SBA for consideration in their

approval process.

Objective Evaluation of Implementation

As part of the total RCEFP unit, the RESA shall include the objective

means to be utilized in evaluating implementation of the overall plan

and each project inecluded therein. The evaluation shall measure:

Al

How each project furthers each of the quality educational goals

,of the SBA as defined in WV Code §18-9D-16, This shall include:

student health and safety, econcmies of scale, travel time and




100.80

oy

L“’

I

I

[

other demographics, achievement of effective and efficient
instructional delivery system, curricular improvements,
innovations in education and adequate space for projected

student enrollments,
How the overall success of any project has related to the

facilities plan of the region and the overall goals of the SBA.

Regional Assurances

atement o gsgurance by the A Executive Director that each

£ lan ludes: ,

A oritized st o roiect ¢ _be T d thro SBA '"net"

funds. -

A ten-vear time line for the implementation of the total plan

ndicat when each osed ity action i3 to be taken d.

each project to begin
Completed Schoo lassification Report {SBA Fo 1 hat

clagsifies each fagllitv in the countyv,

Narrativ on each existing schoel fag ty describin utyre

use and improvements scheduled,

Completed bullding evaluation forms on each facilitvy in the

county using the SBA School Facilities Evaluation Instrument and

including cost s arieg icat the cost to n ade to meet

standard.

An sssurance that the county is in cempliance with the SBE order

regarding housi of Speecial ucatio rogramg in se ated

facilities, o
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Amending the Regional Plan o

Because the Rezional CEFP is a living document that must be _
updated monthly based on approved amendments and because of the )

continuallvy changl needs of e regionsg and the countieg, it

is most appropriate to address necessary major revisicons to the

plan annually,

1.

P

.

Budget Arendments to Regional CEFPs

1.

k

Malor revisione to the Regiomal CEFP are to be submitted to

the SBA bv December 1 each vear beginning December 1, 1993,

ajor revisions include the addition of new scheools, school

closuresg that have been approved by the SBE and

reclagsification of all existing schools.

Final approval of 81l closures remains the responsibility

of the SBE. The Regional CEFP will be amended to reflect

ool sures o after SBE action
The county and regional CEFP's are to be maintained as
working documents and are to he updated as amendments or .
actions are completed to implement the plan, o o o

Routine amendments on projects unsing partial or full SBA
funding must be amended through the SBA,
SBA/SDE Form 106 must be completed fully and submitted to

the RESA, A RESA approved amendment shall be subtmitted to

both the SBA and SBE for approval in order to institute an

SBA budget amendment or to transfer SBA funds from one
project to another,




14,

3, Amendments to add new projescts for SBA "pet' funding are to

be submitted on SBA Form 106 using gection B of the

report. e Appendix F
4, SBA Form 106 must slso be used to initiate budget
amendments to the SBE for al rojects regardless of the
funding source,
200,00 FUNDIKG SCHOOL BUILDIRG AUTHORITY PROJECTS
201.00 Matchin ds — Ho ching locg funds all be required to
attain § fund
202.00 Tistribution of Funds - It is the intent of the legislature that
the SBA fund the maintenance and construction of scheol
facilities to meet the needs of the people of West Virginia in
an efficient and economical manner. These fiunds shall be
distributed as follows:
A. Three percent (3%) of the total funds available to the Authority

for distribution during the current fiscal year may be utilized
for projects:

1. That serve the statewide educational community, or,

2. That are applied for and utilized to operate educaticnal

programs under the jurisdiction of the SBE.




11.

Fifty percent {(50%) of the remaining available funds shall be
allocated to each county board based on its net enrollment.
Provided:

1. That the county iz included in an approved regional plan and

2. That the county is prepared to commence expenditures during
the fiscal year monies are distribucted.

3. Provided, however, that monies allocated to a county beard
and not distributed to that county board shall be
redistributed oh the basis of net enrollment to the county
boards then eligible for the receipt of net enrollment
distributions in that fiscal year,

4, Any funds allocated to a county that fails to spend the
monies within three (3) years of the allccation shall be
ineligible for further SBA allocations until prepared to
spend the funds in accordance with an approved Regional
CEFP. Upon any allocation and distribution of the fifty
percent based on net enrollment in a subsequent fiscal
year, the Authority shall deduct from the fifty percent
determination any mories allocated and not distributed to a
county board during the preceding three fiscal years upon
written notice from any county beard that thevy are prepared
to expend such amount in the current fiscal vear and shall
distribute such monies accordingly, "Net" funds must be
expended on projecta approved by the SBA and upon projects
that meet the econcmles of scale guidelines defined in
gsection 100.40-C-(2) of this pelicy manual unless waived by

the Authority.
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12,

Fifty percent (50%) of the remainingravailable funds shall be
allocated and expended on the basis of needs and efficient use
of resources. The SBA shall make funding determinations in
accordance with the provisions of the Code of West Virginia and
shall assess existing schoel facilities and each facilities plan
in relation to the needs of the individual student, general
school population, the communities served by the facilities, and
facility needs statewide.

Awarding of Funds

ree percen %) Statewide Grants o

l. Projects eligible fo % statewide funds clude a _

cili that serves the educational community statewide or

houses educational programs that are vunder the jurisdiction
of the 8BE including regional vocational-technical centers,
Projects submitted for competitive funding frem the 3%
designation must Include information regarding the
following areas as described in the "Handbook on Planmning
School Facilitles" wherein apnlicable:

| a. An analvsis of the communitv being served,

l

b, A study of the population and enrollment,

c. The educational plan,

d, _An evaluation of the existing facilitv, ) o
e, The finpanein lan for the proijset

f. Translatlon of educational needs into facllity

needs, B
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13.

£. A "Needs" Project Summary Report (Appendix H)

h. explanation of how the project relates to the
major items egented in 10 0_C thru 73} of

this manual,

Schools or programg under the jurisdiction of the State

gard of ucaticn will submit project applications to the

SBE for review, evaluation, prioritization and

recommendation to the SBA for potential funding,

The SBA regserves the right to consider proiects the em

meritorious for-3% funding as well as final approval of all

rojects recommended for funding.

B. "Het" rolime ds .

1.

count West V in g e ible for capital

improvement funds from the SBA basged on its net
enrolliment. Ket enrollment, as defiped in 18-9A-2. shall

be dete ned by the most recent second month ort

available from the State Department of Education at the

time of distribution of finds,

Each county is regsponsible for presenting a list of

rioritized projects in their n to address the

expenditure of net enrollment allocations, The county will

review the priority list and explicit projects equaling the

ameunt of the countv's allocation will be selected, The

county guperintendent will make a pregsentation to the SBA

relat how each pro t meets t 0a of the Authority

and requesting its approval,




. 'Needs" FTunds

14,

The SPA will evaluate the projects presented in relation to

the total CEFP, the guidelines sef forth in 100.40-C=(1

thru 73 of this manual, and the mission/goals of the

Authority and approve funding accordinglv,

i.

2

Each county in West Virginia is eligible for capital
improvement funds from the SBA based on the needs of the
itieg in the digtrict

-

Each county i eSpOon s} ermining in ¢

facilities plan the specific project{s) for which SEBA

needs" will be requested Thig individua olect

will be fully developed in regard to the issues indicated

in 40-C—(i thru 7) in this manval and have an SBA
"Needs" Project Summary Report completed, (Appendix H)
Proposals for "needs" projects will be presented as
amendments to the exigting RCEFP arnd shall be requested by

the Autherity hased upon t avallabilit f capital

rovement funds for distribution
Projects for competitive "needs" funding will be included
in the facility plan submitted by each county to the RESA,
Thé RESA Bogrd of Directors is responsible for the review,
evaluation and prioritizaticn of these projects within
their region nrilizine the SBA approved "Procedures for
Regional Prioritization of Needs Projects”". (see Appendix
D)
Regional priority ligts will be part of the RCEFP submitted

to_the SR The Authori will review and evaluate the

roiects ba upon _criterias set fort o 40 of t
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204.00
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15.

handbook. A priority list of projects to be funded equal

to the amount of the funds avajlable during the specific

funding phase will be developed by the SBA using the

"Procedures fo geview of leeds Pr cts", ee Appendizx IO

6, . The SBA will appoint a plan review t that will wtiliz

the "Procedure for Review of Heeda Projects" to assist in

the rating of sach project eligible for the SBA's
prioritized list, The Authority reserves the right to

-

equeg eview of a or all projects submitted to them

that they feel has special merit or extenuating

circumstances., (see Appendix I)

Emer cy Capital Funds

rese the to ate a fund om the

r

earn 2 on investments that will be available at the

discretion of the Authoritvy to asgist schools where

emergsency situations endanger a safe and healthful
environment for students to attend school,

These funds will pet be considered available for

R

distribution and therefore, not subjiect to the customary

distribution formula of the SBA.
2. This fund will be created in the future and administrative

rocedures will be developed atr that time

Utilization of funds

Authorized Expendjtures

_Bond Retirement and Maintenance

1. With approval of the funding agency, SBA funds may be
dedicated to the payment of local bonds that were used for

the purposes defined in an approved reglonal facility plan.
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2. With SBA approval, state funds may be used for the repayment of
local bonds issued by the Authority for the beneflit of the
county, but are in addition to bond monies made available by the
Authority.

B. 5% Maintenance Fund - Up to five percent (5%) of counties "net
enroliment" allocation can be used for the purchase of materials,
supplies or equipment for SBA approved maintenance projects to be
completed by the county's maintenance team. Under no circumstances

shall these funds supplement or supplant salaries of employees.

Each_individual project within the 5% Maintemance fund must be

submitted for SBA review and approval, TFive percent maintenance

funds will use SBA projeet ecde ZX 2
C. Construction Costs — SBA funds may be used for capital improvement

projects ipcluding new construction, additiens, or rencvations to

st facil s provided ecty meet SEA guidelines

and_are approved by the 8BA, Allowable costs of construetion are

included in section 30 and 4 of thig manual

205,00 SBA Funds Accounting

A, Treasurers' Reports

1. A separate account shall he set up within the fiscal records of
the individual county to account for all SBA funds, 'net" or
‘'needs"”, All recoerds shall be maintained pending final project
audit,

2. TFunds expended for a multi-county project shall be apportioned
among the cooperating counties according to the formula indicated
in the facilities plan, Distribution of the funds shall be to

the county designated fiscal agent for the project.




206.00

17.

B. Budget Coding

1, County budgets must be supplemented when a grant transfer letter
is received from the SBA. This letter will accompany the Grant
Agreement and will inform the county that monies will be
transferred from the state account to the county's account at the
custodial Bank at the time the signed contract is received by the.
SBA.

2. Monies must be supplemented into the general current expendirurs
fund (fund 1). ‘

3. All funds to be utilized for capital improvement regardless of
the source are to be coded in project 25 utilizing the following
code numbers:

25X1X - A1l SRA Fundg
23%3X - Local Funds

254X —~ Federa d

25X5X — Better School endment Funds

25%9X — Other Funds

Reimbursement Procedures

Funds will be distributed through a recuisition process wherein:

1. Invcices e submitted to the SBA offices and te the trustee of
the account (Bank) before the fifth th) of ea menth
Submigsion to both entities is required to transact payment to
the county,

2. Invoices for each project code will be grouped together with one
requisition cover sheet for each project code, (see Appendix G)
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18.

Each requigition sheet must be signed by the superintendent of

scheools with certification that previous months invoices were

paid to the vendors, (see item € on SBA Form 104)

Involces are reviewed in the SBA offices between the fifth (5th)

and the tenth (10th) of each month,

Checks are written to reimburse the counties for aporov
expenditures on the fifteent 1 of the invoice month wnless

additional data is regquested by thea 8BA,

-

Should elarificaticen of a gpecific invoice be required, payment
may be delaved until gupport data to verify the expenditure is
provided to the SBA,

A BP-13A form to veri completion of a project must be submitted

with the request for final pavment on every project, A retainage

equal to 5% of the total project construction cost will be held

by the SBA until the project is officiallvy élosed—out by

submission of the completed BP-134,

300.00 FUNDIRG SPECIFIC FACILITY PLANS

300.10

Building gross areas

Maximum gross area allowances shall be computed as the product of
the design capacity timesz the square foot allowance per pupil as

hereinafter scheduled,




1.

300.20

- Elementary Schools |

Up to 240 students

241
266
291
316
341
380
441
491
541
591

to
to
to
to
to
to
to
to
to
to

265 students
290 students
315 students
340 students
389 students
440 students
490 students
540 students
590 students
640 students

Over 641 students

Junioer Hish/Middle Schools

Up to 500 students

501
551
601
651
701
751
801
851
926

to
to
to
to
to
Lo
to
to
to

530 students
600 students
650 students
700 students
750 students
300 students
850 students
925 students
1000 students

Over 1000 students

Senior High Schools
Up to 500 students

501
551
601
651
701
751
826
501

to
to
to
to
to
to
to
£o

550 students
600 students
650 students
700 students
750 students
825 students
900 students
1000 students

1001 to 1150 students
1151 to 1300 students
1301 to 1500 students
Qver 1500 students

Design Capacity shall be defined as the maximum number of

125
120
115
110
105
100
95
S0
85
80
80
80

150
143
140
135
130
125
129
115
ilo
105
100

230
220
215
210
195
185
175
165
160
155
i5¢
145
140

sq.
Sq.
s5q.
5q.
s8q.
5g.
5q.
S5q.
Sq.
3q.
sg.
Sq.

sq.
Sg.
Sq.
Sqg.
S8qg.
Sq.
549,
Sq.
Sq.
Sq.
Sq.

S5q.
Sq.
Sq.
5q.
3q.
3q.
3qg.
Sqg.
S5g.
5q.
Sq.
S5q.
Sq.

Ft.
Fe.
Ft.
Ft.
Pt.
Ft.
Ft.
Fe,
Fr.
Ft.
Ft.
Fe.

Fe.
Ft.
Ft.
Pe.
Ft.
Ft,
Ft,
Fg,
Fe,
Ft.
Ft.

Ft.
e,
Ft,
Ft.
Ft.
Fe.
Fe.
Ft.
Ft.
Ft.
Ft.
Ft.
Ft.

1i9.

students expected to attend a school facility as projected by

the 10-year enrollment projection and multiplied by a factor as

follows:

Primary and Elementary Facilitles

D C = enrcllment projection X 1.08%




300.30

2Q.

Middle and Junier High Facilities

D € = enrollment projection X 1,10
High School Facilities

D C = enrollment prejection X 1.15
Where facility enrcllment has fallen below the product of the
design capacity times (X) the utilization factor of 35%,
consideration of consolidation is recommended.

-

Allowable Constructien Costs for New Construction

SBA funded allocaticons for the construction of each facility
will be limited through using the Maximum State Funded Gross

area allowance times the most current SBA approved Sqg. Ft. cost:

1. Elemeéntary and Primary Schools $68.00/ 8q. Ft. -
2. Junior High and Middle Schools $72.00/ Sq. Ft.
3, Senior High Schoels $76.00/ Sq. Ft.

Construction costs allowance is t2 include site work, bullding
furnishings and equipment, architectural and engineering fees,
survey work, geotechnical studies and advertisements.
Construction costs allowance does NOT include:

(1) Site acquisition, unusual utility extensicens, unusual site
preparation cost, access highways, repaving of existing
parking lots or athletic facilities,

(2) B8RA funds can not be used for the purchase of properties,
the constructlion or renovatlon of athletlc facilities,
computer equipment, instructional supplies and equipment or

for the reimbursement of salaries for county employees,
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Construction cost per square foot may be adjusted by the SBA to
reflect regional cost factors. State construction cost will be
reviewed annually and may be adjusted upwardly or downwardly for
inflation or actual cost of projects constructed.

Contingency allowance for project change orders are established
as two percent {2%) for new construction.

Example No., 1 illustrates calculation of design capacity,
building area allowance, and project funding., Examples No. 2,

-

KXo. 3 and No. 6 relate to additioms. {see Appendix J)

Renovations

For renovatlion work within an existing building, the computation
is the product of the approved gross sgquare footage of the
project times (x) the percentage of the state building
construction cost per square foot,

The percentage is defined zs the percentage of the cost of
replacement of the facility. The percentage criteria is based
upon the age of the existing building in which renovation work
is scheduled. An older facility that has specific value to the
community can not be funded for more than the percentage
indicated., Restoration or renovation beyond these funding

levels must be addressed by local initiative.

40 years or more 60%
25 to 39 years 50%
16 to 24 years 40%

0 to 15 years lox
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For a project with rencvation work and an addition, the
computation is the product of the approved sguare footage using
the percentage of the building cost per square foot for
renovation work added to the cost for the addition whose
combined total must not exceed 65% of the cost of a new
replacement bullding to qualify for SBA funding.

Contingency allowance for project change orders are established
ag four percent (4%) for renovation. -

Examples No. 4, No. 5 and No. 7 illustrate the calculation of

SBA allowances for renovaticen projects. (see Appendix J)

STRATION, INSPECTION REVIEW

ducational agency receivin mding for a ca
improvement roject om the SBA shall appoint an administratoer
or the construction/fund ogram, is administrator shall

be responsible for acting as the liaison to the SBA and for

submitting the finsncial and proiect reports required by the SBA,

The_ educational agency shall be required to employ a

"Clerk—of—the-Works" to monitor =211 constructio rojects i

excess of $3100,000 unless otherwise waived by the SBA, {see

Appendix K, Section 9 of the Grant Agreement)
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e 8SBA reserves the right to inspect any SBA funded proiject at
intervals deemed necessa du or after constructio 2e
Appendix K ection 13 of the Grant Agreement and Section 12 of

the Supplemental, General and Special Condition

.The SBA reserveg the right to review all contractorsg

applications for pavment or other invoices submitted against an
SBA proieect fund, Completion of proper documentation by the LEA

-

a or e _compa e 2 gha be a prerequizite to e

any invoice being honored by the SBEA,

The SBA reserveg the right to review all county and

cierk-of-the-works filles related to an SBA funded proiject.

BOeceupa of New Educational Fac ties

400.61 Teachers and other emplovees sha be informed of t

eration of t bui bl articularl ire escape routes

heating, ventilating and air copditioning svstems and

communication svstems,

400,62 Wo educatlional facility shall be occupied without prior

.approval from the State Department of Fducation, School

Building Authority of West Virginia, and State and County

Regulatory Agencies,

500.900 SCHOOL BUILDING AUTHORITY CO GTs AGREEMENTS
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Grant Agreement

In order for SBA funds to be utilized for any project, a grant

agreement between the educatioral agencv and the SBA must ba

enact sea endix ¥

This agreement gets forth the amount and conditions of thé grant

and, on Exhibit A of the contract, specifies the facility or

facilities where the work ig to be dene, the scope of the work

te be done, and the egstimated cost at each site location.

The grant agreement must be signed by the Executive Director of

the A, the superintende or ¢ f adminigtrator of the agenc

receiving the grant, and the chief elected official of the

overni board the a ¢y in order to engage t agresment

Bid Documents

Bid documents for any SBA construction project shall be prepared

in accordance with the "Supplemental, General and Special
Conditions" of the Autheority. (see Appendix K)

Qualified contractors bidding on SBA projects will present

acceptablie liebility insurance levels and completed Contracter's

Qualification Statement” to the countv for review prior to the

award of the construction contracts, These documents are to be

treated in highest confidentialityv and are to be reviewed only

_bv those involved with the selection of the contracter, A

financial statement shall be required of the lowest qualified

bidder(s) being considered for award of the contract, The
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age recelivi bids or the SBA mav requeft Contractor
ua ications Statements Iineclud financial statements on
Subecontractors, (zee Appendix K)

A bid document repared shall reguire that t lowest ,

qualified bidder(s) submit a completed form $BA 123, List of
Subcontractors and Major Equipment and Material Suppliers. See
Appendix R) This formation must be submitted to the agenc
receiving the bidg within two hours after the completion of the
bid opening, -

600.00 SCE0QL, BUTLDING AUTHORITY REFORTS PROCEDURES

600.10

. Finapncial Reports

SBA 1 - Sepi-Anpual Fi ce Reports

SBA Form 103B has become WVDE 103B, a semi-ammual financial

report due on January 31 and July 31, It is a cumulative report
beginning Jansuary 1990 and includes every facility in the county

where capital Improvements have beepn made regardless of the R

fundi sourge Submit the first report by Janua 1 991 for

the full 1990 calendar vear to the WVDE, (see Append L

SBA 101A & 101B - Exhibit ] ement to the Grant reement

These forms are used to identify the specific project location,

. the scope of the work to be done, gn estimate of the cost of the

work, and the amount of the grant approved by the SBA, An
Exhibit A must accompanvy a CEFP amendment in order to amend the
grant contraect to coincide with the CEFP, (see Appendix M)
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SBA 104 — Exhibit BR-Requisition Form (Rew, 8-14-9Q)

This form is the cover for invoices sgsent to the SBRA e¢ffices and

ited Nationa o t act pavme to the count 0
ol iz us or each project cede. Several inveices from
various vendors mav be Included as long as they relate to the

_same school project code, Reguisitions must be submitted to_ the

SBA for review, Failure to submit invoices to the SBA will

regult in delavy of payment until appropriate submittals have

"

occurred, (see Appendix G)

Project/Construction Related Reports

SBA 105 — Contractor's Qualification Statement

owest qualified bidder(s) on construction o novation
rojects must com te a qualification statement This form is
to be used in the sere and ection of contractors to
assure the stability and reputability of the company. A copy of
ch of these reperts to b eta in the project file at

the county board office and is to be regarded as highiv

confidential, see Appendix K gee 500.2 regard

financials)
SBA/SBE 106 — Applicatien for Amendment {(Rev, 5-15-90)
This form is to amend the Regional CEFP, Tt is used to either

er the budgets of a oved projects, or add t ecifie

projects for SBA funding, once the plan has heen submitted. The

~revised version of this form must be used and the signature of

both the superintendent and RESA director must be affixed, (see

Appendix F)
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SBA 112 — Quarter Project Status Report

This report is to be ccompleted by the county on each active

project at the close of each quarter, Tt is to be gsubmitted to

the RESA to be compiled into a regional report, then forwarded

with the regional report to the SBA, The report Is due in the

SBA offices on the fifteent 5th) of the menth following the

clese of each calendar quarter. Once a proiject is reported as

completed, it is to be deleted from future guarterly reports,

(see Appendix N)
SBA 113 - Constructicn Observation Report

This report is to be completed weekly by the Glerk-of-the-Works

o) he county administrats engible for the § buildin
rogram igned to report the pgress of construction

and should also be used to asgist in the preparation of the

BA'g Quarterlvy P t Status Report a to report to the

County Board of FEducation highlight or concerns regarding the

constructions progress. These reports are to become part of

the project's log and be made available to the SBA's project
representative during site vigits., (Appendix OO

SBE P-1 - Application for Project Approval (Rev, 12-11-90)

This report is to be submitted twice by the county, initially

with the preliminary drawings when thev are submitted to the SDE

and the SBA for review, Preliminary review documents required

with the P-1 form are: education specification or education
rogram: (2 relimins drawingg (design development drawings

are preferredy: (3% ocutline specifications and (4) fipal

preliminary cost estimate reflecting the total proiect cost, A

final P-1 i3 to be submitt to both agencies at the co etion
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of the project wit P-13-4 co lon report and re ition
for final pavment, When a project does net require a design

view, it ig the res s ity of the ecount it

adminiastrator to Iinitiate the P-1 form to both the SDE and the

SBA., (gsee Appendix P)

_BP-13-4A - Certificats rofect Completio

certificate of co ion ig submitte o the SDE and e SBA

upon completion of a prolect in order to effectuate a ¢close-gut

-

of the proiect., ¥Final payment to the county for a specific
roject is dependent on submission the BP-13A to the SBA.

The architect or proiect administrator shall arrange an

inspection tour with the appropriate officials, No occupation

a new facilit rencvated facilitvy shall oce until a

certificate of gccupancy is provided by the fire marshal, (see

Appendix Q)
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APPENDICES
ADMINISTRATIVE PROCEDURES

Handbook on Planning School Facilities - (State Board of Education
Policy 6200)

SBA 116 = Facility Classification Form
Instrument for Evaluating School Facilities
Procedures for Prioritization of Regional "Needs" Projects

Economies of Scale Guidelines - (Revised July 25, 1991)

_SBA 106 — CEFP Application for Amendment — (Revised March 21, 19%1)

SBA 104 — Requisition for Payvment - (Revised May 17, 1%91)

SBA "Needs" Project Summary Report

.8BA "Needs" Project Review Procedure

Examples — Deaesign Capacity Calculations

Grant Agreement and Contracts Booklet

SBA 1038 - Semi-Annual Financial Report — {(Revised December 11, 1990}
SBA 101 - Exhibit A

Quarterly Project Status Report

Project Observation Report

P-1 Application for Project Approval - (Revised December 11, 1950)
BP-13-A Completion Report - (Revised March 21, 1991)

SBA 123 - List of Subcontractorsg/Material Suppliers -
(Revised June 24, 1991)




School Building Authority of West Virginia
Clacy E. Willlams, Exscutive Director ~

1601 Kanawha Boulevard, West,_- ‘Suite iO’E,_G Chartesion, West Virginié 25312 ® Office Nurriéef’u@_sés._:sﬁi o EAX Number (104} 348-2539

MEMORANDUM

TO: Llacy Williams
Executive Directoz,

G 7
——F
FROM: Mary V. Martin é£22?
Coordinator of *‘Financ/e/& Administration
o

SURJECT: Public Comment Period Summary for Proposed Procedural Handbook

DATE: October 3, 1991

The 30 day comment period for the Proposéd Procedural Handbook expired
without any commerts. A public hearing was not held as one was not required.

Based upcn the September 30, 1691 Board approval of the Propcsed
Procedural Handbeocok and the few amendments added. by the SBA staff, I recommend
initiating the final 3C day waiting pericd.




