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DEPARTMENT OF ADMINISTRATION




	          “STARTING YOUR PROJECT”  

                         (See Attachment A)
      Real Estate and Construction Services
      PROJECT INITIATION FORM (PIF)
	Page 1 of 2

	

	FILL IN ALL SHADED AREAS

If Emergency procurement is needed, also submit “Request for Emergency Authorization” located at:  http://mn.gov/admin/business/vendor-info/construction-projects/Forms/index.jsp
	To be completed by RECS Only:

	
	Project Number:
	
	 

	
	Activity:
	
	

	
	Date Received:
	 
	 

	
	
	
	

	Agency Date:
	
	
	 FORMCHECKBOX 
 Track Substantial Completion Inspection (CIP)

	 

	Project Name:
	

	 (verb/noun)

	Project Description: 
	

	

	Project Location:
	Building Name(s):
	
	Statewide ID Number(s):
	

	
	
	
	(see Archibus)
	

	
	
	
	
	

	

	Agency Contacts:

	Requesting Agency:
	
	
	To be completed by RECS Only:

	
	Agency Contact:
	
	
	
	
	

	
	Telephone:
	
	
	RECS ATL:
	
	

	
	E-mail: 
	
	
	
	
	

	
	
	
	
	RECS PM:
	
	

	
	Requesting Facility:
	
	
	Telephone:
	
	

	
	Facility Contact:
	
	
	Email:
	
	

	
	Telephone:
	
	
	

	
	E-mail:
	
	
	

	
	
	
	
	Consultant Selection:

	
	Other (tenant):
	
	
	
	
	In-House
	

	
	Contact:
	
	
	
	
	RECS selection
	

	
	Telephone:
	
	
	
	
	SDSB selection
	

	
	E-mail:
	
	
	
	
	

	
	
	
	
	Delivery Method:

	
	Other
	
	
	
	
	Design/Bid/Build

	
	Contact:
	
	
	
	
	OMR

	
	Telephone:
	
	
	
	
	Other:
	
	

	
	E-mail:
	
	
	
	
	

	

	Project Categories:

(Check all that apply)
	Scope:
	
	Type:
	
	

	
	Study
	
	
	New 
	
	
	
	

	
	Predesign
	
	
	Addition
	
	
	 FORMCHECKBOX 
  IT Work Involved
	

	
	Design
	
	
	Remodel 
	
	
	
	

	
	Construction
	
	
	Repair/Replacement
	
	
	
	

	
	Other _________
	
	
	Other ___________
	
	
	
	

	
	
	
	

	

	Project Schedule:
	Requested Substantial Completion Date:
	
	[enter mm/dd/year ]

	
	Why:
	

	
	Other Required Milestone Date(s):
	
	

	
	Why:
	

	


	Real Estate and Construction Services 

PROJECT INITIATION FORM
	Page 2 of 2



	
	

	Funding Source and Amount(s):

	 Agency
	CAPRA
	AP
	Bond
	Other
	

	(Replace Box with an “X” – Double click on box and select Checked button in the middle of dialog box)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Budget Date
	
	Fund
	
	DeptID
	
	ApprID.
	
	Amt.$
	

	Agency Project Number:
	PC BU
	
	Project
	
	Agency Funding Contact:
	

	PO BU
	
	MN Law or Statute Citation:
	Year
	
	Chapter
	
	Section
	
	Subsection
	
	

	
	MN Law or Statute Language:
	

	
	Funding sunset date:
	
	         FORMCHECKBOX 
   Jobs Reporting
	 FORMCHECKBOX 

	Billable

	 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Budget Date
	
	Fund
	
	DeptID
	
	ApprID
	
	Amt.$
	

	Agency Project Number:
	PC BU
	
	Project
	
	Agency Funding Contact:
	

	PO BU
	
	MN Law or Statute Citation:
	Year
	
	Chapter
	
	Section
	
	Subsection
	
	

	
	MN Law or Statute Language:
	

	
	Funding sunset date:
	
	         FORMCHECKBOX 
   Jobs Reporting
	 FORMCHECKBOX 

	Billable

	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Budget Date
	
	Fund
	
	DeptID
	
	ApprID.
	
	Amt.$
	

	 Agency Project Number:
	PC BU
	
	Project
	
	Agency Funding Contact:
	

	PO BU
	
	MN Law or Statute Citation:
	Year
	
	Chapter
	
	Section
	
	Subsection
	
	

	
	MN Law or Statute Language:
	

	
	Funding sunset date:
	
	         FORMCHECKBOX 
   Jobs Reporting
	 FORMCHECKBOX 

	Billable

	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Budget Date
	
	Fund
	
	DeptID
	
	ApprID.
	
	Amt.$
	

	Agency Project Number:
	PC BU
	
	Project
	
	Agency Funding Contact:
	

	PO BU
	
	MN Law or Statute Citation:
	Year
	
	Chapter
	
	Section
	
	Subsection
	
	

	
	MN Law or Statute Language:
	

	
	Funding sunset date:
	
	         FORMCHECKBOX 
   Jobs Reporting
	 FORMCHECKBOX 

	Billable

	 

	Total funding amount $:
	


               Please Email (or Fax 651.215.6245) completed form to: 

Gordon Christofferson (gordon.christofferson@state.mn.us) and Deb Nordling (debra.nordling@state.mn.us)

              Finalized PIF Distribution:
RECS Project Manager (see above)




Agency/Facility/Other Contacts (see above)




Admin Projects Only – PMD Technical Services



RECS Planning



Minncor (when project includes FF&E)




Mn State Arts Board (if applicable)



CAAPBoard  (Cap Complex projects only)



MN.IT

Attachment A:   Typical project Activities
Rev 2/15
Rev 4/16
ATTACHMENT A
	TYPICAL PROJECT ACTIVITIES


(This is a “menu” of activities; not every project will have all of these activities depending on the scope)
	Ph
	No
	Activity
	Responsible Party
	Check when complete or indicate N/A

	1
	
	Preliminary Internal Planning 
	
	

	
	01
	Contact your building manager and inform them of your intentions; they will assist you with submitting this request
	Agency
	

	
	02
	Review “Typical Project Activities” (this list); some activities will apply to your project and some will not.
	Agency
	

	
	03
	Submit PIF (Project Information Form) to RECS
*Agency to include SWIFT funding codes with min. $5K placeholder until contracts are encumbered for design, construction, other.
	Agency
	

	
	
	
	
	

	2
	
	Initial Project Planning Meeting with RECS/PMD/Agency/User Group(s)
	
	

	
	01
	       -      Determine General Scope of Work

· Identify Contact People  (including Agency’s MN.IT Rep)

· Discuss Scope, Schedule, Cost, Verify Funding
	RECS,  PMD, Agency

MN.IT 
	

	
	02
	If project consists of relocation discuss options for available space, type of space needs, feasibility, desired schedule. 
	Agency, RECS Planning
	

	
	03
	For relocations, do a space comparison of existing to new; prepare preliminary “Fit Plan”
	Agency,RECS Planning
	

	
	04
	Prepare Space Analysis 

· Fill out worksheets and/or interview Users
	RECS Space Planning
	

	
	03
	Refine “Fit Plan” 
	RECS Space Planning
	

	
	04
	Review IT needs for the project with your MN.IT Account Manager
	Agency, MN.IT, RECS
	

	
	05
	Prepare Preliminary Project Budget and Schedule
	RECS, Agency
	

	
	
	
	
	

	3
	
	Select Primary A/E Consultant
	
	

	
	01
	Draft RFP to select design firm for professional A/E services
	RECS
	

	
	02
	Develop and finalize RFP with Agency - Establish selection criteria
	RECS, Agency
	

	
	03
	Distribute RFP to minimum of 3 design firms
	RECS
	

	
	04
	RFP response time – RECS responds to questions/inquiries
	RECS
	

	
	05
	Evaluate RFP responses & make selection
	RECS, Agency
	

	
	06
	Negotiate Design Contract
	RECS, A/E
	

	
	07
	Process/Execute Design Contract
	RECS, MMD
	

	
	
	
	
	

	4
	
	Select Other Consultants (if not provided by Primary A/E Consultant)
	
	

	
	01
	Haz/Mat abatement design consultant
	RECS
	

	
	02
	CD review consultant
	RECS
	

	
	03
	Interior design (FF&E) consultant 
	Agency, RECS
	

	
	04
	Voice/data/technology design consultant
	Agency, RECS
	

	
	05
	Security Consultant
	Agency, RECS
	

	
	06
	Move Coordinator
	Agency, RECS
	

	
	07
	Kitchen Equipment consultant
	
	

	
	08
	Security Consultant (camera, detention)
	
	

	
	09
	HVAC/Electrical Commissioning
	
	

	
	10
	Envelope Commissioning
	
	

	
	11
	BIM, Revit, Archibus, Sustainability(B3), auditor, needs
	
	


* The project cost will be estimated by the consultant A/E firm after the scope of work is established.

ATTACHMENT  A

	Ph
	No
	Activity
	Responsible Party
	Check when complete

	5
	
	Design
	
	

	
	01
	Schematic Design

· Review Space Analysis, Budget (project must conform to the State’s Space Guidelines)
· Prepare Alternate Layouts to indicate scale and relationships of project components

· Develop Conceptual Cost Estimate

· Progress Meetings   (include MN.IT)

· Prepare Project Schedule
	RECS, A/E, MN.IT, Agency
	

	
	02
	Design Development

· Develop Preliminary Architectural, Structural and MEP documents to define the systems and materials  based on approved Schematic Design

· Update the Cost Estimate

· Code Review

· Progress Meetings  (A/E to include MN.IT’s requirements)
	RECS, A/E
	

	
	03
	Construction Documents

· Prepare drawings and specifications setting forth in detail the requirements for Bidding Contracting for Construction and Construction Administration of the Project.
· Furniture Plan is complete  (coordinate with electrical)
· Update Cost Estimate

· Progress Meetings

· Conduct final review (including MN.IT review)
· Obtain Agency approval
	RECS, A/E

RECS, MN.IT
	

	
	04
	Administration of Design Contract
	RECS
	

	
	
	
	
	

	6
	
	Bidding and Construction Contract Award
	
	

	
	01
	Bidding

· Bid Solicitation / Advertise project  (MMD)
· Pre-Bid meeting with potential bidders

· Answer Contractor’s questions

· Issue Addenda
	A/E, MMD
	

	
	02
	Bid Award

· Receive Bids & post Bid Tabulation

· Analyze Bids

· Recommend Award
	MMD, RECS, A/E
	

	
	03
	Process Construction Contract

· Contract signatures, bonds, insurance (reviewed)
· Issue Contract & Notice to Proceed
	MMD, RECS
	

	7
	
	Construction
	
	

	
	01
	Mobilize
	Gen.Contractor (GC)
	

	
	02
	Prepare & Update Construction Schedule
	GC, A/E, RECS
	

	
	03
	Coordinate IT /phone /data work with MN.IT
	GC, A/E, RECS, MN.IT
	

	
	03
	Submittals (GC, A/E), Approve Submittals (A/E)

Select Material Colors (A/E, Agency)
	GC, A/E, RECS, Agency
	

	
	04
	Administration of Construction Contract

Meetings, Changes, Payment Requests
	GC, A/E, RECS
	

	
	05
	Substantial Completion & Punch List
	GC, A/E, RECS, Agency
	

	
	06
	Final Completion
	GC, A/E, RECS
	

	
	07
	Certificate of Occupancy
	City
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	Ph
	No
	Activity
	Responsible Party
	Check when complete

	
	
	
	
	

	8
	
	Occupancy
	
	

	
	01
	FF&E  (Furniture, Fixtures & Equipment)
	
	

	
	02
	Voice/data
	Agency, MN.IT
	

	
	03
	Security Equip
	
	

	
	04
	Signage
	RECS, Agency
	

	
	05
	Window treatments 
	RECS, Agency
	

	
	06
	Computer support
	Agency
	

	
	07
	Decor -   artwork / plants
	Agency
	

	
	08
	Keys/hardware
	GC, RECS
	

	
	09
	Trash removal
	GC
	

	
	
	
	
	

	9
	
	Relocation / Move-in   (Move Costs are not bondable)
	
	

	
	01
	Coordinate Move with Construction Schedule
	RECS, Agency
	

	
	02
	Movers
	Agency
	

	
	03
	Relocation supplies 
	Agency
	

	
	04
	Stationary
	Agency
	

	
	05
	Parking lease
	Agency
	

	
	06
	File server relocation
	Agency / MN.IT
	

	
	07
	Clean vacated space
	Agency
	

	
	
	
	
	

	10
	
	Project Closeout
	
	

	
	01
	Record Documents
	RECS
	

	
	02
	Maintenance Manuals
	RECS
	

	
	03
	BIM Model
	RECS
	



