REAL ESTATE LEASING AND PLANNING SECTION 	1313
(Revised 6/2014 and Renumbered 10/2020)
This is called the Statewide Real State agencies that acquire, encumber, or dispose of real property are required to provide information to DGS for inclusion in the SPI and routing to the Secretary of State Archives. For assistance in determining the appropriate documents to be submitted, contact RESD’s SPI Unit at (916) 375-4052.
SAM REAL ESTATE SERVICES DIVISION


PROJECT MANAGEMENT AND DEVELOPMENT BRANCH PROGRAM SUMMARY, RESOURCES, AND CONTACTS	1320
(Revised 1/2015)

The mission of the Project Management and Development Branch (PMDB) within RESD is to deliver quality, cost effective and timely real estate services to State Agencies. This includes management of the planning, design and construction of major and minor capital outlay projects and leasing projects within the scope, budget, and schedule that meet the program requirements of our clients and the authorization of the Legislature. This may be done either through the capital outlay process or alternative forms of delivery. The PMDB services also include architectural and engineering, space planning and interior design, leasing and lease management, real estate sales, appraisals, acquisitions, energy and environmental services (including toxic site investigation and remediation) etc.
The SAM Sections 6801 through 6899 provide a detailed explanation of PMDB’s role in the state’s capital outlay process.

The RESD’s Asset Management Branch AMB is the initial point of entry for requesting new services online through CRUISE (Customer Requests: Upgraded Information Sharing Environment: http://www.webapps.dgs.ca.gov/resd/cruise

State Agencies use CRUISE to submit requests for RESD services.
Additional information on PMDB’s services and operations may be accessed from the RESD homepage located at www.dgs.ca.gov/resd . PMDB contact information:

Project Management and Development Branch
The Real Estate Services Division
707 Third Street, 4th Floor West Sacramento, CA 95605 916-376-1700
(IMS Code Z-01)

Rev. 435
Rev. 435

SAM – REAL ESTATE SERVICES DIVISION
ORGANIZATIONAL STRUCTURE	1320.1
(Revised 1/2015)
The services provided by PMDB include:

[bookmark: Real_Estate_Leasing_and_Planning]Real Estate Leasing and Planning
Provides services to assist state agencies in acquiring leases for office, warehouse, labs, and other specialized facilities in privately owned buildings.  These services include space planning, lease negotiation, execution and lease management services.  See SAM Section 1322 for more details.

[bookmark: Real_Property_Services]Real Property Services
Provides appraisal services, appraisal review, acquisition services, real property transaction review, leases of State-owned property, and telecommunications leases to State agencies, and executes the sale of surplus state-owned property.  See SAM Section 1323 for more details.

[bookmark: Architecture_and_Engineering_Services]Architecture and Engineering Services
Provides in-house architectural services, civil engineering, structural engineering, mechanical engineering, electrical engineering. PMDB prepares cost estimates for all phases of construction projects including change order estimates, value engineering and estimates of project fees.

[bookmark: Program_and_Project_Management]Program and Project Management
Provides management of large and/or complex projects and programs including capital outlay projects and programs, design-build, lease build-to-suit, special repairs, hazardous materials assessments and remediation, underground storage tank programs, and energy projects. Strategic planning, budgeting, estimating,

[bookmark: Energy_and_Sustainability]Energy and Sustainability
(Moved to Chapter 1800, September 2016)

[bookmark: Environmental_Services]Environmental Services(RELPS)Environmental Services program provides environmental due diligence studies and compliance, including the preparation, review and oversight of Environmental Impact Reports/Statements, Initial Studies/Negative Declarations, and permits as required by the California Environmental Quality Act (CEQA), the National Environmental Policy Act (NEPA), and other environmental laws; hazardous materials assessments and remediation, consultation/permitting with regulatory agencies, and construction monitoring. See SAM Section 1325 for more details.
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SAM – REAL ESTATE SERVICES DIVISION
TRANSFER OF FUNDS TO THE ARCHITECTURE
REVOLVING FUND (RESD FORM 22)	1321.1
(Revised 6/2014)
For clients using the Architecture Revolving Fund (ARF), the client agency must first transfer the funds to the ARF via RESD Form 22 before design and construction support services can be provided. DGS/RESD will prepare and provide the completed Form 22 to the client agency for their approval and subsequent submission to the Department of Finance for funding approval.
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REQUEST FOR PROJECT UNDERTAKING BY
STATE AGENCY (RESD. FORM 23)	1321.12
(Revised 2/2015)

Except as otherwise noted in Public Contract Code Section 10107, the erection, construction, alteration, repair, or improvement of any state structure, building, road, or other state improvement of any kind is generally under the sole charge and direct control of DGS. Exceptions from this requirement may be granted if DGS determines its services in connection with such projects are not required. When state agencies request authorization to carry out a project that meets the requirements of Public Contract Code Section 10108 or 10108.5, they must use the Request for Project Undertaking by State Agency (RESD Form 23). Note: All projects must be reviewed and signed by the appropriate requesting agencies before the Form 23 is submitted to DGS. See SAM Appendix A-2 for a copy of the Request for Project Undertaking by State Agency (RESD Form 23).

Click here for instructions on completion of the Form 23.
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AGENCIES WITH SEPARATE AUTHORITY TO UNDERTAKE PROJECTS	1321.13
(Revised 12/2014)
The following agencies have authority to execute projects without DGS review or oversight:
	Board of State Harbor Commissioners
	Department of Water Resources

	
Department of Boating and Waterways
	Regents of the University of California

	
Department of Transportation
	Trustees of the California State University and Colleges

	
Community Colleges
	CalFire (as determined on a project by project basis by DOF)



Rev. 428
Rev. 428

STATE SPACE ALLOWANCES STANDARDS	1321.14
(Revised 12/2002-owned and leased facilities. RESD, any modifications must be reviewed and approved by RESD
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STATE SPACE ALLOWANCES STANDARDS	1321.14 (Cont. 12/2002)

State Space Allowance		Maximum Net Square Feet by Space Type
	Job Category
	Examples of Typical Job Titles
	**CF Private
	** CF Open
	**CF Group
	**MSF Open
	**MSF Group

	Executive
	Cabinet Secretary, Agency Administrator, Board Chairperson,
Department Director, Commissioner
	300
	
	
	
	

	Administrators
	Deputy Director, Asst. Director, Executive Secretary, Dept./Division Chief, Branch/Office Chief,
Board Member
	200
	
	
	
	

	Managers
	Bureau Chief, Deputy or Asst. Chief, Section Head
	150
	
	
	
	

	Managers
	Dept. Administrative Officer or Fiscal Officer, middle managers
	150
	150
	
	112
	

	Supervisors*
	Supervisor of Large Unit (10 or more)
	
	125
	
	96
	

	Supervisors*
	Supervisor of Small Unit (9 or less), Asst. Unit Supervisor, First-Line Supervisors
	
	110
	
	96
	

	Attorneys***
	Attorney
	150
	100
	100
	80
	80

	Technical Professionals
	Architect, Engineer
	
	
	100
	80
	80



* The need for privacy and confidentially of personnel/labor relations issues should be considered through the effective location and configuration of work stations or placement of quiet rooms.

** Definition of Terms

*** Applies to Trial Attorneys only, unless justification is submitted to RESD for review and approval
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STATE SPACE ALLOWANCES STANDARDS	1321.14 (Cont. 2)
(Revised 12/2002)

State Space Allowance		Maximum Net Square Feet by Space Type
	Job Category
	Examples of Typical Job Titles
	**CF Private
	** CF Open
	**CF Group
	**MSF Open
	**MSF Group

	Working Professionals
	Analyst, Accountant, Social Service Worker, Business Service Officer, Correctional Officer, Referee
	
	100
	100
	64
	64

	Clerical Supervisors*
	Clerical Supervisor
	
	75
	
	64
	

	Clericals
	Account Clerk, Office Technician, Office Assistant, Stock Clerk
	
	75
	60
	64
	40


** Definition of Terms

*** Applies to Trial Attorneys only, unless justification is submitted to RESD for review and approval

STATE SPACE ALLOWANCES STANDARDS	1321.14 (Cont. 3)
(Revised 12/2002)

CF	Conventional Furniture: Freestanding furniture used to make up a workstation, whether in traditional open office design.
MSF	Modular Systems Furniture: System of interconnecting acoustical panels and hang- on components used to make up a workstation. Used in open office design.
Private	Open	Office design with a minimum of private offices. Emphasizes flexibility of reconfiguration, uses MSF or screens and conventional furniture.
Group	
*** Applies to Trial Attorneys only, unless justification is submitted to RESD for review and approval.
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ALTERNATIVE OFFICE STRATEGIES	1321.15
(Revised 12/2002)

RESD shall assist agencies/departments in the design of office space through the use of appropriate Alternative Officing (AO) methodologies to better utilize existing and proposed space and to support employee alternative work schedules.  AO strategies are:

Universal Plan	Standardized design of workstation area that allows departments to move people rather than furniture

Team Space	Open workspace arrangement involving workstations with fewer, lower partitions to facilitate communication and collaboration.

[bookmark: Shared]Shared
Workspace		Two or more employees sharing a single, assigned workspace either during the workday or on different shifts or schedules.

Teleworking		Employees work at home, fielded offices or designated Teleworking Centers one to five days a week on either a formal or informal schedule.

Satellite Office	A full service office location used by full-time employees living nearby.

Free Address	Non-dedicated, unassigned workspace at an agency/department location available to the employee on a first-come, first served basis.

Hoteling		Non-dedicated, unassigned workspace at an agency/department location reserved by the employee via a designated coordinator, on an as-needed basis.

REQUESTS FOR PLANNING SERVICES	1321.16
(Revised 1/2015)


Rev. 429
Rev. 429

ACQUIRING MODULAR SYSTEMS FURNITURE	1321.17
(Revised 7/2015)
 by Executive Branch departments wishing to acquire MSF. This policy is in concert with Public Contract Code Section 12153 that authorizes the Department of General Services (DGS) “to draft, establish, and implement policies that ensure the procurement and use of recycled resources.”

As described in Management Memo 11-01, “Cost-Effective Use of Surplus Property,” departments wishing to acquire MSF must first contact the DGS Office of Fleet and Asset Management (OFAM) to determine if surplus MSF will meet their needs.

If OFAM notifies the requesting department that its needs cannot be met using surplus furniture, the department is to contact California Prison Industry Authority (CALPIA) for the purchase of revitalized furniture. If CALPIA revitalized furniture is not available, the department will work with the DGS Real Estate Services Division project manager (DGS project manager) to submit a CALPIA form titled, “CALPIA Request for Modular Systems Furniture” to CALPIA.
.
Open Office Panel Systems contract.

(Continued)
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(Continued)
ACQUIRING MODULAR SYSTEMS FURNITURE	1321.17 (Cont. 1)
(Revised 7/2015)


The process for obtaining a DGS exemption is:

1. The requesting department sends a written exemption request to the DGS project manager. This request must:
a. be addressed to the DGS Director;
b. include a compelling argument for the exemption; and
c. be signed by the requesting department’s director or his/her designee.

The request will be part of the complete package forwarded to the DGS Director for final determination.

The requesting department, with assistance from the DGS project manager, determines the cost of the MSF by requesting a Cost Comparison Estimate (CCE) from both CALPIA and the DGS Master Contract Vendor (Vendor). A description of the information that must be provided to CALPIA and the Vendor can be found at: http://www.documents.dgs.ca.gov/dgs/resd/Cost_Comparison_Estimate_Package.pdf

2. The project information referenced above is concurrently submitted to both CALPIA and the Vendor via electronic mail (email).

Within two weeks of the request, and based on the project information provided by the requesting department, CALPIA and the Vendor will each submit a MSF CCE package (for evaluation purposes only) to both the requesting agency and to the DGS project manager. The specific information that must be provided by CALPIA and the Vendor in the CCE package can be found at: http://www.documents.dgs.ca.gov/dgs/resd/Cost_Comparison_Estimate_Package.pdf

3. The MSF CCE package shall be final upon receipt by the requesting department. No subsequent modifications or adjustments to the MSF CCE will be accepted. The unit pricing and discounted rate in the MSF CCE shall be effective for the duration of the designated project. The DGS project manager will assist the requesting department in evaluating the CCE package for procedural compliance.

4. After review by the requesting department and the DGS project manager, the two completed CCE packages will be forwarded to the DGS Director or his/her designee, along with the written exemption request from the requesting department, to determine the disposition of the exemption request.

5. The DGS Director’s decision will be sent to each MSF provider and the requesting department within two weeks of the submittal to DGS Director, unless otherwise instructed by DGS.

** See Management Memo 15-05 for additional information **

CODE REQUIREMENTS FOR STATE–CONTROLLED AND STATE–OWNED FACILITIES	1321.18
(Revised 1/2015)

State Fire Marshal. Plans and specifications for new space and for alterations to existing space must be submitted to the State Fire Marshal for code compliance review and approval before commencement of alterations. PMDB obtains approval for all projects that it executes.
Health and Safety Code Compliance. Projects undertaken by the RESD meet all applicable regulations of the Department of Industrial Relations, Department of Health Services, and the Occupational Safety and Health Agency. The RESD’s state leased space complies with local building and fire codes and state-owned space complies with Title 24 as administered by the State Fire Marshal.
Seismic Certification. All buildings considered for occupancy by the state must meet a seismic performance objective of substantial life safety as outlined in FEMA 178, or meet 75 percent of the current building code.
American with Disabilities Act Requirements. All state facilities must comply with the requirements of the Americans with Disabilities Act (ADA) access guidelines and Title 24 accessibility requirements. Current regulations are found in the California Administrative Code, Title 24, State Building Standards, and the Americans with Disabilities Act. PMDB coordinates the review and approval of plans by the Division of State Architect’s Access Compliance Unit for projects in state-owned facilities.
Projects in leased facilities are reviewed by PMDB for conceptual compliance with the ADA and Title 24 during the preparation of preliminary plans. Final compliance of the construction documents and completed facility is the responsibility of the building owner/lessor.
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SAM – REAL ESTATE SERVICES DIVISION REAL ESTATE LEASING AND PLANNING SECTION PROGRAM SUMMARY, RESOURCES, AND CONTACTS	1322
(Revised 1/2015)

The Real Estate Leasing and Planning Section (RELPS) provide real estate services under the broad authority assigned to DGS for centralized business management functions. RELPS consists of twothree primary units: Leasing Services, Planning Services and Lease Management Services.State Owned Leasing and Development (SOLD). The RELPS mission is to contribute to the success of customer agencies and to the prosperity of all Californians by making the best use of the state’s real estate assets and providing quality facilities for state operations in the most effective manner.

AMB is the initial point of entry for requesting leasing services. Request for new leases, amendments to existing leases, or renewals for offices, warehouses, or other facilities are to be submitted via CRUISE, approved by someone specifically authorized by the requesting agency. For assistance with Global CRUISE, contact the AMB Customer Services Management Unit at 916-376-1800. Agencies should allow as much lead time as possible when submitting their request (18 months for new existing space and 36 months for a build to suit) and they should provide full information about staffing, functions to be conducted, and any special requirements or equipment to be housed. Staffing information and rental budget may require confirmation by the Department of Finance (DOF).

[bookmark: _GoBack]
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The )

The RESD is responsible for developing and implementing planning and design standards and determining space needs for state The following table delineates the maximum space allowances and space types for each job category. The allowances indicate net square feet and do not include space for circulation and special requirements outside the office/workstation space. These standards are general guidelines and can be modified and developed to meet specific job requirements of individual agencies and their employees.

Once an agency’s design standards and space allocations have been developed and approved by .

(Continued)1)
(Revised 
* The need for privacy and confidentially of personnel/labor relations issues should be considered through the effective location and configuration of work stations or placement of quiet rooms.

One person, individual, hard wall constructed office for classifications indicated. The RESD staff is available to work with agencies to prepare justifications for exceptions to these standards.Hard wall constructed office with two or more persons sharing the working area. Used with compatible work functions.	Comment by Barbu, Viana@DGS: This language seems to imply that agencies should make exceptions and that RESD is advocating for exceptions. Perhaps there is better intro section where it can be more appropriately stated that RESD will work with agencies to meet the standards, and where necessary, to assist with modifications to the standards. 
Throughout the design process, RESD Space Planners shall work with the client to establish allocations of personal and programmatic storage and file space for each employee as appropriate to the selected strategies.
Requests for space planning and alteration design services (excluding maintenance or repair) to state-leased or state-owned office and warehouse space, relocatable buildings, and trailers shall be submitted to AMB via CRUISE. Requests to increase or decrease space shall be accompanied by a Space Planning Data form, RESD Form 4083.
This policy and procedures sets forth for state agencies (departments) wishing to acquire Modular Systems Furniture (MSF). MSF utilizes components including panels, work surfaces, storage, and accessories that can be configured in a variety of combinations to create workstations.

It is the policy that surplus MSF will be utilized to the greatest extent possib	Comment by Barbu, Viana@DGS: Replace “the” with whatever the appropriate source of the policy is, such as “RESD policy” or “State policy” for clarity purposes. 	Comment by Torres, Marissa@DGS: It should read state policy.
If CALPIA accepts the project, it will notify the DGS project manager, and the project will then proceed through coordination of the design, purchase, manufacturing, shipping, installation and final completion phases. Tenants are cautioned about altering or redesigning office layouts without the assistance of RESD to prevent code violations (Fire and Life Safety Codes, Americans with Disabilities Act or Industrial Relations regulations) and to maintain the functional integrity of the office plan
CALPIA may indicate on the request form that it is waiving the project because either it cannot meet the department’s needs, or it has scheduled or scope concerns. If CALPIA waives the project, the requesting department, with assistance from the DGS project manager, may contact the MSF vendor designated in the current DGS 
[bookmark: LEASE_MANAGEMENT_UNIT_1322.12][bookmark: Leasing_State-Owned_Real_Property_to_Oth][bookmark: General_Competitive_Bidding_Requirement_][bookmark: Commercial_Advertising_Signs.][bookmark: POSTING_OF_STATE_PROPERTY_1323.13][bookmark: STATE_PROPERTY_EASEMENTS_1323.14][bookmark: ENVIRONMENTAL_AND_SUSTAINABILITY_PROGRAM][bookmark: STATE_SPACE_ALLOWANCES_STANDARDS_1321.14][bookmark: ALTERNATIVE_OFFICE_STRATEGIES_1321.15][bookmark: REQUESTS_FOR_PLANNING_SERVICES_1321.16][bookmark: ACQUIRING_MODULAR_SYSTEMS_FURNITURE_1321][bookmark: OBTAINING_A_DGS_EXEMPTION][bookmark: PROGRAM_SUMMARY_1326][bookmark: MAJOR_POLICIES_AND_SERVICES][bookmark: Chap1330(Notebook)]OBTAINING A DGS EXEMPTION
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