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Policy on OPC Chargebacks

PURPOSE:

Operations, Planning, and Construction (OPC) is responsible for the mainte
the campus grounds and facilities funded by operating fund budget allocati
maintenance and operations, OPC is responsible for the oversight of all ch¢ » campus grounds
and facilities including new construction, renovation, change of utili afation and installation
of equipment. OPC may perform said work in house or via conti{gt rices as a charge back to
the requesting party.

Jce and operations of
addition to

BACKGROUND:
CSU Executive Order 847 (EO 847), dated January 10 fines Facility Maintenance on the
campuses, establishes requirements for malntenanc ion of state-supported facilities, and

indicates that campus operating fund operations imbursed actual direct costs plus indirect
costs associated with requested non-maintenan provided by the facilities department.
CSUCI maintenance operations are manas eratlons Planning and Construction (OPC).

OPC has four functional units provid}
(custodial, grounds and event servi
(mail, shipping and receiving, wa

Operatlons (skilled trades); Facility Services
nning, Design, and Construction; and Logistical Services
oving, and maintenance stores).

POLICY:
Accountability:
The Associate Vice Presidenigor OPC shall be responsible for establishing and maintaining
computerized maintenance Thanagement systems to accurately track facilities work, and to provide
timely and accurate accounting of direct and indirect project costs. OPC will work with the Director
of Budget, Procurement, and Support Services to establish rates for OPC services in compliance with
EO 847. OPC will work with the Controller to insure tracking, accounting, and invoicing is
consistent with campus fiscal processes.

Applicability:
The policy applies to all campus administrative and academic departments; auxiliary organizations;
tenants; and external organizations requesting facility services.

Definition(s):
Operations and Maintenance: Activities required for ongoing, routine operations and maintenance of
a building. Operations and maintenance activities includes the routine work necessary to keep state-
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supported facilities, utility infrastructure, roads and grounds in good repair, appearance and
operating condition. This work includes maintaining, operating, and repairigg utility systems, e.g.
electricity, water, gas, heat, ventilation, air conditioning, plumbing, sewage, &ad elevators. It also
includes maintaining and repairing basic components of campus buildings gna§rounds, e.g.,
foundations, walls, roofs, stairs, ceilings, floors, floor coverings wall cove % pors, windows,
hardware, turf, sidewalks, streets, and ancillary facilities or equipme Stmgort basic building
operations, and routine custodial services.

Direct Costs: Costs that can be readily assigned to a partlcula
accuracy.

¢yjective with a high degree of

Indirect Costs: All costs that are not direct such as onnel, management/supervisory
personnel, transportation, etc. Indirect costs do dlrect relationship to the production
actually being done but are related to the ablllt t ilities department to do work.

Resource: Operating funds or other appr und sources made available to complete the basic
mission of the facilities department. s, but is not limited to, all in-house labor,
contractor support, and related resot % complete the facilities maintenance task.

Text:

OPC will provide Op
Operations and Maint
maintenance facilities seryic
indirect actual costs. Spe
below.

Intenance service to the campus per EO 847. Baseline
state-supported facilities are provided by operating funds. Non-
re provided to the campus on a charge back basis, for direct and
c services provided by the four functional units of OPC are described

Operations:

The Operations unit provides baseline Operations and Maintenance services to state-supported
facilities including operating and maintaining utilities, electrical systems, plumbing systems,
mechanical systems; elevators, doors, windows and hardware, and instructional facilities. It also
includes scheduled and preventive maintenance for these systems to ensure peak efficiency and
minimal deterioration. Such actions include, but are not limited to inspection, adjustment,
lubrication, testing, analysis, and minor repair and replacement of components on scheduled
frequencies. This work is repetitive within a one-year cycle.
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The Operations unit may also provide, when not provided via a major or minor capital outlay
construction project budget, limited additional services to state-supported fagilities. This may
include initial installation and maintenance of basic instructional equipment Sych as white boards,

and Maintenance. The requesting campus department will be ible for the cost of preparing
facilities for specialized equipment including required de @fgineering; plan reviews and
approvals, providing utilities for such equipment, and altgatiofs and modifications to any facility as

required for the equipment installation.

The installation of specialized instructional or research-related l!: : s not routine Operations

Operations will prepare a list annually for replatime expendable finishes and equipment, such
as carpeting, window coverings, and whit This list will be prepared in coordination with
university divisions. Estimates for these % Il be submitted during annual budget process.
Items/projects funded during the bud (either start-of-year or year-end) will be completed
by OPC without additional charges.

Operations staff includ ctiiciariy prmbers, building mechanics, painters, locksmiths, masons,
and laborers. Dependigg on O iHns workload and staffing, Operations may be able to provide
additional services to orted facilities on a charge back basis.

Operations may provide tfic'same services described above on a charge back basis, to non-state-
supported facilities and stakeholders such as auxiliary organizations; tenants; and external
organizations requesting services. This work will be reviewed in consideration of workload and
campus priorities.

Operations work is performed by Unit 6 bargaining unit skilled trades employees and cannot be
performed by other campus staff. Operations should be contacted before any repairs, modifications,
alterations, or upgrades are undertaken.

Examples of OPC services provided on a charge back basis include, but are not limited to, new

construction, alterations, remodeling, fabrication and installation of equipment or furnishings,
maintenance of specialized department equipment, and supervision and inspection of this work. The
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charge to the requesting department will include direct and indirect costs. Examples of charge back
services include:

e Decorative changes such as color of paint or carpet, decorative lig
e Maintenance of all special department equipment such as freez
bench or wall mounted water distillers, and environmen .

e Modifications to any space, alteration or remodeling of a \ilQifig’sistructure, hardware, or
mechanical/electrical systems.

e Locksmith services including locking and unlocking fil
cupboards and cabinets, installation of electronic » a
keying for other than maintenance reasons.

e Repairs to non-instructional furniture or e

e Addition of electrical circuits.

e Construction and/or installation of shelviigg/cabinets, installation or hanging of pictures,
murals, clothes racks and miscellag @ ipment not required for the academic program.

e Servicing of departmental vehjclesgificlylling required annual safety inspection or any
department-requested repair

e Personal name signs, offi

es, accent trim, etc.

inets, providing locks for
eplacement of door locks or re-

h ns, or department directory of informational signs.

olfynumbers, room name and identification signs are considered

due to department neglect or misuse.

e Event support servicesssuch as electrical and lighting prior to and during events, and fire
watch as needed ents, will be supported without charge back for supported events
described in Facility Services, and with charge back for other events.

Facility Services:

Facility Services provides Operations and Maintenance services to state-supported facilities.
Grounds workers provide routine maintenance and repair of all state-supported landscaped areas,
routine cleaning of paved areas, replanting of garden material, maintenance and repair of irrigation
systems, and trimming of trees and shrubs. Custodial staff provides routine cleaning and trash
removal in classrooms, bathrooms, offices and common areas, including periodic stripping and re-
waxing of floors, cleaning of windows and blinds, and shampooing of carpets. Custodial services
outside of normally scheduled service, or requested more often than baseline maintenance, are
provided on a charge back basis, based on the availability of resources.
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Facility Services also provides event services as needed for state-supported and non-state-supported
units. These services include additional custodial services as needed before cgd after events; set-up
and take-down of furniture, equipment, and limited audio-visual equipme support as needed
during events; and coordination of these services. Facility Services provid{s services to a
limited number of previously identified events without charge back. s are noted to be
related to the university mission and scheduled academic classes: offthese events is available
for the EFC or OPC.

Some event requests exceed Facility Services capacity, ej ; ing, equipment, or specific
event needs. This includes, but is not limited to, portabl 1tfry facilities, professional sound and
lighting equipment, tables and chairs exceeding cur, in ry, tablecloths, and all room

decorations. When feasible, Facility Services wi questors in procuring these services from
an outside vendor on a charge back basis.

Facility Services will provide the same se s@lescribed above on a charge back basis, to non-
state-supported facilities and stakeho s auxiliary organizations; tenants; and external
organizations requesting services.

—+

Planning, Design, and
PDC is primarily foc
includes planners, arc

tio ):

d on de nd construction of minor and major capital projects. Staff

d construction managers. The Director of PDC is the CSUCI Deputy
Building Official for the camgis. PDC provides the following services to state-supported facilities:
review on new and ongoirig space use for code compliance; coordination with the California State
Fire Marshal (CSFM) for special events and changes in facility use. Additionally, PDC plans
campus growth, new facilities, and studies options for new projects and renovations.

OPC will work with the requesting campus department to identify code compliance requirements,
issues of location and best practices pertaining to availability of necessary utilities, infrastructure or
proper installation methods. The modification of any building or space and the installation of any
equipment may require stamped engineering or architectural drawings and approvals from the
California State Fire Marshal, Division of the State Architect for accessibility, plan check agencies,
and the CSU Seismic Review Board. Consultation with OPC during the planning of any facility
alteration or upgrade is critical to the success of any project. Proposed projects that will change the
internal or external configuration of buildings or grounds, the classification of space, or
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environmental health and safety requirements will also require additional approvals, such as the
Physical Master Planning Committee; the Space Allocation Committee; andgthe CSUCI Cabinet.

Trustees specifically to Planning, Design and Construction. PDC follows |
the Capital Outlay Management Plan for all projects.

dressed under facilities
departments without
er campus departments,

The planning and design functions provided by PDC are not sp
operations in EO 847. PDC provides these services to state-su
chargeback in consideration of workload, and campus pri

auxiliaries, tenants and external organizations shall arran pecified PDC services with full
charge back for all services. PDC may contract ou dedigsand construction consultants as
needed for projects. These services will be contr, charge back basis to each project without

additional mark-up.

supported facilities: mail distributié yick-up services; and shipping and receiving of university
related materials. These services ded to state-supported departments on a charge back basis
for the actual postage/shigagin ly. Logistical Services will not accept delivery of any
material or items that erty of the university. Logistical Services may provide the
same services describ n a charge back basis including actual postage/shipping expense,
including packaging materialghf any, and direct/indirect costs for staff time, to non-state-supported
facilities and stakeholders'such as auxiliary organizations; tenants; and external organizations
requesting services. These additional services to tenants and outside requestors will be reviewed in
consideration of workload and campus priorities.

Logistical Services:
Logistical Services provides the follg @ ne Operations and Maintenance services to state-
O

Logistical Services also manages Maintenance Stores, a warehouse and inventory of items generally
needed by OPC for Operations and Maintenance; and also manages the university warehouse of
furniture and equipment stored for re-use. Logistical Services will move and set up furniture and
equipment within the limits of available trained staff and equipment at the time of the original
occupancy of a facility for state-supported departments.

When ordering furniture, requestors should obtain quotes/bids that include costs to deliver,

assemble, and install furniture as part of the purchase price. Procurement staff shall check requests
for goods and services to ensure such costs are included before placing furniture orders. Logistical
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Services will provide for inter and intra-building moves of furniture and office equipment, not
including computers, phones, or copiers, for state-supported departments, when related to the
occupancy of a new building. Excess furniture and equipment from state-supgorted spaces should
be carefully evaluated for potential re-use and tagged for storage or surplug %~ istical Services will
[»supported

move instructional equipment as well as surplus equipment and furniture fc
departments as part of baseline services. Furniture and equipmept id

moved to the warehouse on a charge back basis, and requestors siu it to re-evaluating the
status of furniture and equipment in storage at least once annu

of available trained staff and equipment at the time of th ifial occupancy of a facility. Some
moving and warehousing requests may exceed LogitiCa es capacity, either in staffing,
equipment, or specific needs. This includes but i ed to moving staff and equipment, or
specialty expertise required for specific equipm workload and campus priorities require
outside support for moves, Logistical Serv} ssist requestors in procuring these services from
an outside vendor on a charge back basis.

Logistical Services may provide the @
state-supported facilities and stak&golGgss

workload and campus prggiti

Logistical Services will accept requests to move and set @ and equipment within the limits
i
I

ervices described above on a charge back basis to non-
uch as auxiliary organizations in consideration of

Logistical Services w pt delivery of any material or items that are not the property of the
university and will not be resgonsible for any personal items delivered to the warehouse or anywhere
else on campus.
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