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SECTION 1-1: PLAN OF THE MANUAL 
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1-1-00 POLICY 
 
This section describes organization, maintenance, distribution, applicability and guiding principles of the 
HHS Facilities Program Manual.  This Manual supersedes all of Volume I, Parts 1- 5, of the PHS Facili-
ties Manual. 
 
A. ORGANIZATION 

1. The HHS Facilities Program Manual consists of chapters, which represent major subject catego-
ries.  The chapters are further broken down into sections, each of which shall set forth HHS poli-
cies and procedures with respect to Departmental facilities-related subjects.  Exhibits/Appendices 
are included in the manual as necessary to disseminate forms, examples, and additional detailed 
information. 

2. The numbering system for manual chapters shall be in accordance with the recommended guide-
lines in the HHS General Administrative Manual (GAM) dated Oct 31, 1995. 

 
Example: 

Chapter ………………………... 1 
 Section ……………………. 1-2 
  Sub-Section …………… 1-2-10 
   Paragraph ………....……….. A 
    Subparagraph …………. A.1 
     Exhibit ……………. X1-2-A 
     Exhibit ……………. X1-2-B 
 
The sections are generally organized in sub-sections as follows: Policy, 1-1-00; Procedures, 1-1-10; 
Guidance and Information, 1-1-20; and Reporting Requirements, 1-1-30. 
 
3. Exhibits to sections of this manual are numbered by placing an "X" before the section number 

and placing the exhibit letter immediately after the section number.  As an example, Exhibit B to 
Section 1-2 would be numbered Exhibit X1-2-B. 

 
B. MAINTENANCE 

1. The Deputy Assistant Secretary (DAS), Office of Facilities Management and Policy, Office of the 
Secretary (OFMP, OS) is responsible for the maintenance of this manual. 

2. Changes to the HHS Facilities Program Manual will be issued by the DAS, OFMP/OS. 

3. Users of this manual are encouraged to submit proposed corrections, updates, and improvements 
to OFMP for consideration. 

4. It is OFMP’s standard practice to solicit input on proposed changes from affected parties prior to 
publishing a change to the manual. 
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C. DISTRIBUTION 

1. The HHS Facilities Program Manual will be distributed to each HHS Operating Division 
(OPDIV) and Staff Division (STAFFDIV) responsible for the budget formulation, planning, de-
sign, construction, leasing, operation, maintenance, remediation and disposal of HHS Facilities.  
Compliance with HHS policy guidelines and requirements outlined in the manual is the responsi-
bility of each HHS OPDIV and STAFFDIV.  Appropriate distribution within each OPDIV shall 
be assured at the OPDIV level.  Recipients should include those responsible for operations and 
maintenance requirements throughout the real property life cycle. 

2. The manual will also be updated and posted on the HHS Web site for the Office of Facilities 
Management and Policy, Office of the Secretary. (http://www.hhs.gov/asam/ofmp/index.html) 

 
D. EFFECTIVE DATE 
 
This manual is effective May 19, 2006.  Changes to the manual will be forwarded with an HHS Issuance 
Notice.  The date of the HHS Issuance Notice shown at the top of each page of each chapter/section shall 
be the effective date of the change. 
 
1-1-10 PROCEDURES 
 
APPLICATION OF THE HHS FACILITIES PROGRAM MANUAL 
 
Volume I of the Manual applies to the planning, programming, budgeting, approval, acquisition, devel-
opment, improvement and delivery of HHS facilities.  The guidance contained herein is applicable to all 
HHS organizations (Operating Divisions and Staffing Divisions) responsible for management of leased or 
owned real property assets.  Unless noted otherwise in each section, this Manual applies to all leased, 
owned, or otherwise managed real property assets.  This Manual does not apply to the Indian Health Ser-
vice Sanitation Facilities Construction Program or to facilities both tribally owned and operated.  Volume 
II of the Manual will cover operations, maintenance, and disposal of HHS real property. 
 
The policies in this Manual shall apply, unless provided otherwise by law or regulation.  The Manual 
shall not be construed to alter any law, executive order, rule, regulation, treat or international agreement.  
The Department expects that HHS OPDIVs and STAFFDIVs will comply with this Manual.  However, 
noncompliance with this Manual shall not be interpreted to create a substantive or procedural basis for a 
non-Federal party to challenger agency action or inaction. 
 
1-1-20 GUIDANCE AND INFORMATION 
 
GUIDING PRINCIPLES OF THE HHS FACILITIES PROGRAM MANUAL 
 
Investment decisions with regard to agency real property assets need to be integrated with and supportive 
of core mission activities to effectively manage and optimize real property assets.  To facilitate integrating 
real property asset management decisions with the agency mission requires two elements – a clear under-
standing of the agency’s mission that drives the allocation and use of all available resources (human capi-
tal, physical capital, financial capital and technology/information capital) and an effective decision-
making framework.  HHS facilities shall be planned and delivered to best meet the functional, safety, and 
environmental needs of the programs and missions they house. 

• Environmental and Functional Needs: HHS buildings shall provide an environment in which occu-
pants can perform their work with maximum efficiency at the optimum level of comfort.  Real 

http://www.hhs.gov/asam/ofmp/index.html
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Property Management decision-making will support agency missions and strategic goals.  Appro-
priate levels of investment will be made in real property assets to advance customer satisfaction. 

• Safety, Health and Security: HHS buildings shall provide an environment that is safe and healthy 
for occupants, and that, to the greatest extent possible, offers them maximum protection during 
emergencies or disasters. 

• Economy: HHS facilities shall be planned and delivered at the most reasonable cost in terms of 
combined initial and long-term expenditures, without compromising other mission requirements.  
HHS will accurately inventory and describe all of its assets in order that full and appropriate utili-
zation of space can be promoted.  Life-cycle cost-benefit analysis shall be employed to explore al-
ternatives for satisfying new requirements.  HHS will dispose of unneeded assets. 

• Conservation and Resources: Energy and water conservation shall be given prime consideration in 
the planning and delivery of HHS facilities.  Products, materials, and systems shall be selected with 
a view toward minimizing the use of nonrenewable resources. 

• Preservation of historic and cultural resources shall be given full consideration in planning and de-
livery of HHS controlled real property assets and federally assisted undertakings. 

• Sustainable Design: The planning, acquiring, siting, designing, building, operating and maintaining 
of HHS facilities shall take into consideration sustainable design principles including integrated de-
sign, energy performance, water conservation, indoor environmental quality and materials
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SECTION 1-2: DEFINITIONS 
 
1-2-00 Policy 
 10 (Reserved) 
 20 (Reserved) 
 30 (Reserved) 
 
 
1-2-00 POLICY 
 
This section establishes definitions of terms used in this manual and HHS facilities programs.  This chap-
ter will assist users of the manual in understanding and properly applying certain terminology to the fa-
cilities development process.  These definitions and all other definitions in this Manual must be read con-
sistently with all other similar relevant definitions set forth in any other potentially relevant and applica-
ble laws, regulations and similar government-wide requirements. 
 
The following terms are defined as they relate to the HHS facilities construction program. 
 
Acquisition Planning (as defined by FAR) – The process by which the efforts of all personnel responsible 

for an acquisition are coordinated and integrated through a comprehensive plan for fulfilling the 
agency need in a timely manner and at a reasonable cost.  It includes developing the overall strat-
egy for managing the acquisition. 

 
Acquisition Strategy - A business and technical management approach designed to achieve program ob-

jectives within the resource constraints imposed.  It is the framework for planning, directing, con-
tracting for, and managing a program.  It provides a master schedule for all activities essential for 
program success.  The acquisition strategy is the basis for formulating functional plans and 
strategies including the Acquisition Plan (AP). 

 
Agency - In very general terms, an administrative unit of government.  A Department Operating Division 

(OPDIV) is any of the agencies under the Department of Health and Human Services, which is 
responsible for the conception, planning, programming, budgeting, and/or execution of a pro-
gram(s) and any associated operating functions. 

 
Agency Capital Plan - The Agency Capital Plan (ACP) is the product of programming, planning and 

budgeting for capital assets.  The ACP is the result of an executive investment review process of 
an agency’s capital asset portfolio.  The ACP includes a statement of agency strategic plans, an 
analysis of the portfolio of assets currently owned and in procurement, the gap between planned 
and actual performance, justifications for new acquisitions proposed for funding, and related in-
formation. 

 
Alterations – Improvements that consist of any betterment or change to an existing property to allow its 

use for a different purpose or function.  See also the definition of “Improvements”. 
 
Architect-Engineer Services (as defined in 40 USC 1102 and the FAR) - 

A. Professional services of an architectural or engineering nature, as defined by State law, which are 
required to be performed or approved by a person licensed, registered, or certified to provide such 
services; 
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B. Professional services of an architectural or engineering nature performed by contract that are as-
sociated with research, planning, development, design, construction, alteration, or repair of real 
property; and 

C. Such other professional services of an architectural or engineering nature, or incidental services, 
which members of the architectural and engineering professions (and individuals in their employ) 
may logically or justifiably perform, including studies, investigations, surveying and mapping, 
tests, evaluations, consultations, comprehensive planning, program management, conceptual de-
signs, plans and specifications, value engineering, construction phase services, soils engineering, 
drawing reviews, preparation of operating and maintenance manuals, and other related services. 

 
As-Built Drawings - Construction drawings revised to show changes made during the construction proc-

ess, based on record drawings (marked-up prints, drawings and other data) furnished by the Con-
tractor to the Government.  The drawings shall clearly identify that they are the ‘As-Built’ draw-
ings. 

 
Basic Services: The services performed by an architect-engineer during the following five phases of a 

project: schematic design; design development; construction documents; bidding or negotiation; 
and contract administration. 

 
Beneficial Occupancy - Beneficial occupancy takes place on the date when part or all of the work in-

volved in a construction project is substantially complete and the Government takes possession of 
the designated space or spaces to use for the purpose intended.  Beneficial occupancy also initi-
ates the warranty period and any additional environmental mitigation measures identified in the 
environmental documents to be taken after construction.  (The use of a project or portion thereof 
for the purpose intended.) 

 
Benefit-Cost/Cost Effectiveness Analysis - Mechanism to determine the best solution to satisfy facility 

requirements by exploring and comparing the economics of alternatives such as: leasing, con-
structing a new facility, and renovating an existing structure or an addition/alteration option. 

 
Best Value - The expected outcome of an acquisition in the Government’s estimation that provides the 

greatest overall benefit in response to the requirement.  Best Value procurement is a method of 
acquisition in which proposals contain both price and qualitative components, and award is based 
upon a combination of price and qualitative considerations.  Qualitative can be further subdivided 
as to technical design and/or management plan. 

 
Bid Bond - Form of bid security executed by the bidder as Principal and by a Surety to guarantee that the 

bidder will not withdraw a bid within the period specified for acceptance and will execute a writ-
ten contract and furnish required bonds, including any necessary coinsurance or reinsurance 
agreements, within the time specified in the bid. 

 
Buildings and Facilities Funding – An application within the HHS budget request to support Line Item 

Projects (construction, improvements, or repairs) or Lump Sum amounts such as Repair and Im-
provements (R&I), Maintenance and Improvements (M&I), etc. 

 
Budget Submission – Documentation submitted in the annual budget implementation process to support 

the real property asset management programs of an OPDIV including Facility Project Approval 
Agreements, Annual Facilities Plan (Five-Year Plans), program narratives and performance out-
comes.  Draft documents are required to support the initial budget submission to the Department 
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in June.  Final documents, approved as applicable, are required to support the final budget sub-
mission to OMB in September. 

 
Capital Asset - Capital assets are land, structures, equipment, and intellectual property used by the Federal 

Government with an estimated useful life of two years or more. 
 
Change Order (as defined by FAR) - means a written order, signed by the Contracting Officer, directing 

the contractor to make a change that the Changes clause authorizes the Contracting Officer order 
a change without the contractor’s consent.

 
Concepts - Drawings, sketches and/or graphics showing alternatives used to define a project’s scope dur-

ing the programmatic phase of the project. 
 
Congressional Reprogramming – Reprogramming is the shifting of funds from one object to another 

within an appropriation.  An appropriation for construction is required by 41 U.S.C. 12, so any 
reprogramming action for construction purposes would be within the B&F appropriation.  Funds 
may not properly be reprogrammed from a non-B&F appropriation to fund construction.  Repro-
gramming actions do not represent requests for additional funds from the Congress, rather, the re-
application of resources already available.  A transfer of funds between appropriations requires 
specific statutory authority; and is not included in the definition of reprogramming. 

 
Constructed Asset – A constructed asset is received as equipment, materials, services, and supplies and 

built to its final, functioning form that is not available "off the shelf" but is built or constructed to 
unique specifications.  The acquisition cost of a constructed asset is the total of all costs (equip-
ment, materials, services, supplies, freight, salaries, benefits, overhead, etc.) incurred in the proc-
ess of designing and building the asset. 

 
Construction – The erection of a building, structure or facility, including the installation of equipment, 

site preparation, landscaping, associated roads, parking, environmental mitigation and utilities, 
which provides space not previously available.  It includes freestanding structures, additional 
wings or floors, enclosed courtyards or entryways, and any other means to provide usable pro-
gram space that did not previously exist (excluding temporary facilities).  Construction projects 
are capitalized in accordance with the accounting principles of the Federal Accounting Standards 
Advisory Board (FASAB).  See Section 2-1 for additional information. 

 
Construction Codes – Any set of standards set forth in regulations, ordinances or statutory requirements 

of a local, state, or federal governmental unit relating to building construction and occupancy, 
adopted and administered enforced for the protection of the public health, safety and welfare, and 
the environment. 

 
Construction Documents Phase – The third phase of the architect - engineer’s basic services.  In this 

phase the architect-engineer prepares from the approved design development documents, for ap-
proval by the Government, the working drawings and specifications and the necessary bidding in-
formation.  In this phase the architect-engineer also assists the Government in the preparation of 
bidding forms, etc. 

 
Construction Management - A version of the design-bid-build project delivery system that uses a con-

struction manager to facilitate the design and construction of a project by organizing and directing 
personnel, materials, and equipment to accomplish the purpose of the designer.  A professional 
service that applies effective management techniques to the planning, design, and construction of 
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a project from inception to completion for the purpose of controlling time, cost and quality, as de-
fined by the Construction Management Association of America (CMAA). 

 
Construction Manager - A firm or business organization with the expertise and resources, who has the 

responsibilities under contract to the Government for coordination and accomplishment of overall 
project planning, design and construction. 

 
Contract (as defined by FAR) – a mutually binding legal relationship obligating the seller to furnish the 

supplies or services (including construction) and the buyer to pay for them.  It includes all types 
of commitments that obligate the Government to an expenditure of appropriated funds and that, 
except as otherwise authorized (by the FAR), are in writing.  In addition to bilateral instruments, 
contracts include (but are not limited to) awards and notices of awards; job orders or task letters 
issued under basic ordering agreements; letter contracts; orders, such as purchase orders, under 
which the contract becomes effective by written acceptance or performance; and bilateral contract 
modifications. 

 
Contract Award - The official instrument and notification from the Contracting Officer that the Govern-

ment has accepted a contractor's bid or offer. 
 
Contract Documents -  Those documents that comprise a contract, e.g., in a construction contract, the 

government contractor agreement (Standard Form 252, General Provisions and Clauses, Special 
Contract Requirements, other provisions in the Uniform Contract Format, specifications, plans 
and/or drawing, all addenda, modifications, and changes thereto, together with any other items 
stipulated as being specifically included.) 

 
Contract Modification (as defined by FAR) - Means any written change in the terms of a contract (see 

FAR 43.103). 
 
Contracting Officer - The individual with authority to execute contracts on behalf of the Government.  

This individual is the sole authorized agent in dealing with the contractor.  The Contracting Offi-
cer has authority to negotiate and execute contracts on behalf of the Government and to make 
changes, amendments, approve payments, terminate contracts, and close out contracts upon satis-
factory completion. 

 
Contracting Officer's Technical Representative (COTR) - The Project Officer or other authorized repre-

sentative that is designated by the Contracting Officer. 
 
Contractor - The person, firm, or corporation with whom the Government has executed a contract, that is 

responsible for performing the work. 
 
Cost-Benefit/Cost Effectiveness Analysis - Mechanism to determine the best solution to satisfy facility 

requirements by exploring and comparing the economics of alternatives such as leasing, con-
structing a new facility, renovating an existing structure or an addition/alteration option. 

 
Decontamination - The complete removal or destruction by flashing of explosive powders; the neutraliz-

ing and cleaning-out of acid and corrosive materials; the removal, destruction, or neutralizing of 
toxic, hazardous or infectious substances; and the complete removal and destruction by burning 
or detonation of live ammunition from contaminated areas and buildings. 
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Defective Work - Work not in conformance with the contract documents.  Materials and equipment fur-

nished under the contract are not of specified quality and new unless otherwise required or per-
mitted by the contract documents. 

 
Deficiency (as defined by FAR) - A material failure of a proposal to meet a Government requirement or a 

combination of significant weaknesses in a proposal that increases the risk of unsuccessful con-
tract performance to an unacceptable level. 

 
Delegation of Authority - The specific, formal deputation, assignment, or commitment of a legal power or 

right to take certain actions and to make certain decisions having legal significance.  Such delega-
tions must be stated in writing by the official authorized to delegate the authority. 

 
Deliverables (in the context of design) - All of the drawings, specifications, models, etc., prepared by the 

offeror in response to an awarded contract. (In the context of construction)  - The complete pro-
ject including all of the record drawings, conformed specifications, operations and maintenance 
manuals delivered by the contractor required for beneficial occupancy. 

 
Design - The process of defining the construction requirement (including the functional relationships and 

technical systems to be used, such as architectural, environmental, structural, electrical, mechani-
cal, and fire protection), producing the technical specifications and drawings, and preparing the 
construction cost estimate. 

 
Design Development Phase - The second phase of the architect-engineer’s basic services.  In this phase 

the architect prepares from (from the approved schematic design studies, for approval by the 
Government) the design development documents consisting of drawings and other documents to 
fix and describe the size and character of the entire project as to structural, mechanical and elec-
trical systems and such other essentials as may be appropriate; the architect-engineer also submits 
to the Government a further statement to probable construction cost. 

 
Design Professional - An individual who is licensed to practice architecture and/or engineering. 
 
Design Proposal - A portion of a design-build proposal that contains design factors, usually including 

function, layout, materials, aesthetics and specifications.  Design proposal falls under the general 
category of qualitative evaluation factors. 

 
Design-Bid-Build (as defined by FAR) - The traditional delivery method where design and construction 

are sequential and contracted for separately with two contracts and two contractors. 
 
Design-Build (as defined by FAR) - Combines design and construction in a single contract with one con-

tractor. 
 
Develop-Design-Build (Turnkey), Design-Build-Lease, Lease Purchase - Financing methods in which the 

Government retains an entity which has single-point responsibility for developing a project: in 
addition to design and construction, the entity is responsible for providing one or more other pro-
ject development functions, such as selecting a site, financing and even owning or operating the 
facility which is leased to the Government (with or without the option to purchase). 

 
Earned Value - Earned value is a management technique that relates resource planning to schedules and to 

technical cost and schedule requirements.  All work is planned, budgeted, and scheduled in time-
phased ''planned value'' increments constituting a cost and schedule measurement baseline.  There 
are two major objectives of an earned value system: to encourage contractors to use effective in-
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ternal cost and schedule management control systems; and to permit the customer to be able to 
rely on timely data produced by those systems for determining product-oriented contract status.  
For example: As work is performed, it is ''earned'' on the same basis as it was planned, in dollars 
or other quantifiable units such as labor hours and materials.  Planned value compared with 
earned value measures the dollar volume of work planned vs. the equivalent dollar volume of 
work accomplished.  Earned value compared with the actual cost incurred (from contractor ac-
counting systems) for the work performed provides an objective measure of planned and actual 
cost.  For firm fixed price, the intent is to compare the original contractor planned milestones, 
their start/finish date, planned monthly progress and value to the actual dates and actual percent-
age completion for the same. 

 
Easement - An interest in land granted for a specified purpose, such as a highway, utility line, etc. 
 
Environmental Checklist - The checklist is used to determine if an environmental assessment is required 

for a particular project.  If the project affects historic property, it should be noted on the checklist 
that the evaluation of historic property is under 36 CFR 800, Section 106. 

 
Equipment - See Section 2-1 for additional information. 

a. Fixed Equipment – Fixed, built-in, attached, and installed equipment normally included as 
part of the construction contract and capitalized as facility cost. 

b. Moveable Equipment – Equipment that does not require attachment to the building or utility 
service, other than that provided by an electrical plug or disconnect fittings. 

c. Special Purpose Equipment – Technical, medical, or scientific equipment that is needed to 
operate a laboratory, a hospital, a clinic, a clinical research patient care unit, an animal care 
facility, or is specific to a single purpose and not generally suitable for other purposes.  Spe-
cial purposed equipment may be classified as either fixed or moveable equipment. 

 
Equipment Funding - See Section 2-1 for appropriate funding sources for equipment. 
 
Excess Real Property - Any real property under the control of a Federal agency that is not required for the 

needs and discharge of its responsibilities. 
 
Executive - A Government employee with management responsibilities as designated by the employing 

agency head. 
 
Executive Agency (as defined by FMR) – Any executive department or independent establishment in the 

executive branch of the Government, including any wholly owned Government corporation. 
 
Facility - A building or group of buildings, a structure, utility system, the site and/or environs associated 

with the above. 
 
Facility Project Budget – A summary of all anticipated project costs necessary for a construction, im-

provement or repair project to complete planning, design, construction, and activation including 
equipment and result in a fully operational facility .  The source(s) of funding shall be identified 
in the project’s budget.  The facility project budget is documented on the HHS Form 300, Facility 
Project Approval Agreement. 

 
Facility Project Approval Agreement (FPAA - HHS Form 300) - a written agreement between designated 

OPDIV officials (i.e., Project Manager, Project Director and OPDIV Board Member) and the De-
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partment evidencing the OPDIV’s commitment to execute a particular project.  A FPAA is re-
quired for all facility construction and improvement projects exceeding $1 million and all repair 
projects exceeding $3 million.  The FPAA documents the project’s scope and description, basis of 
need, funding source(s), and total cost from all sources.  It identifies project schedule milestones, 
including completion of design, construction, activation and operational phases. 

 
Fast Track Construction - A scheduling process in which design and construction activities overlap.  De-

sign documents and equipment and trade subcontracts are released incrementally or in phases. 
 
Feasibility Study - A detailed investigation and analysis conducted to determine the financial, economic, 

technical, environmental and other advisability of a proposed project. 
 
Federal Acquisition Regulation (FAR) – The basic policy governing federal agency acquisitions.  The 

FAR contains legal requirements, regulations, and policies that bear on contracting.  The FAR is 
available electronically via the internet at http://www.acquisition.gov/comp/far/index.html or 
http://farsite.hill.af.mil/vffara.htm.  There are many other useful websites available for FAR re-
search that also include agency specific supplements to the FAR. 

 
Federal Agency (as defined by FMR) – Any executive agency or any establishment in the legislative or 

judicial branch of the Government (except the Senate, the House of Representatives, and the Ar-
chitect of the Capitol and any activities under that person’s direction). 

 
Federal Agency Buildings Manager - Building manager employed by GSA or a federal agency that has 

been delegated real property management and operation authority from GSA. 
 
Federal Government Real Property Services Provider - any federal government entity operating under, or 

subject to, the authorities of the Administrator of General Services, that provides real property 
services to federal agencies.  This definition also includes private sector firms under contract with 
federal agencies that deliver real property services to federal agencies.  This definition excludes 
any entity operating under, or subject to, authorities other than those of the Administrator of Gen-
eral Services. 

 
Fee Proposal for Design Services - A proposal for architectural-engineering services to be rendered by the 

selected A/E in response to a RFP.  The fee proposal will be the basis of negotiating a design con-
tract in design-bid-build delivery. 

 
Final Inspection - Final review of the project by the Government to verify satisfactory completion of all 

contract elements, prior to issuance of the final payment. 
 
Full Funding - Appropriations (regular or advanced) as enacted that are sufficient to complete a capital 

project before any obligations may be incurred.  Requests for acquisition of capital assets must 
propose full funding to cover the full costs of the project or a complete and usable segment of the 
project, consistent with the policy stated in section 300.6(b) of OMB Circular A11. 

 
Full Scope Authorization – Use of a single contract or related contracts, which collectively include the 

full scope of the project as authorized by language in an appropriations bill.  Full scope authority 
may be employed for development and construction of the project provided that the project will 
be subject to the availability of funds.  The solicitations and contract(s) shall contain the clause 
“Availability of Funds” found at 48 CFR (FAR) 52.232-18. 
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General Contractor - The prime contractor who is responsible for all of the work at the construction site 

defined within the contract, including that performed by all subcontractors. 
 
General Provisions – The standard clauses that are used by Government agencies in various types of con-

tracts.  Most of these clauses are set forth in FAR 52, and guidance for their use is set forth in the 
Provision and Clause Matrix in FAR Part 52.301.  The term also includes clauses specified in 
FAR Supplement for agency wide use.  FAR 52.102-1 provides that general provisions will be 
incorporated by reference to the regulations “to the maximum practical extent” rather than by 
placing the full text of clauses in the contract document. 

 
General Services Administration (GSA) - Acting by or through the Administrator of General Services, or 

a designated official to whom functions under this part have been delegated by the Administrator 
of General Services. 

 
Gross Area - The total square footage/square meters in a building for all floors from the outside face of 

exterior walls, disregarding such architectural projections as cornices, buttresses, and roof over-
hangs.  Gross area includes all research and administrative space, retail space, and other areas 
such as vending machine space and storage.  Gross area also includes major vertical penetrations 
such as shafts, elevators, stairs, or atrium space.  This figure is used in defining construction costs 
for facilities.  See Section 2-7 for additional information. 

 
Historic Properties - Properties listed on the National Register of Historic Places or determined by the 

Federal Preservation Officer (in consultation with the cognizant SHPO or THPO) to be eligible 
for listing on the National Register of Historic Places based on National Register Criteria. 

 
Holding Agency - The executive agency that has accountability for the property involved. 
 
Hospital - Buildings used primarily for furnishing in-patient diagnosis and treatment under physician su-

pervision and having 24-hour-a-day registered graduate nursing services.  This category also in-
cludes medical laboratories used for routine testing.  This category excludes buildings used di-
rectly in basic or applied medical research.  (IHS is the only HHS OPDIV with hospitals that fit 
this definition.) 

 
Improvements (Renovations/Alterations) - Any betterment or change to an existing property to allow its 

continued or more efficient use within its designated purpose (Renovation), or for use for a dif-
ferent purpose or function (Alteration).  Building improvements also include improvements to or 
upgrading of primary mechanical, electrical, or other building systems, and site improvements not 
associated with construction projects.  Improvements typically increase the useful life of a facility 
and are capitalized against the existing property in accordance with the accounting principles of 
the FASAB.  See Section 2-1 for additional information. 

 
Incremental (Partial) Funding - Incremental funding or partial funding is dollars provided in the appro-

priations process that are not enough to cover the full cost of the project or a complete and usable 
segment of the project. 

 
Installation - A separately located and defined area of real property in which HHS exercises a real prop-

erty interest.  The term also applies to portions of installations, facilities, or buildings not owned 
by HHS but which have been acquired for exclusive use through lease, permit, or other written 
agreement. 
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Integrated Project Team - Multi-disciplinary team established to manage and analyze performance and 

capability of a project or portfolio of projects in meeting program requirements. 
 
Laboratory - Buildings used directly in basic or applied research in the sciences (including medicine) and 

in engineering, such as medical laboratories, meteorological research laboratories; and buildings 
used in designing, developing and testing prototypes and processes for chemistry and physics.  
This category excludes medical and industrial laboratories used for routine testing. 

 
Landholding Agency - The federal agency that has accountability for the property involved.  For the pur-

poses of this definition, accountability means that the federal agency reports the real property on 
its financial statements and inventory records 

 
Land Purchases - Specifically designated funding in an OPDIV’s budget and/or appropriation for the ac-

quisition of land.  All acquisitions of land require specific statutory authority, 41 U.S.C. 14.  All 
land acquisitions must be submitted to and approved by the HHS Capital Investment Review 
Board. 

 
Lease – Specific rights to real property that have been assigned to the Federal Government for a defined 

period of time.  A federal lease is both a conveyance and contract to possess and use real property 
for a pre-determined period of time. 

 
Life Cycle Cost - The total cost of owning, operating, and maintaining a building over its useful life, in-

cluding its fuel and energy costs, determined on the basis of a systematic evaluation and compari-
son of alternative building systems; except that in the case of leased buildings, the life cycle cost 
shall be calculated over the effective remaining term of the lease. 

 
Liquidated Damages - Liquidated damages usually are specified as a fixed sum per calendar day that the 

contractor must pay to the government for failure to complete the work within the time specified 
in the contract.  Liquidated damages must be set at a level consistent with a reasonable forecast of 
actual harm to the Government.

 
Load Factor – In a lease, the load factor is the multiplier to a tenant's useable space that accounts for the 

tenant's proportionate share of common areas (restrooms, elevator lobby, mechanical rooms, etc.).  
The load factor is usually expressed as a percentage and ranges from a low of 5% for a full tenant 
to as high as 15% for a multi-tenant floor.  Subtracting one (1) from the quotient of the rentable 
area divided by the useable area yields the Load Factor. 

 
Lowest Responsive Bid - The lowest bid which is responsive to and complies with the requirements of the 

Bidding or Contract Documents. 
 
Maintenance - Work to keep a property, facility, and/or building system or component in a continuously 

usable state or condition.  Maintenance may include inspection, cleaning, calibration and adjust-
ment, lubrication and replacement of constituent parts, materials and/or sub-assemblies worn, 
broken, damaged or otherwise comprised.  Maintenance includes routine recurring work, which is 
incidental to everyday operations, as well as preventive work, which is programmed at scheduled 
intervals, and predictive work, which is indicated by analysis.  See Section 2-1 for additional in-
formation. 

 
Management Proposal - That portion of a design-build proposal that contains the management plan in-

cluding project approach, personnel, organization, schedule, affirmative action plan, etc.  The 
management plan falls under the category of qualitative evaluation factors. 
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Master Plan - A master plan is a set of physical development plans for a specific site.  An OPDIV 

Agency-wide Master Plan (AMP) must include all sites containing facilities in their inventory.  
Master plans analyze and document overall multiple building designs, their interrelationships and 
site requirements, including but not limited to: 
a. Land use 
b. Site development and utility infrastructure 
c. Future expansion 
d. Landscaping 
e. Grading and drainage 
f. Pedestrian and vehicular circulation and parking 
g. Support services 
h. Off-site improvements 

i. Environmental impacts 
 
Metrics - Standard performance measurements. 
 
Minor Renovations – Renovations that are directly related to the installation of special-purpose equip-

ment, as well as related design and inspection services.  These renovations may include extending 
utility services, providing suitable safety and environmental conditions for proper operations, and 
making structural changes such as cutting walls and floors, and new partitions, provided such im-
provements are proximately incident to the installation, operation, and use of special purpose 
equipment and necessary to conduct the functions of the program(s).  Minor renovation projects 
do not change the value of the underlying asset or increase the useful life of the facility.  See Sec-
tion 2-1 for additional information. 

 
Model Building Codes - Regional building codes adopted as law by local jurisdictions. 
 
Nationally Recognized Standards - Encompasses any standard or modification thereof which: 

Has been adopted and promulgated by a nationally recognized standards-producing organization 
under procedures whereby those interested and affected by it have reached substantial agreement 
on its adoption, or 
Was formulated through consultation by appropriate federal agencies in a manner, which afforded 
an opportunity for diverse views to be considered. 

 
Net Area/Net Space - Net Area or Net Space, refers to those portions of the facility available to use for 

program operations and for supply storage, building maintenance/operation, and other necessary 
support functions.  Net Area is measured from the inside of the permanent exterior wall to the 
near side of permanent walls separating the area from stairwells, elevators, mechanical rooms, 
permanent corridors, or other portions of the building not categorized as Net Space Area in the 
program of requirements document.  In calculating net area, no deduction is made for columns 
and projections that are necessary to the building.  However, deductions shall be made for large 
duct and elevator shafts passing through it.  See Section 2-7 for additional information. 

 
Net Assignable Square Footage - The area of a floor or office suite that is suitable for occupancy includ-

ing secondary corridors.  It excludes common or shared space that cannot be reasonably assigned 
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for program purposes such as main egress corridors, hazardous waste marshaling areas on the 
loading dock, and other non-programmable space. 

 
Offer (as defined by FAR) - A response to a solicitation that, if accepted, would bind the offeror to per-

form the resultant contract.  Responses to invitations for bids (sealed bidding) are offers called 
“bids” or “sealed bids”; responses to requests for proposals (negotiation) are offers called “pro-
posals”; however, responses to requests for quotations (simplified acquisition) are “quotations,” 
not offers. 

 
Office - Buildings primarily used for office space. 
 
OPDIV Facilities Manager - The person in each HHS Operating Division, responsible for managing the 

OPDIV's facilities program. 
 
Owned – The Federal Government has fee simple interest in the real property. 
 
Partial Occupancy - Occupancy by the Government of a portion of a project prior to final completion. 
 
Pass Back - Federal mechanism by which, HHS is formally advised of, the Office of Management and 

Budget’s (OMB) recommendation to the President regarding the Department’s budget request. 
 
Payment Bond - (Labor and Material Payment Bond) - A contractor's bond in which, a surety guarantees 

to the owner that the contractor will pay for labor and materials used in the performance of the 
contract.  The claimants under the bond are defined as those having direct contracts with the con-
tractor or any subcontractor. 

 
Performance Bond - A bond of the Contractor in which a surety guarantees to the owner that the work 

will be performed in accordance with the Contract Documents.  Except where prohibited by stat-
ute, the Performance Bond is frequently combined with the Labor and Material Payment Bond. 

 
Performance Specifications - A specification expressed in terms of an expected outcome or acceptable 

performance standard. 
 

Plans and specifications - means drawings, specifications, and other data for and preliminary to the con-
struction. 

 
Post-Occupancy Evaluation (POE) Survey - The process of inspecting and analyzing recently completed 

and occupied facilities with a primary objective of determining both positive and negative lessons 
learned.  The lessons learned are to be disseminated and used to promote long-term program im-
provements. 

 
Pre-Project Planning - Process for developing sufficient strategic information through which HHS land-

holding OPDIVs can address risk and determine required resources for successful construction 
projects. 

 
Prequalification - The process in which the Government requests preliminary technical proposals and/or 

qualification submissions, from which it selects a certain number as the most qualified; those of-
ferors compete for the final selection. 
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Prescriptive Specification - The traditional method of specifying materials or techniques found in design-

bid-build projects.  The range of acceptable product, manufacturers, and techniques, etc, is stipu-
lated in detail to be followed by the builder. 

 
Program Justification Document (PJD) - One of the planning and programming documents that the 

OPDIV may develop for obtaining approval for the project and its scope, for identifying potential 
environmental impacts, and for developing a cost estimate for inclusion in the HHS budget.  Gen-
erally, the PJD includes an Introduction, General Overview, Space and Occupancy Summary, 
Staffing Summary, and an Executive Summary.  To form a Program of Requirements (POR), 
technical requirements are attached to the PJD. 

 
Program of Requirements (POR) - One of the planning and programming documents that the OPDIV may 

develop that describes the proposed facility.  It includes estimates of design and construction 
costs, space requirements, environmental requirements, and other program information.  Al-
though normally developed by the program OPDIV, resource availability and time constraints 
may dictate that the POR be developed by a private A/E firm.  Additional requirements for the 
POR are found in Chapter 2. 

 
Project Definition Rating Index (PDRI) - A pre-project planning tool developed by the Construction In-

dustry Institute (CII) that measures how complete the project scope has been defined.  The PDRI 
score is required as part of the submission of OPDIV Facility Project Approval Agreements 
(HHS-300). 

 
Project Officer - The government representative legally designated by the Contracting Officer as the au-

thorized technical representative for administering A/E, construction and/or service contracts on 
behalf of the Contracting Officer, exclusive of contractual matters.  The Project Officer is not au-
thorized to issue any instructions or directions which effect any increases or decreases in the 
scope of work or which would result in the increase or decrease of the cost of the contract or a 
change in performance period of the contract. 

 
Public Area - Any area of a building, which is ordinarily open to members of the public, including lob-

bies, courtyards, auditoriums, meeting rooms, and other such areas not assigned to a lessee or oc-
cupant agency.  
 

Public Body - Any State of the United States, the District of Columbia, the Commonwealth of Puerto 
Rico, the Virgin Islands, or any political subdivision, agency, or instrumentality of the foregoing. 

 
Public Building (as defined in 40 U.S.C. 3301)- 

(1) Any building, whether for single or multi-tenant occupancy, and its grounds, approaches, and 
appurtenances, which is generally suitable for use as office or storage space or both by one or 
more federal agencies or mixed ownership Government corporations, including federal office 
buildings, post offices, customhouses, courthouses, appraisers stores, border inspection facilities, 
warehouses, record centers, relocation facilities, telecommuting centers, similar federal facilities 
and any other buildings or construction projects the inclusion of which the President considers to 
be justified in the public interest.  It also includes buildings of this sort that are acquired by the 
Federal Government under the Administrator’s installment-purchase, lease-purchase, and pur-
chase-contract authorities.  HHS buildings are considered “Public Buildings” except as noted in 
paragraph (2) below. 
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(2) “Public building” does not include buildings or construction projects: 
(a) On the public domain (including that reserved for national forests and other pur-
poses); 
(b) On the property of the Government in foreign countries; 
(c) On American Indians and Alaska Native properties held in trust by the United States; 
(d) On lands used in connection with federal programs for agricultural, recreational, and 
conservation purposes, including research in connection with the programs; 
(e) On or used in connection with river, harbor, flood control, reclamation or power pro-
jects, or for chemical manufacturing or development projects, or for nuclear production, 
research, or development projects; 
(f) On or used in connection with housing and residential projects; 
(g) On military installations Including any fort, camp, post, naval training station, air-
field, proving ground, military supply depot, military school, or any similar facility of the 
Department of Defense; 
(h) On Department of Veterans Affairs installations used for hospital or domiciliary pur-
poses. 
(i) Exclusion of which the President considers to be justified in the public interest. 

 
Punch List - A list of unsatisfactory or incomplete work items that are identified by government represen-

tatives during an inspection of the work after the contractor has notified the Contracting Officer 
that work is substantially complete.  The contractor must complete all punch list work items satis-
factorily before the final acceptance of contract work. 

 
Qualification Based Selection - A form of selection based upon qualifications of the offeror for the project 

followed by negotiations to determine the contract cost. 
 
Qualification Statement - A written submission by interested architect/engineer respondents on SF 330, 

more generic and limited than a proposal, used by an owner for pre-qualification and short listing, 
i.e., selecting the teams that are most qualified. 

 
Qualitative Factors (in the context of design-build) - The subjective and non-cost factors that characterize 

and qualify an offeror.  Such factors would include both factors that characterize the design-build 
entity and the proposal they submit.  Examples include the experience and management plan of 
the design-builder and the aesthetic, functional and other aspects of a design that are not directly 
convertible to cost. 

 
Real Property - Any interest in land (together with the improvements, structures, and fixtures located 

thereon) under control of any federal agency, except the public domain, or lands reserved or dedi-
cated for national forest or national park purposes. 

 
Record drawings – the drawings submitted by a contractor or subcontractor at any tier to show the con-

struction of a particular structure or work as actually completed under the contract. 
 
Renovation – Improvements that consist of any betterments or changes to an existing property to allow its 

continued or more efficient use within its designated purpose.  See also the definition of “Im-
provements.” 

 
Rentable Area – The (square footage) for which rent can be charged.  Generally it is the gross area of the 

full floor less the area of all vertical penetrations (elevator shafts, stairwells, mechanical shafts 
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etc.)  Rentable area can be measured in many ways, but the most common measurement for office 
buildings is according to BOMA standards. 

 
Repair - The restoration of a failed or failing primary building system or real property facility component 

to a condition that restores its effective use for its designated purpose.  A repair does not increase 
the underlying value of an existing facility and is typically not capitalized.  An example of a pri-
mary building system would be the structural foundation and frame, domestic waste system, or 
building HVAC; a real property component would be a piece of the primary building system such 
as a roofing system, central chiller/boiler, generator, or elevators.  A failed or failing primary 
building system or real property component may be the result of action of the elements, fire, ex-
plosion, storm and/or other disasters, and by use near to or beyond its expected useful life or 
technical obsolescence.  See Section 2-1 for additional information. 

 
Repair-by-Replacement – The replacement of an existing building with significant deficiencies when it is 

more advantageous to replace the building than use the funds to renovate the building.  A build-
ing may be replaced under Repair-by-Replacement if the cost of the documented eligible repairs 
is 75% of the cost to replace that building with a new equivalent building meeting current code 
and design standards.  See Section 2-1 for additional information. 

 
Request for Proposals (RFP) - The document that completely describes the procurement process, forms 

the basis for proposals, and ultimately becomes a potential element in the contract. 
 
Schematic Phase - The first phase of the architect-engineer’s basic services.  In this phase, the architect-

engineer prepares schematics consisting of drawings and other documents illustrating the scale 
and relationship of project components for approval by the Government.  The architect-engineer 
also submits to the Government a statement of probable construction cost. 

 
Scope of Work (sometimes, referred to as ‘Scope’) – The narrative description of a project including the 

physical size and characteristics, functions, and special features. 
 
Section Eight (a) – Section 8(a) of the Small Business Act is a program for minority disadvantaged con-

tractors, where contractors are certified and contracted with the Small Business Administration 
(SBA).  HHS in turn contracts with SBA for services. 

 
Specifications - A part of the contract documents.  A written document describing in detail the scope of 

work, materials to be used, method of installation, quality of workmanship for parcel of work to 
be placed under contract; usually utilized in conjunction with working drawings in building con-
struction.  Under the uniform system the specifications are comprised of 16 divisions.  Specifica-
tions can be described as proprietary, performance, prescriptive, or reference specifications. 

 
Stakeholders - Individuals and organizations who are involved in or may be affected by the undertaking. 
 
Standards – Something considered by an authority or by general consent as a basis of comparison; an ap-

proved model.  Standards tell the user how something is commonly done and are usually regarded 
only as recommendations that do not have the force of law.  Nationally recognized standards are 
frequently collected as reference information when codes are being prepared.  In many instances, 
entire sections of the standards are adopted into the regulated codes by reference, and then be-
come legally enforceable. 

 
Statement of Work - The Statement of Work is a document in the acquisition process that describes the 

work to be performed or the services to be rendered, defines the respective responsibilities of the 
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Government and the contractor, and provides an objective measure so that both government and 
the contractor will know when the work is complete and payment is justified.  Common elements 
of the Statement of Work are Background, Project Objectives, Scope of Work, Detailed Technical 
Requirements, Deliverables, Reporting, Schedule, Special Considerations, and References. 

 
Subcontractor - A person or entity that has a direct contract with the Contractor to perform any of the 

work at the site. 
 
Submittal - Plans and associated information comprising shop drawings, catalog submittals, etc. 
 
Surplus Real Property - Any related real property and related personal property reported as excess which 

has been screened by GSA for needs of the federal agencies or waived from such screening by 
GSA and has not been designated by GSA for utilization by another federal agency. 

 
Temporary Construction – Construction to provide a building, structure, or facility needed for a limited 

period of time to meet an urgent and compelling agency need.  Such facilities should be of a 
clearly temporary nature to meet a temporary need.  The temporary need is demonstrated by a fa-
cility requirement for less than 5 years or the long-term need has been programmed in the OPDIV 
Facilities Plan, but may not have been funded.  See Section 2-1 for additional information. 

 
Termination - The unilateral cancellation of a contract by the Government for either:  (a) convenience (in 

the best interest of the Government) or (b) default (failure of a contractor to perform as required). 
 
Turnkey - A variation of design-build project delivery in which one entity is responsible to the owner for 

design, construction plus designated real estate services that may include project financing and 
site selection/purchase. 

 
Two-Phase Design-Build Selection Procedures - A selection method in which a limited number of offer-

ors (normally five or fewer) are selected during Phase 1 to submit detailed proposals for Phase 
Two (see FAR Subpart 36.3). 

 
Usable Square footage – (Also referred to as “office area”.)  The secured area (square footage) occupied 

exclusively by tenant within a tenant's leased space.  The useable area times the load factor for 
common area results in rentable area on which rent is charged.  Useable area can be measured in 
many ways, but the most common measurement for office buildings is according to BOMA stan-
dards.  It does not include restrooms, elevator shafts, fire escapes, stairwells, electrical and me-
chanical rooms, janitorial rooms, elevator lobbies, or public corridors (for example, a corridor 
leading from the elevator lobby to the entrance of a tenant's office). 

 
Warehouse - Buildings used for storage, such as ammunition storage, covered sheds, and buildings used 

primarily for storage of vehicles or materials.  Also included are underground or earth-covered 
ammunition storage bunkers and magazines.  This category excludes water reservoirs and POL 
storage tanks, which are storage structures. (Note that HHS warehouses are not used for storing 
some of the materials described in the FRPC definition.  Some typical uses for HHS warehouses 
include storage of personal property; furniture fixtures and equipment; vehicles and mail distribu-
tion.  All of the HHS warehouses are included within the broader FRPC definition.) 

 
Weakness (as defined by FAR) - A flaw in the proposal that increases the risk of unsuccessful contract 

performance.  A "significant weakness" in the proposal is a flaw that considerably increases the 
risk of unsuccessful contract performance. 
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SECTION 1-3: ABBREVIATIONS AND ACRONYMS 
 
1-3-00 (Reserved) 
 10 (Reserved) 
 20 Guidance and Information 
 30 (Reserved) 
 
 
1-3-20 GUIDANCE AND INFORMATION 
 
The following list of abbreviations and acronyms is provided for the benefit of the reader. 
 

ABBREVIATIONS AND ACRONYMS 
A/E Architectural/Engineering 
AAALAC American Association for Ac-

creditation of Laboratory Animal 
Care 

ABA Architectural Barriers Act 
ACHP Advisory Council for Historic 

Preservation 
ACP Agency Capital Plan 
ADA Americans with Disabilities Act 
ADPL Average Daily Patient Load 
ADR Alternative Dispute Resolution 
AIA American Institute of Architects 
AMP Agency Master Plan 
ANSI American National Standards In-

stitute 
AP Acquisition Plan 
ASAM Assistant Secretary for Admini-

stration and Management 
ASBTF Assistant Secretary for Budget, 

Technology, and Finance 
ATBCB Architectural Transportation Bar-

riers Compliance Board 
B & F Building and Facilities 
BMAR Backlog of Maintenance and Re-

pair 
BMP Best Management Practice 
BOMA Building Owners and Managers 

Association 
CBD Central Business District. 

C & D Construction and Demolition 
CDC Centers for Disease Control & 

Prevention 
CEQ Council on Environmental Quality 
CFR Code of Federal Regulations 
CICA Competition in Contracting Act 
CII Construction Industry Institute 
CIP Capital Improvements Plan 
CIRB Capital Investment Review Board 
CO Contracting Officer 
COR Contracting Officer’s Representa-

tive 
COTR Contracting Officer’s Technical 

Representative 
CRE Corporate Real Estate 
CRV Current Replacement Value 
D & F Determinations and Findings 
DAS Deputy Assistant Secretary 
DCIS Department Contracts Information 

System 
DOD Department of Defense 
DOL Department of Labor 
EA Environmental Assessment 
EIS Environmental Impact Statement 
EO Executive Order 
EPA Environmental Protection Agency 
EPP Environmentally Preferable Pur-

chasing 
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EVMS Earned Value Management Sys-

tem 
FAR Federal Acquisition Regulations 
FASAB Federal Accounting Standards 

Advisory Board 
FCI Facility Condition Index 
FCIP Federal Capital Improvements 

Program 
FDA Food and Drug Administration 
FEMP Federal Energy Management Pro-

gram 
FF&E Furniture, Fixtures, and Equip-

ment 
FMR Federal Management Regulation 
FONSI Finding of No Significant Impact 
FPAA Facility Project Approval Agree-

ment 
FPDS Federal Procurement Data System 
FPMR Federal Property Management 

Regulations 
FY Fiscal Year 
GAM General Administration Manual 
GSA General Services Administration 
GSAR General Services Administration 

Acquisition Regulations 
HCA Head of the Contracting Activity 
HHS U. S. Department of Health and 

Human Services 
HHSAR Health and Human Services Ac-

quisition Regulations 
HQ Headquarters 
HR Human Resources 
HRSA Health Resources and Services 

Administration 
HUD Housing and Urban Development 
HVAC Heating, Ventilation, and Air-

Conditioning 
IAQ Indoor Air Quality 
IDC Indefinite Delivery Contract 

IDIQ Indefinite Delivery, Indefinite 
Quantity 

IFB Invitation for Bids 
IHS Indian Health Service 
IRIS Integrated Recourses and Infra-

structure Solutions 
ISC Interagency Security Committee 
IT Information Technology 
JCAHO Joint Commission of Accredita-

tion on Healthcare Organizations 
JOC Job Order Contract 
LCC Life Cycle Cost 
M2 Square Meter 
M & I Maintenance and Improvement 
M & M Medicare/Medicaid 
MEP Mechanical, Electrical, and 

Plumbing 
NCPC National Capital Planning Com-

mission 
NCR National Capital Region 
NEPA National Environmental Policy 

Act 
NFPA National Fire Protection Associa-

tion 
NHPA National Historic Preservation Act 
NIH National Institutes of Health 
NPS National Park Service 
NRHP National Register of Historic 

Places 
NTTAA National Technology Transfer and 

Advancement Act 
OASH Office of the Assistant Secretary 

for Health 
OCR Office of Civil Rights 
OFCCP Office of Federal Contract Com-

pliance Programs 
OFMP Office for Facilities Management 

and Policy 
OMB Office of Management and 

Budget 



HHS Section 1-3 1-21 
HHS Facilities Program Manual (Volume I) 
 
OPDIV Operating Division 
OPV Outpatient Visits 
OS Office of the Secretary 
PAR Pre-Acquisition Review 
PDRI Project Definition Rating Index 
PHS Public Health Service 
PJD Program Justification Document 
PL Public Law 
PO Project Officer 
POE Post Occupancy Evaluation 
POR Program of Requirements 
PPD Planning and Programming 

Documents 
PS&D Planning, Studies and Design 
PW Present Worth 
R & I Repair and Improvement 
RFP Request for Proposals 
RSF Rentable Square Footage 
SADBUS Small and Disadvantaged Busi-

ness Utilization Specialists 

SAVE Society of American Value Engi-
neers 

SBA Small Business Administration 
SF  Square Foot. 
SFO Solicitation for Offers 
SHPO State Historic Preservation Officer 
SLA Supplemental Lease Agreement 
STAFFDIV Staff Division 
THPO Tribal Historic Preservation Offi-

cer 
UFAS Uniform Federal Accessibility 

Standards 
USC United States Code 
USF Usable Square Footage 
VE Value Engineering 
VEC Value Engineering Coordinator 
VECP Value Engineering Change Pro-

posal 
VEP Value Engineering Proposal 
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SECTION 1-4: FACILITY ACQUISITION, PLANNING, AND DEVELOPMENT REPORTING 
 REQUIREMENTS 
 
1-4-00 Policy 
 10 (Reserved) 
 20 (Reserved) 
 30 (Reserved) 
 
 
1-4-00 POLICY 
 
The purpose of this section is to emphasize some of the reporting requirements applicable to HHS facili-
ties management programs.  This section is not all-inclusive. 
 
A. DETERMINATION OF EFFECT ON HISTORIC PROPERTY 
 
When a federal agency proposes an undertaking, i.e. new construction, the agency’s OPDIV Federal Pres-
ervation Coordinator is required to make a determination of effect in accordance with 36CFR800.  The 
OPDIV Federal Preservation Coordinator must consult the State Historic Preservation Officer or Tribal 
Historic Preservation Officer if the Department of the Interior has determined that a specific Tribe may 
assume the function of the SHPO.  If there is an effect on historic property the OPDIV Federal Preserva-
tion Coordinator must follow the consultation process set forth in the National Historic Preservation Act, 
16 USC 470 et seq. and its implementing regulations, etc.  Refer to Chapter 3 for additional related in-
formation. 
 
B. FEDERAL CAPITAL IMPROVEMENTS PROGRAM 
 
The National Capital Planning Commission (NCPC) is a federal agency located in the Washington, D.C. 
metropolitan area.  It is authorized to plan the orderly development of the federal establishment in the Na-
tional Capital Region (NCR).  One process the NCPC uses to help guide its planning is the annual prepa-
ration of what is referred to as the Federal Capital Improvements Program (FCIP).  As required in Section 
7(a) of the National Capital Planning Act of 1952, as amended, the Commission reviews federal public 
works projects for inclusion within a six-year FCIP.  Once adopted by the Commission, the FCIP’s rec-
ommendations are transmitted to the Office of Management and Budget (OMB) and other federal depart-
ments and agencies, as well as local and state jurisdictions.  The FCIP helps coordinate future develop-
ment activities in the NCR and assists OMB in making budgetary decisions about proposed capital pro-
jects in the Washington, D.C. area.  The National Capital Region includes the District of Columbia; 
Prince George's and Montgomery Counties in Maryland; and Arlington, Fairfax, Loudoun, and Prince 
William Counties in Virginia, including the cities and towns located within the geographic area bounded 
by these counties. 
 
C. NATIONAL CAPITAL PLANNING COMMISSION REVIEW OF HHS PROJECTS 
 
The National Capital Planning Act of 1952 requires each federal agency in the National Capital Region 
(NCR), prior to preparing construction plans for proposed development projects or land acquisitions 
which affect the plan and development of the National Capital, to consult with the National Capital Plan-
ning Commission.  The Commission has determined that an approved Master Plan is a prerequisite for 
review of individual installation's project plans in the NCR.  The HHS Board must approve the Master 
Plan before it is submitted to the Commission. 
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D. CONTRACT COMPLIANCE 
 
FAR 22.804-2(c) requires Contracting Officers to give written notice to the U.S. Department of Labor, 
Office of Federal Contract Compliance Programs (OFCCP) regional office within 10 working days of 
award of a construction contract that are subject to affirmative action requirements.  The notification shall 
include the name, address, and telephone number of the contractor; employer identification number; dol-
lar amount of the contract; estimated starting and completion dates of the contract; the contract number; 
and the geographical area in which the contract is to be performed.  When requested by the OFCCP re-
gional office, the Contracting Officer shall arrange a conference among contractor, contracting activity, 
and compliance personnel to discuss the contractor's compliance responsibilities. 
 
E. FEDERAL PROCUREMENT DATA SYSTEM 
 
HHSAR 304.602 requires HHS to implement a Federal Procurement Data System (FPDS).  The Depart-
mental Contracts Information System (DCIS) represents the Department's implementation of the FPDS.  
All departmental contracting activities are required to participate in the DCIS and follow the procedures 
stated in the Enhanced Departmental Contracts Information System Manual and amendments to it.  The 
Head of the Contracting Activity (HCA) (not delegable) shall ensure that all required contract information 
is collected, submitted, and received into the DCIS on or before the 15th of each month for all appropriate 
contract and contract modifications awarded in the prior months. 
 
F. CONGRESSIONAL NOTIFICATION 
 
HHSAR 305.303 requires HHS to make a public announcement concerning contract actions as follows:  
Any contract, contract modification, or delivery order in the amount of $3 million or more shall be re-
ported by the Contracting Officer to the Office of the Deputy Assistant Secretary for Legislation (Con-
gressional Liaison), Room 406G, Hubert H. Humphrey Building.  Notification shall be accomplished by 
providing a copy of the contract or award document face page to the referenced office prior to the day of 
award, or in sufficient time to allow an announcement to be made by 5 p.m. Washington, DC time on the 
day of award. 
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SECTION 1-5: ROLES AND RESPONSIBILITIES 
 
1-5-00 (Reserved) 
 10 (Reserved) 
 20 Guidance and Information 
 30 (Reserved) 
 
 
1-5-20 GUIDANCE AND INFORMATION 
 
HHS facilities program roles and responsibilities are as follows: 
 
A. UNITED STATES DEPARTMENT OF HEALTH AND HUMAN SERVICES 
 
The Department of Health and Human Services is the United States government's principal agency for 
protecting the health of all Americans and providing essential human services, especially for those who 
are least able to help themselves. 
 
B. THE OFFICE FOR FACILITIES MANAGEMENT AND POLICY 
 
The Office for Facilities Management and Policy (OFMP) provides Department-wide leadership and di-
rection in master planning; facilities planning and design, construction, leasing, operations and mainte-
nance, and space utilization; and management programs (environmental management, historic preserva-
tion, energy management, and occupational safety and health).  OFMP provides technical assistance to 
HHS Operating Divisions (OPDIVs) in evaluating the effectiveness of their facilities programs and poli-
cies and fosters creativity and innovation in the administration of these functions and the Capital Invest-
ment Review Board.  OFMP serves as HHS representative to other federal and non-federal agencies and 
is the focal point reporting to OMB and the Federal Real Property Council (FRPC) on facilities activities 
and performance. 
 
C. SENIOR REAL PROPERTY OFFICER 
 
The Deputy Assistant Secretary, Office for Facilities Management and Policy is designated as the Senior 
Real Property Officer for HHS.  Established by Executive Order 13327, the Senior Real Property Officer 
is designated among the senior management officials within each agency.  This Senior Real Property Of-
ficer serves as the senior manager tasked with developing and implementing an agency asset management 
plan.  Specifically, the Officer is responsible for: 

• identifying and categorizing all real property owned, leased, or otherwise managed by the agency, 
• prioritizing actions to be taken to improve the operational and financial management of the 

agency's real property inventory; 
• making life-cycle cost estimations associated with the prioritized actions; 
• identifying legislative authorities that are required to address these priorities; 
• identifying and pursuing goals, with appropriate deadlines, consistent with and supportive of the 

agency's asset management plan and measure progress against such goals; 
• incorporating planning and management requirements for historic property under Executive Or-

der 13287 of March 3, 2003, and for environmental management under Executive Order 13148 of 
April 21, 2000; and 

• identifying any other information and pursue any other actions necessary to the appropriate de-
velopment and implementation of the agency asset management plan. 
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D. FEDERAL REAL PROPERTY COUNCIL
 
Established by Executive Order 13327, the Federal Real Property Council serves as a working group to 
facilitate the success of the agency’s asset management plans.  The Council is composed of all agency 
Senior Real Property Officers, the Comptroller of the Office of Management and Budget, and the Admin-
istrator of General Services.  The Deputy Director for Management of the Office of Management and 
Budget is a member and serves as the chair of the Council.  The Council establishes appropriate perform-
ance measurements for evaluating the costs and benefits involved with acquiring, repairing, maintaining, 
operating, managing, and disposing of federal real properties at particular agencies.  The Council also 
serves as a clearinghouse for best practices in evaluating actual progress in the implementation of real 
property enhancements. 
 
E. HHS ORGANIZATIONS WITH REAL PROPERTY MANAGEMENT RESPONSIBILITY 
 
HHS organizations with real property management responsibility perform day-to-day execution of the 
facilities management program including master planning; facilities design, construction, leasing, opera-
tions and maintenance, space utilization; and management programs (environmental management, historic 
preservation, energy management, and occupational safety and health).  These organizations develop and 
implement internal procedures necessary to comply with departmental policy and guidance including all 
statutory and regulatory requirements. 
 
F. HHS CAPITAL INVESTMENT REVIEW BOARD 
 

1. Purpose of the Board: The HHS Facility Capital Investment Review Board (hereafter referred to 
as the Board) was established on June 9, 2003 to make recommendations for strategic manage-
ment of HHS real property assets and to advise the Assistant Secretary for Administration and 
Management (ASAM) and the Secretary on major facility capital investment issues.  The Board 
also advises, assists, consults with, and makes recommendations to the ASAM, the Secretary, and 
when appropriate the Assistant Secretary for Budget Technology and Finance (ASBTF), regard-
ing the broad range of responsibilities. 

 
2. Authority of the Board: The ASAM has delegated oversight authority and provides direction to 

all HHS Operating Divisions (OPDIVs) with facility acquisition and operation responsibilities 
and land acquisition authority.  Part 7 of OMB Circular A-11 states that “A cross-functional ex-
ecutive review committee acting for or with the Agency Head must be responsible for managing 
the agency’s entire capital asset portfolio, making decisions on the best allocation of assets to 
achieve strategic goals and objectives within budget limits.” This Board will implement the re-
sponsibilities assigned the “cross functional executive review committee” In addition, Part 8 of 
A-11 requires that agencies have a physical asset management process that “adequately tracks 
real property assets through their respective life cycles.” 

 
3. Board Functions: The Board provides advice and makes recommendations to the Secretary, the 

ASAM and the ASBTF on a range of issues to include: 1) the development of facility capital in-
vestment guidelines; 2) the development of guidelines to implement an investment review process 
that provides strategic planning for and oversight and guidance of facility investments; and 3) 
regular monitoring and proper management of these investments, once funded.  One of the out-
puts of the investment review process is a regular update of HHS’ investment portfolio or plan 
that supports HHS strategic objectives. 
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Matters reviewed by the Board include but are not limited to: 

• OPDIV investments that are more than $10Mil; 
• Department-wide investments that affect multiple organizations; 
• Investments that have a significant impact on a single OPDIV; 
• OPDIV investments that the Office of the Secretary determines to have significant risks; high 

development, operating or maintenance costs; or have high public visibility; 
• Major repair and improvement (alteration and renovation) projects more than $10Mil. 

 
4. Board Structure: The Board will consist of all OPDIVs Heads with facility acquisition and opera-

tion responsibilities and land acquisition authority, including the acquisition of land through do-
nation, and STAFFDIV Heads who have oversight responsibilities that directly involve imple-
menting facilities functions.  At present these members include: 

• Assistant Secretary for Administration and Management  (ASAM) (Board Chair) 

• Assistant Secretary for Budget Technology and Finance (ASBTF) 

• Assistant Secretary for Legislation 

• Assistant Secretary for Planning and Evaluation 

• CDC Director (or designee) 

• FDA Commissioner (or designee) 

• IHS Director (or designee) 

• NIH Director (or designee) and 

• three at-large appointments (no term limitation), who are recommended by the ASAM and 
ASBTF and approved by the Secretary. 

 
5. Documents Review Process: The submission of proposed projects for consideration by the Board 

will be properly identified and included with the Department’s annual budget formulation and re-
view process, which are presented to the Board in June.  The applicable OPDIV will provide the 
Board with those matters, as identified above, for which a funding requirement is being requested 
in the budget submission, including funding of studies, planning, and design for out-year projects.  
These documents will be distributed to the other Board members.  Projects will be reviewed by 
the Board and recommendations made to the ASAM, and when appropriate to the ASBTF, on 
each project for consideration at the Secretary’s Budget Council meetings. 

 
The Board will conduct a meeting after the OMB pass-back to provide advice to the Secretary regarding 
the implication of OMB’s recommendations.  Additional meetings may be convened by the Board Chair 
to review the status of ongoing projects and, in unique and special cases (i.e., National emergency, Con-
gressional mandate, etc.), or to review required out-of-cycle projects. 


