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OFFICE ALTERATIONS, MOVES AND MATERIALS

1. PURPOSE.  This memorandum defines policy and procedures for Southwestern Division (CESWD) office alterations, moves and materials.

2. APPLICABILITY.  This memorandum applies to all Corps of Engineers elements of the CESWD.

3.   REFERENCES.

a. AR 405-70 Utilization of Real Property.

b. D-41 Code of Federal Requisitions.

c. AR 210-20 Master Planning For Army Installations.

d. Executive Order 12411 Government Work Space Management.

e. Fed Std 795 Uniform Federal Accessibility Standards.

f. D-76 Federal Property Management Regulations.  General Services Administration (GSA).

4.   RESPONSIBILITIES.

a. Chief, Logistics Management Office (CESWD-LO) is responsible to the Deputy Commander (CESWD-DD) for office alterations, moves and materials used and liaison with General Services Administration (GSA) involving construction and acceptability of completed work.

b. Activity chiefs are responsible for requesting only those alterations required to improve office efficiency and workflow.  AR 405-70 will be used as guidance for space allocations.
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c. CESWD-DD will appoint a permanent Space Planning Task force of members from each Division/ Office to develop a Space Master Plan to comply with space utilization rates established by AR 405-70 and GSA CFR D-41. 

d. Chief, Logistics Management Office will review proposed office relocations and alterations for compliance with the approved office Master Plan.  LO will also review the feasibility of the projects, ensure that applicable codes are met, coordinate the construction of each office with the related groups affected and provide interaction with GSA during the construction.

e. Chief, Engineering and Construction Division will be responsible through Chief, Architectural Section for providing either with District personnel or through a commercial Architectural/Engineering firm a complete set of construction drawings and specifications for all spatial restructuring. These plans will consist of preliminary planning, interim designs and completed drawings with specifications that show compliance with the Master Plan including a coordinated overall material/color scheme.  These plans will be reviewed and approved by the space planning task force and a report outlining the acceptance or the rejection of them will be forwarded to the Chief, Engineering and Construction Division.  The Assistant Chief Engineering and Construction Division will Serve as the overall Point of Contract with LMO. 

5.   PROCEDURES.

a. Offices requiring building alterations or rearrangement within their present spaces will discuss any proposed planning with Logistics outlining the need, time frames, communication and utility changes and budgeted costs.

b. Minor moves that involve rearrangement of office furniture, some LAN and telephone cable connections and on-grid lighting adjustments may be provided by Logistics with an open-ended account with GSA. For COE owned buildings these arrangements can be handled by Commercial Contracts.

c. All design actions of a magnitude exceeding $2500.00 and involving boundary changes will require coordinated planning, space utilization studies and a review by Chief of Logistics and Commander or Deputy Commander with the assistance from the Space Planning Task Force to ensure compliance with the Master Plan.  Special emphasis will be placed on the Fed STD 795, fire and life safety codes and AR 405-70, GSA D-76 and D-41.  In addition to the Corps of Engineers representatives, a member of the A/E planning firm responsible for the drawings, specifications, layouts, models and space studies will be available for interviews.
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 During the basic planning stage Information Management will provide a representative to define telephone and computer requirements, time frames and approximate costs needed to provide the necessary communication services.

d. When planning has been completed, space utilization studies are complete, schedules are set, coordination is assured by all groups and construction is ready to begin, Logistics will prepare a GSA Form 2957, Reimbursable Work Authorization (RWA), requesting a cost estimate and an engineering/environmental study and with completed drawings and specifications forward it to GSA.  GSA approval must be obtained with the appropriate signatures before any further action on the part of COE may be considered.  When GSA approval and the cost estimate are received by Logistics the package will be forwarded to the Resource Management Office for review and validation of funds.

e. The cost estimates tendered by GSA are based on the GSA contractor’s bid and should include use of the following materials and finishes the COE considers standard in an effort to ensure uniformity throughout.  Written material/finish specifications will, in as much as possible, avoid the use of the term “color/finish to match…” The correct type, style and descriptive nomenclature will be used to describe the product.  As with all Corps of Engineers specifications the materials listed by the name is done so to format a level of manufacturing consistency and not to require a sole source purchase.  See Logistics for color/material package for ordering.

(1)  Acoustical Wall Panels:  Armstrong #538 Silver Papier, Rhythms #60 Flagstone or an approved equal.

(2)  Carpet:  Interface “Libra”, Style 24-1629060000.  color #236517-001 or approved equal.

(3)  Cove Base:  Johnston “Charcoal” CV-20, Armstrong “Warm Gray” #14122, or approved equal.

(4)  Cabinet Stain:  Kelly Moore or approved equal.  Note stain will be field mixed to meet the requirements of the interior furnishings or existing trim work.  Normally a flat finish is preferred but may be enhanced to various levels of gloss as needed.

(5)  Counter Tops:  Plastic laminate, Wilsonart or approved equal.  Selections may be made that would be in production or that would provide a satisfactory combination with other surfaces or materials.  A matte finish is preferred.
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(6)  Chair Rail:  Install chair rails on walls receiving sound attenuation material and located as shown on the drawings.  Style “A” CR-5, or style “B” CR-6 chair rails from Texas Plywood Co. should be used in enclosed  offices, conference rooms or training rooms. Stain Kelly Moore or approved equal.  Note stain will be field mixed to meet the requirements of the interior furnishings, wall cover or existing trim work.  Normally a flat finish is preferred but may be enhanced to various levels of gloss.

(7)  Vinyl Composition Tile (VCT):  Tarkett #3054, gray or approved equal.

(8)  Cornice board:  Texas Plywood Co. #8009 or #8010 will be installed at ceiling height around the room perimeter and stained with Kelly Moore or approved equal.  Note stain will be field mixed to meet the requirements of the interior furnishings, wall cover or existing trim work.  Normally a flat finish is preferred but may be enhanced to various levels of gloss.

(9)  Walls:  Steel removable walls or steel stud walls with fire rated GWB.  Paint Sherwin Williams Rhinestone #SW 1235.  Provide Semi gloss finish. Concrete blocks will have a sealer, prime coat and finish coat of paint.

(10)  Coffee Room Cabinetry:  Coffee room cabinetry including the sink and counter top construction will have the general configuration shown in the sketch contained in the obtained color/material package obtained from LO prior to bid.  This design is an attempt to standardize the configuration and form of the coffee/food service preparation area so that ultimately the whole room may be priced as an assembly in as much as the building will allow.  Note the stain will be field mixed to or existing trim work.  Normally a flat finish is preferred but may be enhanced to various levels of gloss.

(11)  Vinyl Wall Covering:  TRI-KES “Symphony”, “Medly”, “Stanza Stripe” AZ50024, AZ50046 or Boltatex “Classics”, “Bolts”, “Filagree” DD315-60 or approved equal.

(12)  Signage and  Chief Directory Boards (Interior Corridors Only):  Unicor Style 290, gray background with black Helvetica lettering and silk-screened Corps of Engineers logo (Castle) required.  Signage will comply with Fed STD 795 requirements including the raised Braille strip and will be mounted 60” above finished floor.  LO will be responsible for providing uniform Branch/Division/Section as applicable identification signage in black Helvetica Medium upper and lower case lettering with a red Corps of Engineers logo (Castle).  This signage is to be placed on the glass front entrances to the groups from the corridor.  This style of identification will be standard for all primary glass entrances.  Raised Braille is not necessary for this application.  LO will be responsible for barrier free signage in the appropriate locations in accordance with regulatory and statutory requirements.  Samples of signage may be acquired in LO.
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f. When funds are approved LO will provide an RWA to GSA for construction.  A pre-construction meeting with the GSA representatives and the GSA contractor will be scheduled to determine responsibilities, drawing and schedule reviews, critical paths of construction and general partnering procedures. For COE owned buildings, Chief of Logistics should coordinate pre-construction and construction with the Contractors Representatives.

h.  On completion of the project and with the satisfaction of the Office Manager, a Logistics representative will review the construction and indicate his approval by signing the appropriate GSA forms provided for that purpose.  This review will usually be done in the company of a GSA Project Manager.

g. Occupancy of New or Leased Space.  When additional space is required for alterations or in the event spaces under lease are to be returned to GSA, Logistics will initiate a letter in accordance with D-41describing the area under consideration, the location and the number of square feet involved.  This letter will be sent to Real Estate for the preparation of a GSA Form SF-81.

FOR THE COMMANDER  

                                                                           RUSSELL H. MINTON

                                                                           Executive Assistant

DISTRIBUTION:

A, C, D, F, G, H
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