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Scott Hendrix, Facilities Management

Date:
October 26, 2005
Subject:
Property (Buildings) Purchase – Standard Operating Procedures
The following are guidelines to assist the City of Charlottesville when considering the acquisition of property, specifically buildings.  They are intended to assist in the evaluation of the physical property and related improvements and should act as a supplement to any other due diligence and best practice methods when purchasing property.
1) The requesting entity should contact the Director of Public Works as soon as possible after it is determined that the City has an interest in acquiring a piece of property.  The Director will initiate an investigation into the subject property as detailed below.  There are direct costs associated with such investigations and those costs should be incorporated into the property acquisition cost (the same as legal, appraisal, survey, realtor, etc.).   The requesting entity will need to provide a funding mechanism at the time of request so that direct costs associated with the investigation can be accounted for properly.
a. The Director of PW will authorize Facilities Maintenance to perform the following:

i. Conduct a usage and cost assessment of the property.  The Maintenance Manager will study historical records (utility records, service records and contracts, etc.) and establish utility usage, custodial, and maintenance trends for the property (coordination with the City Attorney will, likely, be required in obtaining necessary historical documents).  The Maintenance Manager may request that the Public Utilities Division investigate any City-provided utilities (gas, sanitary sewer, and water) associated with the property and identify any sub-standard conditions related to those systems.
ii. Conduct operational testing of all mechanical equipment and identify any operational deficiencies of the systems.  If, by nature/size of the facility, the HVAC assessment effort is more than the Maintenance staff can handle, then a commissioning specialist may be brought in to conduct analysis of the HVAC systems.  The City has such a firm under a term contract so response time in delivering the service will likely not be affected by procurement delays.  Commissioning costs are widely affected by building size and type and would have to be estimated on a job-by-job basis.
iii. The Maintenance Manager will report to the Director:  his/her opinion of all identified deficiencies associated with the property along with cost estimates for bringing any deficient systems back to normal operating conditions; and, his/her opinion of current and projected utility, custodial, and maintenance costs for the property.  When authorized by the Director of PW, additional investigation will be performed (see below) by other PW divisions and data from those investigations will be summarized and included in the Maintenance Manager’s report.
b. The Director of PW may authorize Facilities Management to:

i. Conduct a preliminary facility assessment on the property. The intent of this assessment would be to identify deficiencies in building systems and estimate costs associated with remedy of the deficiencies; this effort would be coordinated with the Maintenance Manager’s investigation of the property.  The Capital Projects Coordinator will contract with a firm specializing in such assessments to: observe key building systems (roof, doors, windows, plumbing, finishes, etc); their condition; their estimated remaining useful life; and, provide an estimated cost and recommended schedule for repair or replacement of deficient systems.  Companies with such skill sets are usually available under State Department of General Services contracts, so, response time in delivering the service will likely not be affected by procurement delays. Facility assessment costs can be estimated, as of the date of this memo, at:
1. <25,000 sq. ft. = approx. $3,000
2. 25,000 – 50,000 sq. ft.  = $0.12/ sq. ft.
3. 50,000 – 150,000 sq. ft.  = $0.10/ sq. ft.
4. 150,000 – 1,000,000 sq. ft.  = $0.08/ sq. ft.
5. 1,000,000 sq. ft. = $0.07/ sq. ft.
ii. The Capital Projects Coordinator will report to the Maintenance Manager his/her opinion of all identified deficiencies associated with the property along with cost estimates for bringing any deficient systems back to normal operating conditions.
c. The Director of PW may authorize the Environmental Administrator to:

i. Conduct an environmental assessment of the property.  This assessment is intended to identify components or materials of the property that may create inflated costs of ongoing maintenance and/or renovation (e.g. lead-based paints, asbestos containing materials, etc.). The assessment is also intended to identify any known or unknown environmental conditions associated with the property and to predict the short and long-term economic impacts of such conditions.  
ii. The Environmental Administrator will report to the Maintenance Manager his/her opinion of environmental conditions along with estimated short and long-term risks/costs associated with bringing the property into compliance with regulating statutes.

d. The Director of PW may authorize the Public Service Division to:

i. Assess the overall condition of site-related improvements.  This assessment will include:  review of storm water drainage systems; parking surfaces and markings; traffic/ADA signage; walking surfaces; and, curbing.

ii. The Public Service Division Head will report to the Maintenance Manager his/her opinion of deficiencies along with cost estimates for bringing any deficient systems back to normal operating conditions. 
2) The Director of PW may request that the Director of Parks and Recreation assess the subject property and submit the following data:
i. Estimated cost annual lawn care and maintenance;

ii. An estimate for needed immediate repairs to landscaping elements as required for the protection of the facility (tree trimming, root removal, over-growth removal, site drainage repairs).

3) The Director of PW may request that the Director of IT assess the subject property and submit the following data (if it is intended that the facility ever be used by a City agency):

i. An estimate of cost and scope of work required to provide needed voice/data service consistent with current (at the time of the assessment) City data / communication standards.

4) The Director of PW will submit a report, summarizing all data gathered from the steps listed above, to the Budget Director and to the requesting entity (City Manager’s Office, City Council, the Office of Economic Development, or other City entity that had requested and purchased the information).

5) The Budget Director’s Office will verify that submissions to Council pertaining to property acquisition will include the Director of PW report detailing all capital and maintenance requirements associated with the purchase of any property.

