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SECTION I

PROJECT OVERVIEW

University Context

Project Scope

Project Mission

Project Objectives

Project Budget

University Context

At the Ohio State University, the development of each project is recognized as an integral component of the process of creating the campus.  A major role of the campus is to provide for our academic community a setting that contributes to the accomplishment of the University’s mission, supports the Academic Plan, and enhances the quality of life for students, faculty, staff, and visitors.

It is important, at the outset to recognize that every Program of Requirements includes University-wide consideration of the facility’s general responsibility to the public realm of campus, as well as the programmatic demands of the unit.  Policies, principles, and guidelines presented in the Long Range Concept Plan and the appropriate District Plan are considered to be part of the Program of Requirements.

Project Scope

[Provide a brief description of the project, including the ASF and GSF figures in this description.  The ASF figure should match the Total – Priority 1 + 2 figure shown in the Space Summary Table.]

	Space Type
	PoR ASF

(P1 +P2)

	
	

	
	

	
	

	
	

	Total ASF
	


Project Mission

[Provide a sentence or two describing the main mission or vision of the project.  This should come from discussions with the users]

Project Objectives

[Provide several detailed points or project items that will help achieve the mission/vision noted above.  Items need not be listed in priority order.]

Project Budget

Estimated Total Budget for Priority 1 and Priority 2 spaces.

	Source of Funds
	Dollar Amount

	(Source #1)
	

	(Source #2)
	

	
	

	Estimated Total Project Budget
	$


	Estimated Total Project Budget
	Dollar Amount

20XX Dollar1

	
	

	Construction
	

	Civic Structure (2%)
	

	Total Construction Cost
	

	
	

	Project Contingency (3%)
	

	Construction Contingency (8%)
	

	User Contingency (½ %)
	

	Construction Management Fee (%)
	

	Commissioning (½ %)
	

	Fixtures, Furnishings & Equipment (%)2
	

	Technology (2.5%)
	

	Professional Services Allowance (incl. A/E fees) %
	

	Local Administration Fee (%)
	

	Art (1% of $$)
	

	Moving Cost (# ASF @ $2.50 per ASF)3
	

	Swing Space Renovation Cost (# ASF @ $ per ASF)
	

	Other (specify)
	

	 Estimated Total Project Budget
	


1. Figures shown are the estimated distribution of the project dollars at the midpoint of construction.

2. No Fixtures, Furnishings or Equipment (FF&E) are included in this project budget.  All FF&E is the responsibility of [Using Agency].

3. All costs associated with moving are the responsibility of [Using Agencies].

Contingencies
Construction Contingency will be used only after construction begins and is intended to cover unexpected conditions or situations that arise as a result of the construction process (i.e. errors and omissions, differing conditions, field resolutions).

Project Contingency may be used prior to bidding the project for miscellaneous expenses and costs related to the project.  The Project Contingency can also be added to the Construction Costs as needed to address scope issues.

User Contingency may be used on the project at the Using Agencies’ discretion.

Fixtures, Furnishings and Equipment

The Fixtures, Furnishings and Equipment purchases will be coordinated by Facilities Design and Construction [Or Using Agency].  FF&E should be purchased from Ohio State University preferred furniture contractors, according to the purchasing agreements established by the Office of Business Operations and Purchasing.

The FF&E funds in the Total Project Budget shall be distributed in the following priority order:

1) Classroom Pool/OIT

2) Operations and EHS
3) [Department/Using Agency]

The FF&E funds provided to Classroom Pool/OIT shall be used to equip each pool classroom or OIT computer lab with the standard movable equipment identified in the Building Design Standards.  Equipment can include, but is not limited to, items such as: student desks/chairs; instructor desk/chairs; A/V carts; table-top lecterns; ceiling-mounted projector screens; computer tables and chairs.

If the [Departments/Using Agencies] requests additional or upgraded movable equipment for pool classrooms or OIT computer laboratories, above and beyond what is specified in the Building Design Standards, the additional cost shall be borne by the [Department/Using Agency] and the movable equipment is subject to the approval of Classroom Pool/OIT.

The FF&E funds provided to Operations and EHS shall be for the purchase of equipment necessary to maintain any additional square footage and for capital equipment necessary for those spaces with mechanical/architectural/electrical systems not commonly encountered.

Civic Structure

Civic Structure funds must be used for site or landscape improvements which implement the campus master plan or one of its major goals.  These improvements must be above and beyond what is required to construct the building, and must be in a location which is accessible by the public at all times.

Percent for Art

Percent for Art funds are for the commission or purchase of public art, according to the State of Ohio’s Percent for Art program.  These funds and the process for acquiring the public art will be administered by the University Percent for Art Coordinator and through Facilities Design and Construction.
Swing Space Renovation

Swing Space Renovation funds will be administered as a separate project through Facilities Design and Construction.

SECTION II

PROJECT INFORMATION

Using Agency Information

[Design Challenges, if applicable]

[Building Services Spaces, if applicable]

[Hazardous Materials Abatement/EPA, if applicable]

[Security, if applicable]

[Additional sections as necessary]

Signage and Wayfinding

Ergonomics

Using Agency Information

(Use this section to briefly describe the User(s), their mission, etc, and how they relate to this project)

[Design Challenges, if applicable]

(Use this section to describe any project specific conditions that will be particular challenges or require extra planning/attention during the design and layout of the project)

[Building Services Spaces, if applicable]

(Use this section to describe and address project specific issues as they relate to the Building Services Space (i.e. loading docks, trash rooms, restrooms).  Describe any situations or special conditions that will require the project to go above and beyond the Building Design Standards or situations that require special attention, and that should be noted in the PoR.  

(Below is some standard language that should be included in all new building or major rehabilitation programs.)

[This project/building will include at least one Gender Neutral Restroom, in addition to the gender specific restrooms required by the Building Design Standards, located on the main floor in a public area of the building.]

[Hazardous Materials Abatement/EPA, if applicable]

(Use this section to describe any hazardous materials abatement work or conditions that may require abatement.  Below is standard language that should be included in most PoRs)

Funding allocated for hazardous material removal is based upon current known quantities of hazardous materials.  Once construction work begins, additional quantities of hazardous materials may be identified.

Encapsulation, if found to be necessary, can only be used in extreme cases and must be approved by the University Architect.

[Security, if applicable]

(Use this section to describe any specific security needs or conditions that may require extra attention to security; also to describe any special security needs of particular spaces)

Signage and Wayfinding

For interior areas of the building affected by the project, the project will provide all signage as indicated in Appendix S of the Building Design Standards.

For exterior areas of the building affected by the project, the project will provide all signage.  The Associate will contact the Campus Graphics Coordinator at (614) 292-4458 to request current Signage and Wayfinding Guidelines as developed for the OSU Signage and Wayfinding Master Plan dated April 2004.

Donor recognition signage is usually not part of the Associate’s scope of services.  However, Associates should determine appropriate locations and spaces for donor recognition signage throughout the design process.

A donor recognition package should include accommodation for the following types of signs:

· Display of the building name on the exterior of the building in a prominent, visible location.

· A commemorative plaque or display recognizing the person(s) for whom the building is named.

· Cumulative donor display graphics on a prominent public wall.

· Small plaques or other graphic devices to signify individually named or sponsored spaces.

Ergonomics

Any spaces where computers are going to be used should be equipped with ergonomic furnishings and equipment. 

SECTION III

SITE PROGRAM

Master Planning Site Goals
Existing Conditions - Neighborhood
Existing Conditions – Project Site
Building Information and Service Areas
Transportation & Parking

Construction Needs

Master Planning Site Goals
[Please review all pertinent plans for the area, particularly those in the Crosswalk Study and the Bikeway Plan
Summarize what is addressed in the corresponding Master Plan, Landscape Master Plan and Subdistrict Plans with regards to the following areas:

Description and analysis of the goals and expectations for the specific site in the pertinent plans
Description of neighboring amenities, including neighboring parks or green spaces and features and qualities of those spaces that must be preserved.]
Existing Conditions - Neighborhood

[Identify what is existing outside the site boundaries, such as buildings and occupants; current uses in the areas; services provided in the area; planned construction.  Also describe the architectural and functional context of the area.  The architectural context should include a discussion of the surrounding buildings – historic or modern, the building names and the year built.
Discuss the pedestrian patterns within the neighborhood, locations of destination and gathering points, entrance patterns and the orientation of neighboring buildings.

Discuss how this project will impact the neighborhood during and after construction, including discussion of traffic impacts (vehicular, pedestrian); access to buildings and other services.]
Existing Conditions – Project Site

[Identify the site boundaries, the sidewalks, roads, grounds, open space and landscaping that are part of the project.

Identify any issues, problems and challenges of the existing conditions of the site.

Identify key features of the project site, including the topography; utilities to the site and around the site; geology (i.e. water table); the climate (i.e. sun angles); existing structures.  
Identify key features or qualities of the site that must be preserved; the features of the site that will be removed or modified; and also discuss the sufficiency of the existing conditions.
Identify opportunities to partner with another entity to create or improve the site conditions.]
Building Information

[Identify and define the new building, including types of programming and customers that will be served.  For example, the name of the building; types of spaces; services provided; types of customers; hours of operation.

If there is a building on the site, a similar discussion of the existing building should be included.

Address other items such as proposed entrances and entrance patterns; what outdoor amenities will be included and are required by the Master Plan.

Discuss the service needs of the facility such as loading dock access; delivery needs; size and frequency of deliver/service vehicles; waste storage and removal; delivery needs; emergency vehicle access; roads and grounds care; and bus service desired.]
Transportation and Parking
[Describe the parking in the vicinity – both within and outside the site boundaries – including permit parking garages or lots; vehicle, motorcycle or bicycle parking; short-term, metered, reserved, handicapped.

If any parking will be removed as part of the project, indicate the number of spaces and discuss the opportunities to replace the parking.

Discuss issues related to traffic patterns and road conditions, including the sufficiency of what is existing; traffic problems or limitations; opportunities for improvements.

The Crosswalk Study and the Bikeway Plan should be fully reviewed and discussed in relation to the project.  Analyze the pedestrian, bicycle and vehicular access and circulation.  The Department of Transportation and Parking should be contacted to model a traffic impact study for the project.  

Identify opportunities to partner with another entity to improve the infrastructure.

Identify any special traffic access or parking needs of the users.

The city or county should be contacted to check if there will be simultaneous planned road construction in the area, if applicable.]

Construction Needs

[Briefly identify key issues to consider during the construction of the project, including potential lay down/staging areas; service access to the site; pedestrian, bicycle and vehicular movement around the site during construction.  Identify any potential conflicts with neighboring facilities or other road closings during construction.]
SECTION IV
SPACE PROGRAM & DETAILS


Space Program Summary

Details and Descriptions

Space Program Summary

This summary identifies, in outline form, the spaces/facilities required in this project.  Each item refers to a specific room, facility, or suite to be achieved in the design.  Each program item has been assigned a priority number to facilitate decision/judgments that may arise concerning the distribution of available funds and to accommodate possible variations in project funding.  Definitions of priorities are as follows:

Priority 1

Spaces/facilities that are absolutely essential and critical to the achievement of programmatic requirements.

Priority 2

Spaces/facilities that are highly desirable and are in direct support of programmatic requirements.

Priority 3

Program related space/facilities that should be achieved to the extent that available space and funds permit.

Space Program Summary Table

EXAMPLE

	Item Number
	Space Type
	Quantity
	ASF Each
	Priority

	
	
	
	
	1
	2
	3

	1.0
	Instructional Spaces
	
	
	
	
	

	
1.1

	Classroom, 26-Seat
	2
	525
	1,050
	
	

	
1.2
	Classroom, 55-Seat
	3
	1,400
	2,800
	1,400
	

	
	Subtotal 
	
	
	3,850
	1,400
	

	
	
	
	
	
	
	

	2.0
	Research/Research Support
	
	
	
	
	

	
2.1
	Engineering Laboratory
	4
	320
	960
	320
	

	
2.2
	Engineering Lab Staging
	2
	100
	100
	100
	

	
	Subtotal
	
	
	1,060
	420
	

	
	
	
	
	
	
	

	3.0
	Office/Office Support
	
	
	
	
	

	
3.1
	Faculty Office
	10
	140
	1,120
	280
	

	
3.2
	Conference Room
	1
	500
	500
	
	

	
3.3
	Kitchenette
	1
	
	
	
	50

	
	Subtotal 
	
	
	1,620
	280
	50

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Total
	
	6,530
	2,100
	50

	
	
	

	Total – Priority 1 + 2
	
	8,630

	Total – All Priorities
	
	8,680


Details and Descriptions

This section describes requirements, in detail, for each room to be achieved by the project except for building support and services rooms that shall be provided by the Associate in accordance with applicable codes and The Ohio State University Building Design Standards.

EXAMPLE

	1.1 26-Seat Classroom

	
	
	

	Assignable Square Feet
	Quantity
	Each
	Total

	
	2
	525
	1,050

	
	

	Description
	General instruction space for up to 26 students



	
	

	Adjacencies
	

	
	

	Finishes
	Vinyl or rubber tile flooring

Wall finishes or coverings must be easy to clean

Window blinds or shades



	
	

	Fixed Equipment
	(2) Projection Screens, 70” x 70”, wall-mounted

Clock, wall-mounted, rear

Chalkboard, black



	Movable Equipment
	Overhead projector, on cart

Table top lectern

Instructor table, 24” x 48” minimum

Instructor task chair
	(26) Tablet arm chairs, 24” wide minimum

Waste receptacle



	
	

	Electrical


	120v duplex outlets: one on center of teaching wall; one above the finished ceiling approximately 20’ from teaching wall; at least one on each other wall, not more than 12’ apart; 18” mounting height

Room should have multiple circuits on breakers not shared with other spaces



	Mechanical/

Plumbing


	HVAC



	Communication
	Telephone and data; SONNET connection



	Lighting
	Fluorescent fixtures; dimmable lighting



	
	

	Security
	Lockable door with window, 2 ½” x 17 ½”



	
	

	Special Remarks/ Requirements
	Remove fixed seating

Replace louvered door.  Door should be at opposite end of teaching wall

Acoustic separation from adjacent spaces




EXAMPLE

	2.1 Engineering Laboratory

	
	
	

	Assignable Square Feet
	Quantity
	Each
	Total

	
	4
	320
	1,280

	
	

	Description
	General laboratory space for Mechanical/Manufacturing Engineering Research



	
	

	Adjacencies
	2.2 Engineering Lab Staging



	
	

	Finishes
	Vinyl tile flooring, chemical resistant

Gyp board, painted

Acoustic ceiling tile

4” vinyl base

	
	

	Fixed Equipment
	Laboratory benches, standing and sitting height

Wall cabinet w/ adjustable shelves

Chemical fume hood

White board

Chalkboard, black
	Tackboard

Projection screen

Video/data projector, ceiling mounted

Laboratory sink

	Movable Equipment
	Desk w/ task chair

Laboratory stools

Computer w/ peripherals
	Storage cabinet

Demonstration bench

Glassware washer, dryer

	
	

	Electrical


	110V, 20A, 1 Phase

208V, 30A, 3 Phase

Provide outlets in the finished ceiling for the video/data projector

	Mechanical/

Plumbing
	Maintain temperature at 68-75 ((2) F

Humidity at 50% (20%

6 air changes per hour 

Recirculated air

Negative air pressure
	Compressed air, 125 psi

Potable cold water

	Communication
	Telephone/data outlets



	Lighting
	100 fc at bench/desk



	
	

	Security
	Lockable door with vision panel

Key card access

Room will be available 24 hours/day

	
	

	Special Remarks/ Requirements
	Provide an emergency eyewash/shower

Provide double door entry – 3’6” x 7’ and 1’6” x 7’

Prefer no windows


EXAMPLE

	3.1 Faculty Office

	
	
	

	Assignable Square Feet
	Quantity
	Each
	Total

	
	10
	140
	1,400

	
	

	Description
	Private faculty office for the performance of typical tasks



	
	

	Adjacencies
	Proximate to other faculty offices



	
	

	Finishes
	Carpet flooring

Gyp, painted

Acoustic ceiling tile

Window blinds or shades, if applicable



	
	

	Fixed Equipment
	

	Movable Equipment
	Desk w/ integrated workspace

Task chair

Computer w/ peripherals

(2) Guest chair

Bookshelves, 70 lf

2-drawer lateral filing cabinet


	

	
	

	Electrical


	120v duplex outlets

	Mechanical/

Plumbing


	HVAC



	Communication
	Telephone/data outlets, integrated

SONNET connection



	Lighting
	Fluorescent fixtures, flush w/ ceiling



	
	

	Security
	Lockable door w/ vision panel



	
	

	Special Remarks/ Requirements
	


SECTION V

PLANNING & APPROVAL TEAMS

Project Planning Team

Planning Team Consultants

University Approval Team

Project Planning Team

	Name

Department/Office
	Telephone

E-mail (@osu.edu)

	(User Representative)
(Department)
	(telephone)
(email address)

	(Representative)
(Department)
	(telephone)
(email address)

	(Representative)
(Department)
	(telephone)
(email address)

	(Project Manager)

Facilities Design and Construction
	

	(Campus Planner)

Planning and Real Estate
	

	(Others as needed)


	


for all Student Life projects, Molly Ranz-Calhoun  is to be a part of this team.

Planning Team Consultants

	Name

Department/Office
	Telephone

E-mail (@osu.edu)

	Carolyn Staskiewicz
Physical Planning and Real Estate
	247-8725
staskiewicz.1

	Denise Beard 

Design and Construction
	292-0163
beard.1

	Paul Sherwood
Design and Construction
	292-4458
sherwood.1

	Steve Volkmann 

Administration and Planning
	292-3673
volkmann.4

	Mike Dixon
Operations
	292-3309
dixon.277

	Mike St. Clair

Environmental Health and Safety
	292-1284
st-clair.1

	Scott Lissner
ADA Coordinator
	292-6207
lissner.2

	Mark Jackson
Office of the CIO
	247-8434
jackson.1529

	Chuck Sailor
Office of the CIO
	292-8942
sailor.2

	(OCIO classrooms rep)
Office of the CIO
	

	Beth Kelley-Snoke
Transportation & Traffic Management
	292-9944
kelley-snoke.1

	Ron Balser
University Security Services
	292-7677
balser.15


University Approval Team

	Name
	Department/Office

	(Customer’s VP)
	(Customer’s VP area)

	Bernard Costantino
	Facilities Operations and Development


SECTION VI
MASTER POLICY INDEX

Building Design Standards

Available from:

http://www.fod.osu.edu 

Design and Construction
400 Enarson Classroom Building

2009 Millikin Road

Columbus, OH 43210

Tel:  (614) 292-4458

Fax:  (614) 292-2539

University Master Plans

Available from:
http://www.fod.osu.edu/pare 

Physical Planning and Real Estate

304 West 17th Avenue

Columbus, OH 43210

Tel:  (614) 688-3715

Fax: (614) 292-4824
SECTION VII
SITE MAP & FLOOR PLANS

Site Map

Floor Plans

Site Map

(Site boundaries should be noted on Site Map)

Floor Plans

Shaded areas indicate existing spaces included as part of this project.











