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3.1 Programming, Department Responsibility to Agencies 
 

The Department Commissioner is given broad responsibility to establish and review space standards used 
throughout the state for purposes of establishing budgets and design parameters for state funded projects. To 
accomplish this task, the Department reviews the needs and requirements of users to assure standards are in the 
best interests of the state in terms of size and quality. Programming standards are periodically reviewed to remain 
current. 
 
The intent of this chapter is to establish a planning guide for space allocation and budgeting purposes, as well as 
present planning approaches and methods for use by State Agencies in forecasting and calculating space needs.  
These space planning techniques are based on definitions and objective space assignment criteria and standards 
for determining the amount of assignable floor area needed for personnel, equipment and support functions. 
 
The Department goal is to find a solution providing the best quality space with efficient and well-defined 
programmatic relationships.   
 
Three levels of planning are presented to determine future space requirements ranging from a broad long-range 
estimate to a precise determination of floor area needed.  Guidelines are provided to assist Client / Agencies in 
developing preliminary space program requirements. Following Consultant selection, the Consultant shall refine 
and reconcile the preliminary programs through active engagement with the Client / Agency during the design 
phases of the project. 

End 
3.1 – Programming – DAS Responsibility to State Agencies 
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3.1.1 Space Planning Methods and Standards 
 
It is an important goal in facilities planning, design and management to maximize the ratio of assignable space to 
non-assignable space.  Design criteria used by architects and office space planners, result in a range of net to 
gross square footage of between 60% and 80% based upon program type and specific project needs: net square 
footage is the area assigned to active functions (such as office workstations, intra-unit circulation, conference 
rooms, cafeterias, mailrooms, and photocopy, etc.).  The remaining area is non-assignable and represents 
circulation (central corridors, stairs, elevators), custodial (janitor’s closets, storage of cleaning supplies and 
equipment), mechanical and building services (restrooms, boiler rooms, utility shafts, telephone and electrical 
closets, etc.) and structural (exterior walls, interior partitions, unusable areas in basements and attics).  State and 
Agency policies and long-term plans take precedence over trends such as hybrid work schedules and office 
hoteling.  
 

3.1.1.1 Components of Assignable Space 

 
Assignable area encompasses all floor space available for assignment to an occupant, (and) which can be put to 
useful purposes in supporting the Client / Agency’s mission. Assignable area is used to determine the Client / 
Agency’s overall facilities requirements. Following are some additional definitions of components comprising 
assignable floor area in State facilities: 
 

Workstations - space for personnel, with desk, chair and other assigned furniture and equipment 
necessary to perform tasks, whether in a private office with floor-to-ceiling walls or an open office area 
either with or without modular system partitions. 
 
Support Equipment - other furniture or special equipment (in addition to desks, chairs, and accessories 
directly assigned to workstations) needed to carry out general office functions.  This category includes 
such items as photocopy machines, central file cabinets, computer terminals and possibly shared-use 
printers, and worktables. The operations of State Agencies are becoming increasingly digital. Many have 
prioritized the reduction of printing and paper filing to reduce the floor area required for support equipment. 
This should be a consideration when planning for support equipment.  
   
 
Support Areas - functional areas and spaces not normally used to accommodate the workstations of 
office personnel, but necessary for the proper conduct of Client / Agency activities.  This category includes 
conference rooms, reception areas, interview and testing rooms, laboratories, and other similar functions. 
 
General Services - mail and central supply rooms, work rooms, printing and high-volume reproduction 
centers and records management functions are some of the functions included in this category. 
 
Employee Services - lounges, employee health clinics, cafeteria, vending areas, candy counters, 
newsstands and concessions providing conveniences, services and personal items are included in this 
category. 
 
Building Services - facilities management (e.g., building superintendent’s office), shipping and receiving, 
and bulk supplies and equipment storage are among the functions included under building services. 
 

 
Intra-Unit Circulation - this category refers to the assignable space between workstations for circulation within 
functional units and includes secondary aisles and corridors to tie the various office functions together. A factor 
of 30 - 35 percent is used in the standards incorporated in this manual as an add-on for space assigned to office 
personnel (generally in open areas but excluding private office suites served by public corridors), unassigned 
equipment and furniture, and interview rooms.  However, intra-unit circulation space allowances are not added to 
employee services and building services functions. 
 
Economies of scale come into play with respect to the assignable-to-gross area used to measure efficiency of 
space.  Experience in facilities management demonstrates the smaller the overall facility, the more floor area is 
required for non-assignable space. Smaller facilities require proportionally more assignable space per employee.  
This disproportion occurs because support areas and unassigned equipment required cannot be shared or need 
to be of substantial size to perform its function for Client / Agency activities. 
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3.1.1.2 Space Planning Methods and Standards 

 
This section contains three different space planning models that can be used to determine the space needs of 
State Agencies.  The model used to determine space depends on the level of detail involved and the purpose for 
which the space will be used. 
 

1. Level I (Model for Calculating Agency Space Needs) is a general long-range forecasting model 
for determining gross floor space requirements. 

 
2. Level II (Model for Calculating Space Needs) provides both assignable and gross space needs 

based on the numbers and categories of projected personnel, various support functions, and 
certain assumptions regarding building efficiency. 

 
3. Level III (Model for Calculating Specific Space Requirements) provides a detailed assessment 

of assignable space requirements, using specific data on authorized and projected staffing, 
itemized equipment listing and support space. 

 
Levels I and II are useful planning methods for projecting space needs as part of the five-year Facility and Capital 
Planning Process, while level III is applicable to definitive space requirements. 
 
Level I uses broad space planning parameters and requires the total number of personnel employed by a State 
Agency in order to arrive at gross area requirements.  This approach is useful for making preliminary estimates of 
aggregate space needs on a long-range basis.  It will provide a rough basis for projected facility requirements when 
detailed information on staffing levels by specific category and support functions is not available. 
 
Level II provides a more detailed approach to projecting space needs.  While certain assumptions are built into 
the model regarding workspace for agency employees and floor area requirements for support functions and 
equipment, the format is flexible enough to adapt to unique requirements.  This method is used where specific data 
on staffing category projections and other data are available. 
 
Level III requires firm data on agency employees with specific position categories, as well as actual requirements 
for support space and unassigned equipment and furniture.  This space planning method uses spreadsheets, and 
has been programmed to automatically calculate requirements based on Department standards. 

LEVEL I Model for Calculating Agency Space Needs 
The first general approach to making an approximate determination of space needed by State Agencies is on the 
basis of aggregate average gross floor area per person.  This method of space forecasting takes into account the 
space needed for agency office personnel and supporting functions, as well as the non-assignable requirements 
such as corridors, restrooms, stairwells, lobbies and mechanical systems.  The standards shown in the following 
table assume a general mix of office and related space, but do not include allowances for full-service cafeterias or 
large specialized areas such as public areas found in DMV Branch Offices or client waiting rooms in Human 
Services’ District Offices: 

Total Employee 
Population 

Gross Floor Area/ 
Employee 

Facility Size Range 
(Gross Square Feet) 

Under 75 Persons 240 Under 17,500 

Under 250 Persons 220 17,500 - 60,000 

Over 250 Persons 190 Over 60,000 

These standards are useful when making an initial approximation of space needs.  These standards are intended 
to serve as a rough guide in calculating facilities needs when detailed planning data are lacking. Smaller buildings 
are less efficient due to the disproportionate space necessary for lobbies, stairwells, corridors, restrooms, 
mechanical equipment and other non-assignable floor areas. When developing initial project budgets based on 
gross square footage calculations it is recommended to utilize Level II or Level III models. At this time the State of 
Connecticut Office of Policy and Management (OPM) uses an overall number of 175 gross square foot per person 
when evaluating building efficiency. The Department recognizes the OPM standards and show them as the middle 
level target when planning for a medium sized facility. If a proposed facility exceeds this threshold a justification 
shall be prepared for submission to the OPM to clarify required program space needs. 

  



 3.1.1 
Space Planning Methods and Standards 

Consultants Procedure Manual 
Page 3 of 3 

 

CT DAS – 3.1.1 Space Planning (Updated: 08.25) 0400 – Consultants Procedure Manual
 

LEVEL II Model for Calculating Space Needs 
Determining space needs using the Level II model requires data relative to the numbers and types of personnel 
and other elements of space use.  This forecasting method provides more detail than Level I and is based on the 
numbers of executive, managerial, professional and clerical staff.  It incorporates allowances for conference rooms, 
general services, building services, and employee services. This planning model also considers an agency’s 
requirements to support technology and cafeteria facilities.  Assignable space needs are then extrapolated to 
determine the gross space requirements based on building efficiency, (the ratio of assignable to non-assignable 
space). 

Specialized program areas need to be identified to develop a reasonable tabular building program. Spaces such 
as classrooms, auditoria, technical shops, research areas etc. all need to be accounted for outside of general office 
space. 

Please contact the Department’s Chief Architect for the Level II space planning spreadsheet and for guidance in 
its application if necessary. 

 

LEVEL III Model for Calculating Specific Space Requirements 

This is the most detailed of the space planning models and is based on a fully developed preliminary program that 
projects anticipated staffing levels. Space has been determined for various levels of executive, managerial, 
professional and clerical positions for both systems furniture and standard furniture layouts. The space planning 
workbook can be downloaded here: 

Request for Space Form (RFS)  

The quantity of space assigned to each employee is based on current best practice and the requirements of the 
position to efficiently conduct state business. Job titles, pay classifications, seniority or rank, in conjunction with 
functional needs determine space allocation.  

 

3.1.1.3 Conclusion 

This chapter presents a series of planning guidelines to assist agencies in determining space needs and a set of 
guidelines and criteria to serve as a uniform basis for calculating those needs. The guidelines are a common 
reference point for use by all State Agencies.  Although the space planning methods described in this manual are 
adaptable to unique situations, it is incumbent on the Client / Agency to justify exceptions to the space standards 
as described in this guidance document. 

The space planning methods discussed in this manual have sufficient flexibility to adapt to a variety of applications. 

The Department can assist Client / Agencies with Level II or Level III calculations of space needs forecasts using 
data input on personnel projections from the Agencies. Please call the Department’s Chief Architect for assistance 
in obtaining a Level I, II or III space needs forecast. 

End 
3.1.1 – Space Planning Methods and Standards 

https://portal.ct.gov/das/-/media/das/leasing-and-property-transfer/request-for-space-form-rfs-22219.xlsx?rev=33113bd672164460b7ee34acb0a21954&hash=6F2D5AAEEDF29D56613871D530698BE1
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3.1.2 Food Service Facilities 
 
The Consultant and sub-consultants involved in the design of food service facilities and equipment specifications 
must be familiar with the U.S. Food and Drug Administration Food Code and public health standards for food 
establishments regulated by the Connecticut Department of Public Health (DPH).  To assist the Consultant in the 
design of food service facilities see the following DPH publications: 

 

• Compliance Guide for the Food Service Inspection Form:  

• Food Service Inspection Form.  
 
The DPH does not require design document submissions for review and will rely on the local/regional health 
inspector for compliance with the health requirements.  Approval or sign-off must be obtained prior to going to bid. 
 
If a private vendor is to manage the food service, the Consultant and Vendor shall review the design of the food 
service facilities with the local health department.  See also “3.3.5 Permits, Certifications, Approvals Checklist & 
Policies” section of this manual. 
 
The food service equipment and installation of the equipment shall conform to the standards of the National 
Sanitation Foundation (NSF) and NSF Manual on the Sanitation Aspects of the installation of Food Service 
Equipment. 
 

Acceptable alternative: 
 
Canadian Standards Association (CSA).  A CSA sanitation mark is found on products that have been 
tested and found to meet all applicable NSF/ANSI sanitation requirements.  
 
Edison Testing Laboratories (ETL Intertek). The ETL Sanitation mark is awarded to food service 

equipment that has been rigorously tested against national sanitation requirements.  

 
Wastewater discharging  food service equipment subject to Fats, Oils, and Grease (FOG) must meet the 
requirements of, and be installed in accordance with, the DEEP General Permit for the Discharge of Wastewater 
Associated With Food Preparation Establishments 
 

Newly constructed facilities, renovated facilities, and facilities that are sold must enter into compliance as 
part of the permitting process. Additionally, a municipality can require a facility or facilities to implement 
these changes if a sewer system area is deemed to be a FOG problem area. The permit gives 
municipalities the authority to exempt food preparation establishments that have small discharges with 
minimal FOG quantities due to the nature of the food prepared. 

 
For additional information contact: 

Connecticut Department of Public Health 
Bureau of Regulatory Services 
Division of Environmental Health 
Food Protection Program 
860-509-7297 
www.ct.gov/dph  

End 
3.1.2 – Food Service Facilities 

https://www.google.com/url?client=internal-element-cse&cx=2136bad9f6e504761&q=https://portal.ct.gov/-/media/departments-and-agencies/dph/dph/foodprotection/2021-food/12-8-21-compliance-guide.pdf&sa=U&ved=2ahUKEwjE6aS6rIWPAxWZMlkFHalhGZgQFnoECAUQAQ&usg=AOvVaw1MlzwEaXUfp6lTonjmyBaS
https://www.google.com/url?client=internal-element-cse&cx=2136bad9f6e504761&q=https://portal.ct.gov/dph/food-protection-program/food-service-inspections&sa=U&ved=2ahUKEwiFxMjZrIWPAxWTLFkFHRMzCJ8QFnoECAQQAQ&usg=AOvVaw2S4rgzQfYAmNggzQRKWCm1
https://www.google.com/url?client=internal-element-cse&cx=2136bad9f6e504761&q=https://portal.ct.gov/-/media/DEEP/Permits_and_Licenses/Water_Discharge_General_Permits/foggppdf.pdf&sa=U&ved=2ahUKEwje1a_-rIWPAxWkM1kFHYgrJL4QFnoECAUQAQ&usg=AOvVaw1LI7Z7Hdl0lCIKw9ETJ_nE
https://portal.ct.gov/dph
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3.3.1 Environmental Policy Act 

 

The Connecticut Environmental Policy Act (CEPA) is the state-level equivalent of the National Environmental Policy 

Act and establishes a process for state agencies to identify and evaluate the potential environmental impacts of 

proposed state actions. (See Connecticut General Statutes Sections 22a-1 through 22a-1h, and Regulations of 

Connecticut State Agencies, Sections 22a-la-1 through 22a-la-12). This evaluation provides the decision-makers (the 

sponsoring agency and the Department) with information necessary for deciding whether to proceed with the project. 

The sponsoring agency and the Department (specifically the Department’s Chief Architect and the Department’s 
Technical Services Environment & Energy Review staff) are responsible for determining if a project qualifies as an 
“action” subject to CEPA review. If so, it is also the agencies’ responsibility to complete all regulatory review and 
determination requirements, as applicable, beginning with an initial environmental review.  

 

The initial environmental review is a cursory review intended to identify any significant environmental impacts that 
would require public scoping or an Environmental Impact Evaluation (EIE), and to document the agencies’ review 
and determination of the proposed action. The initial environmental review includes:  

• Consideration of the agency-specific or Generic Environmental Classification Document (ECD). 

• Consideration of the direct and indirect impacts outlined in Section 22a-1a-3 of the RCSA.  

• Completion of the Environmental Review Checklist (ERC), as applicable. 

o Note that the ERC includes a section to identify required permits, approvals or certifications at the 

time of the review. This does not replace the Consultant’s obligation to continually assess what 

permits, certifications, or approvals the project may require as the project progresses or from 

submitting the Department Checklist for Permits, Certifications, and Approvals (Form 3030) with 

each phase of the project. 

The agencies may engage with members of the project team and/or an outside environmental consultant for 
assistance in gathering information and identifying potential environmental issues, however such consultants are not 
permitted to prepare a CEPA document as this would create an inherent conflict of interest. 

 

After completing the initial environmental review, the agencies shall determine if public scoping is required. If 
required, the agencies, with assistance from the project team, shall prepare the necessary documents and publish 
the scoping notice to the Environmental Monitor maintained by the Council on Environmental Quality (CEQ).    

 

Upon completing public scoping, the agencies shall determine if an Environmental Impact Evaluation (EIE) is required 
and publish its determination in a Post-Scoping Notice in the Environmental Monitor. 

If an EIE is required, the Department will contract with an independent CEPA consultant to assist in preparing the 
document in accordance with the Department CEPA Procedural Manual, as amended. The CEPA Consultant must 
complete a Form 1160 Environmental Consultant Disclosure Statement, indicating that it has no financial interest in 
the outcome of the environmental assessment or the use of the property. The Design Consultant and CEPA 
Consultant shall exchange information, drawings, site plans, and other documentation, as necessary, to ensure 
coordination between the project design and the environmental evaluation.  The Design Consultant shall anticipate 
attending environmental document review meetings (typically called the Working Copy and Revised Working Copy 
review meetings).  The Design Consultant is also responsible for complying with any permit requirements noted in 
the CEPA document.  If the Consultant is involved in a project requiring additional effort beyond the normal services 
(e.g. attend additional meetings or a public hearing), the Department may approve this effort as an additional service. 
Refer to “Consultant Services” section 1.4 of this manual for additional information on additional services. 

 

The Design Consultant shall be responsible for reviewing all CEPA documents, particularly if the CEPA process 
occurred prior to design, to ensure information relevant to design and construction is accurate, and that agreed upon 
mitigation measures can be incorporated into the design/construction and are incorporated into the contract 
documents. A project cannot proceed to the contract document phase without having completed the CEPA process, 
unless granted special written permission by the Department.   
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The CEPA process is considered complete when the CT Office of Policy and Management (OPM) issues a 
determination of adequacy for the Department’s EIE and the Record of Decision. 

For historic building and site requirements refer to “Cultural Resources (Historical & Archaeological)” section 3.4.2 of 
this manual 

 

Refer also to “Checklist for Permits, Certifications, and Approvals” (Form 3030) as indicated in section 3.3.5 of this 
manual 

 

For further information or for assistance regarding CEPA refer to the DAS Connecticut Environmental Policy Act 

Manual in the DAS Construction Services Library, or contact: 

 
CTDAS Technical Services Environment & Energy Review 

 

End 
3.3.1 – Environmental Policy Act 
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3.3.2 Construction Stormwater Permitting Requirements 
 

3.3.2.1 General Information 

The purpose of the storm water discharge requirements is to ensure state facilities are constructed and operated 
in a manner conserving and protecting the waters of the state and to eliminate or reduce the risk of flood damage 
to property and life.  The goal of stormwater management design should be, to the extent practical, no net increase 
to peak flows, no new stormwater connections, and infiltration with minimal engineering control structures (i.e., 
catch basins, piping, etc.). 

Both the Consultant and the General Contractor shall conform to the requirements of Department of Energy and 
Environmental Protection's (DEEP) General Permit for the Discharge of Stormwater and Dewatering 
Wastewater from Construction Activities" (DEEP-WPED-GP-015).    In addition, Connecticut High Performance 
Building Guidelines or the DAS Sustainable Construction Policy and criteria for sustainable site design shall be 
incorporated as applicable.  

 

For all projects involving soil disturbance, the following thresholds and requirements apply: 

1. If the site disturbance is less than one (1) acre, a Soil Erosion and Sediment Control Plan that conforms to 
the 2024 Connecticut Guidelines for Soil Erosion and Sediment Control, as amended, shall be prepared 
and no registration with DEEP is required. 

2. If the site disturbance is equal to, or greater than, one (1) acre, then a Stormwater Pollution Control Plan 
(SWPCP) that conforms to the “General Permit for the Discharge of Stormwater and Dewatering 
Wastewater from Construction Activities" (DEEP-WPED-GP-015) shall be prepared and the project will 
require registration with DEEP. 

3. SWPCPs and General Permit Registrations for sites between one (1) and fifteen (15) acres must be 
submitted to DEEP at least sixty (60) days prior to construction but should be prepared and submitted at 
the end of the DD Phase allowing adequate time for review and approval. 

4. SWPCPs and General Permit Registrations for sites (A) greater than fifteen (15) acres, or (B) discharging 
to tidal wetlands within 500 feet of the discharge point, or (C) discharging to an “impaired water” resource, 
must be submitted to DEEP a minimum of ninety (90) days prior to construction but preferably at the 
conclusion of the DD Phase allowing adequate time for review and approval. 

For projects requiring General Permit Registration, the Consultant will need to prepare and submit the application 
and any other information necessary for submitting the application through DEEP’s “ezFile” Portal.  The 
Consultant shall include the latest General Permit (DEEP-WPED-GP-015) as an appendix to the SWPCP, along 
with other permit required applicable information necessary for DEEP review and approval. The SWPCP shall be 
listed and included in the “Available Information” of the Project Manual.  The Department shall pay for the permit 
fee. 

For additional information and instructions for uploading to DEEP’s ezFile Portal, see Fo 3900 Stormwater and 
Flood Management Permitting Process in the DAS Construction Services Library. 

 

The General Permit shall be transferred to the Contractor upon bid award with notice to DEEP through the license 
transfer form for DEEP approval. The Contractor must revise the Permit Application as needed (subject to 
Department review and approval) and include a Contractor Certification Statement consistent with Permit 
requirements. 

The Consultant’s professional engineer (or qualified soil and sediment control professional) shall also serve as 
the qualified professional for the initial SWPCP Implementation Inspections (for projects 15 acres or less). When 
notified by the General Contractor, the engineer shall inspect the site within the first thirty (30) days following 
commencement of the construction activity on the site. The site shall be inspected at least once and no more than 
three times during the first ninety (90) days to confirm compliance with the General Permit and proper initial 
implementation of all control measures designated in the SWPCP for the site for the initial phase of construction.  
The Consultant’s professional engineer shall not be responsible for “routine inspections,” as described in the 
General Permit.  

 

ermi

https://portal.ct.gov/das/-/media/das/construction-services/das-cs-library/3000-series/3900-stormwater-and-flood-management-permitting-process.pdf?rev=49dfe9ce30a8403883df7d25995fbb5a
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3.3.2.2 Available Resources 

For questions or assistance about these permits contact: 
 
 CTDAS Technical Services Environment & Energy Review 

 

End 
3.3.2 – Storm Water Discharge Standards 
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3.3.3 Utility Hookups 

 
During the project design phases the Consultant shall identify and coordinate with the applicable utility company 
all issues pertinent to the proper installation of utilities.  Examples of the tasks that shall be completed by the 
Design Consultant are as follows: 
 

• Obtain from the local jurisdictions written authorization to connect to the public water supply system, storm 
drain system, sanitary system, etc.  (See Utilities re. Checklist for Permits Certifications and Approvals, Form 
3030)  

 

• Identify and include a dedicated allowance for utility connection fees to be carried in the general contractor’s 
bid within Division 01 Section 01 20 00 Contract Considerations.  

 

• Coordinate with the regulated utilities (e.g., electric company, gas company, etc.) the requirements that must 
be completed to properly install the utilities.  Identify all fees and other costs associated with the utility hookups 
so that the Department can process a purchase order in a timely manner to avoid delay. Complete the 
Checklist for Permits Certifications and Approvals and return to the Department Project Manager.  

 
The Design Consultant shall submit the design development drawings to the local utility owner for review and 
comment prior to phase completion and copy the Department PM on all correspondence. Drawings approved by 
the utility shall be included in the drawings and specifications.  
 
The drawings submitted at the “Design Development (DD) Phase”, section 3.5.2 of this manual, shall clearly 
indicate all expansions, additions, or relocation of utility systems which connect to the local utility.  The documents 
must also clearly show the nature and extent of the work, the details for the construction, and note the sequence 
of the construction, as appropriate.  All relocation or extensions of major local utility or agency underground utility 
lines shall be prepared under the direction of a registered professional engineer competent in this area of design 
and construction. 
 
Coordination with the Regulated Utilities: Prior to the “Contract Document (CD) Phase”, section 3.5.3 of this 
manual, coordinate with the regulated utilities (e.g., electric company, gas company, water, sewer, etc.) the 
requirements that must be completed to properly install the utilities. The Consultant shall submit the required 
construction documents to the local utility owner for review and comment prior to phase completion. Final drawings 
approved by the utility shall be included in the contract documents.  
 
Easements may be required for several reasons, some of which are as follows: 
 

• Construction on or in close proximity to adjacent property.  

• Off-site utilities. 

• Off-site storm water runoff.  

• Temporary and/or permanent easements may be required with Agreement of Maintenance for items, which 
may be overhead, or on or below the surface 

 
If easements are required, it should be indicated on the Checklist for Permits Certificates and Approvals. 
 

• A legal description and map shall be provided by the Consultant. The Department project manager shall submit 
the legal description and map to the Department Leasing Unit.  Consultant support of easements is considered 
an additional service and should be identified at the project kick-off so that the services can be included within 
the Consultant’s contract and initiated in a timely manner. 

 
Refer to the “Permits, Certifications, Approvals Checklist & Policies” section 3.3.5 of this manual. 

End 
3.3.3 – Utility Hookups 

 
 
 





deep.30dayust@ct.gov


DAS.Technical.Review@ct.gov
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3.3.6 Boundary & Topographic Survey Requirements 
 

3.3.6.1 Standards 

All surveys shall be performed by land surveyors registered in the State of Connecticut.  The Survey must include 
all areas that may be subject to construction operations including access beyond paved roads and staging areas.  
Include sufficient area (minimum of 50’ from the proposed limits of construction) to determine the consequences 
of drainage and wetlands. 

Each sheet shall have the registration seal of the surveyor, a certification of the standard of accuracy, and the date 
of the survey.  Any information obtained from other sources or maps shall be noted, including its date and origin. 
Surveys shall always use an engineering scale and be either in the scale most used at the facility, or otherwise 
1”=20, 1”=40, or smaller for particularly large properties. All plans shall be oriented in a similar manner, consistent 
with other project drawings; typically North to the top of the sheet. Survey drawings shall have the DAS CS Title 
block. .  

Where the area surveyed involves more than one sheet, include a key plan and adequately marked “match lines” 
on each sheet. 

The edges of all digitized maps must exactly match digitally with those of all adjacent maps. 

The digital representation of the common boundaries for all graphic features must be exactly the same, regardless 
of level/layer.  Each feature within a map theme must be represented by a single graphic element (e.g., polygon, 
line, or line string). 

Lines and line strings which represent the same graphic element must be continuous (i.e., not broken or 
segmented), unless that segmentation reflects a specific visual line type.  Lines/strings representing the same type 
of data must not cross except at intersections. 

Polygons must be closed (i.e., the first x- and y-coordinates must exactly match the last x- and y-coordinates).    
Polygons of the same coverage must not overlap and must cover the area of interest completely (i.e., have no 
gaps in coverage). 

All graphic elements that connect must exactly connect digitally, without overlaps or gaps. 

 

3.3.6.2 Bench Marks 

On all surveys showing elevations, a bench mark shall be established within the area covered by the survey from: 

1. Existing bench marks, if any, if the survey is on the grounds of an existing facility.  The Department has 
on file benchmarks within many of the facilities. 

2. The USGS or USC&GS if the above is not available. 

3. The town or city datum most used in the locality, if within the limits of a developed area. 

A note on the survey shall describe the established benchmark and the reference datum.  The established 
benchmark shall be a reasonably permanent object located outside the contemplated construction area and 
preferably within 600 feet of the proposed construction. 
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3.3.6.3 Boundary Surveys 

The standard of accuracy for Property/Boundary surveys shall be Class A-2 as defined in the “Regulations of 
Connecticut State Agencies, Sections 20-300b-1 thru 20-300b-20” of the Connecticut General Statutes. 

Where Property/Boundary survey is required, the following requirements shall be applicable: 

1. Where boundary lines are required, each boundary line of the lot shall be located and show accurately 
measured or computed lengths and directions based on the close traverse. 

2. Where no permanent markers exist, permanent markers shall be installed at each corner and at the P.C. 
and P.T. of curves.  Such permanent markers shall be 3/4 inch Rebar 30” long, unless specifically 
instructed to install concrete monuments.  All markers and monuments to be set a minimum of 1 inch 
above the existing grade.  The drawing shall show the names of streets and names of adjacent property 
owners with indications of the limit of adjacent owners’ property on the boundary line. 

3. On boundary surveys, a certified written description agreeing with measurements and courses given on 
the plot reading in a clockwise direction shall be submitted. 

4. Deed references shall be noted on the map. 

5. At least 2 control points shall be provided and depicted on the final survey. 

 

3.3.6.4 Topographic Surveys 

The standard of accuracy for topographic surveys shall be either Class T-2 or T-3 as defined in the “Regulations 
of Connecticut State Agencies, Sections 20-300b-1 thru 20-300b-20” of the Connecticut General Statutes. 

Where topography is required, the following requirements shall be applicable: 

1. Contours at 2 foot intervals, except for flat areas where 1 foot contours or spot elevations will best show 
the ground elevations.  At least two benchmarks and two control points shall be provided and depicted 
on the final survey. 

2. Include, but not limited to, elevation of floors, top of manhole frames, paved streets, curbs, culvert inverts 
and adjacent waterways. 

3. Location of buildings, retaining walls, ditches, streams, stream channel encroachment lines, flood plain 
lines, manholes, catch basins, culverts, poles, fire hydrants, streets, drives, walks, fences, hedges, 
boundary of wooded sections, isolated trees with size and type, and any other artificial or natural features 
which would interfere with or cause obstruction to developing the land for further construction. 

4. The survey services shall include a record search for prior building and utility occupancy.  The survey 
research shall include review of prior agency plans for the project area and a review of CT DEEP aerial 
photos for the years 1950+ and 1970+ (If prior occupation is found, the outline of the previous buildings 
shall be shown on the final survey. 

5. Locations of surface utilities and the top of frame elevations obtained and depicted on the plans. Invert 
elevations shall be obtained on storm and sanitary structures only. All other underground utilities shall be 
depicted on the plan with notes as to the source of the information.   

6. Agency Utility plans shall be researched and the recorded underground Utility data shall be shown. 

7. On all surveys where topography only is required and there is no existing building, street, or bounded 
property line within 300 feet of contemplated construction, two temporary base lines at right angles to 
each other with ties shall be established outside the contemplated work area.  Ends of the base line shall 
be marked by 5/8 inch diameter rods driven 2 feet into the ground. 

8. The topographic survey shall show the “as drilled” location of each boring and test pit. Refer to 
“Subsurface Investigation Requirements” in Section 3.3.7 of this manual. 

9. When wetlands, watercourses, or other waterbodies occur within the survey area, their limits shall be 
shown.  Wetlands shall be delineated by a soil scientist. Refer to “Surficial Soil Investigation 
Requirements- Wetlands Delineation” section 3.3.6.8 of this chapter. 
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3.3.6.5 Legend 

A legend shall be provided. 

3.3.6.6 Consultant’s Responsibilities 

The Consultant shall be responsible for including all general survey requirements in the survey proposal requests.  
In addition, the survey proposal requests shall indicate certain specific requirements such as orientation, scale, 
datum, etc., that comply with requirements previously mentioned.  Determination of such requirements shall not 
be imparted on the surveyor. 

3.3.6.7 Submittals 

A PDF of the competed survey must be submitted to the Department project manager prior to approving payment. 

Final mapping to be prepared in AutoCAD latest release.  Surveys shall be provided in the latest Connecticut State 
Plane Coordinate System, feet, North America Horizontal and Vertical Datum of 1983 (horizontal), and North 
American Vertical Datum of 1988 (vertical). 

3.3.6.8 Surficial Soil Investigation Requirements – Wetlands Delineation 

Wetlands shall be delineated by a registered soil scientist having a minimum of 3 years professional experience in 
soil science in accordance with both Section 22a-38, CGS Inland Wetlands and Watercourses Act, and the current 
federal delineation method; Corps of Engineers Wetlands Delineation Manual. 

End 
3.3.6 – Boundary & Topographic Survey Requirements 
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3.4.2 Cultural Resources (Historical & Archeological) 
 
3.4.2.1 Protection of State-Owned Historic Properties 

 
Section 106 of the National Historic Preservation Act (NHPA) established a federal program to ensure that impacts 

to historic resources are considered during project planning and also established state historic preservation offices 

to assist states in complying with Section 106 requirements. In Connecticut, historic review requirements align with 

Section 106 and are overseen by the Connecticut State Historic Preservation Office (SHPO), which operates within 

the Department of Economic and Community Development (DECD).The National Environmental Policy Act 

(NEPA) and the Connecticut Environmental Policy Act (CEPA) also require agencies to consider potential impacts 

to historic, , or cultural resources and take steps to minimize or avoid adverse effects.  

 
3.4.2.2 Environmental Review for Impact to Architectural and Archaeological Resources 

 
The Department requires a SHPO evaluation for any building, structure, or site listed or eligible for listing on the 
National Register or State Register of Historic Places, including: 

• Projects involving construction, demolition, alteration, and interior or exterior renovation at facilities that 
are 50 years or older, or that are historically, architecturally, or culturally significant. 

• Projects at facilities that are less than 50 years old that demonstrate “exceptional importance”.  See How 
to Apply the National Register Criteria for Evaluation. 

• Projects that include ground disturbance must also be evaluated for  significance and 
potential impacts. 

  
For projects meeting this criteria, the Consultant shall initiate the CT SHPO’s Environmental Review Process by 
uploading information into the electronic Environmental Review Form. SHPO reviews are generally completed 
within 30 days but may take longer depending on the complexity of the project. 
 

If required, the Consultant shall make submissions at the conclusion of each design phase. During the Schematic 

Design Phase, the documents shall clearly identify the approach to preserving or altering an historic structure 
(including contributing site features).  The design shall incorporate all directions given by the SHPO. If project 
recommendations are made by the SHPO that are not able to be accomplished within the project budget the 
Consultant shall recommend alternate solutions for consideration by the SHPO. Final resolution shall be the 
responsibility of the Department in consultation with the Department’s Chief Architect.  The Consultant’s 
submissions to and coordination with the SHPO are part of basic services for all projects listed, or eligible to be 
listed, on the State or National Register of Historic Places.  
 
The Department project manager (PM) will send a copy of the minutes of the “project initiation scope meeting” with 
the Agency and the Consultant to the SHPO. Projects that involve ground disturbance in archaeologically sensitive 
areas may require an archaeological survey. If an archaeological survey is required, it shall be considered an 
additional service to the Consultant. 

 
3.4.2.3 Guidelines for the Rehabilitation of Historic Buildings 

 
The Design consultant shall comply with the standards outlined in "The Secretary of the Interior's Standards for 
Rehabilitation and Guidelines for Rehabilitating Historic Buildings", available from National Park Service online at: 

• https://www.nps.gov/tps/standards/four-treatments/treatment-rehabilitation.htm 

• https://www.nps.gov/subjects/historicpreservation/standards.htm 
 

The Consultant is also responsible for adhering to all other Historic Preservation Standards and Guidelines, as 
applicable.  
 
Contact: 

Jonathan Kinney, Director of Operations, State Historic Preservation Office 
Department of Economic and Community Development (DECD) 
Tel.  (860) 500-2380 

 

https://www.nps.gov/subjects/nationalregister/upload/NRB-15_web508.pdf
https://conncris.ct.gov/pages/environmental-review
https://www.nps.gov/orgs/1966/index.htm#:~:text=More%20specifically%2C%20Section%20106%20requires,of%20any%20Federal%20funds%20on
https://portal.ct.gov/decd/content/historic-preservation/01_programs_services/environmental-review/environmental-review-procedures
https://www.nps.gov/tps/standards/four-treatments/treatment-rehabilitation.htm
https://www.nps.gov/subjects/historicpreservation/standards.htm
https://www.nps.gov/subjects/historicpreservation/standards.htm
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END 

3.4.2 - Cultural Resources – Historical & Archaeological 





https://portal.ct.gov/DECD/Content/Arts-and-Culture/Programs_Services/Art-in-Public-Spaces


https://portal.ct.gov/deep/energy/high-performance-building-standards-for-state-agency-and-school-buildings
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3.5.1 Schematic Design (SD) Phase Requirements: (35% Completion) 

Outline: 

3.5.1.1 General; 

3.5.1.2 Architectural; 

3.5.1.3 Site Work; 

3.5.1.4 Structural; 

3.5.1.5  Mechanical; 

3.5.1.6  Electrical; 

3.5.1.7 Plumbing; 

3.5.1.8 Fire Protection; 

3.5.1.9 Telecommunications; 

3.5.1.10 Building Commissioning Agent (CxA) and Building Envelope 
Commissioning Agent (BECxA); 

3.5.1.11 Code/Permits; 

3.5.1.12 Equipment; 

3.5.1.13 Cost of the Work Estimate; 

3.5.1.14 Design Narrative Report. 

3.5.1.1 General Requirements: 

.1 Develop or refine the program for the project. 

.2 Identify regional area characteristics, site features: natural and artificial. 

.4 Diagram vehicular and pedestrian circulation. 

.5 Identify all Agency needs. 

.6 Refer to “Project Manual Information” Section 5.1 in this Manual for additional requirements. 

.7 Complete the "Checklist for Permits, Certifications and Approvals" (form 3030).  

.8 Modify Division 01 “General Requirements”, section 01 11 00 “Summary of Work” (in short form 
or long form as required by project magnitude), as a draft. Download the latest version from the 
Department’s web-based library. 

.9 Provide a table of contents for the project manual inclusive of Division 1 and trade sections. Use 
the latest CSI numbering format. 

.10 Design concepts for the mitigation measures described in any environmental document.  

.11 Any environmental document shall be reviewed to ensure that all agreed mitigation measures 
have been incorporated in the drawings and specifications. 

.12 Willserve request letter with estimated project parameters and loads shall be sent to local 
utilities. Mapping and standard specifications shall be requested in this letter when required. 
Provide documentation of communication to Department project manager 

.13 Project Schedule update. 

.14 Submission to State Insurance Carrier: schematic design documents (drawings and project 
manual) shall be submitted by the DAS PM to the State Insurance Carrier for review and 
comment. This review will include fire sprinkler design and building envelope and will establish 
requirements that may exceed minimum building code requirements. The Consultant will be 
required to resolve all issues that arise during this review process with the State Insurance 
Carrier. For additional information please see “Fire Protection and Water Supply” – section 3.4.7 
and “FM Review of Capital Projects” section 3.4.9 of this manual. 
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.15 Schematic Phase Design Reviews : 

The Department projects, with construction budgets of $5,000,000 or more, as well as those 
projects with a lower construction value as determined by the Department’s Chief Architect, shall 
invite the Chief Architect, the Director of Project Management, and the Director of Technical 
Services and Plan Review to attend meetings where building design will be reviewed.  

Should it be the intention of the Consultant to present design concepts to the client agency 
concepts shall be approved by the Chief Architect in advance. 

.1 Informal Presentation(s): Informal presentations shall not stop progress or require 
special preparation beyond what is already necessary for the design review with the 
Client / Agency.  The intent of the review is to confirm that the concept(s) presented is 
within the project scope and budget, and is appropriate based on the general character 
of the project location’s immediate environment. The objective of this overview is to 
obtain the Department’s general concurrence with the proposed design approach. 

.1 Multiple Preliminary Concepts: When the consultant has not been hired to 
provide a pre-design study, the consultant shall graphically document the 
process (in any appropriate medium) to demonstrate to the Department and 
the Agency how the design has been developed. There should be a minimum 
of three preliminary concepts demonstrating the thought process in pursuing 
the preferred concept. 

.2 Informal Review Meeting: The informal review meetings will take place at 
Department offices, and will include the above noted DAS staff, or their designated 
representative, plus the Department Project Manager, the Assistant Director of Project 
Management (ADPM), Director of Project Management (DPM) and the Consultant 
design team.  During this meeting, the Consultant design team will address design 
issues, major scope issues raised as part of schematic design effort and the related 
project status, and incorporation of sustainable design elements (CT High Performance 
Building requirements or other DAS policy requirements). The design team shall 
recommend solutions for any major scope issues.  

.3 It is understood that the design may not be fully refined at this time, but major design 
decisions should be in place.  It is the intent of the Department to have the Consultant 
present a project to the Client / Agency that is compliant with project goals and is within 
the project budget. 

.4 At the 50% SD completion point, the following are minimum expectations: approximate 
site location has been determined, the floor plan and preliminary adjacencies have 
been developed and represent the project program, basic elevations showing massing, 
major materials and relevance to its context.  At this milestone, existing topographic 
and utilities survey shall be complete.  

 

3.5.1.2 Architectural: 

.1 Refer to "Cultural Resources (Historical & Archaeological)”, Section 3.4.2 of this manual if the building is 
designated as a State or Federal Historic Structure. Note an historic structure would include a contributing 
structure in a designated historic district even if the property is not individually designated. 

.2 Floor Plans (1/16", 1/8", 1/4" scale or as required), must indicate overall dimensions and square feet area 
of each floor.  

.3 Elevations (sufficient to delineate the design).  

.4 Sections (sufficient to delineate the design), include large scale sketches, as required, to illustrate the 
design.  

.5 Approximate grade elevations. (may be part of 3.5.1.3) 

.6 Indicate floor-to-floor dimensions.  
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.7 Indicate Fire classification (ref. "Building Information Form" form 3011).  

.8 Roofing – Submit an analysis of multiple roof systems including a benefit analysis for each, to justify the 
system and the cost. 

.9 Pedestrian access and circulation. (may be part of 3.5.1.3) 

.10 Parking and vehicular circulation. (may be part of 3.5.1.3) 

.11 Energy conservation and related building envelope performance measures.  

.12 Coordinate building security design – see “Building Security” section 3.1.4 of this manual. Include a brief 
narrative of passive and active security provisions and design approach for site and building within the 
SD Design Narrative. 

.13 Handicapped accessibility. 

.14 Study model and/or 3D renderings (large projects & when requested).  

.15 Trash removal/recycling provisions. 

.16 Show Telecommunication, Mechanical and Electrical rooms.  

.17 Room summary or room data sheets for all program elements indicating room square foot requirements, 
finishes, equipment and technology and any special requirements. These shall be included in the design 
narrative report 

 

3.5.1.3 Site Work: 

.1 Site or plot plan with sufficient contour lines or spot elevations to describe existing conditions and the 
footprint of the proposed building/s, orientated in the same direction as all other project drawings.  Show 
past outline of foundation if previous demolition.  

.2 Locations of all existing utilities, existing easements and rights of way. 

.3 Comply with "Subsurface Investigation" section 3.3.7 requirements, (include boring logs on plans, and 
sewage disposal system investigations where applicable).  

.4 Methods and design of the storm water management facilities and methods of sewage disposal.  

.5 Source of water supply. 

.6 Location of roads, parking areas, existing buildings.  

.7 Note any issues with adjacent properties if any.  

.8 Survey to comply with "Boundary & Topographic Survey Requirements" Section 3.3.6 in this manual.  

.9 A copy of the original survey is to be included either as a base for the proposed work or as a separate 
drawing.  

.10 Proposed new underground utilities shall be shown.  

.11 Calculation/location of required parking spaces for disabled persons.  

.12 Method of Soil Erosion and Sediment Control.  

.13 Location of all wetlands and watercourses. 

.14 Where a project has specimen large healthy older trees within the contract limit lines or immediately 
adjacent to the work area to the greatest extent possible the Consultant shall develop design solutions to 
retain the trees and provide a preservation plan utilizing the services of a licensed arborist.  

.15 The Consultant shall coordinate with the geotechnical report, the client agency and the Department to 
determine required pavement lifespan and areas where heavy and regular duty paving shall be specified. 

 

3.5.1.4 Structural: 
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.1 Proposed type of structural system with relation to indicated use-group, construction classification and 
design loads.  

.2 Any special or unusual uses or conditions anticipated.  

.3 Seismic requirements for additions, alterations or repairs must be addressed / resolved. 

.4 All live loads and concentrated loads, including values of components in formulas for snow, wind and 
seismic forces shall be indicated on the drawings or within the structural portion of the project narrative.  

 
3.5.1.5 Mechanical: 

.1 Floor Plans must show locations for equipment rooms, boiler rooms, and main duct shafts.  Show 
locations for main duct and piping runs.    

.2 Indicate flow diagrams for air and water systems, including major components. 

.3 Identify all existing major equipment or systems to be reused as part of renovation work.  

.4 Floor plans with zones hatched/shaded. 

.5 Narrative/Basis of Design (BOD) that describes the mechanical systems, type of temperature controls, 
basic material and equipment as part of the “SD Design Narrative Report.”  

.6 See additional requirements in Section 3.4.4 – “Energy Issues (High Performance Buildings, Energy 
Conscious Design)” of this manual. 

.7  Identify any Building Management System tie-in requirements with the Client Agency  

3.5.1.6 Electrical: 

.1 Provide electric load letter. 

.2 See additional requirements in Section 3.4.4 – “Energy Issues (High Performance Buildings, Energy 
Conscious Design)” of this manual. 

.3 Provide single line diagram indicating the interconnection of the main electrical equipment including the 
generator (if applicable), automatic transfer switches, uninterruptable power supply (if applicable), 
panelboards, feeders, and preliminary connections to major mechanical equipment such as chillers, 
cooling towers and air handling units. Indicate voltage, phase and amperage throughout the diagram. 

.4 Identify existing systems and major equipment to be re-used in renovation work including their condition 
and capacity.  

.5 Identify main switchgear room, life safety room, and auxiliary electrical rooms on architectural floor plans 
including code required clearances. 

.6 Overall site plan with preliminary service point (where applicable). 

.7 Narrative/Basis of Design (BOD) that describes the electrical systems, standby power, basic material and 
equipment as part of the “SD Design Narrative Report.”  

3.5.1.7 Plumbing: 

.1 Provide preliminary Gas Load letter. 

.2 Layout of domestic water service room including water meter, backflow preventers, water heaters, 
thermostatic mixing valves, recirculation pumps, drains, trap primers, etc. 

.3 Identify all existing major equipment or systems to be reused as part of renovation work. 

.4 Preliminary routing of hot, cold and recirculation mains. Show locations of pipe chases. 

.5 Narrative/Basis of Design (BOD) that describes the plumbing systems, basic material and equipment as 
part of Section 3.5.1.14, “Design Narrative Report.” 
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3.5.1.8 Fire Protection: 

.1 Fire protection water service room layout, including main pipe sizes, backflow preventer, fire pump, jockey 
pump, pump controller (if applicable). 

.2 Fire protection zoning plans hatched/shaded.  

.3 Identify all existing major equipment or systems to be reused as part of renovation work. 

.4 Obtain and include water flow test information from the local water authority for use in system design. 

.5 Narrative/Basis of Design (BOD) describing fire protection systems, basic material and equipment as 
part of the “SD Design Narrative Report.” 

 

3.5.1.9 Telecommunications (including Building Security): 

.1 Identify source of incoming Telephone Service, i.e., Utility, agency, overhead, underground, etc.   

.2 Identify location of BMDF and IDF rooms on architectural drawings.  

.3 Identify proposed method of horizontal and vertical raceway and cable distribution for voice and data 
communication systems. 

.4 Identify whether or not installation of voice, data, and security wiring and connection is to be included in 
the Contract work.  

.5 Coordinate with the Department and the Client Agency to determine specific Telecommunications and 
Security requirements. In addition, the Design consultant shall communicate and/or meet with DAS 
Bureau of Enterprise Systems and Technology for coordination of telecommunications system(s) 
installation. 

.6 Provide telecommunications requirements and identify building and/or campus security infrastructure 
requirements. See “Building Security” section 3.1.4 of this manual. 

 

3.5.1.10 Building Commissioning Agent (CxA) and Building Envelope Commissioning Agent (BECxA): 

.1 Coordinate with the Department, Client / Agency to establish the Owner’s Project Requirements (OPR). 

.2 Develop a Basis of Design of commissioned systems in conjunction with the Consultant team, based on 
the owner’s project requirements. 

.3 Coordinate with the Consultant team to document adherence of the Basis of Design to the Client / 
Agency’s project requirements. 

.4 Conduct a design review of systems to be commissioned. 

.5 Prepare a SD Phase commissioning report. 

.6 Refer to Section 3.4.4 – “Energy Issues (High Performance Buildings, Energy Conscious Design” of this 
manual for additional information and references. 

 

3.5.1.11 Code/Permits: 

.1 Codes: 

The need for Modification to code requirements shall be identified and modification requests submitted 
by the Consultant at the schematic design phase. 

.1 Complete the "Building Information Form" (form 3011) and include the information, on the 
drawings.  

.2 Submit plumbing fixture count calculations in accordance with the CT State Building Code 
Requirements.  
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.3 The plans must indicate all rooms/spaces that have an occupant load of 50 or more persons.  
Occupant loads shall be shown on the code sheet floor plans along with egress paths and loads. 

.2 Permits: 

.1 The Checklist for Permits Certifications & Approvals (form 3030) shall be submitted with the 
Schematic Design Phase to the designated Project Manager for all Projects. Copies of the 
Checklist are to be sent to Department Technical Services.  

.2 The consultant shall ensure use of the latest Checklist version included on the Department’s 
digital library. 

.3 For projects requiring a DEEP Inland Water Resources application, a request to the Department 
Project Manager and Technical Services shall be made for the project be included on the 
Department’s DEEP Project Priority List. 

.4 For more detailed information regarding the Checklist and Permit policies, refer to “Permits, 
Certifications, Approvals Checklist & Policies” Section 3.3.5. 

.3 Department Review: 

.1 The Consultant shall schedule a review through the Department’s PM with the OSBI to be held 
at the Department offices for all projects. If the work is minor in nature and does not impact 
egress, life safety, or accessibility requirements in a material way, the State Building Inspector, 
may waive this requirement.  

 

3.5.1.12 Equipment: 

.1 No requirements at this submission. 

 

3.5.1.13 Cost of the Work Estimate: 

.1 A program for design shall be prepared that is within the approved budget.  If the design exceeds the 
construction budget amount, the Consultant shall develop recommendations to alter scope and design to 
deliver the project on budget. These recommendations shall be part of SD Design Narrative Report. 

Upon 100% completion of the Schematic Design Phase the Consultant shall provide an estimate of the 
total “Cost of the Work” of the project.  The cost estimates shall be submitted to the Department PM and 
shall utilize the “Major Group Elements” – Level I of ASTM Uniformat II (www.csiresources.org), and shall 
include, but not be limited to, the following: 

Major Group Elements – Level 1 (ASTM Uniformat II) 

A Substructure;  E Equipment & Furnishings; 
B Shell;  F Special Construction & Demolition; 
C Interiors;  G Building Sitework. 
D Services;    

Projects of limited scope may utilize six-digit CSI division format at The Department’s discretion.  

.1 Inflation Values: Adjust reported cost estimates to reflect inflation values; the estimated value 
for construction should represent the cost to complete the work at the scheduled construction 
end date as predicted from the start of construction. Questions regarding the calculation of 
inflation values should be reviewed with the Department Project Manager, Owner’s 
Representative (CA), and CMR when available. 

.2 Cost of the Work Estimate Reconciliation: When the CMR has been contracted by the 
Department to provide Schematic Design Phase Services then, upon 100% completion of 
Schematic Design Phase, the A/E’s Cost of the Work Estimate shall be reconciled with the 
CMR’s Cost of the Work Estimate.  In conjunction with the Department PM, CA and CMR, the 
Consultant, as directed by the Department, shall take the appropriate action to correct and/or 
avoid potential cost overruns and make adjustments to their SD Phase Cost of the Work 
Estimate. When there is no CMR, or when the CMR is not yet contracted, the Consultant shall 
reconcile the estimate with the independent CA estimate. 

https://portal.ct.gov/das/lists/das-construction-services-library?language=en_US
https://www.csiresources.org/home
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3.5.1.14 Design Narrative Report: 

For the 100% Schematic Design Phase submittal the A/E shall furnish the following deliverables in electronic format 
compliant with additional requirements found in this manual: 

.1 100% Schematic Design Phase Drawings.  

.2 Electronic Files of the 100% SD Phase Presentation (see “Drawing Information - General” 
section 5.2 of this manual. 

.3 Schematic Design Color Perspective: Electronic / digital principal rendering presented at a 
minimum resolution of 300 dpi (3300 x 5100).  

.4 SD Design Narrative Report: 

Upon 100% completion of SD Phase the Consultant shall submit a “Design Narrative Report” 
providing a brief summary of design intent. The Design Narrative shall be submitted to the 
Department PM and include but not be limited to the following: 

.1 General:  

Provide a summary description of the project. 

Example: Provide a summary description for the overall scope and intent of the project; 
i.e. Project Exceeds Threshold Limitations, Gross SF, Number of Stories, etc. 

Provide a summary analysis of the construction cost. If necessary, working in 
conjunction with the Department PM, include any value engineering measures to align 
the scope of the work with the project’s construction budget. 

.2 Design Basis:  

Identify and briefly describe supporting documents (i.e., programming, feasibility, 
technical and other studies) that the A/E utilized in developing the design for the project. 

Example: Identify key elements of program. 

.3 Major Group Elements:  

Provide summary descriptions of the building elements and related sitework. Utilize a 
minimum of the “Major Group Elements” – Level I of ASTM Uniformat II 
(www.csiresources.org). 

.4 Phasing:  

State and describe the project’s phasing requirements. Provide an initial graphic 
phasing plan as applicable. 

Example: The project will or will not be phased. The scope of the project will or will not 
encompass the entire building. The exact limits of construction and the sequencing 
shall be determined as part of the initial design efforts. 

.5 Existing Site Conditions:  

Describe site conditions. Identify extent of demolition, excavation, etc. Describe 
features to be preserved / relocated. 

.6 Existing Conditions Investigation Reports: 

Identify any supporting documents (i.e., geotechnical reports, topographical surveys, 
existing conditions or other studies) that the A/E has relied upon in developing the 
design for the project. 

.7 Roofing: 

Provide a brief written description of proposed roofing type supported by a justification 
addressing: 
Structure Deck Type(s)   Anchoring  Insulation 
Roof Load(s) Existing Conditions  Guarantees  Cost 
Slope(s)  Application  Reflectivity (color)  Flashings  

https://www.csiresources.org/home
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Penetrations Drainage  
Exposure: Local Atmosphere, Grease, Oil, Exhausts, Chemicals  
Fire safety: (i.e. torch application)  

.8 Landscape Design: 

Describe scope and extent. 

Example: Landscape design of hardscape, softscape, water features and site lighting 
are a part of this work. Project extent shall include front portico and central hardscape 
approach extending to front curb and exterior perimeter landscape areas as may be 
affected by construction activities. 

.9 Sustainability: 

Indicate whether the project is subject to the DAS Sustainable Construction Policy 
(which supersedes the CT HPBS). 

• For projects not subject to the DAS Sustainable Construction Policy, provide a 
description of any other sustainability goals, owner requirements or third-party 
certifications being pursued. 

• For projects subject to the DAS Sustainable Construction Policy, include a 
separate “DAS Sustainable Construction Policy Narrative” that contains: 
• A description of sustainability goals, owner requirements or third-party 

certifications (as noted above), and 

• A chapter-by-chapter summary of anticipated compliance with the IgCC, 
including: 
• Identification of the expected compliance path—prescriptive or 

performance-based 
• Summary of any significant anticipated compliance challenges 
• Justification for any chapter-level waiver requests (e.g., waiving Site 

Sustainability requirements due to limited site work) 

.10 Furnishing and Equipment: 

Describe scope and extent. 

Example: The A/E shall develop a furniture and equipment plan, however the specific 
design, selection, purchasing, installation and coordination of the moveable furnishings 
and equipment (i.e., desks, tables and chairs) generally depicted therein is or is not a 
part of basic services. 

.11 Environmental Issues: 

Describe scope and extent. 

.12 Hazardous Materials Abatement:  

Describe scope and extent. 

.13 Building Security Requirements:  

Describe scope and extent (see section 3.1.4 of this manual). 

.14 Other: 

This report shall include MEP & FP narrative, room summary schedules and or room 
data sheets, and code/permit summary requirements. 

.15 Cost of the Work Estimate: 

 Include estimate per section 3.5.1.13 in this Manual. 

  

End 
3.5.1 – Schematic Design (SD) Phase Requirements 
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3.5.2 Design Development (DD) Phase Requirements: (60% Completion) 

Outline: 

3.5.2.1 General; 

3.5.2.2 Architectural; 

3.5.2.3 Site Work; 

3.5.2.4 Structural; 

3.5.2.5 Mechanical; 

3.5.2.6 Electrical; 

3.5.2.7 Plumbing; 

3.5.2.8 Fire Protection; 

3.5.2.9 Telecommunications; 

3.5.2.10 Building Commissioning Agent (CxA) and Building Envelope 
Commissioning Agent (BECxA) 

3.5.2.11 Code/Permits; 

3.5.2.12 Equipment; 

3.5.2.13 Building Security; 

3.5.2.14 Design Narrative Report; 

3.5.2.15 Cost of Work Estimate; 

3.5.2.16 Rendering 

3.5.2.1 General 

All design review items from the Schematic Design checklist, in addition to the items that follow: 

.1 Submit an updated “Permits Certifications, and Approvals Checklist” (DAS form 3030). 

.2 All applicable permit applications either must be approved or in review by the regulatory agency(ies).  

.3 Refer to the “Project Manual Information” Section 5.1 this Manual for additional requirements. 

.4 Edit all Division 01 “General Requirements” sections including an update of 01 11 00 “Summary of 
Work” (in short form or long form as required by project magnitude) as a draft. Download the latest 
version from the Department’s web-based library. 

.5 Update Project Schedule. 

.6 Revise/update Design Narrative Report/Basis of Design.  

.7 Field verify existing conditions to ensure design intent, constructability, etc. 

.8 Any environmental document shall be reviewed to ensure that all agreed mitigation measures have 
been incorporated in the drawings and specifications.  

.9 Submission to State Insurance Carrier: design development documents (drawings and project 
manual) shall be submitted by the Consultant to the State Insurance Carrier for review and comment. 
This review will include fire sprinkler design and building envelope and will establish requirements that 
may exceed minimum building code requirements. The Consultant will be required to resolve all issues 
that arise during this review process with the State Insurance Carrier. For additional information please 
see “Fire Protection and Water Supply” – section 3.4.7 and “FM Review of Capital Projects” section 
3.4.9 of this manual. 

.10 At 50% completion of the DD Phase the Consultant shall present all proposed material finishes, 
including basis of design material selections, to demonstrate proposed color and texture. Initial 
presentation will be made at the Department offices prior to formal presentation to the Client Agency. 
Prior to the material presentation the design must be advanced to, at a minimum, include development 
of all typical wall sections to demonstrate material profiles at edge conditions and transitions. 
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.11 Delegated Design: The Consultant shall submit Department form 3050– Delegated Design Approval 
and applicable specification sections at the conclusion of the DD Phase for review and approval. Please 
see “Delegated Design” section 5.5 of this manual for additional information. 

 
3.5.2.2 

 
Architectural 

.1 Title sheet with small plan to show project location related to adjacent roads, streets and other 
structures.  

.2 Plot plan with project limit lines and north arrow.  

.3 Floor and roof plans at 1/8" scale (min.), fully dimensioned, indicating the dimensions of all egress 
components, doors, stairs, aisles, passages, etc. 

.4 Building sections shall be as required to illustrate all construction methods.  

.5 Detailed wall sections for all typical conditions shall be developed. These sections shall detail the 
building envelope, including foundations, eaves and or parapets and transitions to roofing systems. 
Include any required waterproofing, such as used at plaza decks. Wall sections shall indicate required 
fireproofing. Include preliminary detailing of transverse and vertical expansion joints. 

.6 Elevations shall identify all materials and show dimensions and grades.  

.7 Critical Vertical Dimensions: When projects include additions to existing structures, provide surveyed 
data for all critical vertical elements such as finished floor elevations, top of parapet, door thresholds, 
and all critical horizontal datum for coordination with existing elements. 

.8 Reflected ceiling plans; typical and special details.  

.9 Door and Finish schedules.  

.10 Layout of equipment and furniture.  

.11 Accessibility – provide access provisions: doors, ramps, elevators, toilets, phones, drinking fountains, 
emergency exits, lights, alarms, etc.  

.12 Fully developed code plans: Indicate fire separation walls along with all walls on floor plans and include 
a legend. Provide fully developed, detailed wall sections at all typical fire separation wall conditions. 
Indicate occupancy loads for every space, egress path and exit capacities.  

.13 Supplementary General Conditions: Make first adaptation of this document to the project; include 
agency operational constraints and site constraints on the contractors operations and activities.  

.14 All architectural and engineering decisions are to be finalized by the conclusion of the DD phase. 

.15 Location, sizes, and finish schedule of Mechanical, Electrical and Telecommunication rooms. 
Coordinate with “Mechanical”, “Electrical”, “Plumbing”, “Fire Protection” and “Telecommunication” sub-
sections all within this chapter. 

3.5.2.3 Site Work 

.1 Exact location and elevation of building(s) shown.  

.2 Locations of subsurface investigations related to established existing features and subsurface 
investigations information.  

.3 Show finished grade contours, benchmark and a graphic legend.  Also verify conditions at the site. 

.4 Locate utilities as to elevation, size and direction.  

.5 Show roads, parking areas and site improvements, with sections. 

.6 Comply with State Department of Public Health criteria. 

.7 Show existing and proposed planting. 

.8 Include/submit soil management plan. 

.9 Include/submit vegetation management plan. 

.10 Show existing and proposed surface treatment and drainage.  
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.11 Include soil erosion and sediment control/storm water pollution control plan, text, and details, and a 
general permit registration or individual permit, if required.  

.12 Proposed utility hook-ups and any easements, if needed.  

.13 General site work detail. 

.14 Ensure topographical and boundary CADD drawings comply with the standards and criteria in 
“Boundary and “Boundary & Topographic Survey Requirements” Section 3.3.6 of this manual. 

.15 Develop and submit a concrete paving maintenance plan. 

3.5.2.4 Structural 

.1 Basement - foundation plans including foundation and wall design.  

.2 Floorplans, roof plans and framing plans. Sizes of typical members/ types of construction.  

.3 Fireproofing for primary and secondary structural elements 

.4 Indicate bottom of footing, and top of steel, elevations based upon site survey datum. 

.5 Seismic criteria and information in accordance with the State Building Code.  

.6 Footing schedule and basic column framing plan.  

3.5.2.5 Mechanical 

.1 See “Energy Issues, (High Performance Buildings, Energy Conscious Design)” Section 3.4.4 of this 
Manual.  

.2 Floor Plans drawn to 1/8" or 1/4" scale.  

.3 Main pipe and main duct layout with sizes and typical zone piping and ductwork distribution layouts. 

.4 Show exterior louvers and openings; coordinate with Architectural drawings. 

.5 Mechanical rooms drawn to 1/4" scale minimum and mechanical room ductwork drawn "double line".  
Show service areas around equipment.  

.6 All equipment, including that furnished by others but connected under Division 23 - Heating Ventilating, 
and Air-Conditioning, should be shown.  

.7 Air and water flow diagrams developed. 

.8 Preliminary schedule and detail sheets.  Schedules and details to be "Blocked out" and titled, 
equipment tags and model numbers indicated.  

.9 Roof Plan: show location and weight for all roof mounted equipment.  Show service areas around 
equipment. 

 .10 The plans and specifications should be sufficiently developed to prepare a reliable cost estimate. 

.11 Renovation work: prepare demolition drawings including confirmation and coordination of existing 
conditions at site. 

.12 Ensure coordination with DAS IT Services regarding any installations of building management system 
headend workstations. 

3.5.2.6 Electrical 

.1 Site utility details for electric.  Review design scope with the Department and Client / Agency. 

.2 Update single line diagram. Include equipment ratings for main switchgear, generator, and automatic 
transfer switch (where applicable).  

.3 Lighting, power and system floor plans; show light fixtures, receptacles, motors.  

.4 Indicate location, feeds, duct banks, ratings and details of exterior/area lighting. Include a fixture and/or 
equipment schedules. 

.5 Exit signage and exterior emergency lighting above discharge doors shall be located on the drawings 
and coordinated with egress plans.  
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.6 Fire alarm system: provide riser diagram and equipment locations. Include interface details with existing 
alarm system(s) and city, fire suppression systems, and other low voltage systems.   

.7 Indicate all power distribution equipment on floor plans. Where applicable, provide preliminary required 
emergency power system design, including generator sizing and transfer system. 

.8 Provide panel board schedules. 

.9 Renovation work: prepare demolition drawings including confirmation and coordination of existing 
conditions at site. 

.10 Provide data sheets for basis of design lighting fixtures (presented at 50% DD review) 

.11 Floor Plans drawn to 1/8" or 1/4" scale. Electrical rooms drawn to 1/4” scale showing equipment 
clearances.  

3.5.2.7 Plumbing: 

.1 Update Gas Load letter (if applicable). 

.2 Layout of domestic water service room including water meter, backflow preventers, water heaters, 
thermostatic mixing valves, recirculation pumps, drains, trap primers, etc. 

.3 Plans showing location of fixtures, major pipe runs and equipment and updated chase wall locations. 

.4 Lab and kitchen layouts showing equipment types and plumbing requirements. 

.5 Locate and identify roof drains and leaders. 

.6 Locate and identify floor drains and cleanouts. 

.7 Indicate the need for any specialized systems (RO/DI water, oil separator, grease traps, acid 
neutralization, etc. 

.8 Piping plans and diagrams (domestic and process). 

.9 Preliminary fixture schedules, or fixture specification included, with equipment tags and Basis of Design 
model numbers indicated as applicable. 

.10 Floor Plans drawn to 1/8" or 1/4" scale.  

.11 Renovation work: prepare demolition drawings including confirmation and coordination of existing 
conditions at site. 

3.5.2.8 Fire Protection: 

.1 Drawings: Develop notes and legends, schedules, riser diagram and details. Indicate and coordinate 
sprinkler head type and locations with RCP. Indicate main piping distribution including mains, 
standpipes and risers (including pipe sizes), Indicate flow test on note sheet. Coordinate and indicate 
hose valve, sprinkler control assemblies and cabinet locations.  Locate fire department connection(s), 
alarm bell and water supply on site plan. 

.2 Renovation work: prepare demolition drawings including confirmation and coordination of existing 
conditions at site. 

.3 Incorporate any/all State Insurance Carrier requirements. 

.4 Finalize need of fire pump assembly (if applicable). 

.5 Fire Protection sections of specifications shall include hydrant "three point" flow test data.  Ref. also to 
"Fire Protection & Water Supply" section 3.4.7 of this manual. 

3.5.2.9 Telecommunications 

.1 Indicate source of telephone service on site plan, and location and size of BMDF / IDF rooms on floor 
plans.  See also “Utility Hookups” Section 3.3.3 in this Manual.  

.2 Indicate location of voice and data outlets on floor plans.  Coordinate locations with agency 
representative.  
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.3 Show proposed method of horizontal and vertical raceway and cable distribution for voice and data 
communications systems.  Provide one line riser diagram of voice and data distribution systems. 

.4 Identify needs for power, HVAC, emergency standby or UPS systems, for computer rooms, BMDF and 
IDF Rooms.  

.5 See “Building Components and Standards - Voice and Data Raceway Distribution” section 4.1.3 of this 
manual. 

.6 Renovation work: verify conditions in field.  Provide wiring and terminations only if part of the scope of 
work.  

3.5.2.10 Building Commissioning Agent (CxA) and Building Envelope Commissioning Agent (BECxA): 

.1 Coordinate with the Consultant team to document adherence of the Basis of Design to the Client / 
Agency’s project requirements. 

.2 Develop a preliminary Commissioning Plan encompassing the design, construction, initial occupancy 
and post occupancy phases. The plan shall include, but not be limited to the following: 

.1 Outline the commissioning responsibilities of the CxA/BECxA, Department, Client / Agency, 
Construction Administrator, Consultant team, general contractor, and sub-contractors. 

.2 The plan shall identify which systems shall be commissioned. 

.3 The plan shall provide an overview of the method of verification and documentation that shall 
be used during the commissioning process. 

.4 The plan shall contain draft preliminary schedules for the commissioning of systems. 

.3 Conduct a design review of systems to be commissioned. 

.4 Prepare an issue log and reports as necessary. 

.5 Prepare a DD Phase commissioning report 

.6 Refer to Section 3.4.4 – Energy Issues (High Performance Buildings, Energy Conscious Design of this 
manual for additional information and references. 

3.5.2.11 Code / Permits 

Codes: 

.1 Refer to schematic design submittal and update if required. 

.2 Update the "Building Information Form" (DAS form 3011) and include the information, not the form, on 
the drawings. 

.3 Submit Statement of Special Inspections. 

Permits: 

.4 All applicable permit applications, either must be approved or in review by the regulatory agency(ies). 

.5 The Checklist shall be submitted with the design development phase to the designated Department PM 
for all Department Projects.  

.6 Prior to submitting a Checklist, the consultant shall ensure use of the latest Permit Checklist Form (DAS 
form 3030) included on the Department’s web based library. 

.7 DEEP Flood Management Certification: No later than the 50% stage of the Design Development phase, 
the Consultant shall prepare and submit electronically a completed Department of Energy and 
Environmental Protection (DEEP) “Flood Management Certification” application. See DAS form 3900 for 
additional information.  

.8 DEEP Construction Stormwater and General Permit and Stormwater Pollution Control Plan – at the end 
of the Design Development phase / beginning of the Construction Document phase the Consultant shall 
apply for the Construction Stormwater General Permit if required. See DAS form 3900 for additional 
information 
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.9 For more detailed information regarding the Checklist and permit policies, refer to “Permits, 
Certifications, Approvals Checklist & Policies” Section 3.3.5 of this manual. 

3.5.2.12 Equipment 

.1 Food service: layout depicting all critical dimensions, with major equipment and its utility requirements 
scheduled as well as coordinated with MEP documents. 

.2 Laboratories: layouts with all critical dimensions of fixed and moveable lab furniture, typical casework 
elevations indicating types of storage and reagent shelving configuration. Confirm required benchtop 
equipment clearances with agency / lab-users, major (non-benchtop) equipment scheduled including 
utility requirements. Reflected ceilings plans to be coordinated with fixed casework and equipment. 
Utilities coordinated with MEP documents. 

3.5.2.13 Building Security 

.1 Where required, the Consultant shall fully integrate building security features into the architectural, 
structural, MEP and technology plans. See “Building Security” section 3.1.4 – of this manual. 

.2 Provide initial security drawings that include required infrastructure, camera locations, head-end and 
monitoring locations. 

3.5.2.14 Design Narrative Report 

Following the format for the SD Design Narrative Report, update the narrative to reflect changes and refinements 
made during the DD phase. 

Delegated Design Items: 

Include a section listing any delegated design items. Refer to Section 5.5 “Delegated Design” for more 
information. 

DAS Sustainable Construction Policy Narrative: 
For projects subject to the DAS Sustainable Construction Policy, describe how the design continues to align with 
the selected IgCC compliance path (prescriptive or performance-based). Provide a chapter-by-chapter summary 
of anticipated compliance with the IgCC, highlighting key design strategies related to site development, water 
use, energy efficiency, indoor environmental quality, and materials and resources. Finalize and justify any 
chapter-level waiver requests. 

Additionally, identify anticipated post-construction responsibilities that will fall to the building’s responsible agency 
in order to maintain ongoing compliance with the operational requirements of the IgCC. These may include: 

• Documentation retention 

• Post-occupancy measurement and verification of water and energy use 

• Indoor air quality monitoring and reporting 

• Ongoing maintenance of systems manuals 

• Commissioning records 

• Operational plans 

The Design Team shall clearly outline any documentation, monitoring, or operational practices the agency will be 
expected to maintain to ensure continued alignment with the IgCC under the DAS Sustainable Construction 
Policy. 

3.5.2.15 Cost of the Work Estimate 

Upon 100% completion of Design Development Phase the Consultant shall provide an estimate of the total “Cost 
of the Work” of the project.  The cost estimates shall be submitted to the Department PM and shall include, but 
not be limited to, the “Major Group Elements” – Level II of ASTM Uniformat II (www.csiresources.org). 

 

.1 Inflation Values: Adjust reported cost estimates to reflect inflation values; the estimated value for 
construction should represent the cost to complete the work at the scheduled construction end date as 
predicted from the start of construction. Questions regarding the calculation of inflation values should be 
reviewed with the Department Project Manager, Owner’s Representative, and CMR. 
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.2 Cost of the Work Estimate Reconciliation: Upon 100% completion of Design Development Phase the 
Consultant’s Cost of the Work Estimate shall be reconciled with the Owner’s Representative’s 
independent cost estimate and/or the CMR’s Cost of the Work Estimate (for CMR projects).  In 
conjunction with the Department PM, Owner’s Representative, and CMR, the Consultant, as directed by 
the Department, shall take the appropriate action to correct and/or avoid potential cost overruns and 
make adjustments to their DD Phase Cost of the Work Estimate. 

 
3.5.2.16 Rendering (if within Consultant Contract) 

.1 Framed color perspective of project (per Consultant contract). The minimum rendering size shall be 20” 
X 30” (or may be other size if appropriate and allowed by the Department’s Chief Architect), and have a 
brushed aluminum frame. In addition provide an electronic copy presented at a minimum resolution of 
300 dpi (6,000 x 9,000). 

.2 The name of the project, project address, Consultant, the full name of the Department, Client / Agency, 
estimated completion date and estimated construction cost - shall appear on the rendering.  

 

End 

3.5.2 – Design Development (DD) Phase Requirements 
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