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	(Rev. 10/16)
	


Capital Outlay Management Forms Master List



Section 1 of this document lists new forms, recently modified forms, and recently deleted forms. A brief summary of changes is provided for each form.  

Section 2 provides a complete listing of all BCOM forms which are currently available for download from the DGS Forms Center.  The file type and the latest revision date for each form are provided. Current form versions may be downloaded from the DGS Forms Center (http://forms.dgs.virginia.gov). If an earlier version of a form is required please contact capout@dgs.virginia.gov.
Section 3 lists forms which are no longer available for download from the Forms Center.

Section 4 provides detailed instructions for downloading forms.

Section 1 – Summary of Recent Form Changes
	Form Number
	Form

Name
	New or Revised Form ?
	Latest Revision

( mm-yy )

	DGS-30-000
	Capital Outlay Management Forms Master List
	Revised
	10-16

	
	Updated to highlight forms recently added, deleted, or revised.

	
	

	DGS-30-198
	CR-2, Cost Review Questionnaire
	Revised
	10-16

	
	Added several hyperlinks to the “Budget” tab to allow users to include additional supporting details.

	
	


Section 2 – Forms Available for Download from DGS Forms Center
	Form Number
	Form
Name
	File Format
	Latest Revision

( mm-yy )

	DGS-30-000
	Capital Outlay Management Forms Master List
	Word
	10-16

	DGS-30-004
	AE-1 to AE-6, A/E Firm Data Forms
	Excel
	11-15

	DGS-30-010
	CO-2a, Notification of Initiation of

Environmental Impact Report Process
	Word
	07-11

	DGS-30-012
	CO-2.3, A/E Fee Proposal Worksheet
	Excel
	07-15

	DGS-30-016
	CO-3, A/E Contract for Professional Services
	Word
	07-15

	DGS-30-018
	CO-3a, Terms and Conditions of the A/E Contract
	Adobe pdf
	05-15

	DGS-30-020
	CO-3.1, A/E Term Contract
	Word
	04-15

	DGS-30-024
	CO-3.1a, A/E Term Contract, Project Order for
	Word
	09-12

	DGS-30-028
	CO-3.2, A/E Contract for Selected Professional Services
	Word
	07-14

	DGS-30-040
	CO-5a, Notification of Availability of Preliminary Drawings
	Word
	07-01

	DGS-30-048 & 052 (2012)
	CO-6a & CO-6b, Statement of VUSBC Special Inspections
	Excel
	04-15

	DGS-30-048

&052 (2009)
	CO-6a & CO-6b, Statement of VUSBC Special Inspections
	Excel
	10-13

	DGS-30-053

(2012)
	CO-6c, Statement of Contractor’s Responsibility
	Word
	08-14

	DGS-30-053

(2009)
	CO-6c, Statement of Contractor’s Responsibility
	Word
	04-11

	DGS-30-054
	CO-7, General Conditions of the Construction Contract 
	Adobe pdf
	04-15

	DGS-30-055
	CO-7a, Instructions to Bidders
	Adobe pdf
	04-15 R1

	DGS-30-056
	CO-7DB, General Conditions of the Design Build Contract 
	Adobe pdf
	04-15

	DGS-30-057
	CO-7CM, General Conditions of the Construction Management Contract 
	Adobe pdf
	05-15

	DGS-30-064
	CO-9, Construction Contract
	Word
	08-14

	DGS-30-065
	CO-9DB, Design Build Contract
	Word
	08-14

	DGS-30-067
	CO-9.1, Notice of Intent to Award
	Word
	04-08

	DGS-30-068
	CO-9.1a, Notice of Award
	Word
	04-08

	DGS-30-072
	CO-9.2, Notice to Proceed
	Word
	02-01

	DGS-30-076
	CO-9a, Workers Compensation Certificate of Insurance
	Word
	05-02

	DGS-30-080
	CO-9b, Post Bid Modification
	Word
	06-07

	DGS-30-084
	CO-10, Standard Performance Bond
	Word
	09-07

	DGS-30-088
	CO-10.1, Standard Labor and Material Payment Bond
	Word
	09-11

	DGS-30-090
	CO-10.2, Standard Bid Bond
	Word
	12-07

	DGS-30-092
	CO-11, Change Order (Construction)
	Excel
	02-16

	DGS-30-096
	CO-11a, Change Order Justification (incl’d within CO-11)
	Excel
	02-16

	DGS-30-100
	CO-11ae, A/E Contract Change Order
	Excel
	04-16

	DGS-30-104
	CO-12, Schedule of Values and Certificate for Payment
	Excel
	01-16

	DGS-30-108
	CO-13, Affidavit of Payment of Claims
	Word
	02-01

	DGS-30-112
	CO-13.1, Certificate of Completion by A/E or Project Mgr
	Word
	04-13

	DGS-30-116
	CO-13.1a, Certificate of Substantial Completion by A/E
	Word
	04-13

	DGS-30-120
	CO-13.1b, Final Report of Structural & Special Inspections
	Excel
	08-14

	DGS-30-124
	CO-13.1b-twr, Final Report of Structural & Special Inspections for a Communication Tower
	Word
	02-01

	DGS-30-128
	CO-13.1c, Certificate of Partial or Substantial Completion by Inspector, Project Manager, or Construction Administrator
	Word
	07-09

	DGS-30-132
	CO-13.1-twr, Certificate of Completion of a Communication Tower by A/E
	Word
	07-09

	DGS-30-136
	CO-13.2, Certificate of Completion by Contractor
	Word
	07-09

	DGS-30-140
	CO-13.2a, Certificate of Partial or Substantial Completion by Contractor
	Word
	07-09

	DGS-30-152
	CO-13.3b, Checklist for Beneficial Occupancy
	Word
	02-16

	DGS-30-166
	Self-Bonding Transmittal Form
	Excel
	11-11

	DGS-30-168
	CO-16, Contractor's Statement of Qualifications
	Word
	04-15

	DGS-30-172
	CO-16 Attachment, Crosswalk of Firm and Key Personnel Experience
	Excel
	04-15

	DGS-30-174
	CO-16 Attachment, Additional Financial and Insurance Requirements for Self-Bonding 
	Word
	04-15

	DGS-30-176 
	CO-17.1, Application for Demolition Permit
	Excel
	08-14

	DGS-30-190
	CO-17TMP Attachment One, Building Permit Attachment for Amusement Device
	Excel
	09-14

	DGS-30-196
	CO-18, Sole Source Procurement Request
	Word
	03-14

	DGS-30-197
	CO-18a, Sole Source Procurement Disclosure Statement
	Word
	08-15

	DGS-30-198
	CR-2, Cost Review Questionnaire
	Excel
	10-16

	DGS-30-199
	CR-3, Project Planner
	Excel
	06-16

	DGS-30-200
	GC-1, Change Order Estimate (General Contractor)
	Excel
	03-16

	DGS-30-204
	SC-1, Change Order Estimate (Subcontractor)
	Excel
	03-16

	DGS-30-208
	SS-1, Change Order Estimate (Sub-subcontractor)


	Excel
	03-16

	DGS-30-212
	VE-1, Summary of Value Engineering Recommendations
	Excel
	02-15

	DGS-30-216
	A/E Invoice Format
	Excel
	04-15

	DGS-30-218
	Annual Permit - Agency Representative Application
	Word
	07-09

	DGS-30-219
	Area Calculation Worksheet
	Excel
	10-14

	DGS-30-220
	Bid Form (Standard Format)
	Word
	04-15

	DGS-30-222
	Building Automation System Questionnaire
	Excel
	06-04

	DGS-30-223
	Building Automation System Input/Output Summary
	Excel
	06-04

	DGS-30-224
	Building Cost Summary
	Excel
	06-16

	DGS-30-228
	Building Lifecycle Cost Summary
	Excel
	02-01

	DGS-30-232
	Building Systems and Equip. Checklist
	Excel
	02-16

	DGS-30-234
	Contractor’s Claim Certification
	Word
	10-10

	DGS-30-236
	Contractor Reference Letter
	Word
	02-01

	DGS-30-238
	Hazardous Material Inventory
	Excel
	09-12

	DGS-30-240
	Invitation for Bids, Example Specifications Table of Contents
	Word
	05-02

	DGS-30-244
	Invitation for Bids, "Buy Virginia" Graphic for
	Word
	02-01

	DGS-30-248
	Invitation for Bids, Cover for
	Word
	04-15

	DGS-30-252
	Invitation for Bids, Notice of  (notice for newspaper ad)
	Word
	02-10

	DGS-30-256
	Invitation for Bids, Notice of  (notice for specs or posting)
	Word
	04-15

	DGS-30-258
	Memorandum of Understanding for A/E Contract
	Word
	04-15

	DGS-30-260
	Memorandum of Understanding for A/E Term Contract
	Word
	07-14

	DGS-30-264
	Nonprofessional Services, General Conditions for
	Word
	05-02

	DGS-30-268
	Nonprofessional Services, Special Conditions for
	Word
	07-14

	DGS-30-272
	Prebid Question Form
	Word
	04-15

	DGS-30-276
	Daily Report and Weekly Summary
	Excel
	03-16

	DGS-30-288
	Rolling Punch List
	Excel
	03-16

	DGS-30-299
	Request for Early Construction Package Release for CM at Risk Project before a GMP
	Word
	07-14

	DGS-30-300
	RFP for A/E Services (Standard Format)
	Word
	04-15

	DGS-30-304
	RFP for A/E Services (Format for Term Services)
	Word
	04-15

	DGS-30-308
	RFP for Project Inspection Services
	Word
	09-12

	DGS-30-312
	RFP for Project Inspection Services (Data Form)
	Word
	02-01

	DGS-30-316
	RFP for Project Inspection Services (Pricing Schedule)
	Word
	02-01

	DGS-30-320
	RFP for Testing Services
	Word
	04-08

	DGS-30-324
	RFP for Value Engineering Services
	Word
	09-12

	DGS-30-326


	Special Requirements for Low Slope Roofing Membranes 
	Added
	10-14

	DGS-30-328
	Roofing - Installation History
	Adobe pdf
	07-04

	DGS-30-332
	Roofing - Built-up Roofing Data
	Adobe pdf
	07-04

	DGS-30-336
	Roofing - Metal Roofing Data
	Adobe pdf
	07-04

	DGS-30-340
	Roofing - Shingle Roofing Data
	Adobe pdf
	07-04

	DGS-30-344
	Roofing - Single Ply Roofing Data
	Adobe pdf
	07-04

	DGS-30-348
	Roofing - Inspection Checklist
	Adobe pdf
	07-04

	DGS-30-352
	Roofing - Daily Inspection Log
	Adobe pdf
	07-04

	DGS-30-356
	Roofing - Consultant/Inspector Resume
	Adobe pdf
	07-04

	DGS-30-358
	Report of Subcontractors and Suppliers
	Excel
	04-15

	DGS-30-359
	Report of Subcontractors and Suppliers, Final
	Excel
	07-14

	DGS-30-360
	Small Businesses and Businesses Owned by Women and Minorities Participation Data
	Excel
	04-15

	DGS-30-361
	Small Business Report (pilot format)
	Excel
	04-15

	DGS-30-363
	Sprinkler Claim Form
	Adobe pdf
	09-01

	DGS-30-364
	Submittal Register
	Excel
	02-01

	DGS-30-368
	Supp. Agreement for Off-Site Storage of Fab. Structural Steel
	Word
	02-01

	DGS-30-370
	Supplementary Agreement for Off Site Storage of  Materials or Equipment
	Word
	04-15

	DGS-30-372
	Supp. Agreement for Off-Site Storage of Precast Conc. Panels
	Word
	02-01

	DGS-30-376
	Supplemental General Conditions (Liquidated Damages)
	Word
	04-15

	DGS-30-378
	Supplemental General Conditions (ARRA 2009)
	Word
	08-09

	DGS-30-380
	Transmittal for BCOM Review Services
	Excel
	07-14

	DGS-30-382
	VEES Compliance Matrix
	Excel
	09-12

	DGS-30-384
	Vendor eVA Registration Requirements,

(known quantities)
	Word
	04-15

	DGS-30-385
	Vendor eVA Registration Requirements,

(unknown quantities)
	Word
	04-15

	DGS-30-390
	Worksheet for Scoring Design-Build Proposals
	Excel
	09-12

	DGS-30-456
	Construction Management @ Risk Authorization Request 
	Word
	06-15

	DGS-30-460
	CM at Risk – Preconstruction Phase Scope of Services
	Word
	04-15

	DGS-30-461
	CO-9CM(1), Construction Manager at Risk Contract – Phase 1 (Pre-Construction Phase Services)
	Word
	04-15

	DGS-30-462
	CO-9CM(2), Construction Manager at Risk Contract – Phase 2 (Construction Phase Services)
	Word
	08-14

	DGS-30-463
	CO-9CM(ER), Construction Manager at Risk Contract – Early Work Package Release/Limited Notice to Proceed
	Word
	04-15

	DGS-30-465
	CM at Risk – Construction Phase Scope of Services
	Word
	04-15

	DGS-30-466
	Request for Qualifications – Construction Services
	Word
	04-15

	DGS-30-467
	CM at Risk – Request for Proposal Template
	Word
	04-15

	DGS-30-468
	General Conditions Fee Worksheet
	Excel
	04-14

	DGS-30-469
	CM at Risk – Small Business Participation
	Word
	04-15

	DGS-30-470
	Design-Build – Request for Proposal Template
	Word
	04-15 R1

	DGS-30-472
	Design-Build – Small Business Participation 
	Word
	04-15


Section 3 – Forms No Longer Available on DGS Forms Center
	Form Number
	Form

Name
	File Format
	Latest Revision

( mm-yy )

	DGS-30-008
	CO-2, Authority to Initiate a Capital Project
	Processed within BITS.

	DGS-30-032
	CO-4, Application for Approval of Schematic Design
	Processed within BITS.

	DGS-30-036
	CO-5, Application for Approval of Preliminary Drawings
	Processed within BITS.

	DGS-30-044
	CO-6, Application for Approval of Working Drawings and Specs
	Processed within BITS.

	DGS-30-058
	CO-8, Approval to Award Construction Contract
	Processed within BITS.

	DGS-30-060
	CO-8b, Opinion of A/E Performance (Design Phase)
	No longer required.

(Removed 3-7-14.)

	DGS-30-144 
	CO-13.3a, Application for Certificate of Use and Occupancy
	Processed within BITS.

	DGS-30-148 
	CO-13.3a-IND, Application for Certificate of Use & Occupancy for an Industrialized Building
	Processed within BITS.

	DGS-30-150
	CO-13.3a-TWR, Application for Certificate of Use for a Communications Tower
	Processed within BITS.

	n/a
	CO-13.4, Building Permit Closeout
	Processed within BITS.

	DGS-30-156
	CO-14, Project Completion Report
	Processed within BITS.

	DGS-30-160
	CO-14a, Opinion of A/E Performance (Construction Phase)
	No longer required.

(Removed 3-7-14.)

	DGS-30-164
	CO-14b, Opinion of Contractor Performance
	No longer required.

(Removed 3-7-14.)

	DGS-30-172
	CO-16-Attachment One, Qualification

(last Rev 09-12)
	Repl’d by DGS-30-172 “Crosswalk” form (issued 04-15)
	

	DGS-30-180 
	CO-17a, Application for Building Permit
	Processed within BITS.

	DGS-30-184 
	CO-17a-IND, Application for Building Permit for an Industrialized Building
	Processed within BITS.

	DGS-30-188
	CO-17a-TMP, Application for Permit for a Temporary Structure (tent, stage, bleachers, etc.)
	Processed within BITS.

	DGS-30-192
	CO-17a-TWR, Application for Building Permit for a Communications Tower
	Processed within BITS.

	DGS-30-280
	Project Inspector's Report - Instructions
	Incorporated into form DGS-30-276 (03/16)

	DGS-30-284
	Project Inspector's Report - Progress Photos
	Incorporated into form DGS-30-276 (03/16)

	DGS-30-292
	Project Inspector's Report - Unresolved Issues
	Incorporated into form DGS-30-288 (03/16)

	DGS-30-296
	Project Inspector's Report - Weekly Summary
	Incorporated into form DGS-30-276 (03/16)

	DGS-30-359
	Report of Subcontractors and Suppliers, Final

(Rev 07-14)
	Repl’d by DGS-30-358 (04-15)

	DGS-30-363
	Sprinkler Claim Form
	Obsolete.

	DGS-30-368
	Supp. Agreement for Off-Site Storage of Fab. Structural Steel  (Rev 02-01)
	Repl’d by DGS-30-370 (04-15)

	DGS-30-372
	Supp. Agreement for Off-Site Storage of Precast Conc. Panels  (Rev 02-01)
	Repl’d by DGS-30-370 (04-15)

	DGS-30-377
	Supp. General Conditions (SWAM)
	Now incorporated within General Conditions


Section 4 – Instructions for Locating and Downloading
Capital Outlay Management Forms from the DGS Forms Center

1) Refer to the listing of forms on the previous pages and locate the desired form (e.g., CO-9, Constr. Contract) and its associated DGS Form Number (e.g., DGS-30-064).

2) Using your web browser, go to the following URL (web address):

http://forms.dgs.virginia.gov
3) Enter the DGS Form Number in the Search box and click on the "Search" button.  ( You must click on the “Search” button, rather than pressing the “Enter” key ! )

[image: image1.png]Forms Center

BCOM Forms | BFM Forms | DCLS Forms | DEB Forms | DRES Forms | HR Forms | Surplus Forms | VDC Forms

DGS-30-008 & m sasrch to vork please click on the Search button instaad of hitting the Enter Kay.

Form
Nombers  Form Name. Division ~ Category Description
&, DGS-30- " i " . B
" 008 €O-2, Authority to Initiate a Capital Project DEB BCOM  Revised 11/05

Wl s BB NI e A s i i,

\-\"s~




NOTE: Other text may be entered in the search box to narrow the number of forms displayed, however, it must match a portion of the text exactly.  For example entering "CO-9" in the Search box will successfully locate the Construction Contract, whereas entering "CO9" or "CO_9" will not be successful.  The text search is also case-sensitive. It is recommended you search by using the unique DGS Form Number, e.g., “DGS-30-064”.   In lieu of searching, you may click on the “BCOM Forms” link to narrow the list of forms and then scroll through the display one page at a time until you locate the desired form.
4) Once the desired form has been located, left-click on the magnifying glass icon immediately to the left of the form number and another window will appear.
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5) Click on the forms underscored link.  Some forms may be available in alternative formats.  If so, multiple underscored links will appear.
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6) Download the form to a folder on your PC.  (Note:  Always save the form to your PC prior to entering or editing data, otherwise the data you enter may not be saved.) 

a) To save Word and Excel forms:
i) When the Word or Excel icon is selected, you will be prompted to Open, Save, or Save As to save the file.  Select "Save As” to save a copy of the form to your PC.  Specify the drive and directory where the form should be saved.  A default file name will be recommended, however, you may alter the suggested name to a more meaningful file name.

ii) If complete, exit the browser.

iii) If not complete, click the "Back" button on your browser to return to the forms listing to search for additional forms.
NOTE:

If warned that a file contains macros, select "Enable" or Enable Content” to take advantage of automated procedures which have been programmed into some of these forms.  Certain forms such as the CO-11, Change Order, and CO-12, Schedule of Values, contain these macros.

You must enable macros for these forms to work properly.   For Office 2003, your Excel “Macro Security” setting (under the Tools / Macros Excel menu item) must be set to “medium” or “low” for macros to run properly.

For Office 2007 or Office 2010, you must save the file as a “macro-enabled” file or specifically choose to “enable macros” after the file is open.   For the latter method see the example on next page.
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b) To save Adobe pdf forms:
i) Left-click on the form’s underscored link and the form will open in new window.

ii) To save the form, click on the small icon which resembles a diskette.  Specify the drive and directory where the form should be saved on your PC and give the form a meaning file name.
iii) If complete, exit the browser.

iv) If not complete, click the "Back" button on your browser to return to the forms listing to search for additional forms.

Note:  Adobe pdf forms require the use of Adobe acrobat or the free Adobe Reader software for filling/printing forms.
If you run into problems saving any forms using the above method, use this alternate method to download the forms:

After you the find the selected form, right-click (rather than left-click) on the form’s underscored link.  This will bring up a small menu.  Select “Save Target As…” from this menu.  You will then be prompted to pick a location on your local PC where you wish to save the form.  Navigate to the folder in which you wish to store a copy of the form, then select “Save”.
Save first !
Always save forms to your local PC before attempting to fill in the data.  If you try to fill in data on-line before saving the forms, your changes may be lost.

Reporting Problems
If you are unable to download a form, contact BCOM at capout@dgs.virginia.gov for assistance and a copy of the electronic form can be e-mailed to you.
Prior Form Versions ?
Only the most current form versions are posted on the DGS Forms Center, however, BCOM maintains an offline archive of earlier form versions. If you need a prior form version, please contact BCOM at capout@dgs.virginia.gov for assistance and a copy of the earlier form version can be e-mailed to you.
What is BITS ?

“BITS” is an acronym for the Department of General Services’ Building Information Tracking System.  BITS is a web-enabled software application used for processing key capital outlay and building official forms.
Forms denoted as “Processed within BITS” are no longer available for download from the DGS Forms Center as Word or Excel forms.  These forms are now completed online by state agency personnel using the web-accessible BITS system. For information regarding access to the BITS system, please contact bits@dgs.virginia.gov.
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