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This chapter describes the Office of Buildings and Grounds’ programs and statutory requirements.
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PROGRAM PURPOSE	1500


(Revised 9/96)





This chapter outlines the Office of Buildings and Grounds’ major programs and policies.  The Office of Buildings and Grounds (office) was created to manage, maintain, and operate state buildings and grounds.  The office is located in the Real Estate and Building Division of the Department of General Services (DGS).  The headquarters unit is located at 1304 O Street, Sacramento, CA 95814.  The office’s program includes, but is not limited to:





1.	Establish rules and regulations for the maintenance of state buildings and grounds.


2.	Manage, maintain, and operate state buildings and grounds.


3.	Manage space planning and design in DGS-owned buildings.


RESOURCE DOCUMENTS	1501


(New 9/96)





Resource documents include the Office of Buildings and Grounds Tenant Handbook for each state building; the California Code of Regulations, Title 2; and the Division of Occupational Safety and Health, Title 8, Industrial Relations.  These may be obtained through your building manager.





CONTACTS AND INFORMATION	1502


(Renumbered from 1511 and Revised 9/96)





For information about use of auditoriums; conference rooms; bulletin boards; building directory services; location of restroom facilities; building services such as elevators, room temperatures, and lighting problems; hazardous conditions; or in the case of emergency contact your building manager. 





REQUEST FOR SERVICE	1503


(Renumbered from 1510 9/96)





For information or estimates contact your building manager or the headquarters office in Sacramento.  To request service you must send a letter, signed by an authorized principal in your agency, to the area building manager.  You do not need an interagency agreement to begin service.  You should make your request as early as possible in order for the office to arrange for staffing to perform the service.





STATUTORY AUTHORITY	1504


(New 9/96)





The California Code of Regulations, Title 2, contains statutory information regarding the office’s buildings and ground's program.





Section�
�
Content


�
�
  1201�
�
Defines state buildings and grounds.�
�
14600�
�
Creates the Department of General Services for centralization of business functions including maintenance of state buildings and property.�
�
14685�
�
Authorizes the department to establish rules and regulations for the government and maintenance of the state buildings and grounds. �
�
14700�
�
Grants the department control of the State Burial Grounds. �
�
15816�
�
Mandates that upon acquisition or completion of construction of a public building, it shall be under the jurisdiction of and operated and maintained by the department. �
�
�
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MAJOR PROGRAM POLICIES	1510


(Renumbered from 1500 and Revised 9/96)





The office’s major program responsibilities are limited to state-owned general office buildings, grounds, and parking lots in major cities.  They do not include institutional facilities, facilities leased from the private sector, or facilities not located near central locations. 





BUILDINGS AND GROUNDS’ MAINTENANCE	1515


(Renumbered from 1512 and Revised 9/96)





Full building and ground's maintenance and operations, including all labor, materials, and equipment, are provided in most locations where the Office of Buildings and Grounds provides service.  Purchase and care of office plants are not a service of Buildings and Grounds.  Budgetary justification, purchase, or lease of office plants by state personnel or by a service contract is the responsibility of the agency.





BUILDING ALTERATIONS	1520


(Renumbered from 1515 and Revised 9/96)





When the determination of need and funding of a proposed project in a DGS-owned or managed building is approved, the office will complete the project with its staff, or hire a private contractor.  If a private contractor is hired, the office will let the contract and supervise the completion of the job.





FACILITIES PLANNING SERVICES	1525


(New 9/96)





The office provides all facilities planning and programming services for DGS-owned buildings.  These services are not extended to privately leased facilities.  Contact your building manager for information about available facilities planning services.





COST OF SERVICES	1530


(Renumbered from 1514 and 1520, and Revised 9/96)





Agencies pay rent for the space they use in buildings owned and operated by DGS.  The rent covers regular building services.  The DGS’ Price Book lists the office’s hourly rates for services not covered in the rent.  Contact your building manager if you have questions about your bill.  Monthly invoices are generated directly to the requesting agency for:





1.	Special services (tenant services) which are not included in the rent paid for standard building services (e.g., locksmith, painting, and minor repairs.)  Charges for these services are based on costs for time and materials.  The building manager decides what services are not included in the rent.  


2.	Services to special funded buildings where costs are not recovered through rent.  Charges to special fund agencies who own their building(s) are based on the actual costs of providing services.


3.	Services of facilities planning staff.  Charges for facilities planning staff time are billed directly to agencies in accordance with DGS Price Book hourly rates.


�
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USE OF BUILDINGS OUTSIDE REGULAR WORKING HOURS	1535


(Renumbered from 1530 and Revised 9/96)





Agencies are encouraged to minimize the use of state buildings outside regular working hours (normally 7:00 a.m. to 6:00 p.m.).  In many buildings such use would mean that the entire building be heated or cooled.  For information about using your building after hours contact your building manager.





PARKING IN LOADING DOCK AREAS OF STATE BUILDINGS	1540


(Renumbered from 1550 9/96)





Assigned parking is not permitted in loading dock areas in buildings under the jurisdiction of the DGS.





SMOKING IN STATE BUILDINGS	1545


(New 9/96)





Executive Order W-42-93 bans smoking in state-owned and state-leased space as of December 31, 1993.  This prohibition applies to any area enclosed by the outermost walls of the building.  Atriums, balconies, stairwells, and other similar building features are considered within a building.





DISPLAY OF ART, POSTERS, AND NOTICES IN STATE BUILDINGS	1550


(Renumbered from 1560 9/96)





Posting signs, notices, or other written material in office buildings under the control of DGS is not allowed except on bulletin boards or other display equipment designed for this purpose.  This policy is designed to prevent damage to painted surfaces and maintain a clear entry and exit.  No commercial or political notices are permitted.





Artwork displayed in lobby areas will be shown only with the approval of the State Architect.  If you wish to display artwork in a building owned and operated by DGS, contact the building manager.





PURCHASE AND DISPLAY OF FLAGS AT STATE BUILDINGS	1555


(Renumbered from 1446 9/96)





State law requires the state and american flags to be displayed at all state buildings when the state is the sole or major tenant of the building (occupying more than 50 percent of the available space).  The flags must be flown outside the building and must be prominently placed; a freestanding flagpole is not necessarily required.  The flying of any other flags outside or on state buildings will require the approval of the Director of DGS.





Government Code Sections 420 and 430-439 provide basic information regarding the State Flag of California and the Flag of the United States.  A pamphlet entitled California Bear Flag is available from the Department of General Services, Office of Procurement, Documents and Publications Section.  Information pertaining to the Flag of the United States is available at a nominal charge from the Superintendent of Documents, U.S. Government Printing Office, Washington, D.C. 20402.





The responsibility for purchase and display of flags is:





With an individual state agency where the agency is the sole or major tenant of the building, and the building is not maintained by DGS, Office of Buildings and Grounds.





With DGS, Office of Buildings and Grounds, where that office manages and maintains the buildings and grounds.
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