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After (1) moneys have been budgeted for a public works project, (2) general agreement
as to the scope of the project and its cost has been reached between the agency and
the Office of the State Architect, Department of General Services, and (3) the approval
of the Public Works Board has been obtained, if required, the normal procedure is as
follows:

1. The Office of the State Architect will prepare a Public Works Project Authorization
and Transfer Request, OAC Form 22, in septuplicate, retaining one copy and
forwarding the original and five copies to the agency concerned.

2. The agency or institution accounting officer will certify as to the availability of funds
on the original and five copies of the document.

3. An agency executive officer will sign his approval on the original and all copies
forwarded to him.

4. As requirements differ among agencies, each agency will determine the specific
routing and distribution of copies to meet its needs, but will forward the original and
at least three copies promptly to the Department of Finance for approval as to
compliance with budget requirements. Agencies are urged to minimize internal
routing of the form to expedite its processing, the transfer of funds, and the initiation
of the project.

5. After approval, the Department of Finance will forward the original to the State
Controller's Office, the duplicate to the Office of the State Architect, retain one copy
for its own files, and forward the remaining copy or copies to the agency concerned.

6. The Office of the State Architect will proceed with scheduling the work when its
approved copy is returned.

7. The State Controller's Office, upon receipt of the approved copy, will transfer the
amount requested from the fund and appropriation specified to the Architecture
Revolving Fund. If cash is not immediately available in the fund concerned, the State
Controller's Office will make the transfer as soon as the necessary cash becomes
available.

On those projects for which a written agreement between the agency and the Office of
the State Architect is necessary, an Interagency Agreement, Std. Form 13. will be
initiated by the Office of the State Architect. These agreements will cover the entire
scope of a project; when more than one OAC Form 22 will be initiated as funds are
needed.

Agencies will encumber Public Works Project Authorization and Transfer Requests,
OAC Form 22, at the time those requests are approved by the agency.
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http://www.dgs.ca.gov/dsa/home.aspx
http://www.dof.ca.gov/
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