FACILITIES DIVISION

Policy Guidance Memorandum
	Date:  August 21, 2001



	SUBJECT:  Facilities Division Project Memoranda System



	NUMBER:  PGM-01-001



	EFFECTIVE DATE:  Immediately Until Replaced or Superseded




1.  Purpose
In an effort to organize, update, and centrally locate policies and procedures regarding facilities and building issues, the Facilities Division (FD) has instituted a system for publicizing advice and guidance to FD staff, as well as the Area offices.  This information will be in the form of Policy Guidance Memoranda (PGM) or Standard Operating Procedures (SOP).   

2. Policy Guidance Memoranda
Policies and guidance as they relate to implementation of Federal and Agency regulations, will be issued as an individual PGM and will be numbered (PGM-FY-XXX,( with the (FY( denoting the fiscal year of issue and the (XXX( being a sequential number.  For example, this document will be the first issued in FY 2001 and will be numbered as (PGM-01-001.( PGM(s will primarily deal with such issues as Six Percent A-E Fee Limitation, Appropriate Use of Hazardous Waste Cleanup Funds, Maximum Allowable Office Space, etc.  The Director, Facilities Division, will issue all PGM(s.  PGM numbers will be obtained from the Executive Assistant to the Director, FD.

3. Standard Operating Procedures 

Internal FD policies and procedures will be issued as SOP(s. Each Branch within FD will issue and maintain all SOP(s, including the numbering, that pertain to their respective mission.  SOP(s will contain a prefix to (SOP( identifying the issuing Branch.  The letter (C( identifies the Facilities Contracts Branch (FCB); (E( signifies Facilities Engineering Branch; (R( identifies the Real Property Management Branch; and (S( indicates the Safety, Health, and Environmental Management Branch.  The SOP(s will be numbered (XSOP-FY-XXX,( with the first (X( denoting the particular Branch, (FY( denoting the fiscal year of issue, and the (XXX( being a sequential number.  For example, (CSOP-01-001,( would indicate it is the first SOP issued by FCB in FY 2001. SOP(s will address such issues as Contract Review Board Procedures, Contract Closeout, Independent Government Estimates, etc.  The Branch Chiefs will issue those SOP(s within their subject matter mission.

4. Applicability
These documents are intended to provide advice and guidance to FD staff.  They are an assistance tool in ensuring compliance with Federal and Agency regulations, policies, and procedures.  They are not meant, in any way, to restrict the use of good business judgment or actions of the responsible individual(s).  

The PGM(s and SOP(s issued by FD are to be complied with by FD staff.  Area offices may use them at their discretion.  Use or nonuse will not affect the outcome or documentation of any required departmental or Agency review that is conducted at the Area offices.

5. Point of Contact   

For further information, please contact the Facilities Division on 301-504-1151.

    /s/PATRICK G. BARRY
_____________________________

PATRICK G. BARRY

Director

Facilities Division
