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COUNTY MANAGER'S POLICY GUIDANCE 
CAPITAL IMPROVEMENT PROGRAM 

 
 
This manual sets forth procedures for the preparation of the Capital Improvement Program (CIP) for 
the County of Henrico, Virginia. The purpose of this program is to relate capital expenditures to a well 
formulated long-range plan for needed public improvements within the County's capacity to finance 
them on a sound fiscal basis.  This manual sets forth the necessary administrative procedures and the 
schedule departments should follow when submitting capital project requests.   
 
A capital improvement program and capital budget are very different from an operating budget in that 
capital projects bear unique characteristics.  Unlike anticipating and budgeting for normal ongoing 
maintenance items, major capital projects require substantial lead-time due to constraints such as bond 
referenda, public hearings, citizen input, and extensive planning and engineering design work.  All of 
this activity precedes actual construction and expenditure of funds.  Further, experience has shown that 
when taken as a whole, major endeavors hoped for are usually far in excess of the resources that can 
realistically be expected.  When one adds the other costs, which accompany any major capital 
improvement after its completion, such as additional personnel requirements, higher operation and 
maintenance cost, or debt service, this is even more pronounced.  Accordingly, the importance of a 
capital improvement program lies in its ability to clearly identify, focus, and pace major capital 
projects, as well as to establish their priority. 
 
EXPLANATION OF A CAPITAL IMPROVEMENT PROGRAM 
 
The Capital Improvement Program is a statement of the County's policy regarding long-range physical 
development.  In Henrico County, this program covers a five-year period and sets the policy framework 
within which capital improvements will be taken.  The Capital Improvement Program is one of the 
processes utilized in achieving desired urban growth and development.  By providing a planned 
schedule of public improvements, such a program outlines present and future public needs and 
intentions, and thus has a positive influence on private investment decisions.  In this manner, the 
coordination of orderly and efficient programs of private and public investment can be developed for 
the maximum overall public benefit. 
 
The Capital Improvement Program and Capital Budget provide the principal tools for coordinating the 
physical and financial planning required to successfully implement the comprehensive planning process.  
The Capital Improvement Program should not be considered solely as a final and fixed plan.  A 
meaningful measure of its usefulness will be its effective application as a process.  In addition to 
provisions for amending the Capital Budget during the fiscal year, the Capital Improvement Program is 
reviewed and revised each year.  An additional year is added to maintain the full five-year period of the 
program.  The first year projects are reviewed and a recommendation is made from this list to be 
considered as the Capital Budget for the coming year.  This operation is repeated every year. 
 
FISCAL CONSIDERATIONS 
 
With each capital project, there are likely to be some operating cost implications.  Operating cost 
implications will be cross-walked annually to the operating budget, as required.  Only after considering 
both the one-time capital costs as well as the recurring operating costs will a project be considered 
within the Five-Year CIP. 
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The revenues necessary to fund debt service requirements and current financing should also be 
considered in relation to the physical needs of the County of Henrico and the ability of its citizens to 
pay.  It is also necessary to be mindful of the benefits, which the County's favorable tax rate affords in 
promoting our economic growth and maintaining a sound business environment. 
 
Sound financial planning and management will be required to accomplish our fiscal objectives while 
maintaining a viable capital program.  To maximize the use of local dollars and expand the capital 
program, consideration of all existing non-local sources of funding is encouraged so full utilization is 
made of intergovernmental revenues.  Use of intergovernmental revenues in the areas of environmental 
control, recreation, public safety, and human resources programs should continue to be maximized.  
This encouragement should not be construed as granting blanket approval for grant-supported capital 
programs outside or in advance of our comprehensive budget reviews.  Rather, it should be considered 
for planning purposes only.  In the final analysis, each department's request will be reviewed in the 
context of established priorities set by the Board of Supervisors, the County's fiscal capacity, other 
departments' requests, and other elements described below. 
 
COMPREHENSIVE PLANNING APPROACH 
 
Each capital project should be supported by the goals of the County as expressed in the various plans, 
or programs, completed or being prepared, by County agencies.  Examples of such plans or programs 
include: 
 
 Public Works 
   Comprehensive Drainage Plan  
   Major Thoroughfare Plan 
 
  Public Utilities 
   Comprehensive Water Study  
   Comprehensive Sewer Study  
 
  Planning 
   Comprehensive Land Use Plan 
   Parks and Recreation Open Space Plan 
   Major Thoroughfare Plan 
 
  Recreation 
   Parks and Recreation Open Space Plan 
   
  Library 
   Five-Year Plan for Improvement of Library Services 
 
 Each capital project, then, would be but one element in a comprehensive program for improving:  (1) 
the delivery of existing services; (2) the scope of services; (3) the levels of efficiency; or (4) addressing 
the demands of growth and development of Henrico County.  As such, a capital improvement program 
provides a framework for the orderly execution of individual projects in a way, which ensures that each 
will facilitate overall implementation of the County's development goals.  These plans should be 
reviewed prior to submitting any CIP requests to ensure that the projects are in keeping with the 
specific content of these plans. 
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Capital projects, which deviate from recommendations expressed in these plans, must include a 
substantial justification for these deviations.  The capital planning review process prior to the 
submission of projects should assist in resolving conflicts in capital requests as well as revising plans 
where changes are justified.  In cases where a comprehensive plan is in preparation but not yet 
complete, projects which appear in preliminary drafts, and which have a near-term implementation can 
be considered in the review process. 
 
REASONS FOR PREPARING A CAPITAL IMPROVEMENT PROGRAM 
 
A Capital Improvement Program provides for the orderly and systematic financing and acquisition of 
public improvements.  It also provides the following: 
 

1. Information for the individual taxpayer, neighborhood councils, and other civic groups 
interested in the County's development plan;  

 
2. A statement of intention for Federal and State agencies who provide grants-in-aid to the 

County; and  
 

3. A source of information for potential investors who may purchase municipal securities. 
 
By projecting and scheduling capital improvements in advance of actual needs, several advantages 
accrue to Henrico County: 
 

1.  Reduction of the need for "crash programs" to finance the construction of County 
facilities. 

 
2. Budgeting may take place within a system which assures that capital projects will be 

built according to a predetermined priority system while planning in advance for the 
revenue needed to finance and complete these capital projects. 

 
3. Advance planning is permitted to ensure that projects are well thought out in advance of 

construction. 
 

4. It permits major purchases to be scheduled commensurate with favorable market 
conditions. 

 
5. Coordination with the operating budget is maximized.  An important aspect of capital 

improvement planning is the effect capital expenditures have upon the annual operating 
cost of the County.  When a new facility is established, it must be maintained and 
staffed, and obligations, which begin when it is made operational, will become 
continuous. 
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Definitions 
 
 
 1. Capital Improvement Program (CIP):  For Henrico County, this is defined as a plan for capital 

expenditures to be incurred each year over a five-year period to meet capital needs defined by the 
departments and other agencies of the County Government including Schools.  Thus, it sets forth 
each project in which Henrico County is to have a part and it specifies the full resources estimated 
to be available to finance the projected expenditures. 

 
 2. Capital Budget:  All projects that are submitted by departments in the CIP process are reviewed.  

From that submission, based on need and financial requirements, the projects that are selected and 
approved for funding in the first year of the CIP by the Board of Supervisors become the Capital 
Budget.  

 
 3. Capital Project:  This is an item for which the purchase, construction, or other acquisition will 

represent a public betterment to the community and add to the total physical worth of the County 
provided that the project considered is of a substantial nature.  This means that the project has an 
anticipated life of not less than twenty-five (25) years following its purchase, construction, or other 
acquisition and has a total cost of not less than one hundred thousand dollars ($100,000). This 
definition is intended to include, but is not limited to the following: 

 
 A. Land:  All expenditures for land regardless of whether or not they meet the dollar cost  

limitation set forth above, and whether they are in connection with a program of 
economic development (e.g., urban renewal), or for long-term public use.  Land 
purchased in conjunction with construction of a structure is considered as a part of the 
same project. 

 
 B. Structures:  All expenditures for structures, including construction cost, feasibility studies, 

architectural, engineering, legal and related expenses, and expenditures for major 
renovation of, or additions to, structures should be included. 

 
  C. Machinery and Equipment: 
   1. Initial Purchases:  All expenditures for machinery and equipment that are built into and 

are an integral part of the structure at the time of initial acquisition or construction are to 
be included.  This would also include freestanding furnishings, fixtures, and equipment 
related to opening a new facility if a bond referendum or other authority specifically so 
indicates. Otherwise, such items should be financed by current revenue in the operating 
budget. 

  
   2. Replacement purchases:  Machinery and equipment replacement purchases which are 

built into or become an integral part of an existing facility must have a useful life of ten 
(10) years or more or cost $10,000 or more to be included.  Freestanding replacement 
machinery, fixtures, and equipment are considered capital outlay items that should be 
purchased with current financing in the operating budget. 
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4. CIP Review Committee:  The Capital Improvement Program Review Committee includes the 
following: 

   (a) County Manager 
   (b) Deputy County Manager for Community Development 
   (c) Deputy County Manager for Community Operations 
   (d) Deputy County Manager for Community Services  
   (e) Deputy County Manager for Administration 
   (f) Director of Finance 
   (g) Assistant Superintendent of Schools for Finance 
   (h) Director of Planning 
   (i) Director of General Services 
   (j) Director of Information Technology 
   

 
 

8



 
 
 
 
 
 
 
 
 
 

DEVELOPMENT OF THE CAPITAL IMPROVEMENT PROGRAM 
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                                              Capital Improvement Program Calendar 
 
 
Capital Improvement Program (CIP) preparation requires careful scheduling so the responsible officials 
are given adequate time and complete information to make sound program decisions.  The large volume 
of data to be compiled into a clear, concise project request, requires the steps in the budget-making 
process be taken in scheduled and logical sequence.  The Capital Improvement Program calendar 
provides, in chronological order, the key dates set each year to ensure prompt and efficient preparation 
and adoption of the Capital Budget: 
 
MIDDLE OF JULY - Call for CIP estimates, calendar of dates, and other related information sent to 
departments. 
 
SECOND WEEK OF SEPTEMBER - Deadline for submission of CIP requests to the Office of 
Management and Budget. 
 
FIRST WEEK OF OCTOBER - Office of Management and Budget briefs CIP Review Committee and 
County Manager on status of CIP requests. 
 
THIRD WEEK OF NOVEMBER  - Office of Management and Budget furnishes CIP Review 
Committee with details and summaries of departmental CIP requests. 
 
FIRST WEEK OF DECEMBER – The County Manager and the CIP Review Committee conducts 
executive reviews with departments. 
 
MIDDLE OF JANUARY – The County Manager and the CIP Review Committee submits the CIP and 
recommended Capital Budget to the Planning Commission. 
 
MIDDLE OF JANUARY – Planning Commission announces a public hearing on the CIP for middle of 
February. 
 
MIDDLE OF FEBRUARY – Planning Commission conducts public hearing and submits comments on 
CIP to the County Manager. 
 
EARLY MARCH – County Manager presents the Proposed Capital Budget to the Board of Supervisors. 
 
SECOND WEEK OF APRIL – Board of Supervisors conducts public hearing on the proposed Capital 
Budget. 
 
LAST WEEK OF APRIL - Board of Supervisors adopts Capital Budget. 
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Steps and Routing of Program Development 
 
 
The following steps are followed in developing the Capital Improvement Program: 
 
THE CAPITAL BUDGET CALL 
 
The County Manager will: 
 
 1. Issue a call for each Department Head/Key Official of Henrico County to submit project requests 

for inclusion in the Capital Improvement Program; and 
 
 2. Instruct the Office of Management and Budget to provide each Department Head/Key Official with 

a procedures manual and other necessary supporting information, as needed.   
 
   Note: Access will be granted via a shared drive on the network.  Please contact your analyst for 

path instructions. 
 
AFTER THE BUDGET CALL/CONSULTATIONS 
 
 3. Office of Management and Budget reviews with each appropriate Department Head/Key Official 

the proper procedures to follow in completing the data entry screens. 
 
 4. Department Heads/Key Officials will identify capital improvement needs from their operational 

perspective. 
 
 5. Department Heads/Key Officials will consult with the Director of General Services regarding 

General Government projects that involve the construction or major renovation of public buildings.  
The Director of General Services will:  

 
a. Review the scope of all project results involving the construction, and major renovation of 

public buildings, and 
 
b. Review the Project Cost Estimate Worksheet (CIP 3) and make suggested modifications, as 

required. 
 

c. The Director of General Services will also make suggestions regarding non-personnel 
operating requirements that arise from specific capital projects.  These include such costs as 
utilities, landscaping, etc.  Departments are solely responsible for any personnel costs arising 
from new facilities.  Complete operating costs are the responsibility of the submitting agency 
and should be coordinated with the OMB.  All final operating costs will actually be determined 
as part of the annual operating budget, as required. 

 
6. The Office of Management and Budget will provide Department Heads/Key Officials with data 

pertaining to budgetary constraints to consider in developing their capital improvement projects.
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7. The Department Head/Key Official shall: 
 
   a. Review the project requests for his/her area of responsibility, 
   b. Establish priorities within his/her area, 
   c. Prepare department summaries, and 
   d. Submit an original copy and an electronic copy of the department's proposed capital project 

request forms (CIP-3 approved by General Services, if applicable) to the Director, Office of 
Management and Budget (OMB).  Distribution to the CIP Review Committee will be made by 
the OMB after an internal analysis of all project requests. 

 
AFTER REQUESTS ARE SUBMITTED 
 
 8. The Office of Management and Budget will: 
 
   a. Verify the request forms and electronic data for completeness of information. 

b. Prepare a compilation of all project requests by both program and department responsibility. 
c. Ensure that all operating costs are realistic, based upon project history and other similar 

projects in the CIP. 
   d. Compare the proposed program to the current Capital Improvement Program. 
   e. Analyze requests in relation to Planning Commission policies and county-wide comprehensive 

plans, and  
   f. Relate proposed projects to those of regional concern, where applicable. 
 
 9. The Office of Management and Budget will make recommendations to the CIP Review Committee 

regarding the following: 
 
   a. The fiscal accuracy of the project requests. 
   b. The eligibility of projects for inclusion in the CIP. 
   c. The accuracy of revenue estimates. 
   d. The impact of the results on the operating budget. 
   e. The availability of funding sources. 
 
10. The Office of Management and Budget will prepare a draft of the proposed Capital Improvement 

Program. 
 
AFTER MANAGEMENT AND BUDGET REVIEW 
 
 11. The County Manager will conduct CIP Committee administrative hearings on the proposed Capital 

Improvement Program.  The CIP Committee will be responsible for reviewing project requests in 
order to determine: 

 
   a. If departmental programs are making a substantial input on priority need areas, and  

b. If projects are consistent with announced administrative policy objectives. 
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12. The CIP Review Committee will: 
 
   a. Review the proposed Capital Improvement Program. 
   b. Recommend the Capital Improvement Program, including the financial plan, to the Planning 

Commission and Board of Supervisors. 
 
 13. The Office of Management and Budget prepares a Manager’s recommended Capital Budget based 

on the recommendations of the Committee. 
 
AFTER CIP COMMITTEE REVIEW 
 
 14. The County Manager will forward his recommended Capital Improvement Program to the Henrico 

County Planning Commission for review and comment and to the Board of Supervisors. 
 
 15. The Henrico County Planning Commission will: 
 
   a. Hold a Public Hearing on the Capital Improvement Program. 

b. Make recommendations on the Capital Improvement Program to the County Manager. 
 
 16. The Henrico County Board of Supervisors will: 
 
   a. Review the recommended Capital Improvement Program. 
   b. Conduct legislative hearings on the recommended Capital Budget. 
   c. Hold a Public Hearing on the recommended Capital Budget. 
   d. Adopt an approved Capital Budget for Henrico County. 
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Adoption of Capital Budget 
 
 County Board of Supervisors' adoption of the Capital Budget is for fiscal planning purposes.  
Authorization to make expenditures on capital project occurs when funds are appropriated by the Board 
of Supervisors.  With few exceptions, funds for a new capital project are appropriated for expenditure 
by the Board at the time the project is added to the Annual Fiscal Plan.   
 
 

Appropriations for Capital Projects 
 
 When a capital project is approved, either in the original Annual Fiscal Plan or by amendment to the 
Plan, the funds are appropriated for expenditure at the same time.  This policy also applies to the 
operating Annual Fiscal Plan.  When there is an exception to this policy, as noted above, a request for 
appropriation should be submitted to the OMB.  Appropriations for capital projects are for the life of 
the project, i.e., until the purpose for which the appropriation was made has been accomplished or no 
longer necessary, and not for any one fiscal year. 
 
  Closing a project may be done in one of two ways: 
 
  1. A project may be closed, when completed or determined to no longer be necessary, by 

the responsible department by addressing a memo to the Accounting Division, so stating. 
 
  2. Based on the outcome determined by the project status report compiled by Accounting. 
 
Any unencumbered appropriations in closed projects will revert to the proper fund balance or reserve at 
that time, or may be transferred to another project within the same fund, with the approval of the 
County Manager. 
 
 

Status Report 
 
 The Accounting Division will request departments update a capital project status report on all capital 
projects annually by providing each applicable department with a list of capital projects and requesting 
a response on the status of each project. 
 
Projects will be closed by Accounting based on expenditure history and input from the department. 

 
 

Capital Transfers 
 
 There may be instances when a transfer between existing projects is necessary and acceptable.  Such 
requests shall be submitted to the OMB utilizing the budget revision option within the Public Sector 
Budgeting (PSB) function of the Oracle Financial Management System. These requests will be 
submitted to the County Manager for action.  
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Amendment of the Capital Budget 
 
 Amendments (additions) to the Capital Budget may be required during the fiscal year when the 
following circumstances occur: 
 
  1. When more money is needed for a project already in the Annual Fiscal Plan. 
 
  2. When a new capital project needs to be added to the Annual Fiscal Plan, a CIP - 3 should be 

compiled to validate the accuracy of the appropriation request. 
 
 
 Amendment requests shall be submitted to the OMB within the Oracle Financial Management System. 
These requests will be submitted to the County Manager for action.  An amendment may be avoided if 
funds can be transferred from an existing project in the Annual Fiscal Plan and the County Manager 
concurs with the transfer. 
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Determination of Projects 
 
 
 The operational concepts of each agency are different; therefore, it is impossible to develop an identical 
procedure to be used in the preparation of project requests.  However, certain general principles apply 
to all agencies and will facilitate the preparation of the Project Request Forms.  Before an agency can 
state capital needs as project proposals, it must identify these needs.  An orderly manner of determining 
needs is as follows: 
 

  1. Review the County Manager's Policy Statement to determine what administration 
priorities are in the agency's areas of responsibility; 

 
  2. Determine the agency goals;  
 

  3. Review the inventory of community facilities and identified priority need areas with the 
Manager and/or Board of Supervisors; 

 
  4. Quantitatively estimate the clientele who will be served by the project or improvement; 
 
  5. Evaluate existing capital facilities; 
 
  6. Visualize and select additional capital facilities needed to achieve the agency's goals; 
 
  7. Project the time period required to plan, construct, and prepare new capital facilities for 

use; and 
 

  8. Be aware of relationships between the agency's capital program, the development plan of 
Henrico County, the capital programs of the other departments and agencies, and Federal 
and State programs.  

 
 As a result of this review process, the agency shall develop a list of its capital needs.  Such a list shall 
be revised at least once a year. 
 
 

Preparation of Plans  
 
 Once the need for a project is established, it is considered highly desirable that a preliminary plan be 
prepared for each project prior to the request for inclusion in the CIP. 
 
 The preliminary plan would be based upon general estimates of the location of the project, 
measurements and general characteristics of the facility, the basic capacity of the project, and if the 
project is to require substantial amounts of land, a preliminary sketch of the desired location of the 
structures on the site.  Preliminary plans as used in this paragraph are not to be construed as 
engineering drawings, design plans or architectural plans, but as sketches to show concept.  As the 
project progresses in annual steps, some improvements in the original concept should be made.  The 
preliminary time schedule for the project should be included in the preliminary plans. 
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Assembly and Transmittal of Requests 
 
 
 The agency's CIP should be assembled in the following order and sent to the Office of Management 
and Budget: 
 
1. A transmittal letter from the agency director is submitted which discusses the principal 

differences between the current CIP and the one now proposed by the agency.  This letter is a 
requirement that is highlighted during the CIP Review Process.  Also included shall be a 
description of how the recommended projects meet the needs for priority areas and the 
administration's policy directive, and a description of how the projects, taken as a whole, 
represent a coordinated, comprehensive program of public improvements within the agency. 

  
2. One soft copy of each project map, which shows the location of the project.  The map should 

be a bitmap image approximately 4” by 4” in size. If the project is a countywide project or 
general location is undetermined, then no map is necessary for that project. 

 
3. Public Works Only:  Submit a copy of the Public Works' Road Projects broken down by 

Engineering, Right of Way and Construction instead of a CIP - 3 Project Cost Estimates 
Worksheet.  Also submit a copy of the Public Works' Drainage Projects broken down by 
Engineering, Right of Way, Utility Relocation, Construction, and Contingency instead of a CIP 
-3 Project Cost Estimate Worksheet. 

 
4. For each project, submit to the OMB, the original of the following forms: 
 
  a. CIP  -  2  General Project Information  
 
  b. CIP - 3 Project Cost Estimate Worksheet with appropriate signatures from General 

Services.  (Except Public Works' Road and Drainage Projects) 
 
  c. CIP - 4 Expenditures/Revenue/Operating Costs.  Operating costs are the responsibility 

of the requesting department, after consultation with General Services and the OMB, 
as required.  (No signature requirement exists for the CIP - 4). 

 
d. Also, any supporting data such as site plans; cost justification; details concerning a project's 

relationship to other projects in the CIP; details concerning non-local financial assistance; 
type of program; deadlines and qualifications the County must meet to receive assistance; 
and the time schedule for the project. 

 
5. The shared drive should be completed/updated for the following databases: 
 
   CIP 2   
   CIP 4  
 

The shared drive should also contain a completed/updated CIP - 3 (one for each Project 
Number), a bitmap image approximately 4” by 4” in size for each project map, and the 
Public Works' Roadway and Drainage projects spreadsheet. 
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6. For projects requiring review by General Services, CIP-3 forms that are signed and dated by 
the respective General Services construction coordinator are required.  (This does not apply to 
the CIP-4). 

 
7. The Office of Management and Budget will forward a review sheet for each project to each 

member of the CIP Review Committee. 
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Capital Improvement Program 
Automated System Overview 

 
 
In an effort to assist departments when preparing their Capital Improvement Program (CIP) requests, 
all portions of the CIP process have been automated using Microsoft Access software and Microsoft 
Excel.  
 
The automated CIP consists of three (3) files where specific project detail may be entered.  Once 
entered, this information can be easily retrieved and modified as needed. 
 
Report formats have been provided on Access, which reproduce the CIP - 2 and CIP - 4.  Access’ 
flexible and friendly software allows the user to create a number of different reports using a variety of 
criteria.  The CIP - 3 Project Cost Estimate Worksheet will be printed using the “Printer” icon or the 
“Print” command in Excel. 
 
 
Installation of the Automated CIP System onto the Department's PC 
 
OMB will install the CIP program upon request. 
 
 
How to Use This System 
 
The automated CIP is comprised of three (3) separate data entry forms.  They include the following:  
 
  1. CIP - 2 (General Project Information) 
  2. CIP - 3 (Project Cost Estimate Worksheet; Excel spreadsheet) 
  3. CIP - 4 (Expenditures, Revenue Sources and Operating Costs) 
 
 It is important to note that the forms must be completed in a certain order because information is 
supplied by a previous file.  The order of completion is as follows: 
 
  1. CIP - 2 (General Project Information) 
  2. CIP - 3 (Project Cost Estimate Worksheet; Excel spreadsheet) 

3. CIP - 4 (Expenditures, Revenue Sources and Operating Costs) 
 

 
CIP Program 
 
 Forms can be selected by clicking your left mouse button on the form command button.  Data is entered 
by clicking on the first entry box and typing the appropriate information in the data box and pressing 
the return or tab key.  The program will move automatically to the next point of the entry after each 
entry is made.  If you should encounter an error at any point during the entry process, prior to moving 
to the next record, use the mouse pointer and click on the data box with the error and type the correct 
information. 
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Printing Reports 
 
 The CIP database program has the capability of printing a variety of different report formats based on 
any number of comparisons using multiple levels of selection criteria. 
 
 The following report formats have already been provided to print.  In order to print one of these 
reports, double click on the print command on the main menu.  The list of previously prepared reports 
will be displayed on the screen as follows: 
 
  1. (CIP - 2)  General Project Information 
  2. (CIP - 4)  Expenditure/Revenue/Operating Costs 
 
 
CIP – 3 Worksheet (Excel Spreadsheet) 
 
The CIP - 3 file will be the blank template to be used for your projects.  A worksheet must be 
completed for each project. 
 
Enter, in current year's dollars, the data for this project.  The worksheet will automatically apply the 
inflation factors to the current year's dollars for each account.  Be sure to save your worksheet after the 
data is entered for each project number. 
 
Within the CIP-3 workbook, after the scope worksheet, are three additional spreadsheets that will aid 
General Services as well as the individual department in calculating the total operating costs associated 
with the project.  The CIP-4 Departmental Operating Costs tab and the General Services Operating 
Costs tab are linked to the final CIP-4 Combined Operating Costs sheet.  Figures calculated from this 
combined sheet are to be entered into the operating costs section of the CIP-4.  Operating cost estimates 
are the responsibility of the department after obtaining input from General Services and/or the OMB.  
Ultimately, these costs will be cross-walked, as required, to the operating budget. 
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 Instructions for Preparing the General Project Information Form 
CIP - 2 

 
 
Each agency is required to prepare a General Project Information Form for each project.  The CIP - 
2 form, contains general information about a project and this data is used to automatically update other 
files. 
 
To begin entering information for the General Project Information Form (CIP - 2), click the CIP - 2 
icon. 
 
The next screen displayed is the CIP - 2 data entry form.  To add a new record to the database click 
“Add Record”.    To find a record which is currently in the database, click “Find Record”, while in 
the project number box, and type in the project number. 
 
Data is entered by typing the appropriate information at the cursor prompt and pressing the return key.  
The program will move automatically to the next point of entry after each entry is made.  If you should 
encounter an error at any point during the entry process, use the shift and tab keys to step back to the 
area in error and type the correct information. 
 
Explanations for the information requested are listed in detail as follows: 
 
PROJECT NUMBER:  Enter the assigned project number for the specific project.  For new projects, 
contact the Accounting Division to assign a project number.  If a project code has previously been 
assigned, use it here. 
 
PROJECT NAME:  Enter the assigned project name as it will appear in the official Accounting 
Records.  Keep it short and descriptive. 
  
COST CENTER:  Enter the assigned cost center for the specific project. 
 
DEPARTMENT NAME:  Enter the requesting department name for the project. 
 
PRIORITY:  Enter the department priority number of the project.  Each project should be numbered in 
the order of their priority.  The project of utmost importance should be assigned number "1" followed 
by least critical projects.  Start a new series of priority numbers for each of the years in the five year 
program.  It will be assumed that any project in an earlier year will have a higher priority than any 
project in a later year. 
 
FUND:  Enter the fund number of the project. 
 
FUND NAME:  Enter the name of the fund. 
 
FISCAL YEAR:  Enter the fiscal year of the project. 
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REVENUE SOURCE:  Enter the revenue source for the project. Select one from the following list and 
enter as highlighted or use the drop box: 
 
 General Fund Revenue  General Fund-Public Works 
 Other Local Revenue  G.O. Bonds-Education 
 Federal Grant   G.O. Bonds-General Government 
 State Grant   IDA Bonds 
 Revenue Bonds   Lease Purchase 
 Gas Tax   Enterprise Fund 
 VPSA Bonds   Lottery/State Construction 
Interest Earning   No Funding Source 
 
NOTE: Data must be entered as highlighted (no periods, and no change in the abbreviation) or use drop 
down box. 
 
TYPE:  Enter the project type.  Select one of the following and enter as highlighted: 
 
 Building (New)   Technology Improvement 
 Building Addition   Enhancement 
 Building Improvements  Sewer 
 Drainage    Land 
 Golf Course   Site Improvements 
 Park     Solid Waste 
 Roadway    Water 
 Feasibility/Program Study 
  
NOTE: Data must be entered as highlighted or use the drop down box.  
 
MAGISTERIAL DISTRICT:  Enter the magisterial district in which the project is located.  If the 
project crosses district lines, list the districts by alphabetical order.  Select one of the following and 
enter as highlighted or use drop down box: 
 
Brookland   Varina 
Fairfield   General Government 
Tuckahoe   Countywide 
Three Chopt    

 
NOTE:  If it is a shared project, use the first letter of the district name separated by commas except for 
Three Chopt use TC. (eg. B, F, T, TC ,V). 
 
LOCATION:  Enter a succinct description of the location of the project. Be sure that the description of 
the project will fit within the limited space. 
 
DESCRIPTION AND SCOPE:  Briefly describe the project. Address the following areas:  
 
1) What are the physical dimensions of the project when completed? 
2) What type of construction is anticipated (brick, steel, concrete block, wood,  
 etc.)?  
3) If the project is dependent on any other departments for support, i.e. sewer lines,  
 drainage for the site, or street improvements, cite that agency and its cost to the project. 
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4) Status of the project in the Comprehensive Plan:  If the project is a part of a Planning program, 
cite that plan or program.  Also, state the need cited in the program or priority set for the 
program, i.e., a street may be a second priority as outlined by an urban transportation study. 

 
PURPOSE AND NEED:  Briefly justify why the project is requested.  Reasons could include 
elaboration of the following: 
 
1) Obsolescence of the present facility; 
2) Benefits of the particular service to be rendered; 
3)  The character of the area to be served; 
4)  Where applicable, the number of people to be served. 
 
Needs should be quantified where possible.  With regard to neighborhood or sub-area level services: 
i.e., recreational facilities, libraries, streets, fire stations, etc., a location needs analysis based on 
population, usage, and service is essential. 
 
HISTORY AND CURRENT STATUS:  Briefly explain the history and the current status of the 
project.  PLEASE ENSURE THAT THIS SECTION IS COMPLETE AS THE CIP REVIEW 
COMMITTEE CONTINUES TO REQUEST THIS INFORMATION OF ALL SUBMISSIONS.  
Address the following areas:   
 
1) List the previous five years that the project has been submitted;  
2) The dollar amount that was submitted for each year; 
3)  The current status of the project. 
 
PRIOR YEAR REQUEST YEAR:  Enter the prior year that the project was requested 
 
PRIOR YEAR PRIORITY:  Enter the prior year priority of the project.   
 
PRIOR YEAR FUNDING REQUEST:  Enter the prior year funding request for the project. 
 
In order to exit this file, click the Exit key to return to the Master Menu.  Then click the Exit Program 
key to quit the Main Menu. 
 
 If you wish to return to a project that was entered earlier, make sure you are in the CIP - 2 data entry 
form and then click “Find Record”.  The search feature works for the field/box you are in, i.e. if you 
want to search by project number, you must be in that field/box. 
 
Printing Project Request Form (CIP - 2) 
 
 Be sure you are in the CIP - 2 data entry form.  Click on “Preview” to see a preview of the report. If 
the information is correct, close preview and click “Print CIP - 2”, if the information is not correct, 
please move the cursor using the arrow keys to the item in error and type the correct information. 
 
 
 
 
 
 

29



Add 
Record 

◄ ► Delete Record Find Record Save Record Preview CIP 2 Print CIP 2 Exit 

 
County of Henrico, Virginia 
General Project Information 

CIP-2 
 

 
Project Number:        Project Name:  
    
Cost Center:   Department:  Department Priority:  
 
Fund:  Fund Name:  Fiscal Year:  
 
Revenue Source:  Type:  
 

 
 

Location: 
 
 
Description and Scope: 
 
 
 
 
 

 
Purpose and Need: 
 
 
 
 
 
 
History and Current Status: 
 
 
 
 

 
Prior Year  
Request Year:  

      Prior Year 
     Priority: 

     Prior Year 
    Funding Request: 

 

       
 

Magisterial District:  
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Instructions for Preparing the Project Cost Estimate Worksheet 
CIP - 3 

 
 
 CIP - 3 Form requires each agency to prepare a Cost Estimate Worksheet for each work phase of a 
project.  The data is entered into an Excel worksheet.  There are two worksheets, one to be used by 
all other departments except Public Works and the other to be used to request funding for a 
feasibility/programming study.  The first year projects generally do not have an inflation factor and 
the next four years will be escalated by the inflation factor automatically.  The inflated expenditure 
estimates must be entered into CIP Program CIP - 4 for each project by account. 
 
 If a department is requesting funds for a feasibility study, a Cost Estimate Worksheet (CIP - 3) is not 
required.  The department will submit a CIP - 3 for Feasibility/Programming Study form. Therefore, 
the department will not be requesting any additional funding for this project within the five year period 
of this plan.  This project will still need a Project Request Form (CIP - 2), and an 
Expenditure/Revenue/Operating Costs (CIP - 4).  The CIP – 3 form must be approved by your 
department's representative in General Services, if applicable.  
 
 When completing the All Departments worksheet, it is better to complete accounts 50702 through 
50708, then 50710 followed by accounts 50709 and 50701.  Data from the accounts 50702 through 
50708 and 50710 are used automatically for calculations in accounts 50709 and 50701. 
 
 For projects that exist in each year of the plan for the same amount, the CIP - 3 Project Cost Estimate 
Worksheet is not required.  
 
 For Public Works' Roadway and Drainage Projects, a separate in-house Excel worksheet is prepared.  
The roadway project is broken down by Engineering, Right of Way and Construction.  The drainage 
project is broken down by Engineering, Right of Way, Utility Relocation, Contingency and 
Construction.  Public Works will submit this spreadsheet in place of the CIP - 3 Worksheet for Road 
Projects. 
 
 NEW CIP-3 
To begin entering information for the Cost Estimate Worksheet (CIP - 3), use the following steps for 
retrieving the CIP - 3 file: 
 
EXCEL: 
 
Select the appropriate drive.  Click on “File”, “Open”, then click on the “Look in” drop down box, 
and then select the CIP - 3. 
 
 The CIP - 3 file will be the blank template to be used for your projects.  A worksheet will be 
completed for each project. 
 
Once you have retrieved the CIP – 3 file save the file using the following format: 
 
 Click on “File”, “Save As”, type Project Number and click on “Save”, so the template is saved as a 
file with the project number as the file name. 
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Now you can enter the current year's data only for this project.  The worksheet will automatically apply 
the inflation factors to the current year's dollars for the account.  Be sure to save your worksheet 
after the data is entered for each project number. 
 
For the fields not requiring a manual entry by the department, refer to the data entry form.  
Explanations for the information requested are listed as follows: 
 
PROJECT NO:  Enter the assigned project number for the specific project.  For new projects, contact 
the Accounting Division to assign a project number.  If a project number has previously been assigned, 
use it here. 
 
PROJECT NAME:  Enter the assigned project name for the specific project. 
 
DEPARTMENT:  Enter the name of the department responsible for the specific project. 
 
PROJECT SQUARE FOOTAGE:  Enter the estimated square footage for the specific project. 
 
PROJECT ACREAGE:  Enter the estimated acreage for the specific project. 
 
FUND:  Enter the fund for the specific project. 
 
COST CENTER:  Enter the cost center for the specific project.   
 
REVIEW DATE:  This field is used by General Services' staff to give their final approval (as 
required) on the project estimate for the projects which will be administered by General Services if 
funding is approved. 
 
ACCOUNT 50701 PLANNING AND DESIGN:  Enter in current year's dollars the amount needed in 
the item(s) within this account for this project. 
 
ACCOUNT 50702 LAND (PROPERTY):  Enter in current year's dollars the amount needed in the 
item(s) within this account for this project. 
 
ACCOUNT 50703 SITE IMPROVEMENTS & UTILITIES:  Enter in current year's dollars the 
amount needed in the item(s) within this account for this project. 
 
ACCOUNT 50704 CONSTRUCTION:  Enter in current year's dollars the amount needed in the 
item(s) within this account for this project. 
 
ACCOUNT 50705 DIRECT LABOR:  Enter in current year's dollars the amount needed in the field 
beside the description for this project. 
 
ACCOUNT 50706 DIRECT EQUIPMENT:  Enter in current year's dollars the amount needed in the 
field beside the description for this project. 
 
ACCOUNT 50707 DIRECT MATERIAL:  Enter in current year's dollars the amount needed in the 
field beside the description for this project. 
 
ACCOUNT 50708 OVERHEAD:  Enter in current year's dollars the amount needed in the field beside 
the description for this project. 
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ACCOUNT 50709 OTHER PROJECT COSTS/EXPENSES:  Enter in current year's dollars the 
amount needed in the item(s) within this account for this project. 
 
ACCOUNT 50710 FURNITURE & FIXTURES (EQUIPMENT / COMMUNICATIONS):  Enter in 
current year's dollars the amount needed in the item(s) within this account for this project. 
 
The worksheet will automatically apply the inflation factors to the current year's dollars for the 
account.  Be sure to save your worksheet after the data is entered for each project number using 
the following format: 
 
 Click on “File”, “Save” (the file should have been previously saved using the project number as the 
file name).  Be sure you saved your file or it will be lost! 
 
Project Scope Detail  
 
After the CIP-3 worksheet has been completed, click on the CIP-3 Scope tab in the workbook.  This 
worksheet is to be submitted to General Services in order to review all projects that involve habitable 
buildings.   
 
PROJECT NAME:  Enter the assigned project name for the specific project. 
 
PROJECT NO:  Enter the assigned project number for the specific project.  
 
DEPARTMENT:  Enter the name of the department responsible for the specific project. 
 
FUND:  Enter the fund for the specific project. 
 
COST CENTER:  Enter the cost center for the specific project. 
 
SCOPE:  Provide detailed project scope statement that includes the following information:  
 
Project description  
Building type  
Building use  
Land requirements 
Parking requirements 
Project location  
Schedule  
Security needs  
Project phasing  
Basis of building need  
Program requirements  
Other information that describes the project and influences the CIP-3 cost estimate.   
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IMPORTING DATA FROM LAST YEAR’S CIP-3 
 
To save time and to increase accuracy in preparing this year’s CIP-3 a macro has been provided that 
will open last years CIP-3, import the data (Cost, Scope and CIP-4) and save the data into a newly 
created CIP-3 to use for this year. 
 
EXCEL: 
 
Open the CIP-3 spreadsheet.  Under the tab (worksheet) labeled “Update” you will find general 
instruction regarding which prior CIP-3 files can be used to create this year’s CIP-3. 
 
Pay particular attention to the year and version of your CIP-3’s because only identified CIP—3’s can be 
accommodated.  The Update requires that the prior year CIP-3 have the original number of lines with 
no additional lines inserted.  The “Update” tab instructions also gives you the original line numbering 
by natural account code so you can easily verify if the CIP-3 you want import your data from can be 
accommodated. 
 
Once you click on the macro “Update Data” the program will have you select the CIP-3 file to import 
data from and then will perform the update and save the newly created CIP-3 in the same folder where 
the original file resided. 
 
If you import data from a CIP-3 that has been altered, you may be able delete the one or two lines that 
were added to last year’s CIP-3 and add them back into your newly created CIP-3 for this year.  Make 
a backup of last year’s CIP-3, delete the extra lines and then run your Update. 
 
Since a new file is created from the update process you will not lose or alter your prior year CIP-3’s.  
The new CIP-3 created should be ready to use.  It is recommended that you review the new CIP-3 to be 
sure it correctly reflects the scope of your project and that the Update was successful. 
 
When the Update is run your Scope and CIP-4 data are also imported from the CIP-3 you select to 
update.  Be sure to contact General Services should you want additional training on the CIP-3 or the 
Update feature. 
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CIP-4 Departmental Operating Costs  
 
After the scope worksheet has been completed, click on the CIP-4 Departmental Operating Costs tab in 
the workbook.  For operating costs outside of the realm of General Services (personnel, technology 
replacement, etc.), please coordinate your submission with your budget analyst.  Fill in the details 
of the department’s operating costs associated with the facility under each operating category, if 
applicable, and type in an amount beside each description, which will be added to total above for each 
category total.  
 
PERSONNEL:  Enter the number of people for each individual position, position title, and salary 
amount for each type of position under the pay scale column.  The total is a formula that adds the salary 
and associated benefits.  
 
CONTRACTUAL SERVICES:  Enter the individual contract services related to the project and 
anticipated costs under the total column. 
 
UTILITIES:  Enter the utilities related to the project and anticipated costs under the total column. 
 
MATERIALS, SUPPLIES:  Enter the materials and supplies related to the project and anticipated 
costs under the total column. 
 
CAPITAL OUTLAYS:  Enter the capital items related to the project and anticipated costs under the 
total column. 
 
OTHER:  Enter other items related to the project and anticipated costs under the total column. 
 
Be sure the values entered for each category are included in the above formula, which calculates 
the total for that category. 
 
CIP-4 General Services Operating Costs  
 
The CIP-4 General Services Operating Costs tab in the workbook, which lists all of the General 
Services operating costs by type of building, is located behind the CIP-4 Departmental Operating Costs 
tab.  This worksheet allows you to choose the correct building type from a drill down box.  If your 
square footage amount was keyed correctly on the CIP-3, this sheet will automatically be calculated.   
 
SELECT BUILDING TYPE:  Choose the correct building type letter from the drop down box. 
 
 Once this information is entered, click on the create report button which runs the macro needed 
in order to combine information onto the final worksheet which is the CIP-4 Combined Operating 
costs tab. This workbook combines the values of the two previous worksheets.  This worksheet is 
to be used to complete the bottom portion of the CIP-4, which lists operating costs for the project. 
 
Exit Project Cost Estimate Worksheet CIP –3. 
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CIP-4 Departmental Operating Costs (additional costs)
FY 2015 - 2019

Project Name: Fund: 0000
Project No.: 00000 Cost Center: 00000

Department Name:
New (Added) SF: 0

Personnel

Enter No. Persons
For Each Position Description Pay  Grade  Pay Scale Totals

0 Personnel Total -$                              

0 position 1 -$                     -$                              
0 position 2 -$                     -$                              
0 position 3 -$                     -$                              
0 position 4 -$                     -$                              
0 position 5 -$                     -$                              
0 position 6 -$                     -$                              
0 position 7 -$                     -$                              
0 position 8 -$                     -$                              

Contractual Services Total -$                              

detail if applicable -$                              
detail if applicable -$                              
detail if applicable -$                              

Utilities Total -$                              

detail if applicable -$                              
detail if applicable -$                              
detail if applicable -$                              

Materials, Supplies Total -$                              

detail if applicable -$                              
detail if applicable -$                              
detail if applicable -$                              

Capital Outlays Total -$                              

detail if applicable -$                              
detail if applicable -$                              
detail if applicable -$                              

Other Total -$                              

detail if applicable -$                              
detail if applicable -$                              
detail if applicable -$                              

Combined Total -$                              

Benefits = 23.82% (7.65% FICA+1.19% 
LIFE+14.98% VRS) + $6,849 Health Insurance
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CIP-4 General Services Operating Costs (basic costs)
FY 2015 - 2019

Project Name: Fund: 0000
Project No.: 00000 Cost Center: 00000

Department Name:
New (Added) SF: 0

Select Building Type: A

Building Type

A <10,000 SF, Single Occupancy, Residential Grounds, Low Level Security
Examples: Fire Stations, Group Homes, Small Libraries, Utility Buildings

Contractual Services (Maintenance/Ops) 2.09$                 0 -$                                   
Utilities 2.92$                 0 -$                                   
Materials/Supplies 0.53$                 0 -$                                   
Associated Capital Expenses 0.25$                 0 -$                                   
Security 0.70$                 0 -$                                   
Total 6.49$                 -$                                   

B >10,000 SF, Medium Usage, Commercial Grounds, Medium Security, Non Std. Hours
Examples: Large Office Buildings, Libraries, Courthouses, Schools.

Contractual Services (Maintenance/Ops) 2.72$                 0 -$                                   
Utilities 3.61$                 0 -$                                   
Materials/Supplies 0.58$                 0 -$                                   
Capital Outlays 0.31$                 0 -$                                   
Security/Other 0.77$                 0 -$                                   
Total 7.99$                 -$                                   

C >10,000 SF, High Usage, Commercial Grounds, High Security, Non Std. Hours
Examples: Safety Buildings, Nursing Homes, Jails, Data Processing

Contractual Services (Maintenance/Ops) 3.34$                 0 -$                                   
Utilities 4.03$                 0 -$                                   
Materials/Supplies 0.69$                 0 -$                                   
Capital Outlays 0.39$                 0 -$                                   
Security/Other 0.89$                 0 -$                                   
Total 9.34$                 -$                                   

D Surface Parking Lots & Drives

Contractual Services (Maintenance/Ops) 0.24$                 0 -$                                   
Utilities 0.21$                 0 -$                                   
Materials/Supplies 0.05$                 0 -$                                   
Capital Outlays 0.05$                 0 -$                                   
Security/Other 0.10$                 0 -$                                   
Total 0.65$                 -$                                   

E Parking Decks and Ramps

Contractual Services (Maintenance/Ops) 0.35$                 0 -$                                   
Utilities 0.21$                 0 -$                                   
Materials/Supplies 0.07$                 0 -$                                   
Capital Outlays 0.07$                 0 -$                                   
Security/Other 0.22$                 0 -$                                   
Total 0.92$                 -$                                   

Create Report
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CIP-4 Combined General Services and Department Operating Cost (total)
FY2015-2019

SUBMIT THIS SHEET FOR GENERAL SERVICE'S REVIEW FOR ALL HABITABLE BUILDINGS

Project Name: Fund: 0000
Project No.: 00000 Cost Center: 00000

Department Name:
New (Added) SF: 0

Building Type Description General Services Department Total
A <10,000 SF, Single Occupancy, Residential Grounds, Low Level Security

Examples: Fire Stations, Group Homes, Small Libraries, Utility Buildings

Personnel -$                                  -$                                  
Contractual Services -$                                  -$                                  -$                                  
Utilities -$                                  -$                                  -$                                  
Materials, Supplies -$                                  -$                                  -$                                  
Capital Outlays -$                                  -$                                  -$                                  
Other -$                                  -$                                  -$                                  
Total -$                                  -$                                  -$                                  
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County of Henrico, Virginia 
Data Entry Form for the Automated CIP System 

Project Cost Estimate Worksheet 
(Substitute CIP – 3) 

For Feasibility /Program Study 
 
 
 

 
Department:  Review Date:  
 
Division:   
 
 
 
 
Project Name:     
 
Project Number:  Cost Center Number:  
 
 
 
 
 
 
 
 
A Feasibility/Programming Study is needed for this project.  The estimated professional fees and 
related costs for this work are $   , based on an estimated total cost for the entire 
project of $               .   
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Instructions for Preparing the Expenditure/Revenue Source/Operating Costs 
CIP - 4 

 
  
 The CIP - 4 provides a summary of information calculated in the CIP -3.  All financial estimates for the 
plan years must match the CIP - 3 Project Cost Estimate Worksheet.  If the CIP - 4 does not match the 
CIP - 3 Project Cost Estimate Worksheet, attach a memo explaining the differences. 
 
 To begin entering information for the Financial Schedule (CIP - 4), from Main Menu, click on CIP - 4. 
 
 The next screen displayed is the CIP - 4 data entry form.  To update a new record on the database 
either use the next or previous arrow tabs or use the find record function. 
 
Data is entered by typing the appropriate information in the data box and pressing the return key.  The 
program will move automatically to the next point of entry after each entry is made.  If you encounter 
an error at any point during the entry process, prior to moving to a new record, use the mouse to move 
back to the area in error and type the correct information.  The program automatically saves the record 
as you move to the next record or the record can be saved by clicking on the “Save Record” icon. 
 
Explanations for the information requested are listed in detail as follows: 
 
EXPENDITURES: 
 
PROJECT NO:  No entry is necessary.  The assigned project number for the specific project will be 
completed from the CIP - 2 file.  
 
PROJECT NAME: No entry is necessary. The assigned project name will be completed from the CIP 
- 2 file. 
 
COST CENTER:  No entry is necessary.  The assigned cost center for the specific project will be 
completed from the CIP - 2 file. 
 
DEPARTMENT:  No entry is necessary.  The assigned department for the specific project will be 
completed from the CIP - 2 file. 
 
NOTE: Data must match figure(s) from the FUTURE COSTS WITH INFLATION FACTOR 

APPLIED Section of the CIP - 3 Worksheet Report.   
 
PLANNING/DESIGN:  Enter the planning and design costs for the appropriate year of the five year 
capital plan.   
 
LAND:  Enter the land costs for the appropriate year of the five year capital plan. 
 
SITE IMPROV./UTIL.:  Enter the improvement costs for the appropriate year of the five year capital 
plan. 
  
CONSTRUCTION:  Enter the construction costs for the appropriate year of the five year capital plan. 
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DIRECT EQUIPMENT:  Enter the direct equipment costs in the appropriate year of the five year 
capital plan. 
 
DIRECT MATERIAL:  Enter the direct materials costs in the appropriate year of the five year capital 
plan. 
 
OTHER PROJECT COSTS:  Enter any other project costs plus the data from the FUTURE COSTS 
WITH INFLATION FACTOR APPLIED Section, Contingency area on the CIP - 3 Worksheet Report.  
Enter the amount for Contingency in "NOTES" field.  Also define any other costs in "NOTES" field. 
 
FURNITURE AND FIXTURES:  Enter the furniture costs for the five-year capital plan. 
 
TOTAL:  No entry is necessary.  This field will calculate automatically. 
 
TOTAL 5YRS:  No entry is necessary.  This field will calculate automatically.  (i.e. TOT1 + TOT2 
+ TOT3 + TOT4+ TOT5). 
 
TOTAL TO DATE:  Enter the total dollars appropriated for this project. 
 
FUTR: Enter any estimated expenditures for future years.  
 
TOTAL:  No entry is necessary.  This field will calculate automatically.  (TOT5YRS + TODATE + 
FUTR). 
 
SOURCE OF FUNDING (REVENUE SOURCES): 
   
GENERAL FUND:  Enter the amount of General Fund Revenue funding for the specific project. 
 
OTHER LOCAL REVENUE:  Enter the amount of Other Local Revenue funding for the specific 
project.  
 
FEDERAL REVENUE:  Enter the amount of Federal Revenue funding for a specific project. 
 
STATE REVENUE:  Enter the amount of State Revenue funding for a specific project. 
 
LOTTERY/STATE CONST:  Enter the amount of the Lottery/State Construction funding for a 
specific project. 
 
OTHER: Enter the amount of Other funding for a specific project.  If funding source is from gasoline 
tax, enter the word "GAS" in "NOTES" field.  If funding source is from "VPSA", enter the word 
"VPSA" in "NOTES" field. 
 
TOTAL FY 1-5:  No entry is necessary.  These fields will calculate automatically. 
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EXP. NOTES:  A space for a brief note is provided if applicable. Enter the amount for Contingency in 
the "NOTES" field.  Also define any other costs in the "NOTES" field. 
 
REV. NOTES:  A space for a brief note is provided if applicable. If funding source is from gasoline 
tax, enter the word "GAS" in the "NOTES" field.  If funding source is from "VPSA", enter the word 
"VPSA" in the "NOTES" field. 
 
 The form will automatically move to the Next Record.  After completing the information on this 
screen, you can preview report or exit data entry form.  Prior to and during construction, operating 
costs often begin to be incurred.  These costs are separate and not a part of the project costs. 
 
 Please note that all operating costs, which are shown here, are for information purposes only and must 
be shown for the budget year with your regular operating budget requests as a classification "D". 
 
 
OPERATING COSTS: 
 
This section of the CIP-4 is to be updated utilizing the CIP-4 Combined Operating Costs tab on 
the CIP-3 Excel workbook.  This worksheet combines General Services’ estimates of operating costs 
with the estimates of the department’s operating costs.  Refer to directions for completing the CIP-4 
operating expenses spreadsheets under the CIP-3 section of the manual if this has not been updated. 
 
PERSONNEL COST:  Enter the anticipated Personnel - Benefits related to the project for the 
appropriate year of the five year plan, regardless of the year of completion of the project. 
 
CONTRACT SVRS:  Enter the anticipated Contract Services related to the project for the appropriate 
year of the five year plan, regardless of the year of completion of the project. 
 
UTIL. INS. MISC.:  Enter the anticipated Utilities - Ins. -Misc. related to the project for the 
appropriate year of the five year plan, regardless of the year of completion of the project. 
 
MATERIALS, SUPPLIES:  Enter the anticipated Materials - Supplies related to the project for the 
appropriate year of the five year plan, regardless of the year of completion of the project. 
 
CAPITAL OUTLAYS:  Enter the anticipated Capital Outlays related to the project for the appropriate 
year of the five year plan, regardless of the year of completion of the project. 
 
OTHER:  Enter any Other anticipated operating costs related to the project for the appropriate year of 
the five year plan, regardless of the year of completion of the project. 
 
TOTAL BY YEAR:  No entry is necessary.  These fields will calculate automatically. 
 
TOTAL FY 1-5:  No entry is necessary.  This field will calculate automatically.  (i.e. TOT1 + TOT2 
+ TOT3 + TOT4 + TOT5). 
 
PRIOR YRS APPRO:  Enter the operating costs appropriated to date for this project. 
 
FUTR. EXP: Enter any projected operating costs to be incurred during the construction period only, 
which extends beyond the five-year period. 
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TOTAL ALL YEARS:  No entry is necessary.  This field will calculate automatically.  (TOT5YRS + 
TODATE + FUTR). 
 
NOTES:  A space for a brief note is provided if applicable. 
 
 All totals will be calculated and displayed and at this point a message will display at the bottom of the 
screen.  Verify that the total on the CIP - 4 form match the totals on the CIP - 3.  In order to exit this 
file, click on exit key to return to the Master Menu.  Then click the “Exit” key to quit CIP Program 
Master Menu. 
 
Printing the Expenditures/Revenue/Operating Costs (CIP - 4) 
 
 Be sure you are in the CIP - 4 form.  Click the “Preview” key for a preview of the reports. After 
previewing the report, click “Close”.  This will return you back to the CIP - 4 form; to print, click the 
“Print Report” icon. 
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◄ ► Find Record Save Record Preview CIP 4 
Print CIP 4 
By Project 

Print CIP 4 
By Dept Exit 

 
County of Henrico, Virginia 

Expenditures/Revenues/Operating Costs 
CIP-4 

 

Project No.:  Name:  
 
Cost Center No:  Department:  
 
 
EXPENDITURES: FY1  FY2  FY3  FY4  FY5 
Planning/Design: 0  0  0  0  0 
Land: 0  0  0  0  0 
Site Improve./Util.: 0  0  0  0  0 
Construction: 0  0  0  0  0 
Direct Equipment: 0  0  0  0  0 
Direct Material: 0  0  0  0  0 
Other Proj. Costs: 0  0  0  0  0 
Furn./Fixtures: 0  0  0  0  0 
Total By Year 0  0  0  0  0 
 

SOURCE OF FUNDING: FY1  FY2  FY3  FY4  FY5 
General Fund: 0  0  0  0  0 
Other Local Revenue: 0  0  0  0  0 
Federal Revenue: 0  0  0  0  0 
State Revenue: 0  0  0  0  0 
G.O. Bonds-Educ-2005: 0  0  0  0  0 
G.O. Bonds-Gen-2005: 0  0  0  0  0 
Lottery/State Const: 0  0  0  0  0 
Other: 0  0  0  0  0 
Total By Year 0  0       
 
 TOTAL 

FY1-5 
  

PRIOR YRS APPROP 
  

FUTR. EXP 
 TOTAL  

ALL YEARS 
 0  0  0  0 
 
OPERATING COSTS: FY1  FY2  FY3  FY4  FY5 
Personnel Cost: 0  0  0  0  0 
Contract Svrs: 0  0  0  0  0 
Util., Ins., Misc.: 0  0  0  0  0 
Materials, Supplies: 0  0  0  0  0 
Capital Outlays: 0  0  0  0  0 
Other: 0  0  0  0  0 
Total By Year 0  0  0  0  0 
  

TOTAL 
FY1-5 

  
PRIOR YRS APPROP 

  
FUTR. EXP 

  
TOTAL  

ALL YEARS 
 0  0  0  0 
 
Exp. Notes  
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REPORTS 
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Add 

Record 
◄ ► Delete Record Find Record Save Record Preview CIP 2 Print CIP 2 Exit 

 
County of Henrico, Virginia 
General Project Information 

CIP-2 
 

 
Project Number: 06215       Project Name: Meadow Farm Museum Kitchen 
    
Cost Center:  23999 Department: Recreation & Parks Department Priority: 7 
 
Fund: 2101 Fund Name: Capital Project Fund Fiscal Year: 2015 
 
Revenue Source: General Fund Type: Building (New) 
 

 
 

Location: 
3400 Mountain Road 
 
Description and Scope: 
Design and construction of an exterior kitchen with storage for the farmhouse to be used for 
19th century museum cooking demonstrations.  The 722 square foot building would be a two 
story structure featuring a large Rumford type fireplace and bake oven on the first floor.  The 
second floor area would be an unfinished storage area.  The building would utilize natural 
lighting, heart pine flooring, plaster walls, a shake roof, and be a design typical of the period. 

 
Purpose and Need: 
Continued development of Meadow Farm as a living history museum.  Research has determined 
that this addition is applicable to the period and the original property.  The purpose of this project 
would be the re-creation of a historical farm and construction of a plantation style kitchen that 
would be utilized by staff to provide interpretive living history programming. 
 
 
 
History and Current Status: 
In the past five years, this project has been submitted as follows:  FY14 – year 1 - $270,396, 
FY13 – year 1 - $258,505, FY12 – year 1 - $256,916, FY11 – year 1 - $245,408, and FY10 – 
year 1 - $242,596.  Currently, preliminary drawings are in the process of being completed. 

 
Prior Year  
Request Year:  

FY14      Prior Year 
     Priority: 

8     Prior Year 
    Funding Request: 

$270,396 

       

Magisterial District: Brookland 
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CIP-4 Departmental Operating Costs (additional costs)
FY 2015 - 2019

Project Name: Meadow Farm Museum (Kitchen) Fund: 2101
Project No.: 06215 Cost Center: 23999

Department Name: Recreation & Parks
New (Added) SF: 722

Personnel

Enter No. Persons
For Each Position Description Pay  Grade  Pay Scale Totals

1 Personnel Total 35,760$                    

1 Recreation Instructor 12 23,349$           35,760$                    
0 position 2 -$                     -$                              
0 position 3 -$                     -$                              
0 position 4 -$                     -$                              
0 position 5 -$                     -$                              
0 position 6 -$                     -$                              
0 position 7 -$                     -$                              
0 position 8 -$                     -$                              

Contractual Services Total 13,000$                    

detail if applicable -$                              
detail if applicable -$                              
detail if applicable -$                              

Utilities Total 5,000$                      

detail if applicable -$                              
detail if applicable -$                              
detail if applicable -$                              

Materials, Supplies Total 8,500$                      

detail if applicable -$                              
detail if applicable -$                              
detail if applicable -$                              

Capital Outlays Total 700$                         

detail if applicable -$                              
detail if applicable -$                              
detail if applicable -$                              

Other Total -$                              

detail if applicable -$                              
detail if applicable -$                              
detail if applicable -$                              

Combined Total 62,960$                    

Benefits = 23.82% (7.65% FICA+1.19% 
LIFE+14.98% VRS) + $6,849 Health Insurance
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CIP-4 General Services Operating Costs (basic costs)
FY 2015 - 2019

Project Name: Meadow Farm Museum (Kitchen) Fund: 2101
Project No.: 06215 Cost Center: 23999

Department Name: Recreation & Parks
New (Added) SF: 722

Select Building Type: A

Building Type

A <10,000 SF, Single Occupancy, Residential Grounds, Low Level Security
Examples: Fire Stations, Group Homes, Small Libraries, Utility Buildings

Contractual Services (Maintenance/Ops) 2.09$                 722 1,509$                           
Utilities 2.92$                 722 2,108$                           
Materials/Supplies 0.53$                 722 383$                              
Associated Capital Expenses 0.25$                 722 181$                              
Security 0.70$                 722 505$                              
Total 6.49$                 4,686$                           

B >10,000 SF, Medium Usage, Commercial Grounds, Medium Security, Non Std. Hours
Examples: Large Office Buildings, Libraries, Courthouses, Schools.

Contractual Services (Maintenance/Ops) 2.72$                 722 1,964$                           
Utilities 3.61$                 722 2,606$                           
Materials/Supplies 0.58$                 722 419$                              
Capital Outlays 0.31$                 722 224$                              
Security/Other 0.77$                 722 556$                              
Total 7.99$                 5,769$                           

C >10,000 SF, High Usage, Commercial Grounds, High Security, Non Std. Hours
Examples: Safety Buildings, Nursing Homes, Jails, Data Processing

Contractual Services (Maintenance/Ops) 3.34$                 722 2,411$                           
Utilities 4.03$                 722 2,910$                           
Materials/Supplies 0.69$                 722 498$                              
Capital Outlays 0.39$                 722 282$                              
Security/Other 0.89$                 722 643$                              
Total 9.34$                 6,743$                           

D Surface Parking Lots & Drives

Contractual Services (Maintenance/Ops) 0.24$                 722 173$                              
Utilities 0.21$                 722 152$                              
Materials/Supplies 0.05$                 722 36$                                
Capital Outlays 0.05$                 722 36$                                
Security/Other 0.10$                 722 72$                                
Total 0.65$                 469$                              

E Parking Decks and Ramps

Contractual Services (Maintenance/Ops) 0.35$                 722 253$                              
Utilities 0.21$                 722 152$                              
Materials/Supplies 0.07$                 722 51$                                
Capital Outlays 0.07$                 722 51$                                
Security/Other 0.22$                 722 159$                              
Total 0.92$                 664$                              

Create Report
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CIP-4 Combined General Services and Department Operating Cost (total)
FY2015-2019

SUBMIT THIS SHEET FOR GENERAL SERVICE'S REVIEW FOR ALL HABITABLE BUILDINGS

Project Name: Meadow Farm Museum (Kitchen) Fund: 2101
Project No.: 06215 Cost Center: 23999

Department Name: Recreation & Parks
New (Added) SF: 722

Building Type Description General Services Department Total
A <10,000 SF, Single Occupancy, Residential Grounds, Low Level Security

Examples: Fire Stations, Group Homes, Small Libraries, Utility Buildings

Personnel 35,760$                         35,760$                         
Contractual Services 1,509$                           13,000$                         14,509$                         
Utilities 2,108$                           5,000$                           7,108$                           
Materials, Supplies 383$                              8,500$                           8,883$                           
Capital Outlays 181$                              700$                              881$                              
Other 505$                              -$                                  505$                              
Total 4,686$                           62,960$                         67,646$                         
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County of Henrico, Virginia 
Data Entry Form For The Automated CIP System 

Project Cost Estimate Worksheet 
For Feasibility/Programming Study (CIP - 3) 

 
 
 
 
Division:  General Services    Review Date:   8/1/13 
 
Department: General Services  
 
 
 
Project Name: Surplus Property Mgmt Warehouse    
 
Project No: 01234  Cost Center:  16999     
 
 
 
 
 
 
A Feasibility/Programming Study is needed for this project.  The estimated professional fees 
and related costs for this work are $ 125,000 , based on an estimated total cost for the entire 
project of $ 6,000,000 . 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

69



◄ ► Find Record Save Record Preview CIP 4 
Print CIP 4 
By Project 

Print CIP 4 
By Dept Exit 

 
County of Henrico, Virginia 

Expenditures/Revenues/Operating Costs 
CIP-4 

 

Project No.: 06215 Name: Meadow Farm Museum Kitchen 
 
Cost Center No: 23999 Department: Recreation & Parks 
 
 
EXPENDITURES: FY1  FY2  FY3  FY4  FY5 
Planning/Design: 41,274  0  0  0  0 
Land: 711  0  0  0  0 
Site Improve./Util.: 0  0  0  0  0 
Construction: 184,970  0  0  0  0 
Direct Equipment: 0  0  0  0  0 
Direct Material: 0  0  0  0  0 
Other Proj. Costs: 31,930  0  0  0  0 
Furn./Fixtures: 13,705  0  0  0  0 
Total By Year 272,590  0  0  0  0 
 

SOURCE OF FUNDING: FY1  FY2  FY3  FY4  FY5 
General Fund: 272,590  0  0  0  0 
Other Local Revenue: 0  0  0  0  0 
Federal Revenue: 0  0  0  0  0 
State Revenue: 0  0  0  0  0 
G.O. Bonds-Educ-2005: 0  0  0  0  0 
G.O. Bonds-Gen-2005: 0  0  0  0  0 
Lottery/State Const: 0  0  0  0  0 
Other: 0  0  0  0  0 
Total By Year 272,590  0  0  0  0 
 
 TOTAL 

FY1-5 
  

PRIOR YRS APPROP 
  

FUTR. EXP 
 TOTAL  

ALL YEARS 
 272,590  0  0  272,590 
 
OPERATING COSTS: FY1  FY2  FY3  FY4  FY5 
Personnel Cost: 0  35,760  35,760  35,760  35,760 
Contract Svrs: 0  14,509  14,509  14,509  14,509 
Util., Ins., Misc.: 0  7,108  7,108  7,108  7,108 
Materials, Supplies: 0  8,883  8,883  8,883  8,883 
Capital Outlays: 0  881  881  881  881 
Other: 0  505  505  505  505 
Total By Year 0  67,646  67,646  67,646  67,646 
  

TOTAL 
FY1-5 

  
PRIOR YRS APPROP 

  
FUTR. EXP 

  
TOTAL  

ALL YEARS 
 270,584  0  0  270,584 
 
Exp. Notes  
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Project No:
Department:

Fiscal Year:
Department Priority:
Project Name:

Project Type:
Revenue Source:District:

06215
Recreation
Building (New)
Brookland

Meadow Farm Museum Kitchen

2015
7

No Funding Source

         FY2014/15 - FY2018/19 - Fund   -
Capital Improvement Program

21 Capital Projects Fund

Design and construction of an exterior kitchen with storage for the farmhouse to be used for 19th century museum cooking demonstrations.  
The 722 square foot building would be a two story structure featuring a large Rumford type fireplace and bake oven on the first floor.  The 
second floor area would be an unfinished storage area.  The building would utilize natural lighting, heart pine flooring, plaster walls, a shake 
roof, and be a design typical of the period.

Continued development of Meadow Farm as a living history museum.  Research has determined that this addition is applicable to the period 
and the original property.  The purpose of this project would be the re-creation of a historical farm and construction of a plantation style 
kitchen that would be utilized by staff to provide interpretive living history programming.

In the past five years, this project has been submitted as follows:  FY14 - year 1 - $270,396, FY13 - year 1 - $258,505, FY12 - year 1 - 
$256,916, FY11 - year 1 - $245,408, and FY10 - year 1 - $242,596.  Currently, preliminary drawings are in the process of being completed.

Meadow Farm

41,274 0 0 0 0

711 0 0 0 0

0 0 0 0 0

184,970 0 0 0 0

0 0 0 0 0

0 0 0 0 0

31,930 0 0 0 0

13,705 0 0 0 0

$0

$67,646

$67,646

$67,646

$67,646

Map

Notes

Purpose and Need

History and Current Status

Location

Description and Scope

FY2015 FY2016 FY2017 FY2018 FY2019
Capital Expenditures

Planning and Design
Land

Site Improvements

Total Request

Construction
Direct Equipment

Vehicle Replacement
Other project Costs

Furniture and Fixtures

Estimated Operating Costs

FY2015

FY2016

FY2017

FY2018

FY2019

$272,590 $0 $0 $0 $0

Prior Request Year: Year 1

Prior Request Priority: 8

Prior Request Amount: $270,396
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