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(Note Re. appendices: be sure that each of your appendix headings uses the style Heading 9.)
1 Introduction

1.1 Purpose

This document is the Administration Manual for the < Project Name > Project. The purpose of this manual is to describe the administrative processes and procedures used to manage the project office infrastructure and resources, including the facility, network, equipment, and project tools. 

This document will be reviewed at least annually or at the start of each new life cycle phase, and updated as needed, as a result of continuous process improvement efforts by the project team. Lessons learned will be captured at the end of each project phase and used to improve the division-level standards. 
1.2 Scope

This Administration Manual identifies the processes and procedures used to support the project. The plan discusses such things as facility management, project IT infrastructure, human resources information, and travel procedures. The topics under each major section are listed alphabetically.  

For a general discussion of OSI’s approach to administrative management, refer to the OSI Best Practices website (http://www.bestpractices.cahwnet.gov) and the reference documents listed in Appendix B. A glossary and acronyms list is included in Appendix A. 

< Instructions for using this template: 

There is no tailoring guide for this template. The information does not change significantly between phases. For phase updates, the project should revisit the template and the project Admin Manual for currentness. 

Text presented in regular font is provided as standard boiler-plate which should be usable by most projects.  If a section is not applicable, it may be omitted or marked as “Not Applicable”. 

The text presented in blue font is provided as guidance and example. The blue font should be overwritten with the appropriate information for the project and/or deleted (along with any associated brackets (“<”). 

Where appropriate, reference other documents or sources for information. 

Items listed in Appendices C and beyond are suggestions only (and marked in yellow highlight). Projects may tailor these appendices as desired. Appendix A and B are required.   >

2 Facility Information

2.1 Address and Main Phone Lines

	Physical Address
	Mailing Address

	2525 Natomas Park Drive, Suite 100

Sacramento, CA 95833-2936
	P.O. Box 168025

Sacramento, CA 95816

	
	

	Main Project Office Number
	(916) 263-4300

	Main Project Fax Number
	(916) 263-4170


<  EBT shares Suite 100 with Office of Systems Integration (OSI  In addition to the EBTand OSI projects, there are a variety of agencies located at 2525 Natomas Park Drive. The agencies sharing this address are provided in Appendix x.  >

2.2 Business Hours

Normal business hours are Monday through Friday, 8 a.m. to 5 p.m. 
2.3 Building Access

< The front door to the building is open Monday - Friday, 7 a.m. – 6 p.m. To access the building outside of these hours, you will need to use the east side door (facing River City Bank) and a numeric access code.

The double door by the Receptionist is the main access to Suite 100. The door is unlocked during normal business hours (Monday - Friday, 8 a.m.- 5 p.m.). Within the Receptionist’s area is a numeric access door that allows entry into Suite 100’s main area. Staff should notify the Receptionist when a visitor is expected.  Staff may also access Suite 100 through the door at the south end of the building off the main hallway with a numeric access code anytime.

The door access codes change periodically and are available from the Receptionist. For security reasons, please do not give out the door codes to anyone. If someone needs the code(s), please refer him or her to the Receptionist. >
2.4 Building Alarms 

< Indicate if the building is alarmed and what the procedures for the activating/de-activating the alarms are. Who to call if the alarms are accidentally tripped?   >

2.5 Break Room and Vending Machines

< The break room (# xxxx) is located in the middle of the building off the main hallway. The break room has a sink, toaster, refrigerator, blender, microwave, and vending machines for both snacks and sodas.  Information on the water club is posted on the water cooler in the break room.  

The refrigerator is shared between all the suites on the first floor. Please be considerate and maintain your refrigerated items in an organized manner that allows maximum use of the limited space. Please discard all items that are no longer good to prevent contamination of other items.  Periodically the refrigerator will be cleaned out and notification will be provided prior to the event.   >

2.6 Broken Furniture, Lights or Phones

Please report any furniture, light or phone problems to the < Administrative Support staff>. They will contact the appropriate organization to resolve the problem.

2.7 Bus Stops

< Bus Route 87 runs right along Natomas Park Drive. The bus stop is near the four-way stop at the bend in the road across from the office building.  Bus Route 88 runs along W. El Camino Avenue and the stop is a little east of the intersection of W. El Camino Avenue and Natomas Park Drive.

State employees are eligible for discounted Regional Transit passes and tickets. For more information, contact the Accounting Department at OSI. >
2.8 Cleaning Supplies

Cleaning supplies for your desk surface are available from Administrative Support. Also if you leave the project office or change work areas, please clean your office (including desk drawers) before you leave.

2.9 Conference Rooms

There are a variety of conference room options available depending on the number of attendees and type of equipment needed to support the meeting.  Most conference rooms in all three locations described below are equipped with a printing white board. 

If you need a projector, laptop or overhead for use in the conference room, please submit your request with the necessary information (i.e., date, time, and conference room), to the Receptionist. When you are finished with the equipment, please notify the Receptionist so that they can arrange for the removal of the equipment. If your meeting is rescheduled or cancelled, be sure to update the Receptionist regarding your request for equipment.  If you cancel a meeting, please be sure to update the conference room schedule so that others may use the room and equipment. (Detailed instructions to cancel a meeting are in the “Outlook Manual,” located in the Library, or in “Outlook Help,” accessed from the toolbar).
When finished using the conference rooms, please clean up after yourself, return any borrowed chairs, turn off the lights, and close the blinds to maintain security for the building.
2.9.1 Project Conference Rooms

< There are three main conference rooms in Suite 100.  Conference Room One is located across from the Receptionist area once inside the secured area. It can generally accommodate 30-60 people. Conference Room Two is located across from Conference Room One and can accommodate between 8 and 12 people. Conference Room Three is located on the south side of the building in Suite 100 and can accommodate about 8-10 people. 

You may reserve a conference room by accessing the Calendar in “Outlook”. For scheduling private and public meetings and to reserve a conference room, use the “Plan a Meeting” feature to quickly determine the best time for your meeting by viewing availability of the attendees. The most difficult part of scheduling a meeting is finding a time when everyone can attend. 

1. Select Action on the toolbar.  The “Action” menu will appear.

2. Click on Plan a Meeting – this will open a dialog box.

3. Click on the Invite Others button. The “Select Attendees and Resources” dialog box will open.

4. Enter the name in the “Type name or select from,” field. Make the selection from the choices that appear. You must invite the conference room with the attendees so that it is reserved – do NOT invite it as a resource.
5. Click on Required or Optional. Repeat this process to complete the attendance selection.

6. View the free and busy times for each attendee, or click on the Autopick button. Outlook will search for the next available free time for all attendees.

7. Click on Make Meeting when you have found a suitable meeting time.  A new meeting request will appear.

8. Type a subject for the meeting in the “Subject” text box.

9. Type a location for the meeting in the “Location” text box.

10. Click on the down arrows to the right of Start and End Time to select the starting and ending date and time.

11. Click on the ”Reminder” check box to activate a meeting reminder.

12. Click on the down arrow to the right of “Show Time As” and select Tentative, Free, Busy, or Out of Office.

13. Type any notes in the message text area.

14. Click on the Send button. The meeting request will be sent.

For additional details on scheduling, or other Outlook functions please see the OSI “Outlook User’s Manual” located in the Library.  >

2.9.2 DTS Training Center Conference Rooms

Additionally, there are two conference rooms at the DTS Training Center at 9323 Tech Center Drive, Sacramento, CA 95826 (off Folsom Ave, between Bradshaw Rd and Watt Ave).  Conference room one will accommodate 1-25 people, and conference room two will accommodate 1-131 people. To reserve either conference room contact the Training Center at 739-7502.

2.10 Courier Service

If you need a state business-related item hand delivered, the project office can provide courier service. To have an item couriered, please contact the Receptionist. You will need to provide them with the name of the recipient, their location (including room/office number and telephone number), and when it needs to be delivered. This service is to be used for critical state business only. Courier fees are usually between $10 and $50.

2.11 Cubicle Keys

< Cubicle keys are taped in the upper compartments in each cubicle.  Each cubicle is equipped with one key. The key will lock all compartments and drawers in the individual cubicle.  Please secure the key in a location that is easily accessible and consistent with your routine. If a key is lost or misplaced inform the Receptionist for access to your cubicle compartments. >

2.12 Emergencies

The following are the emergency phone numbers. The California Highway Patrol (CHP) serve as the State Police. For more information on dealing with an emergency, refer to the project’s Emergency and Evacuation Plan.

Be sure to notify the Receptionist and appropriate manager of any emergencies or suspicious activities, so that they can notify the rest of the staff and other building residents.

	Emergency (CHP)
	9-911  (for life threatening emergencies, fire or bomb threats)

	Property Management
	9-xxx-xxxx  (for suspicious activities after hours)


2.13 Energy Conservation

The State of California is facing an unprecedented period of electricity shortages. Periodically we can experience “rolling blackouts.” The following table provides the classification of condition terms by the California Independent System Operator’s (CAISO), and their descriptions. 

	Classification/ISO Notice
	Condition/Description

	Standard Operations
	· No energy emergency exists

	Stage 1 Emergency
	· CAISO declares a Stage 1 Emergency

· Emergency: Less than 7% operating reserves forecasted in REAL TIME. Customers with voluntary interruptible contracts should prepare for potential interruption.

	Stage 2 Emergency


	· CAISO declares a Stage 2 Emergency, but does not call on interruptibles (Phase 1).

· CAISO declares a Stage 2 Emergency and calls on interruptibles and warns of a potential Stage 3 Emergency. (Phase 2)

· Emergency: Less than 5% operating reserves forecasted in REAL TIME. An interruption is in effect for voluntary interruptible loads only.

	Stage 3 Emergency
	· CAISO declares a Stage 3 Emergency in order to get additional resources; rotating outages may occur or are occurring.

· Emergency: Less than 1 ½% operating reserves forecasted in REALTIME. All available interruptible loads are called for interruption. Firm service customers (customers not on interruptible tariff) will also be called for interruption.

	Extended Uncontrolled Outages
	· Due to loss of system integrity or natural disaster, communication systems may be inoperable. Time to restoration of service unknown.


In compliance with OSI energy guidelines and CAISO’s recommendations, the following procedures have been developed and implemented.  

2.13.1 Light Conservation

Each light switch has been labeled with a colored dot. The dots signify the following: 

· Green Dot:  A green dot identifies the lights/equipment that will remain on at all times during a Stage 2 or 3 alert.

· Yellow Dot:  A yellow dot identifies the lights/equipment that can be turned off or left    on during a Stage 2 or 3 alert.

· Red Dot:  A red dot identifies the lights/equipment that “must” be turned off during a Stage 2 or Stage 3 alert.


Please use minimal lighting in the cubicles.  During the summer hours typically one “under the counter fluorescent light,” or “task” light is sufficient. Turn off all lights in the office/cubicle when leaving the work area for meetings.  Turn all lights off at night and on weekends and close all blinds. Use natural light as much as possible during the summer months.  

2.13.2 Workstation Guidelines

If you are offsite or away from your desk in excess of one hour, shut down your workstation.  Do not install screen savers on your monitor since they waste a great deal of energy. Additionally, shut down workstations at the end of the day, including system speakers and monitors.

2.13.3 Copier and Printer Power Saving Mode

Copiers and printers are maintained in the power-saver mode.  A detailed Energy Conservation binder can be viewed or checked out through the Receptionist.
2.14 Evacuation Site/Fire Alarms

The building is equipped with fire sprinklers. In the event of an alarm, please follow the evacuation routes to exit the building immediately and gather at the designated meeting place until the fire department and property management have verified the building is safe. 

The designated meeting place is on the east side of the building in the River City Bank’s parking lot (to the left of the bank when facing River City Bank). The evacuation route is illustrated in Appendix _. A more detailed Emergency and Evacuation Plan is available in the Library and via iManage (#xxxx).
2.15 Facility Problems or Maintenance

If there is a facility problem or need for maintenance (such as broken door lock, bathroom problems, etc.), please contact the Receptionist. They will contact the property management service.

2.16 Fire Extinguishers

Fire extinguishers are placed at various locations throughout the suite. Each extinguisher is marked by a red and white sign overhead on the wall. Quickly read the instructions on the extinguisher and aim carefully as the spray lasts approximately ten seconds.

2.17 First Aid Kits

There are three first aid kits located in the suite, one in the EBT coffee area, one is mounted on the wall outside Conference Room 3, and the main kit is located in the reception area. Staff members trained in the application of first aid and CPR are identified in the Emergency and Evacuation Plan.
2.18 Furniture 

Each office/cubicle has been equipped with the standard furniture for the office. If you require special accommodation, please contact your manager.

An ergonomic evaluation and adjustment service is available to help staff adjust their furniture. If you would like an individual evaluation, please contact the Receptionist.

2.19 Lights

The main light switches for the suite are located on the xxxx wall by xxxx. 

Please turn off all lights in your office/cubicle at night and on weekends to cut down on energy usage (this includes under the counter/shelf fluorescent lights). This applies even if you have plants in your office/cubicle. 

2.20 Local Businesses

Refer to Appendix _ for a list of local businesses, including banks, copy centers, etc.

2.21 Local Restaurants

Refer to Appendix _ for a list of restaurants near the facility.

2.22 Locker Rooms and Shower Facilities

The building is equipped with men and women’s locker rooms that have showers and lockers. If you wish to use these facilities, please contact the Receptionist. 

2.23 Lost and Found

If you lose an item or find an item, please take it to the Receptionist.  Appropriate managers and property management will be informed.

2.24 Mail Service

2.24.1.1 Regular Mail

In order to track documentation received by the project library, the Administrative Support staff will date stamp all incoming mail that is not marked Confidential or Personal. After date stamping, the mail will be distributed to the appropriate individual’s cubicle/office. 

The project office is not to be used to receive personal or private business deliveries. 

2.24.1.2 Interagency Mail

If you need to send mail to another state office or site, you can send the item through interagency mail. The envelopes and a list of interagency mail codes are available from the Receptionist. You will need to indicate the organization, recipient’s name, and the mail code. DTS Cannery mail code is “36”.  Official outgoing items should be placed in the white plastic crates in the receptionist’s area. A DTS mail courier arrives daily between 9:15 and 10:00 a.m.  

Items being sent within OSI do not require a mail code. Instead the envelope should indicate the person’s name and work unit (e.g., Accounting, Network Services, etc.). The envelope should be placed in the white plastic crates in the receptionist’s area. 

The regular (U.S. Post Office) mail courier comes between 11:15 a.m. and 12:00 p.m. only if he has mail to deliver to the project.  It is recommended any personal outgoing mail be placed in the U.S. mailbox on Natomas Park Drive. If the regular mail courier comes, he will take outgoing personal mail of any size and weight with appropriate postage; however, it is not a reliable daily service and thus is not recommended.  If you need assistance addressing the envelope or finding a mail code, please consult the Receptionist. 

2.24.1.3 Federal Express

The project does not use Federal Express; however, there are receptacles available for consulting staff to utilize provided they have a FedEx account. A FedEx receptacle is available on the second floor, behind the wall that faces you as you exit the elevator (the FedEx receptacle is behind the left side of the wall).  

2.24.1.4 U.P.S.

The project uses “United Parcel Service,” (U.P.S.) to ship packages overnight or two-day air. Forms are available from the Receptionist. The U.P.S. receptacle is on the second floor, behind the wall that faces you when you exit the elevator (U.P.S is on the right side, and FedEx is on the left side behind the wall). The pick-up time is approximately 4:00 p.m. (no pick-ups on weekends). The Receptionist has instructions on filling out the form. Be sure to give the Receptionist the red copy of the form for tracking purposes (if you would like a personal copy, please make a photocopy of the red form).

If you miss the 4:30 p.m. pick-up time, you can take the package to Mail Boxes Etc. at Truxel and W. El Camino. Their U.P.S. pick-up time is 5 p.m.  Shipments after 5 p.m. must be taken to the U.P.S. headquarters in West Sacramento and must be received by 6:30 p.m. You will have to pay for the shipping charges yourself; there is no charge account setup with these facilities.  Additionally, there is a U.P.S. receptacle on Natomas Park Drive next to the U.S. mailbox.  Pick up for both receptacles is 4:30 p.m. 

See also Section 2.10 - Courier Service.

2.25 Medical Assistance

Several project staff have been trained to provide basic first aid and CPR. Please contact the Receptionist or Administrative Support staff for assistance. 

If there is a life-threatening emergency, call 9-911,

2.26 Office Supplies

Your desk should already be equipped with the basic office supplies (pens, paper, scissors, tape, etc.). Please see the Receptionist for additional or missing supplies. Please do not hoard supplies. Supplies are for state business use only. When you leave the project, unused supplies should be returned to the supply room.

The State provides basic supplies only. Special needs should be addressed to your manager (for state staff) or your company’s local office (for contractors).

2.27 Parking

Plenty of parking is available all around the building. There are a few assigned parking spaces (marked appropriately) and there is no charge for parking. Handicapped and short-term (90-minute) visitor parking is available at the front of the building. Project staff members are not allowed to use short-term parking or spaces marked as “Reserved”. 

Long-term visitors should use the normal parking spaces. If you need to leave your car overnight, please contact Prentiss Properties (916-646-0760) so they may inform security. Vehicles that are left overnight without authorization are subject to towing.

< Indicate if parking passes are needed. >

2.27.1 Parking at the DTS Cannery Campus
Visitors who plan on being at the DTS Cannery Campus for three hours or less should park in the west lot in the green visitor parking spaces. Visitors that move their vehicle to another green space after three hours may be towed.  Visitors that plan on being at the DTS Cannery Campus for more than three hours may park on the street or consider alternate means of transportation, such as light rail or taxi.
2.28 Phone List

The project phone list is available from iManage, document #xxxxx. 

(The phone list should include project phones, pagers, cell phones, emergency contacts/security, and the help desk.)

2.29 Recycle/Shred Bins

The project has recycle bins/boxes located at several places throughout the suites for white paper only. They are blue containers marked for recycle. Please note that sensitive materials should not be placed in the recycle bins. The recycle service does not shred the materials. Sensitive material in large volumes is shredded off site.  Please notify the Receptionist if this is necessary.

Materials may be shredded using the shredder in the fax/supply room, A14. The shredded item may then be placed in the recycle bins.

2.30 Security Guards

< A private security company patrols the facility grounds several times during the day. The security guards will not enter the suite unless there is an emergency. They do not perform regular patrols within the suite.

The security guards are available to escort staff to their car after business hours, or to investigate any suspicious activity at any time.  > 
2.30.1 Security Escort to your Car

< If you are working late and would like an escort to your car, call Prentiss Properties security at (916) 508-2822 or page them at (916) 523-4538.  You have 15 seconds to leave a brief message (speak quickly, but clearly). Leave the following information in the message and security will call you back to make arrangements:

· Your name

· You are at 2525 Natomas Park Drive, Suite #100

· Your phone number (so they can call you back)

· Inform them you would like an escort to your car

· Ask them to call you back to confirm a meeting place  >

2.31 Thermostats and Temperature Control

Please do not adjust the thermostats and do not block the heating/air conditioning vents. Blocking the vents or adjusting the thermostats individually affects the heating and cooling units throughout the facility and may impact the performance of the entire building heating and cooling system. Due to the energy crisis, the thermostats will be set at 78 degrees in the summer, and 68 degrees in the winter.  Also, please do not place your computer directly under the thermostats (this will confuse the sensor). 

2.32 Trash cans

You should have a trashcan for general trash. Trash is picked up Mondays through Thursdays. On Fridays please put any trash that is perishable or may become offensive in the break-room trash receptacle to limit the exposure until the trash is picked up again on Mondays. You are encouraged to use the trashcans in the break room for food remains/trash. 

Over-sized trash items may be taken directly to the dumpster outside in the parking lot (on the northwestern (freeway) side of the building). Do not leave items outside the dumpster – they will not be removed. Empty boxes may be marked in large letters with “TRASH – BASURA” so the janitor knows the item should be removed. Items not marked will not be removed (this includes empty paper boxes). Cardboard boxes must be broken down prior to placement at the dumpster.

2.33 Windows and Blinds

If your office has a window, please remember all blinds must be closed before you leave at night. The CHP has instructed the division to close all blinds and turn out lights during off-hours to protect state property and assets.  

3 Computers, Network and Equipment


3.1 Calendars via MS Outlook

You can use the Calendar feature of Outlook to schedule meetings, block out vacation times, and note other important items. On-site staff needs to use the Calendar feature to keep track of appointments so that others can tell when you are available for meetings. To facilitate this, you need to share your calendar with the rest of the project. Instructions for doing this are available on the network under Help in Outlook. 

For scheduling private and public meetings and to reserve a conference room, use the “Plan a Meeting” feature to quickly determine the best time for your meeting by viewing availability of the attendees. The most difficult part of scheduling a meeting is finding a time when everyone can attend 
3.2 Cell Phones

< Indicate if the project provides cell phones for checkout or assignment; how to request one; specific policies and procedures; and what they can and cannot be used for. >

3.3 Checking out Office Equipment

The project has several items that are available for checkout from the Receptionist/IT. Items must be returned at the end of the day, or upon return to the project office. Your functional manager must authorize the use of any state equipment to be used off site.  The equipment is to be used for state business only. Checkout is based on first come, first serve basis. 

· Cellular phones (Receptionist)

· Pagers (Receptionist)

· Binding machine (Receptionist)

· TV/VCR (Receptionist)

· Laptop computers (IT – requires 48 hours notice) 

· Overhead projector (IT – requires 48 hours notice)
3.4 Computers

In most cases, there will be a computer on your desk. The computer is hooked up to the state’s local area network (LAN), allowing access to various servers, printers, and network resources. In addition to the following sections, the OSI Network Access Policy provides guidance on the use of computers and networks in the state. You will be provided a copy of the policy, and a form to sign acknowledging adherence to the policy.

3.4.1 Backups

The IT staff performs a weekly backup of the network and iManage on Friday night. Backups are currently kept for two months off site. At the end of the two-month period the same tapes are used for the current back up.

IT does not backup any user’s C (personal) drive. Staff are encouraged to keep all documents and materials on a network drive or in iManage for this reason. 

3.4.2 Basic Information

General information on how to perform common computer tasks, such as changing your password, locking your workstation, installing a printer, auto save features, etc. is located in the README:\Hints and Tips\Basic.

The README (:) drive on the network is the repository for a variety of general project information, such as acronyms, floor plans, organizational charts, phone lists, meeting minutes, processes and procedures, help and tips, etc. If you wish to submit something to the README drive, please contact the Administrative Manager for review. 

3.4.3 Dialing Out to a Company’s Network

Contractors that need to dial-in to a local or home office’s network should do so using the company’s 800 number. If the company does not have an 800 number, the contractor must consult with their functional manager for authorization. Because the state is charged by the minute as long as there is a connection, please be sure to disconnect from your company’s network as soon as possible to prevent additional phone charges. 

3.5 Copiers

There are several printers and fax machines at the project office. Locations are noted on the floor plan contained in Appendix _. In the copy room, there is a Konica Copier that can be accessed from your desktop to make copies, and is recommended for use to minimize the cost of sort printing and large volume printing. Additionally, there is a color copier on the premises to be used sparingly for print tasks that require color.  

All machines are for business purposes only. If the machines run out of paper or toner, please refill them. Toner cartridges are stored in the copy room in the cabinet to the left of the Konica copier. Printer paper is available at each printer. Please see Administrative Support for additional paper to stock at the printer locations. Because the project uses several types of machines each with different types of toner, please be sure to use the correct toner for each machine. If you have any problems with malfunctions or need help replacing toner, please contact the IT staff. The project office recycles printer toner cartridges; please take the empty cartridges to the Receptionist.
3.6 Email Accounts

E-mail is considered network activity, thus, it is subject to all policies regarding acceptable/unacceptable uses of the computer or network and the user should not consider any e-mail to be either private or secure. The project uses Microsoft Outlook for their e-mail system. As the method of communication has increasingly centered on E-mail based platforms, users should adhere to the following guidelines:
· Keep paragraphs and messages short and to the point.

· Focus on one subject per message. Always include a pertinent subject title for the message. This will enable the receiver to locate the message quickly.

· Include an closing signature at the bottom of your E-mail messages. This should include your name, project affiliation, position, and E-mail address. Optional information could include your postal mail address, and telephone and fax numbers. The closing signature should not exceed four lines in length.

· Capitalize words only to highlight an important point or to distinguish a title or heading. Asterisks (*) surrounding a word also can be used to make a stronger point. Capitalizing whole words that are not titles is the E-mail equivalent of shouting.

· Correct spelling, grammar, and punctuation are a must. Activate the spell check option within Outlook.

· Follow chain of command procedures for corresponding with superiors. For example, do not send an E-mail complaint to the "top" just because you can.

· Acronyms can be used to abbreviate when possible. However, messages that are filled with acronyms can be confusing and annoying to the reader.

· It is considered extremely rude to forward personal E-mail to mailing lists without the original author's permission. It is prohibited to forward chain letters/jokes, due to the risk of computer viruses.

· Be wary of using sarcasm and humor. Without face-to-face or voice communications, sarcasm may be viewed as criticism or misinterpreted. 

· Target your communications. Messages should only be sent to those people who need to receive the information. Be a professional representative of your organization.

· Reduce the size of distribution lists to include only those people who are to receive the information.

· Periodically update mail lists by deleting unnecessary recipients and keeping addresses current

· Prior to replying to a message, check the message header for large distribution lists. Failure to do so could cause messages to reach a much larger audience than originally intended.


Your e‑mail address is your <first name>.<last name>@OSI.ca.gov. For instance John.Smith@OSI.ca.gov 

Assistance for a computer problem is available from the IT Unit.  IT support is located in the IT room and is staffed Monday through Friday, 7:30 a.m. – 5:00 p.m.  If you are planning to work on off hours (after 5:00 p.m. Monday-Friday, or, Saturday, or Sunday) and anticipate technical support or need someone on call for technical support, please see the IT staff to coordinate a staff member to take off-hour calls. The technical support unit will provide a pager or cell number to call for assistance.  The phone number during working hours is 263-2143. 

3.7 Fax Machines

< Indicate where the fax machines are and where the extra supplies are if the machines are in an open area (and not controlled by the receptionist. Or if users can fax from their computers, indicate how to send and receive faxes via the computer. >

3.8 Help Desk

< Describe the help desk for the project office location (support for project office staff not system users/counties). Indicate how to contact them (phone, e-mail, office/cube), what the help desk hours are, and their scope of responsibilities (e.g., help with network problems, help with MS Office problems, tutoring on MS Office apps, etc.).  

= Indicate if the help desk staff is different from the general IT staff (this document uses them interchangeably. = 

If the project also operates a help desk for the system users/counties, indicate here who to contact for it, but do not provide an exhaustive discussion. The user/county help desk should be described elsewhere.  >

3.9 Internet Access

Internet access is a privilege not a right. The project reserves the right to withhold Internet access and to monitor, duplicate and log all network activity, including e-mail and all web site communications, with or without notice, and therefore users have no expectations of privacy in the use of these resources. Also refer to the OSI Network Access Policy for further details. 

3.9.1 Intranets and Internets

The OSI has an intranet for internal use by project staff that provides information on IT schedules, frequently asked questions (FAQs), information from the Director, employee forms and policies, and much more. It is accessed at http://intranet.osi.ca.gov . Additionally, the OSI public (Internet) site can be accessed at http://osi.ca.gov  

The project web site can be accessed directly at www.xxxxxxx  or through links from the above sites. The project website provides information on FAQs, acronyms, glossary, key contacts, etc.
3.10 Laptops

< Describe if laptops are available for checkout from the IT staff and the appropriate procedures. Indicate what constitutes a need for a laptop and emphasize it is for project business only. 

If there are policies/guidelines associated with using a laptop at the project office, indicate or refer to other sections as appropriate (e.g., to the remote dial-in section or dialing out section).  >

3.11 Network Access Policy and Certification

All employees, State and Contractors are required to read and sign the OSI Network Usage Policy, acknowledgement form, indicating receipt of, and understanding of their responsibilities.  Please review this document on  ”OSI Intranet Central” at http://intranet.osi.ca.gov under OSI Resources, OSI Policies.  Upon completing your review, please read and sign the form provided at the end of this document, and transfer to your functional manager within five working days.

Network includes, but is not limited to, Local Area Network (LAN), Wide Area Network (WAN), Internet, Intranet, telephone and wireless Communication access.
3.12 Network Drives and Folders

< If the project is using network or shared drives and folders, describe the purpose and use of each one. Or refer to a separate document/appendix that describes these items. Indicate appropriate guidelines and naming conventions to be used. >

3.13 Out of Office Notifications

< Describe the use of the Out of Office Assistant (in MS Outlook), showing absences in MS Outlook’s Calendar feature and any other place the project records staff absences/off-site time (e.g., white board in reception area, shared project calendar, etc.).  Also discuss changing voice mail messages to indicate length of absence, anticipated return, and alternate business contact for critical needs. 

If desired, include suggested wording for the notifications/messages. >

3.14 Passwords

The logon/user ID will be your first initial and last name without a space (for example, jsmith). The default password is available from the IT staff. Please change this password as soon as you logon and do not give it out to anyone. Instructions for changing your password are available by pressing Ctrl-Alt-Delete simultaneously from any program.  Click on Change Password to complete the process. If you forget your password, please contact the IT Unit.

3.15 Personal Digital Assistants (PDAs)

< Indicate if the project provides PDAs for any staff and how to signup for one. 

For personal (staff-owned) PDAs, indicate any procedures or policies related to the use of the PDA at the office site. Refer to the “Personal Time Management/Note to File” section of this document regarding discoverability, public records act, and cautions regarding security.  

Indicate if the IT staff support staff-owned PDAs, or if the user is responsible for installing their own PDA software. >

3.16 Personal Software

The project has established a uniform standard for desktop workstations. Users must not load personal software onto the LAN and desktop computers. If you have a business need for different or additional software, please contact your functional manager for authorization. If the need is justified, IT staff will coordinate the installation and license issues.

3.17 Printers

< Indicate where the printers are and where the extra supplies are (toner, paper). Indicate if there is a color printer and restrictions on its use. Indicate if the printers are duplex (2-sided) printers.   >

3.18 Projectors

< Indicate if the project has any projectors built into conference rooms, or available for checkout and use. Indicate how to reserve or use the projectors and any restrictions on its use (e.g., cannot leave project site). >

3.19 Remote Dial-up Access

< Describe the process/procedures, authorizations for remotely dialing into the project’s network. Indicate if pre-authorization must be received from management, any limitations on use, and who is responsible for the phone charges (e.g., are phone charges considered allowed expenses if on travel?). 

Indicate who is responsible for setting up the remote access and if a personal laptop or desktop system at staff’s home can be configured or not. (Some prefer to only allow remote access via state owned laptops in an effort to limit liability and security issues.)  >

3.20 Request for New/Modified Equipment, Software or Project Tools

< Describe how to request new equipment or software, or how to request changes to equipment/software/project tools. 

Describe the change control process for the project tools and who is the contact for the change control process. >

3.21 Scanners

< Indicate if there is a scanner for use in digitizing pictures or documents. Describe usage and restrictions. >

3.22 Screen Savers

< Describe project policy on screen savers. With the energy concerns, many projects ban any type of screen saver, or allow only certain types. 

Indicate if screen savers must be password protected to assist with computer security. >

3.23 Telephones and Voice Mail

There should be a phone at your desk/cubicle. The phone number should be written on the phone or on a Post-It note next to the phone. The phone is on the state’s phone network (Centrex). Most (but not all) state numbers can be dialed directly. To dial a number outside Centrex, press 9 and then dial the number. Most phones are equipped with voice mail. Depending on the model of your phone, you may have an indicator light that flashes or an indicator arrow in the window for your phone line. If you have neither of these, you will have to pick up the phone and listen for a “fast busy” dial tone that indicates you have voice mail. If you hear a normal dial tone there is no voice mail.

To set-up your voice mail, dial 323-1036. At the prompt, initially enter your phone number (all seven digits) to set up your password followed by the # key. Then follow the prompts to retrieve, save and delete your messages. If you are off site and need to retrieve your voice mail, follow the same procedures; however, you will be prompted for your voice mailbox (your phone number) as well as your password. 

Additionally, the project has the “Attendant,” feature on the telephones. The feature can be set-up by dialing voicemail at the number above and choosing “0” for other options, “4” to set-up your name, greeting or attendant, then “3” to set-up the attendant feature.  Please use xxx-xxxx as the attendant number.  This number will be answered at the reception area.

Most phones have the forward and transfer capabilities, but procedures for these features vary depending on the model of the phone. Please refer to the applicable phone instruction manual for details. (If there is not a manual with your phone, consult the Administrative Support staff.) 

3.24 Templates for Documents and Reports

The project has established several types of document templates to ensure consistency of format and style. The templates are available in iManage by searching for the word “template” in the title or by clicking on the iManage Public Folder called Templates. For questions regarding the use of the templates, refer to the Administrative Support staff.

3.25 Useful Web Sites
< Describe any useful or frequently used web sites. This could be moved to an appendix, or the IT staff could set these up in each user’s Favorites when the computer is installed.  Consider mentioning the following: 

· project, OSIweb, bpweb, OSI, intranet 

· sponsor website, ACL letters, county website(s), CWDA   >

3.26 Virus Protection

All computers are equipped with Norton Anti-Virus (NAV) software. The software should be set to check all files before opening or executing them. The project has received viruses in the past both through vendors and other state agencies. The automatic virus update feature should be enabled on your computer. Do not turn this off. 

Periodically, virus updates will be distributed by e-mail. Please follow the instructions in the e-mail message ASAP to protect your system and the project network. 

If you encounter a virus on your computer, contact the IT staff immediately. Please leave the warning on your computer screen so that IT staff can see what they are dealing with.

4 Project Tools 

The following summarize the primary tools used by the project office. For more information on these tools, please contact the IT staff and/or your Functional Manager. 

< Describe the tools used by the project office staff. If the tool is only used by one group/unit, then don’t include it. For example, if the Risk Manager is the only one who ever uses Risk Radar, then don’t include it in the list. Also, do not include tools used to develop/test/manage the system such as WinRunner, SourceSafe, etc. These tools should be discussed elsewhere in more specialized plans for testing, CM, system change control process, etc. 

For each of the tools, describe the purpose, when to use the tool, who to contact with questions, how to access the tool, where the user manual is located, and how to request training on the tool. This section should be a summary with more detailed info available elsewhere. >

4.1 Timesheet Tool (xxx)

4.2 Travel Claims Tool (CalATERS)

4.3 Training Request Tool (TRS)

4.4 Document Management (iManage)

4.5 Issue Tracking Tool (xxx)

4.6 Project Tool Change Request/Tracking Tool (xxx)

4.7 Risk Tracking Tool (Risk Radar)

4.8 Requirements Tracking Tool (xxx)

4.9 Schedule Tracking Tools (MS Project and MS Excel)

5 Human Resources

5.1 Absences, Arriving Late and Time Off

If you are going to be absent or late, please call the main project office number provided below by 8:30 a.m. The Receptionist will notify your functional manager (the individual you report to). However, please follow up with an additional call to your functional manager. If you can’t reach your functional manager please leave them a voice mail message. This procedure will ensure the project is appropriately informed. 

 Main Division Office Number
(916) 263-4300
When requesting personal time off, please make arrangements with your state administrative manager and/or functional manager.  
5.2 Alternate Work Schedules

< Describe basic attendance expectations. If alternate work schedules are allowed, describe how to request them and any restrictions on their use. >

5.3 Badges

< If appropriate, describe how to request a badge for the project facility and/or OSI. >

5.4 Confidentiality and Conflict of Interest Certifications

< Describe the purpose of these certification(s) and that they are required. Indicate if training will be provided and how to request it. 

For questions, refer to project Legal staff. >

5.5 Gifts from Vendors

OSI employees and contractors are not allowed to accept gifts of any kind from any vendor. This includes meals and entertainment tickets, no matter how trivial the dollar value of the item. If you receive an unsolicited gift from a vendor, decline the item if possible. Please see the Administrative Manager immediately to ensure that the appropriate procedures are followed. Please refer to the OSI Administrative Manual, Legal section at http://intranet.cahwnet.gov for detailed information with regard to gifts.

5.6 Holidays

The State Calendar shows the list of state-observed holidays. The calendar is available in the OSI Administrative Manual, Human Resources Section (Official State Holidays). The project has developed a text file called (Outlook.txt) that will allow the user to add the California “State Holidays,” to their Outlook Calendar for the year.  The holidays are created as an all day event and displayed as a banner on the top of the daily calendar.  The time will be considered as free on the calendar. To have this feature loaded into Outlook, please contact an IT representative. 

County offices do not observe the same holidays as the state. If you are traveling to the counties frequently, please contact each county to determine their holiday schedule. 
Contractors, please remember that not all companies observe the same holidays as the state. Consult your company’s own holiday schedule.
5.7 Personal Time Management Planners and Notebooks

Many staff use personal time management planners/notebooks (for example, Franklin Planners, Day Timers, Palm Pilots, etc.). Staff are cautioned about mixing personal and business information in such planners/notebooks. If business information is recorded in the planner/notebook, it is subject to the Public Records Act and may be discoverable in the event of litigation. 

If important information needs to be captured regarding an action item, the information can be entered directly into the project’s Management Tracking System (MTS). 

5.7.1 Note to File

Important agreements or business information from personal meeting minutes, informal meetings, or telephone conversations maybe recorded as a Note to File. A Note to File is a signed memo that is submitted to the library for historical purposes. This method is preferred over recording information in planners or notebooks.

5.8 Policies and Procedures

< Describe any specific administrative policies or procedures enacted by the project office. 

Also refer to the OSI Administration Manual on the intranet for other policies and procedures. 

The following are the typical ones to highlight or specifically mention:

OSI – violence prevention/reporting, sexual harassment, cell phone/pager, IT policies

Project policies – network access, conflict of interest/confidentiality  >

5.9 Prohibited Activities

· No coffee service is provided, personal coffee pots are strictly prohibited. This is due to the risk of fire, current energy crisis, and because there are no end-of-day patrols to ensure pots are shut off. 

· Personal heaters are strictly prohibited due to the risk of fire and the energy issues surrounding the State of California. 

· Fans are discouraged; however, small battery-operated fans are recommended should a need arise.

· No alcoholic beverages are allowed on state-owned or state-leased facilities.

· Please be mindful of items displayed in your work area. Suggestive pictures, posters or screen savers are prohibited. 

· No personal belongings may be displayed or hung outside your cubicle (with the exception of jackets or coats, if they cannot be hung within the cube).

· The project office is to be used for state-related business only.  This includes use of copiers, faxes, computers, e-mail, phones, etc. 

· If you need to make personal calls (including toll calls to your residence), please use a calling card. (Note that calls to Davis and Woodland are toll calls.) 

· The State of California has mandated there is no smoking in state-owned or state-leased buildings or facilities (this includes the bathrooms, stairwells, and break room). If you wish to smoke, you may do so outside of the building. You must maintain a 15-foot distance from the doors.

· Project staff are prohibited from using state equipment for the playing of games.

5.10 Project Library

< Describe where the project library is located, how to access it and who is the project librarian. Refer to other processes/procedures as appropriate. >

5.11 Publicity

Periodically the project may receive requests for interviews or information from various media organizations locally and statewide.  If you are contacted in Sacramento, or in the field while supporting a region, please direct the media to the Administrative Manager. Project staff members are not authorized to release any kind of business-related information, to make any comments, or conduct any interviews with any media organization.
5.12 Records Retention

< Describe the project’s records retention policy and guidelines. Indicate who to contact with questions and how often an archive/purge is performed. >

5.13 Timesheets and Pay Days

For state staff, your State Administrative Manager or the Administrative Support staff will direct you on the schedule of paydays and how to fill out timesheets.  Contractors should consult with their company’s local or main office for the payroll timeframe. Functional managers must sign consultant’s timesheets.  The original signature must be provided to the state for invoice purposes.
5.14 Training 

As the project moves forward, additional training will be required for staff development. Ongoing training will be provided on an as-needed basis.  Training sessions may include use of new office products, software or hardware, system functions, and a broad scope of updated processes and procedures. Notification of additional training will be provided through e-mail. 

Requests for additional training by state staff should be directed to the State Administrative Manager.  State staff can access the request form for additional training through OSI intranet by using the “Training Request System”, (TRS).  Contractor staff will be required to attend various training session within the project as well.  However, contractors requesting additional training must consult their company.

< Describe if the project provides any in-house/brown bag type training from internal consultants. Describe use of the OSI Training Center and how to check for classes. If appropriate, describe the use of the State Training Center and how to attend industry conferences.   >

5.15 Visitors to the Project

< Describe how visitors are handled, including signing-in, badges, escorts, etc. >

6 Travel Procedures

6.1 Car Insurance Requirements

In order for staff and contractors to obtain reimbursement for mileage when using a private vehicle, you need to provide the project office with proof of current car insurance. To file the car insurance form electronically, access the Car Insurance system from the OSI Intranet page at http://Intranet.cahwnet.gov under Employee Items, Personnel (Car Insurance). 

Contractors that are using the state travel claim form must file this proof of insurance prior to submitting their travel claim. Contractors that request mileage reimbursement through the invoice process do not need to file this information.   

6.2 Mileage Reimbursement

For staff using personal vehicles for travel, mileage is reimbursed at a rate of $0.32 per mile. 

6.3 Request to Exceed Travel Rates

If you wish to receive reimbursement for lodging or airfare rates which exceed the allowed state rates, you will need to submit a specific request. 

Please see Appendix ____ for the Travel Expense Procedure packet including all allowable expense rates.
< Describe how/where to do this. Also indicate where the current state rates are posted.  >

6.4 Reservations

< Describe the process for making travel reservations – does the project do this or are staff responsible for doing it themselves. Discuss preferred providers and advance payment or credit card holds. >

6.5 Taxis

If you need to attend a project-related meeting downtown and do not have time to deal with parking, you can take a taxi and charge it to the state. To do this, checkout a Department of General Services (DGS) charge card from the Receptionist. You will be given a card and the number for the taxi service. When charging the taxi fare, be sure to sign using the Department (OSI), project name, and include the PCA code #xxxxx on the department line. The DGS charge card must be returned to the Receptionist as soon as you return to the project office.

6.6 Travel Authorization

If you need to travel outside the Sacramento area for business, you will need to obtain pre-authorization. State staff should consult their manager. Contractors should check with their functional manager to determine if their contract covers travel expenses. 

State staff that wish to attend off-site training will need to submit a training request for the registration to be authorized.  Please see the Administrative Support staff for assistance with registration and reservations, after authorization from the state manager is received. 
6.7 Travel Advances

< Describe the process to receive travel advances. > 

6.8 Travel Claims and Reimbursements

< Describe the process for submitting travel claims, including use of CalATERS. >

Appendices

Appendix A: Glossary & Acronyms

	CAISO
	California Independent System Operator

	CalATERS
	California Automated Travel Expense Reimbursement System

	CDSS
	California Department of Social Services

	CHHS
	California Health and Human Services Agency

	CHP
	California Highway Patrol

	CPR
	Cardio Pulmonary Resuscitation

	DGS
	Department of General Services

	DPA
	Department of Personnel Administration

	DTS
	Department of Technology Services

	HHSDC
	Health and Human Services Data Center

	IT
	Information Technology


	LAN
	Local Area Network

	NAV
	Norton Anti-Virus Software

	PCA
	Program Cost Account

	PDA
	Personal Digital Assistant

	OSI
	Office of Systems Integration

	SPB
	State Personnel Board

	TRS
	Training Request System

	WAN
	Wide Area Network


Appendix B: Reference Documents

The administrative procedures described in this plan adheres to the guidelines and policies developed by the Office of Systems Integration (OSI). These guidelines and detailed information are available at the OSI Best Practices for System Acquisition website: www.bestpractices.cahwnet.gov. 

The following documents were referenced or used in the creation of this plan. 

	iManage #
	Title
	Date
	Author

	
	Energy Conservation Binder
	
	

	
	OSI Administrative Manual

(http://intranet.cahwnet.gov/overview/admin/qapp/)
	n/a
	OSI

	
	OSI Evacuation Plan  (http://intranet/overview/admin/qapp/has/has_default.asp) 
	n/a
	OSI

	
	OSI Intranet  (http://intranet.cahwnet.gov)
	n/a
	OSI

	
	OSI Network Access Policy
	
	

	
	OSI Network Usage Policy
	
	

	
	Project Emergency and Evacuation Plan
	
	

	
	Project Phone List
	
	

	
	State Administrative Manual 

(http://sam.dgs.ca.gov/default.htm) 
	n/a
	DGS

	-
	State Personnel Board (SPB) web site

(http://www.spb.ca.gov) 
	n/a
	SPB


Appendix C: Local Businesses

This following is a sampling of some of the local businesses and not an all-inclusive list.  The list is loosely organized by location and proximity to the project office

	Banks
	Name
	Location

	
	Golden One Credit Union
	

	
	
	

	Copy Centers
	Name
	Location

	
	
	

	
	
	

	Dry cleaners
	Name
	Location

	
	
	

	
	
	

	Florist
	Name
	Location

	
	
	

	
	
	

	Gas Stations
	Name
	Location

	
	
	

	
	
	

	Grocery/ Drug Stores
	Name
	Location

	
	
	

	
	
	

	Gyms/ Health Clubs
	Name
	Location

	
	
	

	
	
	

	Lodging
	Name
	Location

	
	
	

	
	
	

	Post Office/ Mail
	Name
	Location

	
	Royal Oaks Post Office
	xxx Royal Oaks

Off Arden Way/Garden Highway


Appendix D: Local Restaurants

This following is a sampling of some of the more popular restaurants and not an all-inclusive list.  The list is loosely organized by location and proximity to the project office. The Admin Support staff has copies of some of the menus.
Legend:


$ 
= $1 – $10 for lunch including beverage per person


$$ 
= $8 – $15 for lunch including beverage per person

Table 6‑1.  Local Restaurants

	Restaurant
	Cross Streets
	Description
	Cost

	Café Colonnade
	2495 Natomas Park Drive, Ste 190 (in the building behind River City Bank)
	Breakfast, sandwiches, salads, coffee
	$

	La Bou
	Truxel and W. El Camino (southwest corner)
	Salads, sandwiches, croissants, muffins, coffee
	$

	Gordito Burrito
	Truxel and W. El Camino (southwest corner)
	Breakfast burritos, Mexican food
	$

	Pizza Guys
	Truxel and W. El Camino (southwest corner)
	Pizza
	$


Appendix E: Directions and Map to the facility

Appendix F: Common State Buildings and Department Locations

The following is a list of the most commonly visited off-site locations. 

California Department of Social Services (CDSS)

Address:

744 P Street

Sacramento, CA 95814

Directions:

· Take I-5 to J Street.

· Turn right at 7th Street.

· Turn left at Q Street.

The building is on the corner of 7th and P Streets past the light on the right side. The building entrances are on P Street or the north side facing O Street.

This is a secure facility, so you are encouraged to call ahead to confirm that your contact is going to be available and ask your contact to inform security. When you arrive, give your name at the guard’s desk and indicate whom you are meeting with. You may need to be escorted by your contact to the meeting.

Parking:

There is some metered parking around the building. You may want to carpool or take a taxi due to the difficulty of finding parking downtown at this location.

Department of Technology Services, Cannery Campus 

Address:

1651 Alhambra Blvd.

Sacramento, CA  95816

Directions:

From I-80:

· Take Business-80 (the Capitol City freeway) South to P Street. 

· From the off-ramp go straight down 29th Street (stay in the left lane).

· Turn left at Q Street.

· Cross through the light at Alhambra into the Cannery parking lot.

From Highway 50:

· Take the Stockton Blvd. off-ramp.

· At the light, turn right onto Stockton Blvd. 

· Turn left onto Alhambra.

· Turn left at Q Street into the Cannery parking lot.
The building is not marked. Head towards the white smoke stack at the back right of the parking lot. There are two spaces marked for  couriers. The front door is just to the right of those spaces. The address “1651” is above the door. 

This is a secure facility, so you are encouraged to call ahead to confirm that your contact is going to be available and ask your contact to inform security. When you arrive, give your name at the guard’s desk and indicate whom you are meeting.

Parking:

In the Cannery  parking lot, park in the green curb sections only. The green spaces may be used for a total of three hours. Do not park anywhere else in this parking lot or your car will be towed. If in doubt, consult Cannery security for parking information. The Cannery back parking lot is reserved for those cars with OSI parking stickers.

DTS Training Center  

Address:

9323 Tech Center Drive, Suite 100

Sacramento, CA 95826

Directions:

From the East (Placerville/Folsom):

· Take Highway 50 West to Bradshaw Rd.

· Turn right onto Bradshaw.

· Turn left at Folsom Blvd.

· Turn left at Mayhew.

· Turn right at Tech Center Drive. The Training Center is located about halfway down the road on the right side.

From the West (Downtown):

· Take Highway 50 East to Bradshaw Rd.

· Turn left onto Bradshaw.

· Turn left at Folsom Blvd.

· Turn left at Mayhew.

· Turn right at Tech Center Drive. The Training Center is located about halfway down the road on the right side.

The light rail runs right along Folsom Blvd. near the Training Center. There is a station that exits right behind the Training Center building.

Parking:

Free parking is available in the unmarked spaces in front of, behind, and along side the building as well as on the street. Depending on the number and size of the classes, parking may go quickly. You are encouraged to get there early.

State Capitol 

Address:

10th and L Streets

Sacramento, CA 95816

Directions:

· Take I-5 to J Street. Continue along J Street.

· Turn right at 9th Street.

· Turn left onto Capitol Mall and go around the circle to 10th Street (one-way to the North).

The Capitol is at 10th and L.

Parking:

There is some metered parking around the building, or there is a parking lot at 10th and L (the entrance is on L Street). You may want to carpool or take a taxi due to the difficulty of finding parking downtown at this location.

Appendix G: Other Possible Appendices

= Building Occupants 

= Emergency and Evacuation Plans and Evacuation Map

= Emergency Numbers

= Floor Plan (within the suite: printers, faxes, copiers, first aid, recycle, shred, light switches, conf rooms, library, mail room, plotter, color copier/printer)

= Site Map (for the building: lockers, parking, break room, vending machines, rest rooms, elevators/stairs, dumpsters, conf rooms, coded doors)

= Internet Favorites/Useful Web Sites

= State/County Holidays

= Travel Allowances and Reimbursements Packet

= Map of County Regions
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