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Presentation Overview

* Mission Statement

» Team Effort to Build Department

* New Hires

* FY13 Operating and Capital Budgets

* New Procedures

« Custodial, Maintenance, Projects & Energy
* Financial Systems

 FMD Office Locations

* Looking Ahead
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Mission Statement Tenets

» Department Managers and School
Principals are highly valued customers

 FMD will be professionally managed

 Service life of buildings and equipment
maximized through preventive
maintenance

» Collaborative capital plans will be guide
for the future

 Emphasis on sustainability and energy
efficiency
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TEAM EFFORT

* Ad Hoc Facilities Maintenance Committee
* Built new 63 employee department
» Payroll, budgets, personnel, procedures
« Executed new union contract in a few months
* Leadership of Executive Director
» Extraordinary Efforts by:
— Financial Services
—NIS
—Human Resources
* Cooperation from our Customers
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NEW HIRES
Status of New Hires

Position Status

Financial Analyst Hired — On Staff (Joanne Rebelo)
Custodial Service Manager Hired — On Staff (Jim Testa)

Maintenance/Operations Hired — On Staff (Peter Warfield)
Manager

Project Manager Hired — On Staff (Joe Murray)

Energy Manager Currently Advertising — 11/1/12 Start

5.5 FTE School Custodians Currently in Hiring Process
Mechanical Technician Currently in Hiring Process
Maintenance Craftsman Currently in Hiring Process
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FY13 BUDGETS

Operations

Total

Schools S 4,404,777
Town 1,367,888

Addtl. resources 428,008
Total S 6,200,673

*School Rental Revolver Budgets: Available to
Supplement School Maintenance Budgets
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FY13 BUDGETS
MUNIS Budgets

08,/14/2012 08:59 Town of Wellesley
jrebelo FMD OF BUDGET EXFPEMDITURE EREPORT
A2 oF 9/14/12

FOR 2013 98

ORIGINAL TRANFRS / REVISED AVAILMRELE PCT
011%2202 FACILITIES MAINT FOLICE - EXP APPROP ADJSTMTS BUDZET ¥TD EXPENDED ENC/REQ EUDGET USED

E21010 ELECTRICITY E7,092
521020 NATURAL GAS 20, 2639
E22010 WATER 2,318
E23020 SEWERLGE 3,272
£E24010 BUILDING MAINTENANCE 10, 0EQ
E24030 COTHER CONTRACTUAL SERVICES 5,427
E27021 EQUIP SVC/REPAIR: CUSTODIAN T0E
E43010 BUILDING MER SUFPPLIES 5, ooa
E420eQ CUSTODIAL MLE SUPEPLIEE 2,58%8

57,093 13,515.87 .00 43,577.13  232.7%
20, 268 1,527.81 .00 15,341.1% 3.5%
2,314 455,94 .00 1,BE0.06  13.7%
3,272 728.80 .00 2,543.20  22.3%
10, DBQ 1,622.5% 1,802.50 £,654.91  34.0%
5,427 1,634.00 1, 7&€3.00 2,030.00 @ 6Z.6%

705 .00 16.72 £68.28 c.2k
S, 004 £3.99 2,328.24 2,607.75  47.8%
3,935 1,708.68 744 .25 1,541.07  61.4%

[T = = = = N N ]

TOTARL FACILITIESZ MAINT POLICE - log, 157 i0e, 157 21,e58.c8 E,E74.72 73,823.5% 28 . 2%

01132202 FACILITIES MAINT FIRE - EXP

E21010 ELECTRICITY 32,000
E21020 NATURARL GAS 41,123
E22010 WATER 2,071
523020 SEWEFAGE 5,027
E24010 BUILDING MAINTENANCE 7. TES
524030 CTHEER CONTRACTUAL SEEVICES 7,787
E27021 EQUIP SVC/REPAIR: CUSTODIAN 1,11z
543010 BUILDING M&E SUFPLIES 3,338
E420e0Q CUSTODIAL MLE SUPEPLIES 2,225

32,000 £,078.5% .00 25,821.41
41,129 302.71 .00 40,826.2%
z, 071 z43.92 .00 1,827.08
5,027 203,24 .00 4,123.75
7,788 880.00 z,240.00 4,668.00
7,787 3,353.50 .00 4,433.50
1,113 .00 .00 1,113.00
3,328 248,30 2,447.98 E41.14
2,225 1,324.97 £E75.27 314.65

[ Nl B N W o N

[=]

TOTRL FACILITIESZ MAINT FIEE - EXP 10Zz,478 102,478 12,345,823 5,263,232 82,8e8.84

01152207 FACILITIES MAINT WARREEN - EXP

E21010 ELECTRICITY 35, 100,00
521020 NATURAL GAS 16, 585.24
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FY13 BUDGETS

Capital

# of FY13
Projects Budget
School 42 $611,250
Town 15 282,333
$893,583

FY13 FY14 FY15

School $611,250 S 811,292 S 315,300

Town 282,333 330,049 202,802

Ramp-up - - 981,898
$893,583 51,141,341 $1,500,000

FY16

$ 120,250
31,592
1,848,158
$2,000,000

FY17

$ 220,000
32,349
1,747,651
$2,000,000
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FY13 BUDGETS

School Capital Projects

 FY13 Projects
— $582,458 Construction Projects (Total 42 projects)
— Bid Document Preparation Mostly by FMD
— $79,100 Custodial Equipment
— $29,092 AED Units (School Nurse Managing)
* Progress
— 37 of 51 Construction projects in progress or completed
— All equipment purchased/utilized
« Other Capital Projects
— Middle School: Gym “B” Floor
— Preschool: Hot Water Heaters
— Schofield: 1993 Wing Walll
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FY13 BUDGETS

School Capite
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FY13 BUDGETS
School Capital Projects

Miscellaneous Floor Replacements
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FY13 BUDGETS

Municipal Capital Projects

 FY13 Projects
— $282,333 Construction Projects (Total 15 projects)
* Progress
— 7 of 15 Construction projects in progress or completed
« Other Capital Projects
— $54,264 in six “Carry Forward” Projects from FY10, 11, 12
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FY13 BUDGETS

Municipal Capital Projects
Main Fire Station Roof Replacement

a
::::::
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FY13 BUDGETS

Municipal Capital Projects
Town Hall: Paving, HVAC, Lighting and Space Study
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NEW PROCEDURES

* Web-based work order system
* Financial procedures
* Professional development for staff

 Use of email and electronic timecards

Facilities Maintenance Department (FMD)



CUSTODIAL

Custodial Progress
» Custodial Service Manager — Entry Plan

 All municipal custodians trained on new
procedures and products

» “Green’ certified cleaning products rolled-
out to all municipal buildings

* Uniform Town-wide paper and soap usage
 Training on use of work order system
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CUSTODIAL

Custodial E
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MAINTENANCE

Maintenance Progress

* Maintenance/Operations Manager — Entry
Plan

 FMD Maintenance Procedures
Implemented — focus on “Maintenance
Direct”

* New maintenance staff not on-board
— Qutsourcing for now

Facilities Maintenance Department (FMD)



MAINTENANCE
WEB-BASED WORK ORDER SYSTEM

m | @ https://appl0.schooldude.com/tools/framen P-@BCX || @ Microsoft Outlook Web Access | @ MaintenanceDirect - Advan... * | g How to copy the web page scr...| |

File Edit View Favorites Tools Help
x il
555 (DD Tiger Woods Golf Swing L... a Microsoft Outlook Web A... a Microsoft Outlook Web A... a Get more Add-ons + a HP Games - Top Games *

Town of Wellesley .
’ My Account(192762822) =l ] - Application Links - + Logout

&Y | Maintenance
DIRECT.

Home Calendar New Work Order Reports Services Account Setup

Search for @ Advanced Search Services | Help

Actions: | Add | List | Graph | Report

Work Shortcuts =

Order

Advanced Search - Work Order

1 - 15 of total 39 listed First * Previous Next P LastP
Deascription I:I Request Date I:I Requester ﬂ Assigned To |Location I:I
status O Completion Date |craft O Area Type
Action Taken I:I Building I:I Area Number
Priority |
The door handle of the recreation office is 6/13/2012 Dorothy Gagne Lepage, Glen |Warren Building
loose.

7/12/2012 Key and Lock Office
Closed Work Orders
Medium Recreation Office
already done by another person

The office ac units are not working. the office 7/9/2012 Lenny Izzo Towne, Jeffrey Warren Building
office temperatures are between 87 and 90
degrees. 7/13/2012 Heating/Ventilation /Air Office
Conditioning
Closed Work Orders High Health Offices

T sl moad +o otk dovsin pove office if nat
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8 https://appl0 schooldude.com/toolbox/myd O ~ @ B C X || = Microsoft Outlook Web Access

1% MaintenanceDirect X | g How to copy the web page scr... | |

File Edit View Favorites Tools Help

x a v

55 IO Tiger Woods Golf Swing L. a Microsoft OQutlook Web A... a Microsoft Outlook Web A... a Get more Add-ons ~ a HP Games - Top Games *

T
g Maintenance
@ DIRECT.

Home Calendar New Work Order Reports Services Account Setup

Search for @ Advanced Search Services | Help

Actions: Add | List | Graph | Report

Employee Status Counts

Filtering

Period: Fiscal Year A Role: All A
Wiew employees starting by Last Name:

01234567 89ABCDEFGHIJKLMNOPQRSTUVWXYZALL

91 - 97 of total 97 listed M First 4 Prev15 Next 15 Last

Work

Er;llglcgee Name 5 Submitted Assigned z::m ot In Complete 3; d Closed
Progress

Vassiliadis, Tony 0 0 0 0 1] 1] 0

Technician

Warfield, Peter 13 59 0 34 5} 0 5

Administrator

Watkins, David 4} 50 0 28 5 0 15

Supervisor I

Weibrecht, John 0 0 0 0 0 0 0

Technician

Whittredge, Tom 0 0 0 0 1] 1] 0

Technician

Wylie, Roy 0 0 0 0 i] i] 0

Technician

Zinck, Tom 3 1 o] 0 1] 1] 0

Supervisor I1

— 0 - i P

# First 4 Pprev MNext | Last

m




CAPITAL PROJECT MANAGEMENT

Capital PM Progress
* Project Manager — Entry Plan
— Transitioning from previous role
— Director managed School FY13 projects
« 22 Active Municipal Projects
« PBC Liaison for all FMD projects

 Director managing SMMA Study (FY12
School capital project)
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CAPITAL PROJECT MANAGEMENT

SMMA Study and Capital Plan

Wellesley Public Schools

BUILDINGS LOGOUT CONDITIONS ASSESSMENT AND FEASIBILITY STU

ion); 1956 (Addition); 1993
5); 2008 (Roof, Boiler); 2009 (Part.
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CAPITAL PROJECT MANAGEMENT

Working with PBC and FMD Goals

» Develop uniform design/bid/construction
standards

* Increase project threshold from $25k to $100k
or even $200k

— Allows PBC to focus on larger projects

* Improve overall coordination and
communications

* Goal to streamline process
— Required to complete anticipated projects

Facilities Maintenance Department (FMD)



ENERGY

Energy Management

* Energy Manager Position approved by HR
Board

— Advertising with November 15t Start
— SEC collaboration on interviews

» Operational (Occupant) Opportunities
— Schools (comprise % of FMD)

« Capital Opportunities

— Lighting, pumps (Town Hall), etc.
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FINANCIAL SYSTEMS

Financial Systems Progress
* Financial Analyst — Part of planning effort
* New Procedures and Manual
— Electronic time sheet submittal
— Purchase Requisition & Public Bid Forms
— Budget descriptions
— Checks/balances for approvals
* Director and Managers
— Weekly budget updates to managers
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FINANCIAL SYSTEMS
ELECTRONIC TIMESHEETS

SUBMIT TO FACILITIES OFFICE BY 8:00AM ON WEDNESDAY

S s b PSP P
WEDNESDAY [ | peghious || Tmeotfrous [ | yyat type of Time OFF:
or L] workpertome: [ ]
or (] Mepetomedt

THugsoay [ | )
RegHous[ | Timeoffrours [ | o type of Time Off:
o[ 1 workperformea: [ ]

R
RegHours[ | TimeoffHours [ | What type of

or[_] Work Performed:
or [ Wokberfomed:

saTurDAY [ | RegHours || )
Time offHours [ | What type of Time Off:
or L) workpedormes: [ ]

or l:l Work Performed: |:|
RegHours [ |

Tme offours [ yypa¢ type of Time Off:
o L1 Worperormea: [ ]

or [ Workberormed: ]

Rehous [ ] TimeoftHours [ ] what type of Time Off
L1 Workpedormes: [ ]

L
TUESDAY fegHous [ | Time offHours [ What type of Time Off:

ot :l Work Performed:
or [ Werkberomed: [

Total Regular and Time off Hours: ~ Total OT Hours:

L1 L]

[~ Viewed By Supervisor
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FINANCIAL SYSTEMS
DEPARTMENT PURCHASE REQUISITIONS

WELLESLEY FMD PURCHASING REQUISITION FORM

Fiscal Year: 2013 Date Submitted: Has been ordered/scheduled
Work Order/Project # Date Required: Meghan please order/schedule

All information must be entered for new vendors. Note: New Vendors need a W9

City/State/Zip:
Phone Number:
Email:

Fiske

Hardy

Hunnewell
Chapter 149 Schofield

struction)

Middle School
High School

Freight Method/Terms:

A 20% freight charge will be added to all purchase orders for supplies and materials unless otherwise indicated.

(case, box, each) Catalog #/Item Description

OFFICE USE ONLY (Managers please mark which account you want this purchase charged to):
OBJECT DESCRIPTION MANAGER CHECK WHICH ACCOU RGED
524010 _

ll
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FINANCIAL SYSTEMS
PUBLIC PROCUREMENT FORM

Wellesley Facilities Maintenance Department
PUBLIC PROCUREMENT SUMMARY FORM
APPLICABILITY: Complete and attached this form to Purchase Orders when any one
of the following circumstances applies. Check the box below which applies.
O Supplies and Services (MGL Chapter 30B): For Purchase Orders greater or
equal to $5,000

O Building Construction (MGL Chapter 149): For Purchase Orders greater of
equal to $10,000

OJ Public Works (Non-Building) Construction (MGL Chapter 30): For Purchase
Orders greater than $10,000

O Building Design Services (MGL Chapter 7): For Purchase Orders greater or

equal to $10,000 and estimated construction cost exceeding $100,000

INSTRUCTIONS: When applicable, attach documentation to support that proper public
procurement procedures have been followed in the solicitation of price quotations as
follows.

Supplies and Services (MGL Chapter 30B):

a. Under $5,000: Sound business practice — no quotes needed
b. $5,000 to $25,000: 3 written or oral quotes

i. List oral quotes, or

ii. Reference State Bid List or collaborative (TEC) contract used
c. $25,000 and over: Sealed bids or proposal.

Building Construction (MGL Chapter 149):

a. Under $10,000: Sound business practice — no quotes needed
b. $10,000 to $24,999: Sealed bids. Central Register advertisement
c. $25,000 to $100,000: Sealed bids. CR & newspaper advertisement

Public Works (Non-Building) Construction (MGL Chapter 30):

a. $10,000 and under: No quotes needed
b. $10,001 to $25,000: Sealed bids. CR & newspaper advertisement
c. Over $25,000: Sealed bids. CR & newspaper advertisement & bid bond

Building Design Services (MGL Chapter 7):
a. Qualifications based selection process required.

Facilities Maintenance Department (FMD)



FINANCIAL SYSTEMS
BUDGET DESCRIPTIONS

Wellesley Public Schools

9/17/2012

Facilities Budget Descriptions

Town of Wellesley
Facilities Maintenance Department (FMD) O&M Budget
LINE ITEM DESCRIPTIONS

Object Code

Line Item Title

Line ltem Description

Sample Vendors

Custodial

524091

Other Confract
Services: Custodian

Outsourced custodial services, such as furnishing and cleaning dry mops on a
rented basis.

Unﬁrst. Cintas

542130

Work Clothing

Contract-mandated clothing allowance for Cusfodial Staff for shirts, pants,
sweatshirts, boots/workshoes and winter gear (coats, gloves, hats and storm pants).

Action Apparel, Bobs,
Wark’N Gear

543060

Custodial Maintenance
and Repair (M&R)
Supplies

Custodial maintenance and repair supplies: cleaning products, paper towels/tissues,
plastic bags, custodial equipment (mops, buckets, brushes, floor machine repairs,
vacuum repairs, etc.)

M.D. Stetson,
Goldman Paper,
Alpine, Rovic,

571011

Travel-Mileage:
Custodian

IRS reimbursable mileage for school custodians that use their personal vehicles to
travel between schools.

543060

Custodial Maintenance
and Repair (M&R)
Supplies

Custodial maintenance and repair supplies: cleaning products, paper towelsftissues,
plastic bags, custodial equipment (mops, buckets, brushes, floor machine repairs,
vacuum repairs, ete.)

M.D. Stetson,
Goldman Paper,
Alpine, Rovic,
Eastern Bag

Maintenance

524010

Building Maintenance

This is for outsourced preventive maintenance and other scheduled
maintenance work. Repair and other unplanned, reactionary maintenance is
covered in "Other Confractual Services” (524090). This budget item includes
planned service and preventive maintenance for: computerized work order system,
quarterly fire alarm, annual sprinkler, quarterly HVAC controls, secunty/alarm
monitoring services, pest management (IPM), annual boiler cleaning/tuneup,
quarterly chemical treatment for HVAC systems, annual generator, quarterly
elevator/chair Iift, annual bleacher/gym equipment, annual rollup/coiling doors,
kitchen grease trap and hood cleaning, rainwater recycling system, quarterly acid
neufralization room, annual vehicular gates, porous pavement sweeping, annual
folding partitions, and certan HYAC and plumbing work that cannot be
accomplished by in-house staff.

ASAP Fire & Safety,
Chubb, Power
Products, SAS, Gym
Specialists, Viking,
Bardon's Water
Services, Eagle
Elevator, Industrial
Burner Systems,
Concorp, ATC,
Pappas, Wescor,
Owerhead Door,
Waltham Services,
School Dude
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FINANCIAL SYSTEMS
TAILORED WEEKLY BUDGET REPORTS

aftyler erp solution

oes31/2012 13:17 Town of Wellealey pa 1
jrebelo CSM EXPENDITURE REPORT AS OF 2/31/12 glytdbud

FOR 2013 9%

ORIGINAL TRANFES/ REVISED AVAILAELE
APPROP ADJTSTMTS BUDGET YTD EIPENDED ENC/REQ BEUDGET

524031 OTHER CONTRACT SCV3: CUSTODIAN

01152201 FAC MAINT - TOWHN HALL EXF
011%2210 FACILITIES MAINT: FRESCHCO
01152211 FACILITIES MAINT: BATES
01152212 FACILITIES MAINT: FISEE
01152212 FACILITIES MAINT: HAERDY
01152214 FACILITIES MAINT: HUNNEWEL
01152215 FACILITIES MAINT: SFRAGUE
011%2216 FACILITIES MAINT: SCHOFIEL
01152217 FACILITIES MATINT: UPHAM
01152221 FACILITIES MAINT: MIDDLE =
01152231 FACILITIES MAINT: HIGH SCH

[l Nl s s s s o

TOTAL OTHEER CONTRACT SCVE: CUSTODIAN

[=]

542120 WORK CLOTHING

01152201 FAC MAINT - TOWH
01152210 FACILITIES MAINT:
01152211 FACILITIES MAINT:
011%2212 FACILITIES MAINT:
01152213 FACILITIES MAINT:
01152214 FACILITIES MAINT:
01152215 FACILITIES MATINT:
0115221 FACILITIES MAINT:
01152217 FACILITIES MAINT:
01152221 FACILITIES MAINT:
011%2231 FACILITIES MAINT:
01152239 FACILITIES MAINT: DISTRICT

[y sy o e e e s s

TOTAL WORE CLOTHING

[=]

E43060 CUSTODIAL M&L&R SUPPLIEZ

011%2201 FAC MAINT - TOWN HALL EXFP
011%2202 FACILITIES MAINT PCOLICE -
01152202 FACILITIES MAINT FIRE - EX
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FMD OFFICE
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Looking Ahead
« SMMA Report Results for Schools

— Major projects expected over next 10
years

* FY14 Capital Budget
— Municipal projects on 10 year track
— Schools:
* Mostly design
* Budgets for interim repairs
» Addition of DPW Buildings?
» Additional Staff for above?
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QUESTIONS?
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