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TERMS AND ACRONYMS

Authority Having Jurisdiction (AHJ)- The organization, office, or individual responsible for
approving layout drawings, equipment, an installation or a procedure. Usually the AHJ is the
building and/or fire official of the city or county in which the job site is located.

Building Closure Action Plan and Report (BCAP) i The plan prepared by the Controlling
Agency that initiates the building closure
plan for the closure of the building or facility, the technical assistance required, and potential plans
for transition or surplus of the identified building. The BCAP is forwarded to the DCAMM Asset
Manager for informational purposes, review, and input of status data into CAMIS.

CAMIS T The Commonwealth Asset Management Information System. CAMIS is the authoritative
system for land, building and improvement data for the properties of the Commonwealth of
Massachusetts. CAMIS is the also the authoritative file identification and electronic records
repository for building closure and surplus documentation.

Controlling Agency i The state agency with the fielgal control or jurisdictiondof the property as
provided by M.G.L. Chapter 7C, Section 41, which carries with it the right to foccupy, or make
expenditure for the maintenance of, any land, buildings or other state-owned or state-occupied
fa c i | iControkamd jurisdiction does not mean that a state agency is the fowneroof the property
since the Commonwealth owns all state property.

DCAMM i The Division of Capital Asset Management and Maintenance. DCAMM is the agency
responsible for state public building construction and real estate services among other roles for
the Commonwealth. In addition, DCAMM assists other state agencies with building maintenance
needs, provides guidance and review of the closure of buildings, and is responsible for surplus
real estate owned by the Commonwealth.

DCAMM Asset Manager i The DCAMM Asset Manager manages the care, custody, security,
up-keep, and general maintenance of surplus state property, ensures that surplused properties
are properly preserved, secured, and kept accessible to safety personnel.

OFMM 1 D C A M MOffice of Facilities Management and Maintenance. OFMM is the department
of DCAMM responsible for the management and maintenance of DCAMM facilities. OFMM
provides guidance and support to other DCAMM offices, state agencies, and the Administration
on the preservation of capital assets through the development of facility maintenance and
management strategies.

Demolished i Structure destroyed or demolished (CAMIS status)

Division of Professional Licensure (DPL) 7 The DPL oversees a combined total of 38 Boards
of Registration consisting of 167 trades and professions. Ten of these boards were originally
under the Division of Professional Safety, which is now the Office of Public Safety and Inspections
within DPL. DPL/OPSI licenses and regulates more than 560,000 individuals and businesses.
The Building & Engineering Unit is responsible for issuing construction related permits for state-
owned projects and performing inspections thereof; Engineering is responsible for the licensure
and enforcement of individuals operating hoisting machinery or working as pipefitters, sprinkler
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fitters, or refrigeration technicians on refrigeration systems of a 10 ton capacity or greater. Both
Building and Engineering Inspectors conduct recreational tramway, challenge courses, rock
climbing wall, inflatable and other amusement device safety inspections.

The Elevators Unit is responsible for inspecting and issuing permits for new installations, existing
passenger and freight elevators, wheelchair lifts, vertical reciprocal units, and other similar
devices. Under DPL, the Office of Occupational Schools evaluates and licenses these institutions
throughout the Commonwealth for the purpose of educating and preparing individuals for a
business, trade, technical or industrial occupation. The Massachusetts State Athletic Commission
and Regulated Activities Unit is responsible for regulating and providing oversight for boxing and
mixed martial arts events in addition to licensing public warehouses. The Licensing Unit serves
more than 150,000 licensees for construction and related professions annually. In order to ensure
safe access and egress into, within, and around public buildings and facilities for persons with
disabilities, the Architectural Access Board under DPL/OPSI responds to complaints and provides
variances to meet the needs of the communities within the Commonwealth.

Disposed i sold, transferred to a municipality or other governmental jurisdiction, or otherwise no
longer owned by the Commonwealth.

Facilities Management Agreement (FMA) i A comprehensive agreement generally between
DCAMM and the Controlling Agency that governs the respective obligations of each with respect
use, operation, maintenance and repair of the property. The agreement spells out the terms,
permitted and prohibited uses, payment obligations, individual and shared responsibilities,
liabilities, etc. The agreement also includes several attachments such as a SLA, security
protocols, staffing plan, emergency procedures, and an Interagency Service Agreement (ISA),
chargeback or similar funding mechanism between DCAMM and the Controlling Agency that
addresses the transfer of funds necessary to pay for the facility Operations and Services.

In Use 1 Under operation, management and control of a state agency i applies to improvements
built or acquired with state funds and maintained thereafter with state agency funding.

Inactive i Under management and control of a state agency but not in operation T applies to
improvements built or acquired with state funds and maintained thereafter with state agency
funding but are not operational. In CAMIS this designation allows the user to designate the
buil ding as fvacant, 0 fiparot ifanho tvhabcaal nlth,gdclofl rdo)t, hob aol rl

Letter of Intent (LOI) T A basic roadmap of the various tasks and documents that will be required
to implement a transition of a Commonwealth property with anticipated timeframes if known. The
LOl is prepared by DCAMM and reviewed with the Controlling Agency before signature by both
DCAMM and the Controlling Agency at the start of the transition process. The LOI will include
any necessary forms, like the TR-1 or TR-2, to be signed by the Controlling Agency.

License i A fully revocable written permission given to a state or non-state agency to use state
property for a limited period of time, generally not to exceed one-year, subject to terms and
conditions and a license fee. A license is typically given by a User Agency if it is part of a service
contract with a private vendor to further the User Agency onsssion.

M.G.L. Chapter 7C, Section 26 Transfer i Authorizes the Secretary of A&F to transfer
fsupervision and control of maintenance and repair operations for Commonwealth property from
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a state agency (and certain building authorities) to DCAMM. Request for approval is made by
DCAMM and sent to A&F with a TR-1 or TR-2, if available, evidencing the Controlling Agency 6 s
and its Secretariatd desire to transfer responsibility for and supervision of maintenance and repair

to DCAMM. There are specific procedural steps in the statute which must be followed to effect the
transfer. The scope of the transfer of authority to DCAMM is further detailed in the SLM agreed to
by the Controlling Agency and DCAMM; the goal is to have the Service Level Matrix finalized prior

to A&F approval of the M.G.L. Chapter 7C, Section 26 Transfer.

M.G.L. Chapter 7C, Section 33 Transfer i This section governs the transfer of fuse of, and
responsibility for maintenance of building swithin and between state agencies, often referred to
as i ¢ aane control .Carrently, Section 33 only covers buildings and not raw land, and the
transfer restrictions are complicated and not entirely clear. In most instances, any change in the
fpurposes for which such building is currently used or a change in use in excess of 50 percent of
the usable floor spa ¢ ednuires legislation. If no one state agency is using a majority of the
building (more than 50 %), then this section allows the DCAMM Commissioner to assign space in
the building to other agencies.

Mothballed 7 Preserved by Agency Method Unknown i An improvement, generally a structure,
to which preservative measures have been applied prior to its transfer to DCAMM. (CAMIS status)

Mothballed (cold) i Preserved by Agency with Heating Turned Off i An improvement, generally
a structure, to which preservative measures with heating turned off have been applied prior to its
transfer to DCAMM. (CAMIS status)

Mothballed (warm) i Preserved by Agency With Minimum Heating i An improvement, generally
a structure, to which preservative measures with minimum heating have been applied prior to its
transfer to DCAMM. (CAMIS status)

Occupancy Agreement i An agreement between DCAMM and a User Agency that permits the
User Agency to occupy the property subject to various terms and conditions and which includes a
mutually acceptable Service Level Agreement and Intergovernmental Services Agreement (ISA)
or similar funding arrangement to cover the agency 0cests and expenses for facility operations
and services.

Occupant i The individuals or entities that occupy space in Commonwealth-owned property.

Service Level Agreement (SLA) i A document that details each of the specific maintenance,
repair and management services that DCAMM will provide to a User Agency or Occupant of a
DCAMM-Managed Facility and any that may be retained by the User Agency or Occupant. This
document is negotiated between DCAMM and the User Agency or Occupant and forms part of the
applicable FMA, Occupancy Agreement or other similar document.

Surplus Real Property i Real property owned by the Commonwealth that is determined by the
DCAMM Commissioner not to be needed for both the current and foreseeable needs of any state
agency or for the current or foreseeable direct public use by any other public agency in
accordance with the process described in M. G. L. Chapter 7C, Sections 33 and 34. The various
stages of fAsurpluso are:
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9 Surplus to user agency needs 1 after consultation with the executive of the Controlling
Agency (evidenced by TR-1 Form)

9 Surplus to secretariat needs i after consultation with the Secretary of the applicable
Executive Office (evidenced by TR-1 Form)

9 Surplus to all state needs i after polling all other state agencies (must be determined by
DCAMM Commissioner)

1 Surplus to all public needs (other than state agencies) i after polling local officials (must
be determined by DCAMM Commissioner)

To Demo 1 Structure to be Demolished i No longer In Use. (CAMIS status)

TR-1 (Transfer Request Form)i An administrative form signed by the Controlling Agency, which

represents to DCAMM that the property (entire Site unless a portion thereof or right therein, such

as an easement, is retained for use by the Controlling Agency) is surplus to the needs of that
agency (AAgency Surpluso). The form must al so be
Agency, which certifies the surplus status of the Site with respect to all agencies within its
jurisdiction (ASecretariat SurypHouldshé transtemed eithed vi s e s
permanently or temporarily. A fully executed TR-1 form signifies that all agencies within that
Secretariat have no further use for the property, but does not automatically transfer the use of the

property or the responsibility for maintenance and repair to DCAMM. The Controlling Agency

legally retains (i) control over the use and (ii) responsibility for maintenance and repair of the

property (even after the TR-1 is fully executed and even if the property is declared surplus) until:

both (i) and (ii) are transferred to another state agency; or both (i) and (ii) are assigned to DCAMM,;

or (i) is transferred to another state agency and (i) is assigned to DCAMM,; or the property is to

be disposed of to a non-state agency, all of which are subject to Chapter 7C provisions, special

legislation or statute, as applicable.

TR-2 Form i An administrative form signed by the Controlling Agency requesting that DCAMM
assume the responsibility for maintenance and repair operations for the property identified in the
form. The form must also be signed by the Secretariat of the Controlling Agency. The TR-2 Form
does not automatically transfer the maintenance and repair operations to DCAMM. If DCAMM
chooses to accept this responsibility, DCAMM submits a request for approval to A&F under M.G.L.
Chapter 7C, Section 26. If approved by A&F, DCAMM assumes responsibility for and supervision
of facility operations and services, provided there is an agreed upon SLM for the facility or facilities.
The Controlling Agency retains jurisdiction over the use of the property, the provision of mission
related services and any non-state agency occupants that use the property in connection with the
agency mission.

User Agency 1 A state agency that uses and/or occupies a building, facility, improvement or
property owned by the Commonwealth for its agency mission and purposes. A User Agency may
have the exclusive use of an entire building, or in a multi-occupancy facility, it may have the
exclusive use of part of the building and the right to use common areas with other users. A User
Agency is also an fDccupantoand may also be the i C o nihgrAgendy o the property.
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Vacant i No occupancy or activity i This status designates a property that is under the care
and control of a state agency, but is neither occupied nor used by that agency (CAMIS status).

INTRODUCTION

Procedures for the Closure and Surplus of State Facilities dated January 2020 replaces the
Recommended Procedures for Closure of State Facilities dated September 2016.

The new Procedures for the Closure and Surplus of State Facilities provides the following:

Building Closure

T

Defines roles and responsibilities of strategic stakeholders in the physical building closure
process.

Provides cohesive steps, guidelines, and further resources to aid the Controlling Agency
in the physical closure of its vacant state buildings.

Establishes CAMIS as the authoritative system in which to identify, status, and report
building closure; and also establishes CAMIS as the electronic records repository for all
documentation related to the closure of state buildings and facilities.

Building Surplus

91 Defines roles and responsibilities of strategic stakeholders in the building surplus process.

91 Provides the process for the surplus of the state buildings including the actions of the
Controlling Agency and DCAMM.

i Establishes CAMIS as the authoritative system in which to identify, status, and report
building surplus; and establishes CAMIS as the electronic records repository for the
documentation related to the surplus of state buildings and facilities.

1.0 BUILDING CLOSURE
1.1 Summary of Closure Process
The Section establishes and provides the procedures for the closure of Commonwealth buildings
including
1 initiation of the closure process by means of a Building Closure Action Plan and
Report (BCAP) and execution of a TR-1
1 procedures for physical closure of identified buildings
1 documentation of the building closure process and completion
1 use of CAMIS to record and maintain building and facility status information.

Figure 1, Building Closure Process, presents a flow chart of the building closure process
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The Procedures for the Closure and Surplus of State Facilities are not intended to fully address
long-term asset preservation tactics but are intended to specify short-term, low cost steps to be
taken during an interim period before full preservationo r i mo goofta adilding is undertaken.

State owned buildings are vital assets of the Commonwealth and must wherever possible be
secured, preserved, and protected to prevent structural deterioration. Prior to vacating a state
building for closure, it is the responsibility of the Controlling Agency to ensure that all buildings
are secured properly in accordance with all applicable state laws and procedures. The building
Controlling Agency is expected to monitor and maintain any vacant building to prevent the process
of deterioration that can very quickly overcome a building if left unattended. Although the
Procedures for the Closure and Surplus of State Facilities address some of these issues, its
primary focus is public safety and fire prevention.

To preserve and protect state owned buildings the building envelope must be secured, the interior
climate must be maintained and controlled, and the structure must be protected against
vandalism. Additionally, whenever possible, until the state property is legally transferred to
DCAMM, the Controlling Agency is expected to monitor and maintain any vacant building to
prevent deterioration. Procedures for the Closure and Surplus of State Facilities provides
guidance to the Controlling Agency related to the closure and transfer process, key offices and
personnel involved in closing and transitioning a state building or facility, and recommendations
from the Fire Marshal and Division of Professional Licensure for the actual physical closure of the
building. The Controlling Agency shallconsu | t wi t h t he Divsioma Professiohat
Licensure (DPL) inspector, the local fire department, and State Fire Marshal to certify compliance
with applicable regulations prior to closure. Notification should also be made to the Massachusetts
Historical Commission if the building is within its purview.

If the Controlling Agency requires technical assistance in developing its BCAP or assistance
during the actual physical closure of the building it may consult with DCAMM and its DCAMM
Asset Manager.

Procedures for the Closure and Surplus of State Facilities
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Initiation and

preparation of the
BCAP

Roles &
Responsibilities

Lead:
Controlling Agency

Support:
DCAMM OFMM
DCAMM Asset Manager

Figure 1. Building Closure Process

Review and

concurrence of the

BCAP

Roles &
Responsibilities

Lead:
Controlling Agency

Support:

State Fire Marshal
Head of Local Fire Dept
DPL Building Inspector
DCAMM Asset Manager

Building is "Closed"
per the BCAP

Roles &
Responsibilities

Lead:
Controlling Agency

Support:
DCAMM OFMM
DCAMM Asset Manager

Building Closure stat
is entered and

documentation is
electronically captured
in CAMIS

Roles &
Responsibilities

Lead:
DCAMM Asset Manager

BCAP i Building Closure Action Plan & Report
CAMIS i Commonwealth Asset Management Information System
DCAMM i Division of Capital Asset Management and Maintenance
DPL i Division of Professional Licensure

OFMM i Office of Facilities Management and Maintenance
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1.2

1.3

Roles and Responsibilities for Building Closure

DCAMM Deputy Commissioner OFMM 1 Responsible for ensuring the implementation and
management and maintenance of state buildings, including closure and surplus.

DCAMM Asset Manager i Responsible for the management of state surplus properties. Responsible
for providing guidance to the Controlling Agency of the building as regards building closure and surplus.
The DCAMM Asset Manager will also manage and maintain building closure information once turned
over to DCAMM and associated records in CAMIS.

Controlling Agency i As the state agency responsible for the daily management of the state building,
the Controlling Agency will prepare a Building Closure Action Plan (BCAP) to meet the Authority Having
Jurisdiction (AHJ) requirements, and shall forward the BCAP to the DCAMM Asset Manager for review.

State Fire Marshal i Responsible for recommending procedures for the boarding up of closed buildings.
Local Fire Department i Responsible to review the BCAP.

DPL Building Inspector i Responsible for providing the review of the BCAP and provide a site visit to
ensure proper closure procedures.

Building Closure Action Plan and Report (BCAP)

The preparation of the BCAP is the first step in the building closure process to document the Controlling
Agencyd plans to transition a building.

The building Controlling Agency shall initiate and prepare the BCAP and Report, provided as Attachment
Closure 1. A Memorandum of Agreement between DCAMMM and the Controlling Agency is provided as
Attachment Closure 2.

When developing and completing the BCAP, the Controlling Agency consults the AHJ:

9 The State Fire Marshal
9 Head of Local Fire Department
1 DPL Building Inspector

The BCAP shall include all relevant building information including:

w The Contr ol | i mfg théphysioatclogue of phée lauilding or facility
w Requesting technical assistance from DCAMM as required
w Additional information or plans for the transition of the identified building

Once the BCAP is drafted it should be forwarded to the DCAMM Asset Manager. The BCAP will be
reviewed by DCAMM, and the building will be deemed i ©sedoand its status updated accordingly in
CAMIS.

Once the building is properly closed and secured, the Controlling Agency shall complete the BCAP Part
2 Building Closure Report. The completed BCAP certifies that the elements of the BCAP were
implemented and that the Controlling Agency received approval from all applicable offices/authorities for
the closure of the identified building.

Procedures for the Closure and Surplus of State Facilities
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1.4

THE BCAP shall include the following information:

Location and Status of all utilities

Location and status of water shut-off valves (A water plan shall be attached)

Location and status of fire hydrants (attach plan)

Location of electric distribution boxes and status (attach plan)

Gas-operated systems and location of shut-off valves (attach plan)

Information on fire alarm and fire protection systems still in operation

Location of sump pumps still in operation and location of electric distribution box

Status of boarding up windows and doors for each building

Status of outdoor lighting and location of electric distribution boxes

Status of sewage pumping stations and treatment plants which must remain in operation

If applicable, documentation regarding the proper removal and disposal of any/all oil and/or
gasoline Underground Storage Tanks (USTs). When necessary, hire a Licensed Site
Professional to submit documentation in compliance with DEP requirements.

gegegeegeegeeee

NOTE: The Controlling Agency shall remove all files, records, documents and debris from any closed
building. Files and records must be removed in accordance with all applicable laws and regulations.

The BCAP shall also detail how the physical closure was implemented (cold mothball vs. warm mothball
etc.), any important maintenance notes, and other relevant facility specific information. It should also
confirm that all pertinent authorities and offices have certified the closure of the identified building. Once
completed the BCAP and Report must be forwarded to the DCAMM Asset Manager.

NOTE: Before a building or facility can be declared surplus to user agency needs, both the BCAP report
and the TR-1 must be completed. The TR-1, however, does not transfer care and control of the property
to DCAMM absent specific statutory authority or special act authorizing such transfer. See 2.0 BUILDING
SURPLUS for more information on the TR-1 and procedures for declaring Commonwealth property
surplus.

DCAMM shall enter building closure status data in CAMIS.

Building Physical Closure Guidelines Summary

The Building Physical Closure Guidelines (see Attachment Closure 3) are a compilation of actions, which
need to be addressed by the Controlling Agency once a determination of the level of securing or
6mot hbal | ilhigtlke responsibiliyafehe Controlling Agency to assess the building situation and
consult with DCAMM and the A H J t snake a determination which mothball or inactive status is to be
selected for the building. Additionally, the Controlling Agency will consult with the before mentioned
entities to select the appropriate security and structural maintenance measures to be incorporated. For
example, some buildings will require exterior boarding of windows, and/or security guards to monitor the
building. Exterior boarding of windows and doors may not be required or necessary if the building is
reasonably secured, weather tight, or if the building or campus has 24-hour watch services and the
campus is deemed to be reasonably free from vandalism.

Note: Attachment Closure 3: Building Physical Closure Guidelines provides resources for Controlling
Agencies to refer to when deciding which measures should be taken when closing their building.
Specifically, Attachment Closure 3 includes information on exterior and interior structure maintenance,
and the security measure options for unattended buildings.
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14.1

1.4.2

15

Hazardous and Combustible Materials

As a general rule, the Controlling Agency must arrange for the removal of all hazardous and combustible
materials before being closed (unless lawfully permitted as determined by the head of the local fire
department or the state building inspector.) Additionally, the building must be equipped with an automatic
sprinkler system if the building is permitted to hold combustible materials or other hazardous materials.

State Fire Marshal Recommendations

The State Fire Marshal recommends that all accessible floors be secured utilizing one of the following
methods as approved by state building inspector and the head of the local fire department.:

(a) Secure all window and door openings in accordance with U.S. Fire Administration, Board Up
Procedure (see Attachment Closure 3)

(b) Provide 24-hour watch service; or

(© Provide a monitored intruder alarm system at the perimeter of all floors accessible from grade.

The Procedures for the Closure and Surplus of State Facilities assumes that no on-site full-time
security is present.

Use of CAMIS and Records Keeping Requirements

The Commonwealth Asset Management Information System (CAMIS) will be used as the authoritative
system for the identification and tracking of all state buildings statuses by the Controlling Agency and
DCAMM @sosfedd buildings. CAMI S wi || aepository forduilding
closure documentation and reports.

The DCAMM Asset Manager shall utilize CAMIS as the authoritative system in which to identify, maintain
status, and report closed buildings. Using information provided by the Controlling Agency of an identified
building, the DCAMM Asset Manager will enter all pertinent building and status information into CAMIS

Building Closure Statuses
The DCAMM Asset Manager shall update building closure statuses in CAMIS.
Records Keeping Requirements

The DCAMM Asset Manager shall digitize all building closure documentation including reports,
correspondence and email and attach these documents to the building record in CAMIS.

The Controlling Agency is solely responsible for the management of records unrelated to the building
closure plan and report and compliance with the Massachusetts Statewide Records Retention Schedule
issued pursuant to M.G.L. Chapter 4 Section 7(26), Chapter 30 Section 42, and Chapter 66 Sections 1,
8, and 9.
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Attachments for Building Closure

Attachment Closure 1 Building Closure Action Plan and Report
Attachment Closure 2 Memorandum of Agreement for Building Closure
Attachment Closure 3 Building Physical Closure Guidelines
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Attachment Closure 1
BUILDING CLOSURE ACTION PLAN AND REPORT

BUILDING CLOSURE ACTION PLAN AND REPORT

Instructions: Controlling Agency shall complete Part 1 of this form, receive the necessary reviews,
and forward a copy to the DCAMM Asset Manager.

Part 1 Building Closure Action Plan

Building Controlling Agency

Authorized (print name)

Authorized (sign)

Facility Building

Recommended Method for Building Closure

[ ] Mothball [ ] Mothball (Cold) [ ] Mothball (Warm)
Review / Approval from:
] Department of Fire Safety

Name Date

] Local Fire Department

Name Date

] Division of Professional Licensure/Office of Public Safety and Inspections

Name Date

[] Massachusetts Historical Commission

Name Date

Notification to:
] DCAMM Deputy Commissioner OFMM

Name Date

] DCAMM Asset Manager

Name Date

Procedures for the Closure and Surplus of State Facilities
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Attachment Closure 1
BUILDING CLOSURE ACTION PLAN AND REPORT

Part 2 Building Closure Report

Instructions: Once the building is properly closed and secured, the Controlling Agency shall
complete Part 2 of the BCAP, Building Closure Report, to identify and certify that the elements of
the BCAP were implemented. Once completed the Controlling Agency must forward the BCAP to
DCAMM.

Identify methods and actions to close building.

Certify that record files, records boxes, and debris gave been removed.

Building Controlling Agency

Authorized (print name)

Authorized (signature)

Facility Building

Date

DCAMM Use Only: Enter building and facility data into CAMIS.
Date Received by DCAMM Asset Manager: Date entered in CAMIS:

Comments:

Procedures for the Closure and Surplus of State Facilities
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Attachment Closure 2
MEMORANDUM OF AGREEMENT FOR BUILDING CLOSURE

MEMORANDUM OF AGREEMENT
FOR
BUILDING CLOSURE

This Memorandum of Agreement (MOA), made this day of , 20XX, by and
between the Division of Capital Asset Management and Maintenance ("DCAMM"), a state agency
constituted under Chapter 7 of the Massachusetts General Laws, and , a state
agency organized and existing under Chapter of the Massachusetts General Laws (the
"AGENCY") sets forth the terms by which the DCAMM and the AGENCY will work together to
undertake and implement the Facility Closure of at ("Facility")
pursuant to DCAMM Massachusetts State Project Number (the "Project”).

WHEREAS, on or about AGENCY notified DCAMM on its intention to close the facility in
accordance with Massachusetts General Laws, Chapter , Section AGENCY shall

provide DCAMM with a signed TR-1 Form, attached.

WHEREAS, the with Massachusetts General Laws, Chapter by DCAMM and
AGENCY in accordance, Section X

WHEREAS, in order to plan and provide for the closure and maintenance needs of the facility
upon completion of the Project, it is in the best interests of the Commonwealth of Massachusetts,
DCAMM and AGENCY to develop and agree to a Building Closure Action Plan ("BCAP") attached
hereto;

WHEREAS, prior to the acceptance of the MOA, the AGENCY and DCAMM desire to clarify and
identify each of their respective rights and obligations with respect to the MOA for the Facility;

NOW, THEREFORE, in consideration of the mutual promises set forth herein, the DCAMM and
AGENCY agree as follows:

1. Identification and Designation of Operation and Maintenance Team
A. AGENCY Obligations

i. AGENCY shall execute a TR-1 indicating the building or buildings to be
closed and the expected length of time of such closure(s).

ii. Beginning in the , the AGENCY will designate in writing to DCAMM
the specific personnel who shall be responsible for the implementation of
the BCAP on behalf of the AGENCY. Personnel designated by the
AGENCY to serve shall include all those who will be responsible for all
aspects of the Facility Closure.

iil. Personnel designated by the AGENCY shall be required to be active
participants in meetings, correspondence, and on-going reviews of the
Project scope and plans throughout all Phases of the Project.

Procedures for the Closure and Surplus of State Facilities
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Attachment Closure 2
MEMORANDUM OF AGREEMENT FOR BUILDING CLOSURE

B. DCAMM Obligations

i. DCAMM shall designate in writing to the AGENCY a DCAMM Asset
Manager from its Office of Facilities Management and Maintenance (Asset
Manager) who shall be assigned to the Project on behalf of DCAMM.

ii. The DCAMM Program Manager shall be responsible for the oversight,
coordination and implementation of the BCAP for the Project on behalf of DCAMM
shall be required to be an active participant in meetings, correspondence, and on-
going reviews of the Project scope and plans throughout the Project.

iii. During the Project, the DCAMM Asset Manager shall establish a
distribution List for the Project which shall include at a minimum the Agency,
DCAMM Asset Manager and DCAMM Construction Project Manager. The
Distribution List shall serve as the basis for all communication regarding the BCAP
for all communication mediums used on the Project (whether electronic, facsimile
or paper) regarding the BCAP throughout the Project

2. Payment Responsibilities
A. AGENCY Payment/Funding Responsibilities
i. AGENCY agrees that it shall cooperate with DCAMM in seeking sufficient
funding to complete all aspects of the BCAP.
ii. AGENCY agrees that it will be responsible for the cost of its obligations for
activities required to close a facility.

B. DCAMM's Payment/Funding Responsibilities

i. DCAMM shall be responsible to fund its services in the scope of services
attached below subject to appropriation of funds.

IN WITNESS WHEREOF, the undersigned do commit their Agencies to the spirit and letter of this
Agreement and do execute this Agreement under seal.

AGENCY

Building Controlling Agency

Authorized (print name) Authorized (signature)

Facility Building

DIVISION OF CAPITAL ASSET MANAGEMENT AND MAINTENANCE

DCAMM Deputy Commissioner OFMM DATE

Procedures for the Closure and Surplus of State Facilities
February 2020
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1.1 General

1.2 Grounds

1.3 Building Exterior
A. windows

B. Doors
C. Fire Escapes
14 Building Interior
2 Elevator Shutdown
2.1 Elevators Placed Out of Service
3 Fire Alarm and Fire Protection Systems
4 Power Plant
5 Operational and Hazardous Wastes
SKETCHES

Sketch 1 Typical Plywood Window Enclosure
Sketch 2 Window Sections A-A and B-B
Sketch 3 Typical Plywood Window Enclosure and Window

Section C-C
Sketch 4 Tunnel Closure and Section D at Tunnel Closure
Sketch 5 Basement Window, Vent Grill Closure and Window
Section E-E

Sketch 6 Typical Intermediate Support Details for Window Openings
wi der tOhdban 40

Sketch 7 New Emergency Egress Doors

Sketch 8 Window Closure at Special Windows

US FIRE ADMINISTRATION BOARD-UP PROCEDURES
FIRE DEPARTMENT GUIDELINES

MA DEPARTMENT OF FI RE SERVICES ADVI SORY AREGULATO
TO CERTAI N DANGEROUS OR ABANDONED BUI LDI NGS0o DATE

1.1 General

In general, the Building Physical Closure Guidelines requires the removal of all hazardous
and combustible materials unless lawfully permitted and the building is identified by the
local fire department or the state building inspector to be hazardous in case of fire. The
State Fire Marshal recommends that all floors accessible from grade be secured utilizing

Procedures for the Closure and Surplus of State Facilities
February 2020
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BUILDING PHYSICAL CLOSURE GUIDELINES

1.

2

one of the following methods so long as the head of the local fire department and state
building inspector approves such method:

(a) Secure all window and door openings in accordance with U.S. Fire Administration,
Board Up Procedures;

(b) Provide 24-hour watch service; or

(c) Provide a monitored intruder alarm system at the perimeter of all floors accessible from
grade.

(d) Provide signage as nheeded, e.g., Aino

(e) In coordination with the state building inspector and| o ¢ a | fire clrredf,

i/ 0 t® buddmgs as needed.

It is the responsibility of the building Controlling Agency to assess their situation, consult
with the appropriate officials and make a determination as to which method is the most
logical for their particular situation.

The following procedures are a compilation of actions, which need to be addressed by the
building Controlling Agency once a determination of the level of securingor 6 mot h b
is made. A number of items that address the exterior boarding of windows and doors may
not be required or necessary if the building is reasonable secure, weather tight, the
building or campus has 24- hour watch services and the campus is deemed to be
reasonably free from vandalism. The aforementioned guideline is developed assuming
that no on-site full time security is present and that the DCAMM will eventually monitor the
property through the DCAMM Asset Manager.

Grounds

1. Remove all scrub brush, plants, and saplings from ten (10) feet around buildings to
provide clear visibility of building doors and windows for security personnel.

2. Inspect all manhole covers, storm drain covers, and tunnel or vault covers to ensure
they are in place and properly secured. Spot-weld if necessary to prevent theft or
threats to public safety.

3. Remove all brush and undergrowth from around fire hydrants.

4. Repaint or flag all fire hydrants and Post Indicator Valves (PIV) so as to be easily
located.

5. Locate and seal all tunnel manholes and/or ventilation shafts to prevent entrance to
tunnels and closed buildings. Seal all doors and entrances leading to tunnels as shown
in attached Sketch 4.

Procedures for the Closure and Surplus of State Facilities
February 2020
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Attachment Closure 3
BUILDING PHYSICAL CLOSURE GUIDELINES

1.3 Building Exterior (windows, doors and fire escapes)

Seal all windows and doors in wells, basements and first floors up to a height (bottom of
window or door less than 12 feet above grade) as follows:

A. Windows

1. All windows, including basement windows, and other openings with a sill height less
than 12 feet from grade shall be sealed with
40 CMU bl ock as Sketohesnl, 2i3n5 Gand8 c h e d

2. Windows or openings more than 12 feet above grade that are accessible from porch
roofs, entryways and projecting roofs shall also be sealed as per humber 1 above.
See Sketch 3.

3. CMU block shall be properly anchored to existing structure and grouted solid as shown
in attached sketch 5. Face of block shall be sealed, stained or painted with a
compatible weather resistant product. Color shall match the exterior of the building.

4. Plywood shall be cut to fit inside the window opening, with a maximum clearance of
1/8 of an inch. Gap between plywood and opening should not be caulked.

5. Plywood shall be stained on all edges and both faces with a combination exterior grade
stain and sealer. Color of stain shall match the exterior of the building.

6. Pl ywood shall be secaredadby BoO6Bosdpamseiterg t hr
as shown in sketches listed in number 1 above. Where windows are protected by
security bars, grills or security screens on the outside, they shall remain in place, and
the plywood will be installed over the outside surfaces.

7. For operable windows, the top and bottom sash may be left in the open position to
allow the installati on o foperablewindows thepames r i ag e
may be removed where required in order to install carriage bolts through the 2 x 4
studs. The contractor must remove and dispose of glass in a safe manner. Where
necessary, coordinate with DCAMM to test caulking for existence of hazardous
materials and dispose of properly. The contractor must dispose of any portion of the
windows or frames he must remove to install the plywood. He shall provide a new
support as shown in sketches listed in item number 1 above, if existing window frame
is damaged.

8. The Controlling Agency must submit contractor drawings to DCAMM for approval of
any windows or openings to be sealed by any method other than that shown in
sketches listed in item number 1 above.

9. For windows over 48 inches wide or 96 inches in height, the contractor must submit
drawings to DCAMM through the Controlling Agency for approval showing method of
framing the plywood enclosure and the method of securing to the building. Such
method shall comply with the intent of attached sketches.

Procedures for the Closure and Surplus of State Facilities
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10. Consider installing vents to allow for air circulation.
B. Doors

1. An emergency access/egress door shall be provided at the front and rear of each
building, or as otherwise determined by the local fire and public safety officials in
conjunction with DCAMM. Each emergency access/egress door shall be installed as
per attached sketch 7. All locks shall be keyed alike with three (3) keys. One (1) key
will be turned over to the local fire department and the remaining (2) keys will remain
with the Controlling Agency.

2. Emergency access/egress doors are to be painted fire engine red. The building
number and location of the door are to be painted in red on a yellow background as
per attached sketch

3. Doors designated emergency access/egress doors shall be shown on the plot plan,
and a copy of this plot plan shall be given to the local fire department.

4. Emergency access/egress doors must open without binding or sticking.

5. Note: The Controlling Agency shall ensure that contractors replace any hinges or
hardware on these doors so they shall operate properly. Any doors designated as
access/egress doors which cannot be repaired shall be replaced.

6. Al | other exterior doors up to a height (bot
shall be permanently sealed with D0 exterior

Remove and dispose of all screen doors.

Remove doorknobs.

Existing mortised lock to remain and be secured in the locked position.

Cut plywood to overlap door, hinges and door jamb.

Secure plywood with mini mumé6®doohorc@ngalvani

the perimeter of door into the doorjamb and through the center of the door both

horizontally and vertically.

f. If door frame is rotted, contractor shall provide new nailing strip (2 x 4s) to replace
frame.

g. Plywood shall be stained on all edges and both faces with a combination exterior

grade stain and sealer. For doors to be permanently sealed, color of stain shall

match the building exterior.

PO T O

C. Fire Escapes

1. Remove from all buildings, fire escapes and ladders attached to buildings up to a
height of 12 feet above grade.

2. Doors and windows above the first-floor level shall also be sealed per these
procedures if they are accessible from outside stairs and landings or if required by
the Division of Professional Licensure and the local fire department.

Procedures for the Closure and Surplus of State Facilities
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BUILDING PHYSICAL CLOSURE GUIDELINES

14 Building Interior

1.

General Notes For Electricity/Water/Telephone/Gas:

The intent of cold securing a building is to completely discontinue electrical power,
water service, telephone service and gas service to the building by terminating the
services at the street.

Make arrangements with DCAMM to pay all utility bills. All utility bills must be paid
in full prior to acceptance of property by DCAMM.

If unable to comply with this policy based on conditions beyond the control of the
Controlling Agency (due to requirements of the Division of Professional Licensure
and or the local Fire Department), the Controlling Agency must notify DCAMM and
attempt to discontinue, internally, as many services as possible as per below.

Turn off the water supply to the building. Close the shut-off valve located directly
outside of the building. If the outside valve does not shut off the water flow
completely, install new valve. If no exterior valve exists and electrical power is to
remain on, close internal shut off valve, install heat tracing and insulation around
the water main from the inside of the building wall up to and encase the inside
shut-off valve. If no electrical power exists, a new exterior shut off valve must be
installed.

Drain all sanitary plumbing systems and pump out by a suction pump or
compressed air, all residual water in each plumbing fixture trap. Backfill all traps,
including clean-out traps, with anti-freeze.

Drain all hot water heaters, water storage tanks and other tanks containing water.
Do not backfill with anti-freeze any tanks or lines used for domestic water use.

Turn off the electric service to all electric motors operating HVAC equipment. Drain
all HVAC systems of water. Remove all window units and re-seal windows.

Turn off the electric service to all electric motors operating compressor pumps, etc.
Note: If required, and only after approval by DCAMM, do not turn off electric
service to sump pumps used to keep tunnels, cellars, etc. from flooding.

Deactivate electrical systems in the building including lighting, power and electric
motor systems. This can be done by shutting down the main building power circuit
and disconnection from the street. Power systems shall be left in a condition
that they can easily be restarted.

Notify local telephone company to disconnect phone service.

Turn off the main gas shut-off inside the building and the individual shut-offs to
each appliance. For safety reasons, the local gas company must turn off the
gas at the street.

Procedures for the Closure and Surplus of State Facilities
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BUILDING PHYSICAL CLOSURE GUIDELINES

2.1

2.1

10. Remove all trash, debris, objects not affixed to the facility and all personal
property which has been declared worthless. Follow Operational Services
Division regulations regarding the disposal of surplus state property.

11. Properly archive all pertinent records. Notify the Secretary of the Commonwealth,
Archives Division, 220 Morrissey Boulevard, Boston, MA 02125, telephone
number (617) 727-2816. Do not leave any records stored within building.

12. Remove all locksets and latching devices from interior doors, which may hinder
access/egress. This is a Fire Department requirement.

Elevator Shutdown

Provide for elevator shutdown in accordance with 524 CMR 11.00 Elevators Placed
Out of Service.

Elevators Placed Out of Service (524 CMR § 11.02)

All elevators placed out of active service for a period not exceeding one year shall
comply with the following:

(1) The owner or his or her agent shall notify the Office in writing, giving the date when
the elevator will be placed out of service, the reason for removal from service, and the
date of return to service. A current inspection certificate shall be required in
accordance with M.G.L. ¢.143, § 65 when placing it back in service during that year.

(2) The elevator main line disconnects shall be secured in an off position with the fuses
removed. The registered elevator contractor shall certify to the Office in writing that the
elevator was properly placed out of service by securing the main line disconnects in an off
position and removing the fuses.

(3) At the expiration of the one year period, the owner shall either decommission the
elevator in accordance with 524 CMR 11.03 or file a variance application with the Board.

Decommissioning (524 CMR § 11.03)

All elevators not in operation or properly placed out of service in accordance with 524
CMR 11.02 shall be decommissioned. Decommissioning shall consist of the following,
where applicable:

(1) A decommissioning permit shall be required.

(2) The car and counterweight shall be lowered to the lowest landing.

(3) All ropes removed.

(4) Main line fuses removed.

Procedures for the Closure and Surplus of State Facilities
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(5) Service switch opened and the cabinet sealed with a padlock.

(6) Where landing doors remain in place, the doors shall be bolted securely in the closed
position from the hoistway side.

(7) When landing gates are in place, the landing openings shall be totally enclosed and
strongly reinforced.
EXCEPTION: The lowest landing door shall be locked from the landing side.

(8) When a hydraulic elevator is decommissioned the oil pipe line from the hoistway to the
power unit, and the oil in the tank will be removed from the premises. The supply wires
shall be disconnected at the main line switch and at the power unit.

3 Fire Alarm and Fire Protection Systems

1. All fire alarm and fire protection systems must remain active until specific
instructions are provided by the state building inspector and local fire department.

2. The shutting down of fire sprinklers requires a permit signed by the state building
inspector and local fire department. The Department or Controlling Agency will
obtain this permit. Shutting down fire protection systems without a permit is in
violation of M.G.L. Chapter 148, Section 27A and is considered a criminal offense.

3. In the event that the state building inspector and local Fire Department will not
allow the shutdown of the sprinkler system:

a. Note to the Fire Department that there will be no heat in the building as it
is being fAcold securedo; therefore
freeze.

b. Drain interior sprinkler system to prevent freezing, install an exterior PIV

between the street shut off valve and the exterior face of the building. Leave
water main active to PIV. In the event of a fire, the local fire department can
open the PIV and flood the interior sprinkler system.

C. Convert existing system to some form of dry pressure activated system.

d. Discuss and agree with the state building inspector and local Fire
Department any and all alternative methods of achieving fire protection.

4. Water mains supplying the fire hydrants, PIV and other fire protection systems

shall not be turned off.

5. Controlling Agency personnel will meet with the state building inspector and local
fire department and will provide them with site-specific fire protection requirements.

6. Do not remove fire hoses, fire detectors or fire extinguishers from the buildings.

Procedures for the Closure and Surplus of State Facilities
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4 Power Plant

The power plant shall be shut down in a condition of long-term storage (one year) with the
intention of restart with rmuipndo moent hdoedt esrhi alrlath eo
which all systems are drained. The following are the minimum steps required:

1. Power down in accordance with standard operating procedures. Check the boiler
manufacturerods operating manual for specifi
2. Oil delivery should be scheduled prior to shut down, so that a minimum of oil is left

in each tank. The Department should arrange to have all residual oil pumped out
by their supplier as soon after shut down as possible.

3. Allow boiler water to return to room temperature and drain the boiler water.
4. Clean fire and watersides of boilers to remove scale and soot.
5. Install drying agent in both water and fire side of units. Leave manhole access

covers on the boiler open.

6. Drain de-aerator and open inspection doors and trays. Drain all boiler feed pumps
and lines.

7. Drain condensate receiver tank. Open manhole on tank.

8. Drain chemical feed pump barrels and dispose of chemicals in a safe manner.

9. Drain water softener tank and brine receiver.

10. Shut off valves to main water supply. Drain lines.

11. Drain all treated water from equipment.

12. Turn off all steam valves to steam distribution lines leading to the various buildings.
Disconnect the steam lines at the trap or lowest point to drain condensate from
steam lines.

13. Drain down all steam distribution and condensate lines, expansion joints and traps.

14. Contact the DCAMM Asset Manager for the disposition of all chemicals and oils
remaining in the power plant.

15. Remove and properly dispose of all out of service or abandoned UST and AST.
5 Operational and Hazardous Wastes
Contract with an approved hazardous waste firm to remove all stored regulated waste

from the facility. This shall include, but not be limited to, all:
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Medical wastes

Maintenance wastes (paints, thinners, etc.)
Housekeeping wastes (cleaning solvents, supplies, etc.)
Oil and gasoline underground tanks

Food service waste

Po0TO
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Sketch 7
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