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I.  Purpose  

 
 

Sections of A.C.A §6-21-806 provide that; 
 

(c)(1) “The division shall establish procedures and timelines for a school district 
to submit a preliminary facilities master plan or a master plan outline to 
the division before the submission of the school district's final facilities 
master plan.” 

 
(c)(2) “The preliminary master plan or master plan outline shall form the basis 

for a consultation meeting between representatives of the district and 
members of the division.”  

  
(c)(3) “As soon as practicable after submission of the preliminary master plan or 

master plan outline, the division shall hold the consultation meeting with 
the school district to: 

 

(A)  Assure understanding of the general goals of this 
subchapter and the criteria by which projects will be 
evaluated; 

 

(B)  Discuss ways the facilities master plan may be 
structured to meet the goals of this subchapter; 

 

(C)  Assist districts to prepare accurate budgets and 
reasonable project schedules; and 

 

(D)  Provide for efficiency and productivity in the approval 
process for local academic facilities projects and state 
financial participation in local projects.” 
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II.  Preliminary Master Plan  Requirements 
 
Step 1.  Use the Master Planning Tool Web Based Application. 
 

Districts will use the web based tool to revise district information, to indicate life 
cycle deficiencies, facility projects that have been completed and to enter district 
facility Master Plan projects.  Appendix A of these Guidelines contains 
instructions on how to use this tool.   The district can access the tool by accessing 
the Division’s web site at http://arkansasfacilities.arkansas.gov/  going to the link 
for the Master Plan, selecting “Master Planning Tool and signing in using the 
districts log-in information.  The following instructions and Appendix A 
references should be followed when using this application. 
 
NOTE: Internet Explorer 10 requires browser to be in compatibility mode. 
 

a.  Revise District Information:  (i) The district must enter a point of contact for 
Master Plan coordination with the Division [Appendix A, A-6 through A-8].  
Revise other facility data as appropriate.  If entering a new school campus, please 
enter all buildings for the campus.  Districts should review & correct building 
sizes, uses and year opened. If there any building additions, they should be 
entered as separate buildings with a name and description. The name of the 
addition should include the building name plus addition. For example, if Building 
A has an addition built in 1979 the name should be Building A 1979 addition. 
Districts may enter a Change Note to explain any requested changes.  Indicate 
facilities that have been demolished or are no longer property of the district and 
enter a Change Note to explain requests to delete any school or building from the 
district’s inventory.  
[Appendix A, Page A-8]. 
 

 
 

b. Revise and Update District Projects: [Appendix A, Pages A-16 through A-27] 
 

New Projects 
 
1. To indicate “new or continuing needs of the school district with regard to 

facilities”, revise information on existing Master Plan projects or create 
new projects, if applicable. [Projects intended for Partnership Program 
application in the 1517 biennium should be numbered 1516-xxxx-ppp 
or 1617-xxxx-ppp.] 

Lessons 

Learned 

The Division uses building data from the Master 
Plan web tool to compute suitability in the review 
of Partnership Program project applications.  It is 
to the district’s benefit to review and provide 
current and accurate school and building 
information in the Master Plan process. 

http://arkansasfacilities.arkansas.gov/
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2. Provide detailed project scope information.  For space projects describe 
district grade reconfigurations, if applicable.  Describe any conversions in 
detail to include specific information such as what existing space (and SF) 
is being converted to what new space (and SF of each resulting space). For 
warm, safe, and dry renovations, include descriptions of existing and 
replacement systems and quantities.  All project descriptions must include 
general dimensions and construction type.   
 

 
 
Completed Projects 
 
3. To include “a description of all projects completed in the school district”  

                        change the Status field on existing Master Plan projects to Complete.  
             [Appendix A, A-8 through A-9] 

 
4. Enter project information as indicated in 2 above for other completed new 

construction projects and completed “end-of-life” deficiency projects not 
previously included in the Master Plan.   

 
Information should be included for all academic and non-academic locally funded and 
Partnership Program projects that are not maintenance and exceed $20,000. 
 
Step 2.  School District’s Current Enrollment Projection Changes. 
 
If there has been any change in the school district’s enrollment projection since the most 
currently approved Master Plan, provide the Division the district’s current enrollment 
projections for the next ten years by grade.  The district should also provide their current 
enrollment changes and the district’s justification for their revised projections.  If no 
changes are submitted by July 1, 2013, the Division will utilize the enrollment 
projections from the most recently approved Master Plan.  Districts may upload 
enrollment projection changes to Tab 4 of the Master Plan Documents of the Master 
Planning Tool. 
[Appendix A, Pages A-9 through A-10]  

 
 
 
 

Lessons 

Learned 

Although it is not necessary to submit 2015-2017 
Partnership Program project information with the 
preliminary master plan, experience has shown 
that districts have a greater opportunity for 
successful applications if the Division and district 
have the opportunity to review the project in the 
Master Plan consultation meeting. 
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Step 3.  Narrative Analysis  
 
Master Plan Program Rule 4.03.10 
    
The information in this tab provides the foundation for the Master Plan as it contains the 
district’s strategy and vision to provide an adequate education for its students.  The 
district should review their academic programs, delivery methods, and their existing 
public school facilities in terms of current and life cycle condition, suitability, adequacy, 
and ability to address growth requirements.  Districts shall upload their narrative analysis 
to Tab 6 of the Master Plan Documents of the Master Planning Tool . 
[Appendix, Pages A-10 through A-11] 
 
In the narrative, Districts shall address buildings with a zero percent (0%) or less building 
value in accordance to Master Plan Rule 4.04.2.1.  
 
“4.04.2.1 Each academic facility with a building value of zero percent (0%) or less shall be 
discussed in the narrative analysis per Section 4.03.10 of these Rules.” 
 

 
 
Step 4. Deficiencies 
 
If there has been any change in the school district’s deficiencies identified during the 
2004 Facility Condition Assessment as well as life cycle deficiencies added after the 
2004 Assessment, since the most currently approved Master Plan, the district’s should 
update the status of the deficiencies. 
[Appendix A-13 through A-15] 
 
Step 5.  PORs (Program of Requirements for Space Projects) 
 
Districts will prepare a POR for each space project the district intends to apply for by 
March 1, 2014, for the 2015-2017 Partnership Program funding cycle.  PORs shall be 
submitted electronically on the current POR located  on the Division website under the 
Facility manual link.   
 
Existing Campus – Any campus with at least one academic building/facility.  
 
(A) District must submit completed Program of Requirements (POR) contained in 
Section 2, Chapter 5,  Arkansas School Facility Manual for the existing school campus.  

Experience has demonstrated that there is a 
general correlation between the level of detail 
in the district’s Tab 6 narrative and the 
district’s eventual success in Partnership 
Program state financial participation (Prior 
Planning Provides Powerful Performance!) 
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(B)  On Summary sheet enter projected NUMBER OF STUDENTS by grade 
configuration and TOTAL SPACE EXISTING CAMPUS (#4). 
(C)  On Suitability Analysis sheet enter gross area in SF for existing Physical Education, 
Media Center, Student Dining, and Performing Arts program areas if these spaces exist in 
the school. 
(D)  Enter all NEW SPACES included in addition, conversion, or new building project. 
(E)  Enter Quantity and AREA of existing REQUIRED SPACES and Workforce 
Development spaces in their final configuration after any space conversions.  (AREA of 
existing spaces may be estimated.) 
(F)  Submit a POR Summary sheet and Suitability Analysis sheet for ALL schools 
affected by the reconfiguration.  
 
NOTE: If two campuses share spaces, they are considered one campus according to the 
POR. Example: If a K-6 campus shares a cafeteria with a 7-12 campus, the POR should 
be run as a K-12 campus. 
 
 

 
 
 
 
New Campus – A campus that has no existing academic buildings/facilities.  
 
(A)  District must submit completed Program of Requirements (POR) contained in 
Section 2, Chapter 5, Arkansas School Facility Manual as described below for new and 
existing school campuses.   
(B)  For new school campus, enter projected NUMBER OF STUDENTS by grade 
configuration.  
(C)  Submit a POR Summary sheet and Suitability Analysis sheet for each existing 
campus in the district with the same grade levels as the proposed new school or grade 
reconfigurations.  (If district grade assignments are to be reconfigured, existing schools 
should reflect final grade configurations.)   
     (1)   On the Summary sheet enter projected NUMBER OF STUDENTS by grade 
configuration and TOTAL SPACE EXISTING CAMPUS (#4). 
     (2)  On the Suitability Analysis sheet enter gross area in SF for existing Physical 
Education, Media Center, Student Dining, and Performing Arts program areas if these 
spaces exist in the school. (For spaces in the existing school) 
     (3) On the Suitability Analysis sheet under (CHOOSE CORRECT ANALYSIS 
TYPE) toggle or select YES beside the heading SUITABILITY FOR ADDITION PROJECT.    

Although not required, it is beneficial to the district to 
provide documentation for values used in the Program of 
Requirements (POR) summary sheet and suitability 
analysis if the values are not obviously contained in the 
district and school reports found on the Division’s web 
site.  When data is not documented, the Division makes the 
best analysis possible using data in the Division’s web 
site.  Documentation sheets can be found on the Divisions 
web site: 

 

http://arkansasfacilities.arkansas.gov/documents/11-13%20PROJECT%20APP%20BACKUP%20SHEETS%20052610.xls
http://arkansasfacilities.arkansas.gov/documents/11-13%20PROJECT%20APP%20BACKUP%20SHEETS%20052610.xls
http://arkansasfacilities.arkansas.gov/documents/11-13%20PROJECT%20APP%20BACKUP%20SHEETS%20052610.xls
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Step 5.  District/Division Consultations and Reviews 
 
After receipt of the preliminary master plan, the Division will schedule consultation 
meetings with districts to discuss the district’s master plan and to review projects that 
districts intend to apply for in the next funding cycle.  The Division will assist the 
districts in assessing the Master Plan and proposed projects to assist the districts in 
determining each project’s potential for approval and funding.  The Division will assist 
the districts in making any modifications to the Master Plan or projects to meet the 
district’s needs and goals. The district is strongly encouraged to send the Superintendent, 
Facility Manager, Director of Facilities, etc., in addition to any facility consultants.   
 

 
III.   Submission Requirements 
 
Districts must complete all steps electronically using the Master Planning Tool located on 
the Division’s web site. All information must be submitted electronically on or before 
4:30 PM July 1, 2013. The Preliminary Master Plan Guidelines are meant to be a quick 
reference to assist districts in processing the Preliminary Master Plan.  
 
Districts should review the appropriate rules located on the division’s website 
www.arkansasfacilities.arkansas.gov under the Documents link.  
  

 

 
  

The first Master Plan consultation meetings 
conducted in 2011 indicated that there was a 
correlation between more district participation in 
the meetings (superintendents/facility managers) 
and the district’s eventual success in Partnership 
Program state financial participation.  

http://www.arkansasfacilities.arkansas.gov/
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Log in 
 
To Log in to the Arkansas Master Planning Tool, go to the Division web site at 
http://arkansasfacilities.arkansas.gov/MasterPlan2008.aspx and navigate to the 2013 
Master Plan Update icon. 
 
Enter the appropriate credentials in the 'UserName' and 'Password' fields and click the 

 button. 
 
Area Managers will provide school districts with their User Name and Password 
information.  If districts would like their “UserName” and “Password” credentials 
changed, they should contact their Area Manager. 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://arkansasfacilities.arkansas.gov/MasterPlan2008.aspx
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Main Screen 
The initial screen is comprised of three separate components (or frames): The Planning 
Tree, The Information Pane, and The Help and Instruction Pane.  These three frames are 
indicated in bold in the following three graphics.  
 
The Planning Tree 
 

 
 
 
 
The Information Pane 
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The Sign-off Status, Responsible Party and Help Pane 
 

 
 

 

 

The Planning Tree and General Information Updates  

 
Use the Planning Tree to navigate through the different tasks associated with the planning 
process.  These tasks include General Information Updates (District, School, and 
Building), Assessment Deficiency Updates, the District Project Creation for the district’s 
Master Plan, Project Replacement Schedule, Master Plan Documents, and Partnership 
Program Applications.     
 
Click on the '+' or '-' to either expand or collapse the General Information or Deficiencies 
levels of the tree.  
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As seen in the preceding image, the tree has been expanded down to the School level in 
the General Information level of the tree.  With the tree expanded, the user can then click 
on the lower level ‘+’ symbols to expand that level.  This can be done until the tree has 
been expanded to the building level. 
 
By clicking the ‘-‘symbol that occurs after the tree is expanded, the user can collapse that 
particular level of the tree. 
 
Green stars next to a level in the Planning Tree indicate that that level is a New Item.  
Orange stars indicate levels for which updates have been recorded.  A red “X” indicates 
an existing School or building that you are asking to be deleted from inventory. 
 
 
Upon expanding the General Information level of the tree to display the District Name, 
the user can then select the District name to generate the following update screen.  
 
 



  April 24, 2013 

A - 5 

 
 
 

 
In the District Update Screen above, the user is required to complete the information for 
the Responsible Party before any updates can be performed.  By entering their name and 
contact information into the Responsible Party portion of the application, the user enables 
the Division to contact the district in order to clarify issues or concerns with the 
information being collected.  
 
Upon entering the contact information into the Responsible Party text boxes, the user 
then clicks the  button to save the information.  The user is now allowed to make 
updates and edits to the information within the web-based Master Plan tool. 
 
The user can now update the District Contact information or enter information about a 
new school that is not in the tree. 
 
 
To edit the District Contact information, the user clicks on the  button 
as depicted in the following image: 
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By clicking on the Update Info button the user generates the following update screen: 
 

 
 

 
The user can then update the District Contact information directly into the text boxes 
provided and save it to the database by clicking the  button.  If changes are made 
that are not accurate or if the user does not need to update the information, the window 
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can be closed without saving these changes by hitting the  button.  The user is 
returned to the District Information screen. 
 
If the District has recently built or acquired a new school that is not listed with the other 
schools in the Planning Tree, the user can add the school to the system by clicking on the 

 button.  This will generate the following screen where the user can then 
enter the appropriate information into the text boxes and save it to the database by hitting 
the  button.  If information that is entered is inaccurate or not necessary, hitting 
the  button will close the Update School Information screen without saving the 
changes to the database.  The user will be returned to the District Update screen. 
 

 
 

In order to edit the General Information related to both Schools and Buildings, the user 
would follow the same instructions outlined above for the District Update.  At the School 
level, the user can update the School information or enter a new building.  At the building 
level, the information associated with buildings can only be updated. 
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Completed Projects 
 
In order to update all completed projects in the school district the user should click on the 

 in the planning tree. After the projects appear in the 
Information Pane the user should locate the project(s) that have been completed and click 

on the  button. The project information screen will appear and the user should click 
on the button to bring up the project detail screen. The user should find the 

row and to the right there will be a drop down menu that will enable the user to 
change the status by clicking the button and selecting  as depicted 
below. 
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TAB 4    Enrollment Projections 
 
The user can upload the enrollment projections by clicking on 

 tab in the planning tree. The user should expand the 
tab by clicking the     sign and click on . Click the 

 button and the Upload page will appear. Click on the button to 
locate the Enrollment Projections document in the user’s files. After the user has 

located the document, click on the document then click to select the 
document. The document will appear in the  box. Click on the button to 
complete the uploading process as depicted in the following image. 
 

 
 
TAB 6    Narrative Analysis 
 

The user can upload the narrative by clicking on  tab in 
the planning tree. The user should expand the tab by clicking the     sign and click on 

. Click the  button and the Upload page will appear. Click on the 
button to locate the Narrative Analysis in the user’s files. After the user has 

located the document, click on the document then click to select the 
document. The document will appear in the  box. Click on the button to 
complete the uploading process as depicted in the following image. 
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TAB 7 – Insurance Recommended Minimums 
 
As seen in the image above, Districts should click the  button to update the 
recommended insurance minimums. The district must also upload statement of values, 
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riders, etc. by clicking the heading in the Planning 

Tree. Click on  , then click on the   button and the button 
to locate and upload the document(s) as depicted in the following image.  
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Deficiencies   
 
This Planning tool allows the user to update the status of deficiencies identified during 
the 2004 Facility Condition Assessment, as well as life cycle deficiencies added after the 
2004 Assessment.  The user can edit deficiencies to be either “Complete” or “Suspended” 
based on the current status of the deficiency with regards to the district’s planning 
process. 
 
Use the following definitions.  For “Complete”, districts should mark those deficiencies 
that the district has addressed completely.  Do not mark as “Complete” if only partially 
completed and further work is necessary.  For “Suspended”, districts should mark those 
deficiencies that the district does not intend to address at any point in time 
 
In order to edit deficiency status, the user will need to expand the Planning Tree below 
the Deficiencies level to reveal the School level.  At the school level of the tree, the user 
can edit the status of those deficiencies that are specific to the site or campus for that 
school.  The user can also expand the school level of the tree to find the buildings 
associated with that campus.  Clicking on a building will generate a list in the information 
pane of all the deficiencies associated with that building for updating.  
 
 
Below is a view of the school level deficiencies: 
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Below is a view of the building level deficiencies: 
 

 
 
NOTE: Building value percentages are displayed in green ( ) next to each building 
In order to edit the status of a deficiency, click on the  button.   The Status field will 
change to appear like the example below: 
 

 
 
 
The user can now select the drop-down arrow next to the repair cost and generate the 
following list: 
 

 
 
At this point the user may change the deficiency status to either Complete, Suspended, or 
Estimated. Once the status has been changed, the user will click the  button to save the 
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change. Changing the status of the deficiency to Complete or Suspended will remove the 
deficiency’s cost from the database of needs for that particular site or building.  The user 
can edit as many of the existing deficiencies as necessary.   
 
To cancel and edit, the user can click the  button. 
 
District Projects    
 
The last level on the Planning Tree is used for creating District projects.  When the 
District Projects level has been selected in the tree, the user is presented with a list of 
projects in the Information Pane. 
 

 
 
To create a new project, the user clicks the  button.  The user will be 
presented with the project creation screen as shown below:  
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The user can now enter the required information related to the project such as the project 
number and the project name. Project Numbers should be in the following format that 
contains year-LEA- and number:  y1y2-LEA-xxx, where y1y2 are the last two digits of 
the fiscal year that the district will begin the project. For example, 1516 refers to a project 
that will begin in fiscal year 2015-2016 (July 1, 2015 – June 30, 2016).  The middle four 
digits of the project number are the district’s LEA number, including the leading zero, if 
applicable.  The last three digits are a sequential numbering of district projects for year 
y1y2, beginning with 001.   Self funded projects should begin numbering at y1y2-LEAx-
701.   Sample project numbers are 1516-0901-004 and 1112-7401-702.  
 
NOTE: This is the Master Plan entry and the district must submit each project by 
March 1, 2014 when the web tool reopens for the six (6) year Master Plan submittal.  
 
Project Name should be a short description of the project. After the project name is 
entered the user clicks the  button and the  screen below will 
appear.  
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The user should select Partnership or Local under the heading. If 
Partnership is selected, the user should select 
  

or  

 
under the  heading.  
 
If the is selected, the Project Category 
selection and the  box will appear as 
depicted by the following screen. 
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 If the  is selected the Site Systems 
selection and Building Systems selection will appear as depicted by the following screen. 
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 After all the selections have been made, the user should click the button to list 
the district’s campuses and the buildings, and select the corresponding building(s). Once 
the appropriate building(s) have been selected, click “Save”.  Districts are referred to 
Partnership Program 4.05.3(ii) limits applications that include more than one 
campus. 
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If the  project is selected, the user will have to make a selection under the Secondary 
Type heading. For a the user will have to answer if the project is 
replacing an . If so, the project is considered Warm/Safe/Dry Space project 
due to total building(s) replacement as depicted by the following screen.  
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For a space project for a the user will have to select 

from the drop down menu. In addition, the user will have to 
specify if the new building is replacing an . If so, the project is considered 
a Warm/Safe/Dry project due to an existing building being replaced as depicted by the 
following screen. 
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For a  space project the user will select the 

:  from the drop down menu. In addition, 
the user will need input what space is being converted and what the new space will be as 
depicted by the following screen.  
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For a space project that is an space project the user will need to 
select the :  from the drop down menu. In 
addition, the user will specify if the new building is replacing an existing building. If so, 
the user will select the building from the drop down menu as depicted by the following 
screen.  
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For a space project the user will select the and 

from the drop down menu. In addition, the user will input what 
space is being converted and what the new space will be as depicted by the following 
screen.  
 

 
 
 
 
The user shall also make the appropriate selection under the heading.  
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The user shall proceed to the  button to enter a detailed project scope as 
depicted by the following screen. 
 

 
 
 
Project Scope must be complete and must provide sufficient information so that the 
Division can determine state financial participation.  Space and warm/safe/dry/ 
projects must be submitted separately. The project scope should also detail if the project 
costs include any “maintenance, repair, and renovation” costs that are not eligible for 
state financial participation 
 
NOTE: A detailed project scope shall include the amount of SF for both Space and 
Warm/Safe/Dry projects. Additionally, for Warm/Safe/Dry roof projects, details shall 
include what type of current roof system is on the building and the type of roof system to 
be installed.  
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The user will select the  button. The , , and 

are to be entered to identify expected time frames for the project.  The 
should be the estimated time of the final acceptance of the project.  The 

 button generates a calendar to ease the date entry for the user.  If the project includes 
demolition of an existing facility, the user should select and give a detailed 
justification for the demolition. If the project includes a grade reconfiguration, the user 
should select and give a detailed description of the grade reconfiguration in the 
affected schools.  
 
 

 
 

 is a drop-down menu where the user can select a status for projects.  A Partnership 
Program or self-funded project becomes a committed project when a School Construction 
Approval Form is submitted to the Division for the project.  A complete project has 
construction completed, occupancy of the facility, and all state financial participation 
funds, if applicable, provided.  All projects that are not committed, complete, or deleted 
are planned. 
 

 allows the user to input the square footage of the project.  Project area for new 
facilities or facility additions must meet spacing requirements contained in the Program 
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of Requirements contained in the Arkansas School Facility Manual.   For roof projects, 
enter the area of roof system being replaced.   
 
Total Cost is for the total estimated budget for the project. 
 
The user should select the (Academic or Non-Academic) drop-down as it will 
require a selection. 
The user will select the  button. 
 
The allows the user to input expected yearly total 
expenditures associated with the project that includes both district funding and state 
financial participation, if applicable.  Prior actual expenditures should also be entered in 
the   field. The sum of the Expected Annual Funding entries must equal to the 

 field. 
 
 

 
 
All other text boxes and drop-downs are required to be completed accurately.  Once the 

information is satisfactory, the user can hit the  button.   
The user can edit any projects that have been created by clicking on the  button 
associated with that particular project entry.  If an entered project is no longer needed, the 
user can click the  button associated with the project.  This will remove the project 
from the planning application. 
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Once the General Information (Tab 1) for Districts, Schools and Buildings has been 
edited to the satisfaction of the user, they should then “Sign-Off” on this information.  
This allows the system to know where changes have been made.   
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Sign-off Process 
In the Sign-off pane on the lower left-hand corner of the page, there is a  button 
associated with each Tab, as it corresponds to the Master Plan.  The tool populates the 
Status, By and Date fields.  See below: 
 

 
 

 
 
After Signing Off: 
 

 
 
This Sign-off process will be repeated for each tab as you complete entry.



 

B - 1 
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