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 Background

In September1999, the FM Domain Committee met at Engineering Research and Development Center in Vicksburg to finalize document information requirements of the move process as a basis for extending the design of the FM objects of the IFC.  This document summarizes the discussion at the meeting.

The Move Management Functional Area

At the meeting in Washington D.C. earlier, The IAI FM Domain Committee chose Move Management as the best functional area to focus effort in the upcoming months. 

The topic is critical within today's rapidly changing corporations, and it touches on many aspects of facility management, including project management, architectural renovation, telecommunications management, and ongoing maintenance.  

Moreover, the work done at Move Management workshop held last February at Stanford University's Center for Integrated Facility Engineering (CIFE) lab provides the IAI with a good starting point.  

The Charrettes

The CIFE workshop was a "charrette," in the sense that that the goal was to concentrate effort to achieve specific results by the end of the workshop.  The FM Domain Committee is using a charrette format for this functional area in the hopes of spurring active development of the FM objects in the IFC model and of creating a synergy between participants.

The Move Management charrettes will take a similar, results-oriented approach but will do so at a higher level of detail, with the intent to produce an IFC object set geared towards real-world conditions.

To realize this level of detail, the IAI FM Domain Committee has planned separate meetings to examine move requirements, object definition, and issues and resolutions.

Move Requirements Charrette.  (Scheduled for July 7-9, ARCHIBUS, Inc.,  Boston, MA)  The attendees to this charrette will produce a process model and a set of information requirements that any interoperable architecture must support to be practically useful.  The requirements document will be distributed for comment.  This meeting was held be July 7-9, 1999, at ARCHIBUS, Inc.  in Boston, MA.

Object Modeling Charrette.  (Scheduled for September 8-10 or 14-16, 1999, Waterways Experiment Station in Vicksburg, MS.)  The attendees to this charrette will first decide what portions of the Move Management work would have the biggest impact if the information exchange were interoperable.  For instance, the team may decide to focus on refining the room schedule data in the IFC model, because if it were handed over from architectural design to facility management at a defined level of completeness it would be a compelling reason for both vendors of architectural software and facility management software to use an interoperable data set.  The idea is to focus on achievable goals for which there is a demonstrable and immediate benefit for parties in the industry to adopt.

The team will then extend the existing IFC definitions to accommodate these goals. The team will manually walk through the test cases defined in the previous charrette to test their object model.  The resulting object model will be distributed for comment.

Issues and Resolution Charrette.  (Scheduled for November 8-10, 1999, Texas A&M, College Station, TX.)  The attendees to the Issues and Resolution charrette will examine the collected comments on the model, which IAI domain members have reviewed in the context of their own site's move effort or their own software package.  The Issues and Resolution team will alter the model to accommodate as many of the comments as possible.  The result will be an object model that can be added to the IFC.

A second objective of the Issues and Resolution team is to evaluate the three charrette processes as a model for use in refining other functional area within the FM domain.

Not all meetings are appropriate for all members; in fact, one of the goals of holding three different charrettes is to make the best use of the skills of the FM Domain Committee members.  Therefore, not all members will attend all sessions.

The Move Management Charrette
In order to define the process model and information requirements, the committee walked through several "straw man" documents in a series of exercises designed to discuss the informational requirements of the move process in greater and greater detail. 

Here, the "straw man" documents have been revised to include comments raised in the discussion.

· Move Process Diagram.  The committee walked through an IDEF0 diagram detailing the steps of the process and the specific documents handed off between steps.  

· The overview of the diagram is given in a later section of this document. 

· The diagram itself is in the Visio file IAI MMRD Flow Chart.vsd. 

· The spreadsheet IAI MMRD Process.Xls gives additional information on each step.

· Move Information by Actor.  This lists the different actors in the move process and the documents they handle.  The committee skipped this list to move on to the move documents themselves.

· Move Documents.  The committee spent the longest time on these documents.  Working from sets of example move orders, occupancy plans, programs, etc.; the committee pointed out specific requirements for each document.

The documents exercise has relevance even if you consider that an IFC model might change the way the move process happens.  For instance, even if you use e-mail or a workflow program instead of holding project meetings, the same information is exchanged and the same actors must be notified at the same points in the process.

· Identified Nouns.  The committee next rated the types of information presented in the move documents from an interoperability standpoint.  Within the most relevant items, the committee identified the "things" or "nouns" most likely to be objectified.  

For each object, the committee brainstormed to get a set of assertions you could make about the objects.  The committee then categorized the assertions as in scope (i.e. directly supported by move process model just completed) or out of scope (i.e. not supported or derived from the move process model).

The move management information is widely used and interacts strongly with all disciplines; however, the information set is well defined in the documents that are handed off between process steps.    The context of a specific process was key: often when the discussion would have lost focus, the question of what level of detail was relevant to the process or what types of data were actually developed in industry narrowed the scope to a solid and practical set of requirements.

Move Process Diagram

The associated Visio file (IAI MMRD Flow Chart.Vsd) holds an IDEF0 diagram of the move process model.

Model Elements

· Each box is a process or action that must occur within the move.  The processes are numbered for reference (A1, A2, …).

· Horizontal arrows represent specific documents -- the inputs to and outputs from each step of the model.  Each of these documents is numbered for reference (1, 2, …) and corresponds to a document presented later in this summary.

· Downward arrows represent controls.

· Upward arrows represent actors -- the person or persons responsible for performing that action.  In IDEF0 terminology, these are "mechanisms" or "process performers."

Move Scenarios

The process model is a super-set of processes used when executing the following scenarios:

· Individual moves of ten people or fewer.

· Workgroup or "group" moves of a related project team.

· Department moves of 100 people or more.

Other sub-set scenarios include:

· Adding an employee to an organization.

· Mustering an employee out of an organization.

Scenarios that are beyond the scope of the process model include:

· International moves.

· Moving an IT center, such as a mainframe computer room, or specialized equipment, such as DocuTech printing presses.

Move Phases

Please notice that the process model breaks down into four major phases:

· Plan Move—all of the actions leading up to the final go-ahead decision to spend money on the move.  Planning steps are numbered in the form A1, A2, ….

· Design Move—all of the data collecting, evaluating, and specifying actions leading to complete bid documents…

· Bid Move—all of the competitive bidding processes culminating in contracts for movers, contractors, equipment, furniture, technology, etc….

· Implement Move—includes all build-out, installation, move and project closeout activities…

Actors

The process model refers to the following actors or process performers:

· A/E—Architect, Engineer, and technical consultants.

· Builder—Contractor/vendor used for construction and technical installation.

· Executive—Individual(s) authorizing project.

· Facilities personnel—These people are the staff available (either in-house or outsourced) to assist on the move project.

· Move Coordinator—This is the representative of the department manager.  In smaller moves, this will be the department manager themselves.

· Mover—Moving company.

· Operations & Technology Department or Vendor—In some organizations the MIS or IT departments perform this function.  Others outsource the actual horizontal cable layout and installation and perform the backbone wiring and network configuration themselves.

· Owners Representative—Facilities, project manager, or consultant managing the project.

· User—This is the employee or employees being moved.

*Amount of work completed internally will vary with users.

Move Information by Actor

Architect/Engineer (A/E)

1. Move / Project Schedule.

2. Contact list.

All move project team members

Vendors

Internal support personnel - MIS, maintenance, security etc.

3. Location information for both origin and destination.

Addresses

Building Management

Landlord

4. Space requirements:

Amount of Space

Types of Space

5. User requirements:

F&E (furniture & equipment)

Electrical

Lighting

HVAC

Voice and Data

Security requirements

Special room requirements

Files and Storage Requirements

Adjacency requirements

CAD and CIFM standards

6. Existing floor plans for personnel being moved including furniture inventory and office numbers.

7. Shop drawing generated by other vendors or the end user.

Builder

1. Move / Project Schedule

2. Move Project Team Contact List

3. Existing floor plans for personnel being moved including furniture inventory and office numbers.

4. Complete set of construction documents.  New floor plans for destination including, furniture plan, voice and data plan, electrical plan and office numbers.

5. Special requirements such as ADA compliant items or configurations.

Building Management

1. Move Project Schedule

2. Project Team contact list.

3. List of Vendors / Contractors working in the building.

4. Insurance certificates for all vendors / contractors working in the building.

5. Delivery schedule for furniture, equipment etc.

Department Manager

1. Move / Project Schedule

Include estimates of down time

2. Limited Contact List:

Facilities contact

Voice and Data Contact

3. Budget / Costs estimates.

Executive

1. Capital Expenditure Approval (CEA).

Facilities Manager – Internal

1. Move Project Schedule.
2. Project Team contact list.
3. Cost Estimates / Budget.
Furniture Vendor

1. Move / Project Schedule

2. Location information for both origin and destination.

Addresses

Building Management

Landlord

3. Existing floor plans for personnel being moved including furniture inventory and office numbers.

4. New floor plans for destination including construction documents, furniture plan, voice and data plan, electrical plan and office numbers.

5. Special requirements such as ADA compliant items or configurations.

General Services

1. Updated employee locations, e-mail addresses and telephone numbers.

Human Resources Manager

1. Updated employee locations, e-mail addresses and telephone numbers.
2. Updated employee status.
Move Coordinator

1. Move Project Schedule

2. Move Project Team Contact List

3. Occupancy Plans

4. Cost estimates / Budget

5. Furniture Plans

6. Voice and Data configurations

Moving/Furniture Vendor

1. Move / Project Schedule

2. Move Project Team Contact List

End user

Vendors

Internal support personnel - MIS, maintenance, security etc.

3. Location information for both origin and destination.

Addresses

Building Management

Landlord

4. Existing floor plans / occupancy plan for personnel being moved including furniture inventory and office numbers.

5. New floor plans / occupancy plan for destination including furniture plan, voice and data plan and office numbers.

6. Existing furniture inventory.

7. Special equipment that needs to be moved.

8. Access information - when can they get in to the building etc.

Owner’s Representative

Everything.

Security

1. Mail Room, Copy Center, Shipping and Receiving List of Vendors and Contractors who need access to the buildings - during and after regular business hours.

2. Project Schedule - including work being done after hours.

3. Facilities Contacts

4. Delivery schedule.

User (Person Being Moved)

1. Move / Project Schedule

2. Contact list limited to:

Departmental contact

Facilities contact

Voice and Data contact

3. Moving instructions.

4. Packing boxes and labels.

Voice and Data Personnel or Vendors

1. Move / Project Schedule

2. Contact list.

End user

Vendors

Internal support personnel - MIS, maintenance, security etc.

3. Location information for both origin and destination.

Addresses

Building Management

Landlord

4. Existing voice and data equipment inventory and cabling capacities.

5. New requirements for voice and data - both equipment and cabling.

6. Existing voice and data plan for personnel to be moved including name and office numbers.

7. Full set of construction documents including electrical, HVAC, furniture and equipment and voice and data.

8. New occupancy plan for destination.

Move Forms and Documentation

A0 REQUEST MOVE

For group and department moves, the request is more general.  Facilities collects the detailed information for performing the move as a separate step.

· Move Request Number.

· Requestor Name and Contact Information.  Phone Number.

· Request Date.

· Number of People to move by Employee Standard.  “By stripes.” For instance, “please move 30 accounts payable personnel to the second floor”.

· Please find space for a new group of 20 people working on market research for the Tide product line.

· Approval Authority.  Who OK’d it.

· Cost Center.

· Requested Completion Date.

· Reasons for move. 

“Our lease is expiring.”  

“Move is part of the corporate consolidation program."” 

"Marketing is expanding into our space and our department must move.” 
“Our department has been ‘right-sized’ and no longer needs the same amount of space.”

(Object?, Input to A1) Move Request /Move Order 

A move request or move order is the beginning step for a move. It specifies either an individual move or a department/group move. For an individual move, the individual or the department manager makes the request.  In this case, the move request is likely to specify more detailed data about the move:  the requested destination, move date, furniture or equipment to move, or special requirements.

For a group or department move, the department manager makes the request. In this case, the request is more general, on the order of "Please move the IC Design Team to the second floor."  For these moves, the facility department and Ops and Tech will get the details for each person's move during the planning stage.

A1 PLAN MOVE

All of the actions leading up to the final go-ahead decision to spend money on the move.  Planning steps are numbered in the form A1, A2, ….

A11 Estimate Move Cost

This is an estimate of all the costs for the proposed move.

· Test the validity of the request.  Part of the work of generating the estimate is to test the requirements against your space inventory. “Yes we can move those people to the second floor, but there is asbestos there and it will cost $30,000.  Should we proceed?”

· Description.  “According to the contractor we usually use , …”  “The costs are larger than typical, because the requested destination would require IT to install fiber-optic lines to support the requisite video connections.”

Objects

1. Cost Estimate. 

Assertions

1. The cost estimate is composed of the costs of many elements.

2. The accuracy of the cost estimate can be affected by the schedule.

A12 Schedule Move

For group and department moves, the facility project planner or the architect will establish estimated dates for key milestones as an aid to planning. A move is divided into a list of phases, each of which is a list of tasks. Phases roughly correspond to the steps in the process diagrams.

· List of tasks: 

The Task, 

the Resource who will do it, 

the in-house responsible party to get it done, 

Start Date (Identifies which activities are weekend activities)

End Date

Actual Completion Date.

Whether Completion Date is on critical path.

· Important trigger dates:

End of Planning Date.  Is a fixed date so that you can stop planning move and actually execute it.

End of Construction.  No more changes to the construction so that you can begin move.

Rent Commencement.  Organizations hate to pay double rent.  This is a fixed date negotiated with the landlord.

Move Dates.  Most important dates are the move schedule: when end-users should move, when HR and mailroom know when people have actually moved.

Examples of important trigger dates:
Construction Documents Done

Studs Installed

Electrical and Cabling Work Done

Walls Finished

Carpet Installed

Furniture Delivered

Employees Moved

Punch list Cleared

· A move project can have multiple phases, each of which has a similar sequence of events.

Move Project ID

Multiple move Phases

Multiple move Tasks. 
Each task has the following aspects:

Resources

Responsible party

Projected days

Projected completion

Actual days

Actual completion

Assertions

Statements in Scope

· The project schedule is composed of many tasks.

· Some tasks record critical dates.

· Actors need to be apprised of critical dates.

· Project schedule tasks have:

planned and actual start date, 

planned and actual finish date, 

responsibilities (to do the task and to pay for the task), 

status (in-progress, completed)

· Project schedule tasks produce notifications.

· Project schedule tasks have assigned resources (equipment to perform the task).

· Some Project schedule tasks are on a critical path.

· Project schedule tasks can be milestones.

· Project schedule can distinguish between regular hours and overtime hours.

· Project schedule tasks can be related based on start dependencies, finish dependencies, or start to finish dependencies.

Statements out of Scope

· Project schedule tasks have precedence relationships
A13 Determine Move Team

This process identifies team members that are necessary to complete the move.  The number of team members will be dependent on the scope of the project.  Possible team members include:  Owner’s representative, Architect/engineer, Mover, Users, Builder and Executive (see section on Actors).

A14 Approve Project

Submit CEA

The Capital Expenditure Approval (CEA) is based on the detailed project budget and is submitted to high level management and finance for review / approval.  Sometimes this may require a series of approval signatures having signature authority. These approvals may include manager approval, accounting approval, facilities approval  and IT approval.  When the budget estimate is approved, the "move request" gathers approval signatures.  Once approved, it is a move order.  

A CEA typically consists the following items: 

· Project Number

· Description and Justification.  Including summary of alternatives that have been considered.

· Cost Centers to be charged.

· Breakdown of lease provisions.

· Change in operating cost.

· Sometimes need cash flow projection.

· For government move only: Source of Funding.  Military, Civil, Revolving Fund.

· Locations Moving

· Total Number of People Moving

· Total Number of Equipment Moving

· Cost Summaries for both capital and expense:



Furniture



Equipment



Telecom (some are expense)



Relocation (expense)



Construction



Write-offs.  Fixed assets that are not fully depreciated that you are abandoning.

· Summary of Incentives.  Either from work letter from landlord, tax credit from government.

· Project Schedule, which includes Project Start Date and Project End Date

Approve CEA

The approval signatures are added to the CEA.

Cost Approval by:

Facilities

Finance

Business Unit Manager.  May need to route approval to other levels of organization.  For very large moves, it has to go to the Board of Directors.

“Seed Phase”

From the estimate, the authorizing manager may approve a "seed" phase to fund facilities collecting the detailed requirements for the actual move documents.

· Authorization of Scope.  Authorize project x to move 30 people for 1M dollars in a project that will take 8 months.

· Signed Authorization to Perform Move Planning work.  Authorize spending some “seed money” (10-15K) to develop program, drawings, specs, etc.

· Needs Signature of Approval Authority.  

A2 DESIGN MOVE

A21 Appoint Move Team

The purpose of this process is to mobilize the team that is necessary to take the project through the bid process.  This may involve contracts with outside consultants.  For example, on larger moves, A/E and other consultants may be hired.

On individual moves, there is no CEA.  Facilities just goes ahead and schedules the work.

· Work Order Number.  Work order would contain craftsperson assigned to do work.

· Blanket P.O. Number. Outside vendor under master contact sends a bill under this P.O. Number.

· Craftsperson Assignment.  If there is no separate work order, the document with this Move Request Number is used as a work order.

A22 Collect User Requirements

Assertions

1. Equipment (see section on Assertions)

2. Furniture (see section on Assertions)

3. Jacks (see section on Assertions)

4. Employees (see section on Assertions)

5. Spaces (see section on Assertions)

General Description

A move program contains both input and output. The input presents information such as vacant spaces, departmental adjacency requirements, employees to move, and space, furniture and equipment standards. Based on the input, a master plan can be generated showing required square footage of spaces, department locations down to the detailed level of room plans. 

Gather Move Requirements
· Furniture

Furniture Configuration.  The furniture standard that the destination needs to accommodate this person’s function. 

Furniture Layout.  As at Visio, the end user is allowed to lay out their space.

Furniture Assigned to Employee.  Normally furniture assigned to employee (such as chair and extra file cabinets ) will move with the employee.

Special furniture the person will need, such as whiteboard, projection screens, etc.

· Power.  Examples of power requirements include 15Amps vs. 20 Amps, special plug a copier will need, and UPS that a computer needs.

· Executive Moves. For executive moves, his personal furniture has to be moved with him, such as artwork and effects. The executive typically needs a private bathroom, wet bar and shower.  A VP prefers mahogany finishes. Photographs of the exact layout of executive offices are necessary before the move.  

· Ergonomics Requirements.  

Right or left handed desks.  

Specific chair requirements.  

Accommodations for specific disabilities, e.g., mounting heights, wrist pads for people with carpal tunnel.  

Lighting for marketing needing special color lighting.  

Acoustic privacy for confidential HR requirements.

· Proximity Requirements.  Examples of proximity requirements include “must be near training facilities, test labs, or libraries”.

· Security.  

Certain confidential files to lock.

Needs security card or keys for new area.  

Needs parking permit.

· Voice and Data Cabling Needs

The voice and data cabling requirements are prepared by Operations and Technical Services. It is a detailed summary of voice and data cabling and equipment needs.  This information is obtained from the move request form, the program and from interviews / surveys of the user group.

· Information Technology Requirements

Connections:

Network Connection (sometimes Subnet connection in order to reduce network traffic)

Modem Connection

Voice Connection

Video Connection

Internet Connection

Fax Machine with Fax Number.

Type of Computer Required.  For instance, a CAD person might require a larger screen.

Printer(s)

IP Address 

Database Servers Accessed.

Applications Used or Accessed.

Telephone.

One line, two line, speaker, call forwarding, etc.

Telephone Profile.  

Call group.  Conferencing.  

Third Party Services. Reuters connection that might involve pulling another horizontal cable.

Inventory

· Existing Vacancies

Inventory of existing vacancies is the first step in determining available space. If the available spaces do not meet the move requirements, new leases or new construction projects will be necessary. In inventory of existing spaces, the following factors are important:

Building Efficiency Ratio (ratio of total area of circulation space plus auxiliary spaces vs. usable area)

Number of vacancies by space standard type

· Existing Furniture

The goal of inventory of existing furniture is to use the existing furniture to meet the requirements of a new furniture layout. Excess furniture in the inventory will go to the warehouse. When inventory of existing furniture, both items in the warehouse and items that the furniture manufacturer is warehousing for you should be considered. 

Process of doing the inventory:

Must be made easy for the user, otherwise it will not happen.

Doing this for the move may required different information than doing the inventory for asset tracking.

The furniture vendor may be asked to do the inventory, since he can do this to the necessary level of detail.

For free-standing furniture: 

Start with some list of standard furniture items

The inventory is standard type, room location, and quantity.  The standard type will differentiate color (if this is important) and manufacturer (if this is important).

For systems furniture:

There are two inventories: one is at a corporate standards level; the other is at the level of furniture components.

The corporate standard level inventory is of number of furniture standards (e.g. office type 1) or of assemblies (e.g. left handed pedestal, right handed pedestal, 12” bookshelf).  This level of estimate is of standards and their location or assemblies and their location.

The list of standards is the most basic level of component.  If you had a furniture vendor specify your furniture system in the first place, this information is in the furniture plan or the original spec.  

From an interoperable standpoint, if you can get the inventory down to the level where the vendor can infer the necessity of standard hanging brackets or connectors, the inventory is detailed enough.

The inventory is then:

Manufacturer.  (Which product line.)

Model Number.  Implies a Description.

Count

Of all item for this Phase, Department (or organizational boundary) Floor (or physical boundary).

You do not count items that are damaged to the point of unusability.

If you are going to refurbish items in the move, you break out counts of items that need to be refurbished in separate records.

The count includes brackets and connectors.

This structure works for warehoused material as well.

From the new layout and extra items to be warehoused, you do the same kind of count as above.  

Individual Items.  There are some items that do not follow a standard that must be inventoried per-item, such as plants, artwork, and signage that needs to move. 

· Existing Voice and Data Equipment

An equipment take-off both presents an inventory of existing equipment and specifies the requirements of new equipment needed. The goal of inventory of equipment is to meet new requirements. Excess equipment will go to the warehouse. An equipment take-off contains the following fields: 

Inventory of existing telephones that will move.

Inventory of common IT equipment that will move, CAD stations.

Inventory of existing common equipment (Water coolers, A.V. equipment, vending machines, shredders, postage, etc.)

For each piece of furniture, the following information needs to be specified:

ID Number or Barcode, if exists.

Standard, if exists (e.g. is a “shredder”).  To get counts by standard where possible.

Room location

Whether is to be reused, surplus, or unserviceable.

· Existing Voice & Data Cabling

This results in a plan of jack locations and a list of all in-place horizontal cabling. Specifically it has:

Jack locations.  This ends on Equipment, Signal and Power Plan.

Cable Termination.  In the TC closet.

Suitability.  Does this suit your current cable standards? Not only in terms of data capacity and compatibility with your network, there are also fire and off-gassing regulation issues concerning older cables.

Input Objects

The following is a list of required data that are input to the collect user requirements process. 

· List of employees being moved, broken down as follows:

by department

by functional group

by job title

· List of required common spaces.

Standard common spaces such as kitchens, cafeterias, and break rooms.

Special Spaces such as Reception and Private dining.

Needs for Common Spaces.  For instance, conference room might needs blinds.

· List of support space.

File areas, conference rooms, storage rooms, supply closets.

Support space needed including furniture requirements, cabling and equipment requirements.

· Departmental adjacency requirements.

Matrix 

Bubble diagram

· Space standards by job title

Square Footage

furniture layout.  For workstations with systems furniture, this is rigid.  For offices, this is looser.  This tends to be “what furniture” rather than “what layout”.

Loss Factor.  Circulation area within the building. 

Estimated Cost

Per square foot

Per space standard (varies with quality)

· Furniture standards by job title

Type of Furniture and how many

Task Light

· Company furniture standards - manufacturers, finishes, standard configurations.

· Corporate Furniture Standards.  They correspond to space standards. They are a place for the interior designer to start. -more loosely in the case of private offices.  Typically they limit yourself to a couple of vendors so that you can reuse parts, vendor will warehouse for you, etc.

· Equipment standards by job title. For instance, CAD Operators need larger monitors, marketing needs scanner.

Projection devices.

Number of Voice Jacks

Number of Data Jacks

Modem Jack

Fax Jack. 

Number of Utility Outlets.  E.g., 4 duplex outlets per station.

· Common Equipment Standards

Clocks

Copiers

Shredder

Fax Machines

Printers and Plotters (e.g. 1 laser printer per 10 people)

Scanners.  (e.g. wide carriage flat-bed scanner)

Mail Room Equipment.  Scales, postage meter.

Conference Room Equipment.  Teleconferencing equipment, projection equipment, videotape player.

· Special requirements - space, furniture, lighting, cabling etc.

· Corporate Standards.  Every corporation claims to have them.  There is a large universe of users.  You end up with “guidelines” rather than standards.  Standard furniture layouts are common in cubicle layouts; they are less common in private offices.  Here the focus is on square footage allowances; however, this still has to change based on geometry.

· Seniority.  Some companies assign window spaces, parking spaces, choice of office location or cube, etc. based entirely on seniority.

Output Objects

· Total amount of usable square footage required and broken down by:

department

functional group

support space

special requirements

· Quantity of furniture by manufacture and style based on standard. Going to refine this when you do the actual furniture layout and employee interviews.

· Quantity of equipment by make and model based on standard.  Will refine this figure when you do the equipment plan and the employee interviews.

· Estimated Costs generated from standards and your list of special items.

A23 Evaluate Alternatives

Available Space Analyses

When reviewing the feasibility of a move, you compare your program requirements against a series of available spaces. The analyses usually involve the follow aspects:

· Room Plan based on space standards 

· Block Plan of departments arranged by adjacency requirements. A block plan also shows usable areas, support areas, and circulation areas.

· Employee Loss.  If you move, you will lose a certain number of people depending on the distance of the move.  There are relocation costs, separation costs, dual operation costs, and recruiting costs.  Some corporations move just to lose people.  The loss ratio depends on the demographics of your current staff.  You can do an analysis based on zip codes.

· Proximity to Customers and Warehousing.   Raw material distribution facilities. 

· Proximity to Public Transportation.  Quality of transportation network and infrastructure.  How well does this site function for our business.  

· Corporate Image.

· Corporate Culture.

· Tax Liabilities.  Sales and Property taxes.

· Floor Plate.  For back office space, you need a larger amount of space (e.g. 40K sq ft) to justify. For executive offices, 20K sq ft would be considered.  Shape (geometry) of the floor plate should be considered as well as some shapes will not work for your standards.

· Suitability of Existing Space. 

New Leases

When the available existing spaces do not meet the move requirements, new leases will be considered. In leasing new spaces, the following factors are important:

· Usable spaces of a new lease

· Building Efficiency Ratio.  “In a tight market, you measure the building from the center of the street to the center of the street.”  “We’ve got modified BOMA.”

· Cost of Lease

Rental Rate

Escalations

Work Letter (Landlord allowance for build-out). This is a function of market conditions.

Other Governmental Incentives (Job credits )

· Quality of Space (Type A, B, etc.)

· Other Amenities: Views, Parking, Elevators, Airport Proximity, etc.

New Construction

When the available existing spaces do not meet the move requirements, new construction will be considered. In constructing new spaces, the following factors are important:

· Building Efficiency Ratio. The usable area ratio should be maximized for an efficient use of the new building.

· Construction Costs

· Other Governmental Incentives

A24 Specify Move Documents

Assertions

1. Drawing Elements (see section on Assertions).

Occupancy Schedule

An occupancy schedule is a schedule of all the non-graphic data associated with the moves. It is used to capture pertinent information for the move so everyone is working from one document. 

An occupancy schedule is the most important frame of reference for a move. It specifies detailed requirements for a move, including employees to be moved, their voice, data, and equipment requirements, and their affiliated department, and “from and to” locations. An occupancy schedule contains following fields:

· Cost Center is specified with the project name and was agreed on at the time of the preliminary estimate or the CEA.

· Header includes

Project Number

Move Date

Department and Workgroup Name

Move Coordinator and Contact Information.

Phase (for phased moves)

Revision Date

· Per Employee:

Employee Name

Employee Number 

Old Location

New Location

Old and New Faceplate.  Usually one faceplate. Usually trace a faceplate with multiple data jacks and multiple voice jacks.

Old and New Phone Number.  Usually one.

Fax Number.  Usually only one.

Voice Service Profile

Typically one.

Phoneset Type

Phone Configuration (call group, etc.)

Data Service Profile

Usually one.  Often many profiles needed for one employee.

Equipment Type.  PC, Sun, Reuters Terminal.


Number of CPU’s.  Number of Monitors.


Nodes


New IP Address


Type of Network Connection.


Login Address.  Often more than one.


Configuration Profile.  (e.g. Internet access? )

Equipment Number.  Or barcode.  (Same issue for any serialized asset that moves with the employee.)

· Shared Devices in new location.  These are locationally based: sometimes people have to look at the printer name posted above the nearest printer and connect themselves.

Develop Block Plans

A block plan is a drawing showing the square footage and locations of departments according to their adjacency requirements. On a block plan, blocks represent departments, work groups, or support functions (e.g., dining, break rooms, reception).

Block plans are necessary for a large move project. They are an intermediate step to solve a complex move problem when a large number of departments/groups or affinity relations are involved. 

· Blocks are aggregations of space.  They represent the hierarchy of the organization.

· If you are multi-tenanting a floor, the block plan:

May be a business unit

Usually: Departments

Sometimes Workgroups

Occasionally: business unit or support functions.

· Blocks have:

Area.  Usable plus secondary circulation as a function of the usable.

Department.

Building

Floor

· Blocks do not overlap.  

· Blocks do not represent physical forms.

· Blocks do not necessarily fit neatly within the available floor boundary. They are usually rough squares first, then finalized into available shape of floor.

· Block plans are similar to bubble diagrams, but take a step further.

Develop Drawings (Space Plans)

Both a space plan and an occupancy spreadsheet represent spaces when occupied either before a move or after a move.

A space plan shows intuitively the “from and to” locations. It includes rooms’ numbers and is often color-coded or “pattern-coded” by groups and phases. An a space plan contains following information:

· A space plan is labeled with:

Room Name

Room Number

Employee Name (occasionally)

Column Grid (sometimes)

· Key-planned for large buildings or multi-building moves.

· A space plan often shows who is moving into the space and who is already in the space.

Develop Drawings (Furniture Plans)

A furniture plan represents either an existing furniture layout or a new one.  It is often prepared by the furniture dealer or architect.  It is a detailed drawing that specifies exact furniture configurations and components for each room on the floor plan. A furniture plan is also issued as a small format drawings and blow ups.  Often the blow ups are copied and taped to the office doors.

· Furniture Standards. Part of the furniture drawing set is a set of standard furniture configurations.  These are separate sheets showing the standard furniture arrangements for each closed office type and cube type.  These are issued to the installer, facility project manager, and the mover.

· Non Standard Office Details. You also need a per-office “blow up” drawing for each non-standard office.   Have a reference Number.

· Furniture Plan.  For the installer, this is a large-format drawing.  This is color-coded according to the furniture standards.  The drawing also has the furniture standard number (e.g. “B3”).  If the room is non-standard, it will be indicated.

The plan is used for the take-off, so it must be big and legible.

The plan shows location for power feeds and voice and data jacks so that you can locate furniture.  For systems furniture the power is run through the powerway in the base of the panel; as such, you need the power in-feed for the whole row of cubicles.

· Critical Dimensions related to furniture move.  Aisle widths, locations of the power feeds, ADA door clearances (e.g. furniture must be 12” away from edge of door).

· Phase Lines or Phase Indications.  “This area from inventory.” “New furniture to arrive July 23 from which to assemble this area.”

· Standard Title Block.

Develop Drawings (Equipment, Power, and Signal Plans)

An equipment, power, and signal plan represents either an existing electrical layout or a new one.  It is typically prepared by Operations and Technical Services. Such a plan details voice and data, jack locations, equipment locations (PCs, servers, hubs, routers, telephone switches, punch-downs, etc) and wiring diagrams. The following is a list of elements on a plan:

· Shared equipment:

Faxes

Printers

Plotters

PC’s

Dedicated CAD stations

· Special Equipment

Copiers

Flatbed plotters

Drop-down video screen

Overhead projection

Reverse projection equipment

TV monitors (e.g. Corporate Cable, CNN, etc.). 

Such plans show location of dishwashers and half-height refrigerators which need their jacks placed behind the equipment, rather than at “half-height” above.

· Security Equipment:  

Motion, access card readers

Video cameras

Control devices

For secure doors, you need to show the power to the lock set.

· Life Safety Devices: 

Signage (illuminated exit signs)

Emergency lighting

Alarms and speakers.

· Power Outlets.  Their type (110/220) needs to be specified. They are not explicitly dimensioned; however you do specify typical locations relative to doors, walls of standard offices, etc. so that their locations do not conflict with furniture.  

· Ceiling fixtures.

· New Electrical Wiring. Any new circuits and switching should be put in drawing.

· Faceplate Locations.  The faceplates will include voice and data jacks.  Also supply typical locations.

· Cable Tray Locations. The plans sometimes show the route of horizontal cabling.

· Dimensions. The plans show precise dimensions of critical power floor jacks or monuments off of which locations the furniture will be laid.

· Elevation References.  For kitchen millwork, etc. the plans show elevation of jacks over counters.

Develop Drawings (Construction Plans)

A construction plan represents a floor plan at a most detailed level.  It is typically prepared by an architect. Such a plan details all demolition and construction work, electrical, lighting, millwork, finishes (carpet, paint, wall coverings) and special requirements.

For a reconfiguration, these deal with interior details.  The exterior shell is most often left alone. A construction plan typically contains the following elements:

· Room Numbers.

· Phase Lines.

· Dimensions. A construction plan shows locations of walls and doors, and clearances of chases and aisles. It holds dimensions for walls that need to accommodate equipment of a specific size.

· Walls. A construction plan shows walls under different conditions - existing, existing to be demolished, new, and wall designators (fire rated, acoustic, to deck or to ceiling tiles).  Such plan also shows drywall closets, such as janitor closets.

· Door Schedule. A construction plan shows details of a door, including its fire rating, swing direction, lock set, and whether framed in with side lights.

· Mechanical Changes.  Supplies, returns, thermostats, wiring, and fire dampers.  These are mainly rebalancing changes, not changes to the plan.

· Sprinkler Changes. 

· Plumbing Changes. Sinks, coffee makers, and dishwashers.

· Millwork.  Kitchen counters, shelving, built-in bookcases, reception desks, kiosks, display cabinets, crown molds, and waistcoats.

· Finishes.  Extent of carpet replacement.  Extent of Floor finishes (e.g. linoleum or VCT tile in kitchen).  Extent of hard finish ceilings (as in bathrooms).

· Finish Schedule.

· Sheets of Details.  These are usually several standard sheets of details for standard door, counter, typical wall base and ceiling.

· Special details.  Lockers, locked cabinets in kitchen.  Stairs.  Fire separation doors.  Mail distribution systems.

· Special Notes.  “Paint to match.”  “Align with walls.” 

· Standard Title Block.  Revisions, etc.

Specify Equipment

Equipment needed to meet new requirements.

For equipment, the vendor will need to specify the following:

· Model Number.  Implies a description.

· Of all item for this Phase, department (or organizational boundary), floor (or physical boundary), if this is important.

· Quantity

· If the model number has changed since your last order, the vendor will contact the client.

Specify Furniture

Furniture needs to meet new requirements.

For free-standing items, you know how many items of each furniture type you need.  End user might specify the items to order. The order information (model, color, fabric, ...) is then  given to the furniture vendor and it is up to the vendor to find a match.

For systems furniture, the furniture vendor will specify all new items:

· Model Number.  Implies a description.

· Of all item for this Phase, Department (or organizational boundary), Floor (or physical boundary), if this is important.

· Quantity

· If the model number or the finish has changed since your last order, the vendor will contact the client.

Specify Voice & Data Cabling

This is a set of cable plans or a list of changes needed to make the space conform to the needs of the entering users.

The following issues are of concern in this process: 

· Are you going to run new cables in the ceiling or the floor?  If you run in the floor, you have to schedule the carpet work.

· Any cable trays end up on the Equipment, Power, and Signal plan?

A3 BID MOVE

A31 Invite Bids

Distribute all bid documents to potential vendors and contractors.  On small move projects, this is typically done by the owner’s representative, while on larger projects the A/E will perform this task.

A32 Receive Bids

Obtain Construction Bids

During this process, the contractor submits a bid for the job:

· Summary.  Summary of the work and other conditions Work on evenings and weekends (affects the overtime). 

· Start Date

· Scheduled Completion Date

· Labor Cost.

· Material Cost.

· Terms of Payment.  Lump sum.  Time and materials, etc.  Schedule of payments.

· Change Order Provisions.  How changes to the scope of the project will be handled.

· Vendor

· Authorization.  (Bid becomes an order when accept it).

Obtain Furniture Bids

A furniture order specifies detailed furniture requirements and prices. It is often developed by the furniture vendor, and typically reviewed and approved by the end user. A furniture order contains the following fields:

· Delivery Date

· Cost of Furniture Items.  Including taxes.

· Cost of Installation.  This is dependent on when the installation is to occur: You might need overtime for weekend installs.  Does the elevator handling and trash need to be union? Are there provisions for “offgassing” the furniture – either in a staging area or by means of ventilating the final area before occupancy?

· Cost of Freight.

· Cost of Delivery.  Often freight it to a warehouse then it is delivered to your site.

· Delivery Instructions.

Property Protection.  Masonite on floors, corner protectors.

Security Detail for trailers.

Phases of Delivery.  When and which part of the order is delivered and where it is staged.

· Approval Signature (When a bid is approved, it becomes a furniture order.)

Obtain Equipment Bids

An equipment order specifies detailed equipment requirements and prices. It is usually generated by Operations and Technical Services and/or A/E and reviewed and approved by the end user. An equipment order typically contains the following fields:

· Delivery Date.

· Phases of Deliver.

· Details of Deliver.  Curbside, loading dock, on floor.  

· Total Price.

· Approval Signature (An equipment bid becomes an equipment order once approved.)

Obtain Cabling Bids

During this process, the cable vendor or Ops and Tech/contractor submits a bid for the job:

· Item

· Summary.  Work on evenings and weekends (affects the overtime). 

· Start Date

· Scheduled Completion Date

· Time Estimate

· Cost Estimate

· Vendor

· Authorization.  (Bid becomes an order when accept it).

Obtain Move Bids

As part of step A17-B, a standard form is used by some companies to request detailed bids or proposals from move companies.  The move bid ensures an apple-to-apple comparison between proposals submitted. The move bid contains specific guidelines regarding the project, and the format for pricing and a strict timetable for submitting the proposal.

The move bid will specify special instructions: where you can stage items, e.g. boxes of books, while moving; whether certain floors have load limits that must be obeyed, whether there is a loading dock available, if there are security restrictions that must be obeyed.

Fields:

· Summary.  Summary of the work and other conditions. Work on evenings and weekends (affects the overtime). 

· Origin and Destination Summary. This is for interstate moves.

· Phases of move:

Start Date for each

Completion date for each

Origin and Destination summary for each (if different)

· Boxes.  Are they purchased or rented and how many?

· Number and Type of Moving Personnel.  Number of supervisors or project managers.  Number of hours for each type. 

· Number of Trucks.

· Whether mover retains and pays for police street detail.

· Protection.  Corners of walls, elevators, flooring.

· Special Rigging and Equipment.  For very heavy objects, e.g. the boardroom cable.

· List of Equipment that needs to be Disassembled and Reassembled. (E.g. library shelving and their contents).

· Whether packing and unpacking is part of the work.  Whether moving and hanging artwork or other fragile items is part of the work.   Is cleanup part of the work.

· Carry Ups and Long Carry.  Items that must be carried upstairs or go through the window or go on top of the elevator cab because they will not fit in the elevator.

· Provisions for “post-move” shifting.

· Whether warehousing or removal of excess furniture is part of bid.

· Cost. Perhaps cost by phase. 

· Vendor

· Authorization.  (Bid becomes an order when accept it).

A33 Issue Contracts

In the bid process, the owner’s representative signs a contractor/vendor with the contractor spelling out responsibilities (e.g. will the project use the standard terms and conditions, etc.).

A4 IMPLEMENT MOVE

A41 Prepare Space

Prepare space precedes the move and insures that any needed building modifications are constructed.  This may include the construction of walls; modification of mechanical, electrical and or plumbing as required, completion of interior finishes, etc. 

Punch List

When work is completed, a punch list will be created by the A/E and will include the following items: 

· Item Number

· Summary

· Date Reported

· Assigned to.  Vendor.

· In House Responsibility.  Who in house is responsible to make sure this item happens.

· Contact.  Who to call if there are further problems with this item.

· Approved?

· Date Resolved

· Estimated Cost

· Actual Cost

Billing

The Owner’s Representative is required to sign off on all vendor work before the vendor is paid.  An invoice typically includes the following information:

· Vendor

· Project number

· Invoice Number

· Amount

· Date Received

· Purchase Order Number (especially important for blanket P.O.'s or ongoing P.O.'s) for regular move vendors.

A42 Furnish Space

At the conclusion of this process all users’ equipment and furniture will have been installed in the space.  Generally speaking, furniture will be installed before equipment.  After the installation of equipment and furniture, tests of equipment will be conducted to insure that it functions properly.

Punch List

A/E, Ops and Tech will create a punch list of items for damaged, inoperable or items (e.g. file cabinet is dented, phone won't work, can't connect to Reuters, cannot log in, etc.).  This could also involve cabling, construction and equipment.

Billing

The Owner’s Representative is required to sign off on all vendor work before the vendor is paid.  An invoice typically includes the following information:

· Vendor

· Project number

· Invoice Number

· Amount

· Date Received

· Purchase Order Number (especially important for blanket P.O.'s or ongoing P.O.'s) for regular move vendors.

A43 Occupy Space

The process includes the move of users’ personal items into the prepared space.  

The mover often issues a list of move instructions.  This list may include items such as: do not label your phone, do not pack two-drawer cabinets, pack diskettes in hard-movers cases, have boxes completely packed by such-and-such a date, obtain security card for new building from move coordinator before leaving on Friday, park in certain areas, who to see with problems, etc.

Move Labels 

Movers also utilize color-coded labels to help identify users personal items.  The labels indicate destination (e.g. different destination floors get different colors) and include target building, floor, room and employee name.  They are distributed by the moving company and are filled in and attached to boxes by the end user.

A44 Close Out Space

This is the last phase of the project during which time the project team finalizes punch lists, forwards information (e.g., cost of project, furniture and equipment, etc.) to the appropriate individual in the organization, and evaluates the overall effectiveness of the project.

At this time, move statistics and reports are generated to track issues such as:

· Churn

· Remaining Vacancies

· Customer Satisfaction Survey Results

· Lost Productivity Time (in days)

· Actual vs. Estimated Time (Project duration)

· Actual vs. Estimated Costs

Identified Objects

The “nouns” exercise was the next step in prioritizing the FM domain experience in terms of what specific items would have the largest practical effect if incorporated into the IFC model and distilling this expertise into a series of statements from which the actual object modeling could begin. 

Criteria in Identifying Categories of Information 

First, the group identified the important categories of information according to the following criteria:

· aspects of information users want most from a move process;

· pieces of information that a move manager will get the most value from;

· type of information deserving explicit management.

Ratings of Categories

The group listed the important categories then rated each of the categories according to five criteria below:

· It is critical (C)

· It is widely used (W)

· It is, or should be long lived (L)

· It is hidden (as in in-wall cabling) and hard to determine after installation (H)

· It is so easy to collect as a byproduct of the move that the effort of collection will pay off (E).

According to these five criteria, the identified categories were rated as follows:

· [C] Project Schedule and Milestones

· [W] Minutes and Action Items

· [CWLH] Drawings, both as information and spatial location tool

· [] Program or Forecast

· [E] Equipment Items, location, and Ownership

· [E] Standalone Furniture Items, Location, and Standard Information

· [EW] Systems Furniture Items, Standard (Catalog and Manufacturer) Counts and Location

· [E] Employees, their locations, telephone profiles, and telecom profiles

· [H] Horizontal Cabling

· [E] Space and its Ownership

· [] Lease Expiry and Options

From this list of categories, the group identified the important objects or "nouns".  For each noun, the group brainstormed a list of true statements you could make about the noun.  The group then categorized these statements as being in-scope (i.e. derived from and supported by the move process and documentation discussed above) or out-of-scope (not derived from the move process and therefore of less relevance or ongoing validity).

Assertions

Project Schedule

Statements in Scope

· The project schedule is composed of many tasks.

· Some tasks record critical dates.

· Actors need to be apprised of critical dates.

· Project schedule tasks have:

planned and actual start date, 

planned and actual finish date, 

responsibilities (to do the task and to pay for the task), 

status (in-progress, completed)

· Project schedule tasks produce notifications.

· Project schedule tasks have assigned resources (equipment to perform the task).

· Some Project schedule tasks are on a critical path.

· Project schedule tasks can be milestones.

· Project schedule can distinguish between regular hours and overtime hours.

· Project schedule tasks can be related based on start dependencies, finish dependencies, or start to finish dependencies.

Statements out of Scope

· Project schedule tasks have precedence relationships
Minutes and Action Items

Statements in Scope

· Are assembled into mission logs which detail:



Finished Actions



New Actions

Meeting Attendees

Date of Meeting

· Are comprised of action items:

Action Item Number

Summary

Responsible Party 

Date to Complete Action

· Minutes are typically distributed to all attendees of the meeting

· Minutes can be revised by all attendees of the meeting

· Action items can be open, closed, deferred, or eliminated

· Minutes are used to track completion of tasks

· Action items may create a task on the schedule

· Minutes identify current at risk items

· Minutes contain status of action item

Statements out of Scope

· Each action item may refer to a space.

Equipment

Properties from Document Discussion

· Equipment has representation on the drawings.

· Equipment has these properties:

Id Number.  

Equipment Standard Code

Room Location

Move Status: reused, surplus, unserviceable.

· Equipment Standard Codes represent what equipment, from the corporation’s use standpoint, are equivalent.

· The Equipment Standard code has the following properties:

Equipment Standard Code

Equipment Description

Statements in Scope

· Equipment requires connections.  

Usually power

Sometimes data

Sometimes voice

· Has size (often large) and weight (also often large).   For a move, you only need to record size and weight for unusually large or bulky items.

· Large or bulky items must be represented on the equipment plan.  Standard items, like personal PC’s, are not on the plan.

· Usually tracked in an inventory.

· Can be leased or owned.

· Some equipment is interchangeable

From an employee usage standpoint

From an asset inventory standpoint.

· Some equipment is assigned to 

a room (often)

a department (usually)

a person (often)

· Some equipment needs special conditions: two-foot clearance all around, fire protection, venting, cooling pipes.

Statements out of Scope

· Can be shared.  Employees need access to equipment they share.

· Usually needs to be serviced.

· Some equipment is fragile.  (This is always assumed.)
· Has a security requirement.  May be stolen.

· Generate heat.

· Some equipment (E.g. PC’s) have internal components which are counted in an inventory.

· Some equipment components are interchangeable.

· Some equipment require large quantities of disposables/supplies (e.g. a laser printer).

· Pieces of equipment can be assembled into lists to form standard configurations for certain job titles (e.g. a CAD Operator would need xx computer yy monitor, etc.).  This applies to business planning for new departments or divisions, but not space programming, planning, or moving.

· Some equipment requires other equipment: you must the UPS with the server. People just figure this out.

· Some equipment must stay on.   Needs UPS.

Furniture

Standalone Furniture Standards

· Are categories for grouping furniture into equivalent types.  The standards differentiate color and manufacturer, if important.

· Have:

Furniture Standard Code

Standard Description

Standalone Furniture Survey

Statements in Scope

· Is a count of standalone furniture.

· The Furniture Survey has the following columns of data:

Furniture Standard Code

Room Location

Quantity

· Plants are considered free standing furniture

· Free standing Furniture can be leased or owned

· Free standing Furniture has size and weight

· Free standing Furniture usually counted in an inventory

· Some Free standing Furniture is interchangeable

assigned to room

assigned to department

usually assigned to a person

· Pieces of Free standing furniture can be combined to form standard configuration

· Free standing Furniture can be sold or become “unserviceable”

· Some Free standing furniture has special needs

· Some Free standing furniture disassembly and re-assembly

· Some Free standing furniture is fragile

· Contents of some Free standing furniture is moved separately

· Some Free standing furniture needs to be refurbished

· Some Free standing furniture requires special packing

· Some new Free standing furniture requires staging (for off gassing)

· Have representations on the drawings.

Systems Furniture Components

Statements in Scope

· From the facility move standpoint, a component is the following:

Manufacturer.

Model Number.

Description

· Systems furniture components are leased or owned

· Systems furniture components usually requires connections

· Systems furniture components has size and weight

· Systems furniture components are counted (tracked) in inventory

· Systems furniture components can be sold and become unserviceable

· Systems furniture components are modular and usually consist of:

shelves

work surfaces

panels

storage

lighting

physical connectors

electrical

· Systems furniture components can be reconfigured

· Systems furniture components can be used to define space boundaries

· Systems furniture components have a variety of finishes and configurations

· Systems furniture components are usually assigned to a department

· Systems furniture components are interchangeable within a product line

Statements out of Scope

· Systems furniture components have a dependency on each other

· Systems furniture components can be shared

· Systems furniture components occasionally need service

· Some Systems furniture components are fragile

· Systems furniture components occasionally require special connections

· Systems furniture components require assembly and disassembly

Systems Furniture Item

Has representation on the plan, if it is not part of a generic survey.

Systems Furniture Survey

From the inventory and move specification standpoint, a component is the following:

· Manufacturer

· Model Number

· Count

· Phase

· Department

· Floor or physical boundary

Jacks

Jack Standards

Statements in Scope

· Jack standards group jacks from the standpoint of equivalent functionality to the corporation (voice/data, fiber, or RJ45, etc.)

· From a move standpoint, the jack standard implies the type of service.

· Jacks have the following properties:

Jack Standard Code

Jack Type (either voice and data)

Jack Items

Statements in Scope

· Jacks are related to voice or data equipment 

· Jacks are:

usually located on a wall or partition

Sometimes on the floor

Sometimes on  furniture

Sometimes extra jack are located in the ceiling

· Often assigned to an employee

· Sometimes assigned to a common space (eg., conference room)

· Sometimes designated as a spare

· Usually tracks horizontal cable termination

Statements out of Scope

· Jacks are located on a faceplate.

· Faceplates are standard collections of jacks.

Properties from Document Discussion 

· Jacks have representations on the drawings.

· Jacks have the following properties:

Jack ID

Jack Type

Room Location

Employees

Statements in Scope

· Can have representation on the drawing.

· Have:

Personal belongings in the office

Room Locations – room number, floor, building

Employee Standard Descriptions (job title)

IP Address

Phone Number



Usually one number



Sometime multiple



Occasionally a fax number

Telephone Configuration Profile



Usually voice mail, call forwarding.



Phone set type – single line, multiple lines.

Data Configuration Profile



Usually has a network connection



Usually has a log in



Usually has access to multiple applications such as word, e-mail, etc



Sometimes specialized applications and services e.g., Reuters.

· Can be contract, part-time, or permanent.

· Can be hired, terminated or transferred.

Statements out of Scope
· Can be assigned to multiple rooms (hoteling, telecommuting)

Spaces

Statements in Scope

· Usually are floors, rooms, or cubicles.

· Sometimes are a part of floor or area.

· Are numbered on the drawing.   

· Have:

Always a building and floor location.

Usually room or cubicle locations.

Sometimes description of a floor or phase.

· Usually assigned to an organization or organizations.

Statements out of Scope

· Usually has a classification: common space, useable space, circulation, support space etc.

· Has geometric properties (assumed to be already part of IFC definition.)

· Always thermal properties, acoustic properties.

· Sometimes daylight properties.

· Has varying levels of privacy.

Drawing Elements

It is presumed that the bulk of this information is already defined in the current IFC definition.  This is a list of the IFC items likely to be used or modified during a move.

Statements in Scope

· Drawing elements used by the move (but not detailed above) include:

· Exterior Walls and Windows

· Interior Walls

· Doors

· HVAC ducts and schedule

· Cabling

· Millwork

· Electrical

· Elevators and Stairs

· Hallways, corridors and aisles

· Loading Docks 

· Dimensions

· Drawing elements changed by the move:


Usually:

Interior Walls



Cable Trays



Lighting



Electrical 


Sometimes:

HVAC ducts

Millwork

Finishes

Flooring
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