
1 Overview

Customer Facilities host a number of operating Business Units and corporate departments whose space requirements are continuously changing. Relocations (currently known within the Customer organization as "MAC" -- moves, adds and changes) may result from new activities, organizational expansion and contraction, functional realignments, or a need for “swing space” during major construction projects that require the temporary vacancy of an existing facility. Relocations are often difficult to manage due to the “domino effect” of relocating one or several organizations to adequately meet the needs of another.  This function requires extensive problem solving, optimization modeling, and negotiation to successfully facilitate the needs of all organizations involved.

The Supplier will act as Customer single point of service for all tasks related to move and furniture management. The Supplier will install and implement a move services delivery model (organization, process, systems, people) to ensure substantial cost and quality advantage.  The Supplier, working with the Customer Facilities Team, will maintain a facilities space management and planning optimization program.

A listing of moves equipment to be furnished to Supplier by Customer is attached as Exhibit A. Details of the transfer of Customer-owned equipment to the Supplier and the fair market value of those assets will be determined during contract negotiations. For additional information relating to equipment and tools, please refer to Exhibit B.
2 Projected Future Workload

A number of activities relating to Site Consolidation, most of which will involve a substantial number of relocations, are expected to take place. However, Customer cannot at this time provide a detailed listing or schedule of these moves.

3 Space Planning and Programming
Outcome – Customer’s expected outcome are:

Effective planning enables optimal functional use of space and facilities

Supplier is responsible for the entire moves process and is expected to provide service support during all phases of the process. As such, Supplier will have accountability for performance of comprehensive move related tasks and issues.
Supplier will support the Facilities Team in clearly defining customer move requirements and developing cost and space layout options for customer review. Facilities Team will only be involved in the move process on a strategic level, and to ensure the alignment of moves decisions with Customer standards and business objectives.

Customer has developed a set of space standards per space type and job profile. Supplier will maintain and enforce existing standards. Supplier will manage exception process and seek Customer Facilities organization approval for space requests from Business Unit or end-users outside of Customer standards. Supplier is expected to suggest improvements to existing standards to Customer Facilities organization. 
The Supplier will manage all tactical issues and is expected to:
· Respond to Facilities meetings arranged with Business Unit to develop an initial understanding of moves.
· Obtain agreement with/through Facilities and Business Unit customers to work with a counterpart within the Business Unit to develop the detailed requirements of the move by using a user friendly tool/form to document all appropriate requirements as detailed below.
· Adjacency requirements

· Placement - buildings, configuration, etc. 

· Equipment requirements - printers, computers, copiers, ergonomics, etc. 

· Requirements for types of space - common areas, conference rooms, closed offices, server rooms , etc.

· Clear definition and communication of move impact on Business Unit - disruption, schedule, time and date move will be conducted, etc. 

· Develop space layout options, cost detail of each option.
· Impact of new layout on lighting conditions. 

· Conduct ergonomics surveys and other activities as required to meet ergonomics-related user requirements. Work directly with Customer HR department to identify end-users needing and authorized to have one-of-a-kind working arrangements, such as working station, special seating, etc.
· Review space layout scenarios for Business Unit with Facilities Team on a strategic level and jointly present to Business Unit decision-maker for obtaining approval signature, where appropriate.

· Review space layouts first with affected parties in the context of business requirements as originally stated by reviewing original request form/document.

· Review suggested layouts and cost of each move option with the Facilities Team and the Business Unit decision maker. Cost of move project will show date and time billable work was initiated by customer and provide detail at the component level so costs are understood by the Business Unit decision maker. Furthermore, Supplier will explain the drivers of the move cost and the trade-offs between lead time, cost, standardization vs. customization, etc.  Supplier will always be proactive in identifying cost loaded activities for Customer.

· Incorporate and document final changes, if any, to space layout and obtain move project approval signature.

· Clearly explain to the Business Unit the process for making changes and the associated cost of the change orders after move commencement. Supplier is expected to propose alternatives if highly responsive process does not currently exist for Business Units to make changes to moves “in progress”. 

Customer uses BOMA standards ANSI Z65.9 from 1996 to measure square footage and Supplier is expected to be knowledgeable of BOMA standards and used standards as a reference to any square footage calculation.

4 CAFM and CAD Management

Supplier will be responsible for the data integrity of CAFM data and drawings.  

Supplier will provide CAD service for space planning drawings, including but not limited to furniture layouts, CAFM drawings, and lab equipment layouts.  These drawings may include details of the furniture components and equipment and employee information (e.g. name, cubicle locator number, work surface height). Supplier must conform to Customer CAD standards. Supplier is expected to suggest improvements to standards, which will need to receive Customer approval before implementation.
Supplier shall have a thorough understanding and be able to proficiently use applicable site-specific software - AutoCAD, Maximo, SAP and CADapult.
Customer will retain ownership of all licenses needed by Supplier to provide services. Supplier is expected to work with Customer IT department or IT service provider for license administration, software upgrades and support. Supplier is expected to provide own IT equipment. Any software investment on behalf of Customer will need to receive Customer prior approval.
Supplier is expected to:
· Track available space 

· Use effective visual tools and processes to provide a snapshot view to the Facilities Team and Business Unit of space situation.
The tactical space analysis tools used by the Supplier will provide both snapshot views at multiple levels (by site and by building) and show space that is earmarked for moves, currently occupied, etc.
The tactical space management tools will be capable of tracking space by divisions, departments, and individuals, so that queries by name can yield location of the individual in the space database.
As part of Supplier’s transition process, Supplier will verify the consistency of all drawings in Customer FM database. Supplier will establish a baseline for the accuracy and submit to Customer the necessary corrective actions. Reference will be made to a consistent measurement methodology based on BOMA standards. Supplier is expected to verify the integrity of all space types and layers. For more information, please refer to attached Exhibit C.
5 Moves and Furniture Management

Outcome – Customer’s expected outcome are:

	Move and space planning activities minimize total impact on users in terms of waiting time, duration and loss of service.

	Moves are accomplished “seamlessly” and effectively realized from start to finish.

	Representative samples are used for web and phone surveys and information captured is used to improve the moves management process


Moves management is defined as coordinating the relocations of workspace occupants and their objects between and within various Customer buildings.  Moves at Customer will include, but are not limited to, the following activities:

· Electrical work

· Workstation reconfiguration

· Physical moving of objects

· Minimal minor construction

· Furniture moves and assembly

In addition, the Supplier will work closely with the integrated outsource provider of IT services at Customer to coordinate the IT-related aspects of moves, including but not limited to the following:

· Voice and data cabling

· Telephones

· Desktop disconnects and re-connects

The process for coordinating moves has been mapped out in detail, and is attached as Exhibit C.
5.1 Moves and installation coordination
Once moves have been approved by the Facilities Team and Business Unit decision makers, the Supplier will mobilize “service delivery” capabilities such as changing workstations, conducting electrical work, etc. involved in relocating people from one location to another. These tasks may be self performed or subcontracted based on what is in the best long-term interest of Customer, and what best supports sustainable performance improvement.

The Supplier will coordinate all incoming move requests from all Business Units to look for common synergies, and resource leverage opportunities. This means using fewer resources to do more because of better planning across Business Unit move requests, and sharing of resources, to enable higher quality moves faster and in a more cost effective way.

The Supplier will be able to track all moves by stage of completion on any given day. Status updates will be provided to the Facilities Team at milestone achievements.

The Supplier will track the subcontractors (if any are used) that are on-site, work they are performing, and their schedule adherence on a daily basis.

The Supplier will notify all parties at the earliest possible time if there are to be any changes in schedule or cost, prior to implementation.

The Supplier will establish effective move related work control processes and all supporting tools and methods for project management and tracking.

5.2 Pre-move instructions

Supplier is expected to provide to end-users a pre-move package, which will include detailed instruction about the move process and the breakdown of responsibilities between all parties possibly involved such as:

· End-user

· Security

· Custodial

· IT

Supplier will make available a hot line if end users have specific questions related to the move process. Supplier will also make sure that boxes are either readily available at end-user site or can easily be ordered via Customer system or application (SAP and/or Ariba). End-users will be expected to pack and move all personal belongings by their own means. Supplier will ensure carts or dollies are readily available to facilitate the move personnel belonging process.

5.3 Moves and installation close-out and Post-moves survey

The Supplier will define and submit for the Facilities Team approval a standard quality review process for use at end of all move projects. The Supplier will then conduct quality reviews prior to closing out each project and post-move performance feedback. Supplier will make sure review process address the following points:
· New office setups have required furniture and adjuncts (e.g. keys) working properly, furniture related wire management is complete, and surfaces and file drawers are clean.

· All equipment relating to the project scope is relocated, which includes, but is not limited to: computers and servers, lab equipment, and prototype systems. This equipment may be found in offices, labs and data centers (to be confirmed).

· Supplier will be responsible for any and all damage caused to equipment or contents as a result of a move.

The Supplier will receive performance feedback from the Facilities Team and provide the Facilities Team tools to obtain performance feedback from the Business Unit on the move project. Supplier is expected to complement web-based surveys with phone surveys for more complex moves. 

5.4 Furniture management
Supplier will have general working knowledge in installation of major furniture manufacturers (Steelcase, Westinghouse, Teknion, Haworth, Herman Miller, and Knoll) and is required to understand Customer specific installation/safety guidelines.  

Customer is currently in the process of consolidating furniture vendor spend and Supplier will assume when formulating proposal that Customer has a corporate contract with a single vendor for the purchase of furniture systems. Supplier will assist Customer in managing furniture vendor day-to-day relationship.

Supplier will manage all furniture ordering directly to designated vendor using Customer SAP and Ariba systems. In addition to ordering furniture, Supplier is expected to:

· Coordinate receiving of furniture at Customer dock
· Compare Shipment Bill Of Material to Purchasing Order
· Authorize payment or hold payment under Customer SAP system
· Allocated expenses to appropriate Business Unit Cost Centers
· Manage flow of damaged elements/components back to Furniture vendor or manufacturer
· Dispose of obsolete furniture systems

· Manage furniture system excess inventory
· Make sure furniture warranty requirements are met

· Manage warranty claims
Supplier will determine whether or not it makes sense to stock re-usable excess furniture systems, sell furniture systems at a discount, donate or totally dispose of furniture system. Supplier will be responsible for managing both on-site and off-site furniture storage areas.
At Customer request, Supplier will submit financial analysis of cost involved with holding furniture as opposed to other options jointly determined by Supplier and Customer. When assembling financial analysis, supplier will develop multiple scenarios and analysis will include, but not limited to:

· Stocking costs – labor, warehousing rent, operations and maintenance

· Financial costs – based on Customer cost to fund working capital

· Depreciation schedule - assets write-off for non fully depreciated furniture systems
· Salvage or market value of inventory held

· Disposition costs

6 Reporting and Accounting
Outcome – Customer’s expected outcome are:

	Moves performance and accounting reports furnish insightful information regarding performance improvements.

	Billing information is accurate and costs are allocated to the right cost centers.


Supplier will provide relevant cost, cycle time, budget, workload, safety, satisfaction, and other performance measurement information in the form of succinct move performance reports to the Facilities Team management.

The performance reports will be structured in a modular way to reflect move performance by building and Business Unit.  The performance report will also contain an overview of performance at the total site level. The Supplier is expected to track move performance data over time to show continuous improvement.

The Supplier is expected to periodically benchmark Customer’s move performance at a component level as part of the continuous improvement process.

The Supplier will provide detailed and accurate accounting reports to the Facilities Team on projects charged, services rendered, invoices, and all related budget and financial reporting matters related to move management.
The Supplier will provide frequent reports to the Facilities Team on all financial and administrative matters relating to move services rendered. This may include items such as cost allocated to projects, costs incurred but unallocated, approved costs for services not related to moves, cost reductions being achieved for Customer, performance improvement being achieved for Customer, etc. The Supplier will use these reports and meetings to address all financial, performance, and administrative matters with the Customer.
To do-list:

· Need to add definition of furniture systems

· Need to define space under space management scope (exhibits)

· Need to add insurance requirements

· Need to add compliance requirements based on SOW for IFM services
· Need to define strategy for small moves and small moves definition
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