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0. GOAL SETTING AND INITIAL ASSESSMENT

1.1 Project Kick-off Meeting / Approach & Schedule
1.2 Prepare for Workshops

1.3 Workshop with Steering Committee

1.4 Follow-up Interviews / Data Gathering

1.5 Data Analysis / Identify High Value Targets

1.6 Initial Assessment

I. PROPERTY PROFILE / DISCOVERY

1.1 Create Template for Data Gathering

1.2 Locate Documents / Drawings

1.3 Develop Report Formats

1.4 Data Review / Compile into Database

1.5 Documentation: Property Profile Reports

Il. CAFM

2.1 Needs Assessment: Workshop / Interviews

2.2 Develop Data Model & Process Map

2.3 Develop RFP

2.4 Bidding | Develop Evaluation Matrix

2.5 Recommendation (2 options)

2.6 Award Software Vendor, Purchase and Install

2.7 Integrate Existing dbase (HR, Security, IT, Finance)
2.8 Populate Database

2.9 Run Reports, Quality Control

lll. UTILIZATION STUDY

3.1 Determine Approach / Identify Buildings to Study
3.2 Develop Surveys / Distribute

3.3 On-site Observation

3.4 Document Data, Graphic Representation

3.5 Analysis, Report

IV. WORKPLACE STANDARDS

4.1 Identify Workstyles & Common Spaces (Interviews)
4.2 Assign by Employee Grade & Function

4.3 Develop Workplace Alternatives

4.4 Review with SMC Project team

4.5 Document Guidelines

V. SUPPLY / DEMAND ASSESSMENT

5.1 Questionnaires & Interviews

5.2 Identify Existing & Future Demand (Staffing, Space)
5.2 Alternative Location Clusters

5.2 Present Findings at Workshop

5.3 Recommend Location Scenario

VI. MASTER PLAN

6.1 Summarize Space Needs & Location Options

6.2 Evaluate Space & Infrastructure Supply

6.3 Document Existing Conditions that Impact Capacity

6.4 Recommendations for Required Campuses

6.5 Recommendations for Disposition

6.6 Develop Road Map for Portfolio Optimization

6.7 Steering Committee Workshop: Present Preferred Option

Vil. RECOMMENDATIONS FOR FUTURE

7.1 Describe Workplace Transformation
7.2 Realignment Based on Current & Future Trends

Steering
Committee
Workshop

INITIAL
ASSESSMENT

Initial
Assessment

CAFM pystems
Evaluallion &
Utilization
Study

CAFM Systems

Recommendation

Utilization
Study

Workplace
Alternatives

DIAGNOBSTICS

Workplace
Standard
Guidelines

Workplace
Standards

Systems = = = = = ————

Future Demfnd

I
Idergtify
Existing &

Recommended
Location
Scenarios

DEVE|LOP AND EVALUATE
ALTERNATIVES

REFINE
oretimnay ALTERNATIVES

Master Plan
Recommen-
dations

Rii‘zai' REPORT

. Team Meetings
. Milestones/Deliverables

CAFM Systems
Evaluation &
Utilization Study

¢ ¢

Property Initial
Profile Assessment

Steering
Committee
Workshop

CAFM Systems
Recommendation

Workplace
Alternatives

¢

Utilization
Study

Workplace
Standards

¢ o

CAFM  Workplace
Systems  Standard
Report  Guidelines

Identify Existing &
Future Demand

Preliminary
Master Plan

Recommendations

Recommended
Location
Scenarios

4

Final
Report

hok.com



