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Introduction

This guide specifically written for the Operations Team and is designed to provide sufficient information to be able to initiate and co-ordinate moves, maintain office space plans/move data and support everyone with better planning of larger office re-organisations and refurbishments.

Guide Contents

The guide is written in plain English, in an easy to follow logical sequence and various attachments are included as appendices.   

How to use this Guide

The guide outlines the main components of a move, which include design, costing, planning, communication and of course, logistics.  For smaller Business As Usual moves please jump straight to Section 8.    

The guide outlines the links into other key functions such as HR and IT, talks through areas to consider (that can be easily overlooked!) as well as providing step-by-step details on how to complete a Move Note.

Health & Safety considerations and continuous risk assessments are critical to all moves and must be considered an integral part of the thought process. For any guidance and support on Health & Safety please refer to the Facilities Manager.

As you read through the guide you will notice continual reference to certain staff titles and these have been abbreviated as follows:

FM:
Facilities Manager
MC:
Move Co-ordinator 
IT:
Technical support provided by any member of the IT Team

Feedback on this guide is essential and will no doubt prompt numerous revisions on an ongoing basis.    

Hope the guide helps; any questions please ask!!

Communication & Consultation

Client Briefing

It is essential with any move to ensure that sufficient time is spent with the Client understanding the needs of the business and for larger moves the pressures on the overall office space, under the direction of the Board where appropriate.

For every move or project there will always be a ‘Client’.  This may be:

· a departmental head or partner who wishes his staff to reposition within their existing allocation of space

· HR accommodating a new joiner or transferee, whose arrival prompts a series of moves 

· the Executive Committee for larger re-organisations to cope with office expansion

· the Executive Committee office refurbishments/strategic improvements to the office environment

Project Start Up Meeting

An initial project start up meeting should take place between the Client and the FM with a representative from IT. The meeting should be used to collate:

· client department and key contact

· locations - same floor, different buildings

· preferred move date

· number of people to move

· reason for move - business critical, aesthetic, other?

· specialist support - IT requirements? 

Minutes

Minutes should be recorded and circulated to all involved.  For larger moves the Director of Operations will attend.    

Minutes should always contain dated action points and cover the following:

· Team members present

· Copies to other key parties

· Outstanding action points

· Construction including M&E

· Health & Safety

· Project Programme

· Communication

· Space Planning/Drawings

· Security

· Voice/Data

· Removals

· Funding

· Variances

· Red Flag Items *

· Any other business

· Date of next meeting

· Summary of attachments 

*
Red Flag Items are show stoppers, ie: things that can make the whole project fail to meet agreed client deadline, such as oversight on lead times for delivery of new furniture.   

Any possible Red Flag items should be raised, noted and owned.  In the event of them becoming reality effective communication to all is essential and the client must be kept informed at all times.

Project Scope

Once this meeting takes place it will be possible for the FM & IT teams to:

· determine the size and scope of the project  

· determine size and structure of project team, whether support is necessary from Director of Operations

· determine the need for a project charter

· draw up draft plans and costs for further discussion

· involve the landlord, if necessary, with regards to permission to alter under licence

· organise a project kick off meeting with all involved including contractors

Staff Communication

If it is very difficult to involve all staff when planning moves, particularly for larger moves and therefore a working party approach with representatives from each department is more effective.  The nominated representative(s) is referred to as the Move Co-ordinator (MC).  See Appendix B for full job description.  

Throughout the consultation, planning, costing and physical stages of the move, regular communication via e-mail is necessary and this should be concise and effective.  

Front of House should be copied with all communication and should be a member of the team for larger projects where contractors will be refurbishing client areas.   It is the responsibility of the FM, IT and the MC to ensure effective and timely communication.

· Staff are interested in a brief email summarising the following:

· When? date and time

· Why? brief explanation, growth or refurbishment 

· Who? floor layouts, with details of name against desk reference number

· How? what do they need to do? 

· Questions?  common questions to avoid confusion

· Packing guidance? ie: no need to pack PC or Phone etc

· Team information? who to contact should they have any queries or concerns

Internal Links

HR should be kept informed of any projects or moves to assist them with understanding the changing shape of the office and timings to ensure all new joiners are accommodated as professionally and efficiently as possible.

Contractors

All communication to contractors should be confirmed in writing either by fax or as an inclusion in the Project Team minutes.

Any variances discussed and agreed, with costs must also be included in the project minutes.

Official orders for any items must be authorised by the FM should maintain a running record of purchase order information.

On large moves the porterage company should visit site(s).

Roles & Responsibilities

With each and every move or project it is essential to ensure that Roles and Responsibilities are defined at the project kick off meeting and these should be shared mainly by the FM, IT and nominated member of staff from each department, referred to as the MC.   For smaller moves the FM will assume the role of MC.

Team Co-ordination

The FM is responsible for the smooth running of each and every move or project.   They should organise regular project team meetings, which should be supplemented by a team meeting just before the move, ie: Friday pm and again on completion, ie: Monday morning.

The IT Team play a crucial part in the success of each and every move being responsible for all aspects of telecoms, data and IT hardware (printers etc) and should be involved in all stages of a project including consultation with the client.  Included as Appendix C are details of IT considerations to be mindful of when organising project moves.

Contractors

The FM is responsible for liaising and instructing all contractors necessary to support the move including porters and electricians. Any responsibilities passed onto third parties such as removals should be communicated to all and a full instruction should be confirmed in writing.

	PROCESS
	RESPONSIBILITY
	ASSISTANCE AVAILABLE FROM

	Move Detail Sheet
	
	

	Detail Telecoms Requirements
	
	

	Move Briefing between Interested Parties
	
	

	Brief for Proposal Drawing
	
	

	Detail IT Requirements (BAU Moves)
	
	

	Detail IT Requirements (Large Moves)
	
	

	Furniture Changes
	
	

	Agree Frozen Plan
	
	

	Ensure Costs Authorised
	
	

	Prepare Schedule of Move Sequence
	
	

	Filing/Storage
	
	

	M&E
	
	

	Issue Move Note (BAU)
	
	

	Issue Move Note (Projects)
	
	

	Ensure Staff Packed
	
	

	Disconnect Computer Equipment
	
	

	Porterage
	
	

	Data Reconnect and Test
	
	


For telephone numbers please refer to: - Moves Team Contacts (Section 8), and Move Co-ordinators (Appendix).

Design & Space Planning

Once sufficient time has been spent evaluating and understanding the needs of the business and for larger moves the pressures on overall office space, the design stage may commence.

Who Designs the Workplace?

Any changes to the existing office layout must be agreed and designed by the FM, taking into consideration the needs and requests of the business.  Building constraints and fire regulations must also be taken into consideration during the design stage.  Once the plans have been prepared our Planners will assist with updating existing drawings/plans to reflect new layout and provide support with revisions.  

Larger project moves may well fall under the CDM (Construction, Design and Management) Regulations and therefore require notification to the local authorities and also a ‘licence to alter’ from the Landlord.   These areas are critical to ensure no future problems.   Either the Director of Operations, Premises Manager or Facilities Manager will provide support.

Design Considerations

When designing the layout consideration must be given to the following:

Technical areas
· Building Regulations - assistance from the contractors will ensure that any changes to the infrastructure meet the current building regulations, such as fire rated walls.

· CDM - larger office refurbishments may well fall under these regulations and notification to the local authorities is necessary.  

· License to Alter - we must for all refurbishments write to the landlord requesting permission to alter the internal layout of our demise, copies of plans and materials used must be given, such as new air conditioning units.  This applies when moving partitioning or adding additional electrical sockets, moving plumbing, alterations to lighting, emergency lighting and of course fire protection.

· Fire Officer, as part of our obligation to maintain our fire certificate or contribute to that of a landlord, we must for larger projects write to the local fire officer with copies of our plans etc advising them of the changes.

· Permit to Work - if any mains electrical work, hot works or any other works high risk are taking place we must introduce a permit to work system into the project which must be co-ordinated by the FM and agreed with IT if downtime is required.

· Dilapidations - any changes must be of improvement to the overall demise and will not require replacing to original condition should we vacate the premises.

· Saturation of areas lead to a greater amount of people and equipment in large open areas and consideration must be given to air conditioning or in instances where this is not possible, window treatment which can assist with reducing solar gain.

· Underfloor services such as electrics, saturation or upgrading data/telecoms cabling and plumbing: how can this work be covered?, safety implications?, the need to move staff elsewhere, which specialist service providers can assist, the need to develop technical specifications in advance.  This also applies to work affecting ceilings such as lighting, air conditioning and fire detection.

· Health, Safety and Security - issues such as staff welfare arrangements, segregation of works, which is covered in the Planning section need to upgrade security arrangements and security cover during project.

· Fire extinguisher/Fire signage – Ensure Fire Certificates/Layouts integrate with design

Space usage is important to avoid having to change areas once staff are in occupation and therefore thought must be given to the following and should be discussed and agreed with the client.

· Saturation of desking avoids the need to continually move workstations to add desks as the office grows.  This initial effort will reduce ongoing costs and disruption to the business.  Future moves will be people and files only.

· Is new/additional furniture required?  if so, remember lead times from suppliers are approx 6-10 weeks. Is there budget available for this spend?

· Old furniture to be reused - is this suitable, are repairs necessary?

· Storage - an assessment of current and anticipated needs is necessary

· Positioning of storage units so that they do not impose into corridor areas

· Shared areas, where and who manages?

· Data/Telecoms cabling required?

· Meeting rooms, size, shape, location and data/telecom requirements?

· Shared office equipment such as copiers or facsimile, the location of which needs discussing with the client, wherever possible a separate resource area should be created to avoid copiers being too near staff as they cause traffic and distraction.

· Vending areas should also be situated in an area common to all on that floor and an area where traffic will be shared, ie:  in the centre part of the floor, set back from the corridor.

· Administration departments who draw traffic such as Finance, HR and Marketing need to be positioned again in areas where traffic is shared.

· Allocation of hotdesks to be spread around floor or centralised into one area.  There are benefits to both and this needs to be a client decision.

Please refer to Design, Planning & Costing Checklist (Appendix D) that will act as a prompt when planning a refurbishment or project move.

Planning & Logistics

Storage & Screen Heights

The height of storage units and furniture screens can be shown on plans if required, but is generally left off to avoid too much information being shown, particularly when using A3 size plans for discussion.

Colour Codes

· Office partitioning is represented on drawings with a solid blue line.

· Desks and work surfaces are shown in green, storage units are shown in purple/pink and screens are shown in yellow.   

· Chairs are shown in blue.

Seat References

Each desk location, meeting room or casual seating area is allocated a personal number using a combination of building abbreviation, floor and room number/secretarial bay.  This information should only be changed by FM should there be a repositioning of furniture.

Each desk reference will start relevant to the building, then the floor, followed by room number, then desk front, middle or rear, (where Front = closest to the door and Rear = furthest from the door).

The planning stage of any project is the most detailed and involves all concerned to agree dates and responsibilities.   Logistics are discussed at the kick off meeting and time must be allowed to assess each task and how this fits into others, lead times and of course availability of resources.

Move Costs

Planning Considerations

Attached, as Appendix D is a Design, Planning and Costing Checklist with allocated responsibility shown.   

When planning works it is essential to consider the following:

· Landlord Approval, Local authority, fire officer, time to obtain consent

· Supplier lead times

· Segregation and the need to maintain working areas for W&C staff

· Safety Hazards where works must be performed out of hours, such as floorbox repositioning, accident potential

· Out of hours working which will increase project costs and possibly lengthen project duration

· Decanting of staff and storage of excess/redundant furniture

· Removal and timing of crates, avoiding blocking fire escape routes

· Lead times for support from London telecoms and IT infrastructure

· Holiday periods where resource availability may be scarce

Timetable Of Works

For larger project moves and refurbishments a Gantt chart will be used to display a logical sequence of works.   

The Gantt chart is basically a list of works, which is then put into order and links are discussed and agreed by all involved, ie: can’t lay new carpet until data cabling is complete, data cabling can not commence until floorboxes are confirmed as being in correct position per plan, checked by FM, floorboxes can’t be moved until furniture cleared and old carpet removed and so on.

It is sometimes easier to start at the anticipated finish date and work backwards, remembering of course the need to perform certain works out of normal working hours, ie: evenings/weekends.

The FM can’t delegate this responsibility to anyone else but can ask various project team members to provide their section such as the main contractor for the demolition/decorating aspects, IT for data cabling installation and the furniture suppliers for new installations.

Health & Safety Considerations

When planning the logistics of the move it is important to consider the health and safety aspects of not only the other employees in the building, visitors in communal areas, but also the health, safety and welfare of contractors.  

Too many contractors in a small area, rushing to complete unrealistic deadlines = an accident!!

Many of the moves that take place are either Business As Usual (see Move Definitions, Section 9 for more information) or Project Moves that are as a result of office growth or refurbishment.   It is essential to consider the possibility of an accident and what can be done to eliminate the hazards and risks.  

The most obvious answer, to avoid an accident, incident or near miss when segregation is not possible is to perform works out of hours.  This will reduce business disruption with regards to loss of power, fileserver and telecoms.

Lift company to be on standby for large moves.

IT Support

As soon as the project scope has been identified the FM must liaise with the IT Manager to confirm local IT support required.   On larger projects it may be possible to allocate an IT Support Specialist to the project.

In any event it must be noted that the IT Manager must approve all requests for evening and weekend work in advance.  As much notice as possible is necessary as a number of background projects, such as fileserver replacements and loadsets projects are always taking place and specialist support may not be available in any event 7 days notice must be given.

The same considerations must be applied to the support provided by Telecoms Team, such as telephone reprogramming which is co-ordinated by IT.

All project costs must be summarised to the Director of Operations, which is as follows:

· Under £10K
approval by Director of Operations (DO)

· Between £10-20K
a project charter to be completed, approved by FM for technical content, and Director of Operations for financial approval

· Over £20K
a project charter to be completed as above, with overall approval by Director of Operations 

· Over £50K
a project charter which the FM must prepare, with approval from the Director of Operations before submission to the Executive Committee.

Chargecodes

For most types of moves non routine costs should be charged to the ????? code and are within the remit of the FM. This applies to areas such as crate hire, labour to move furniture, repositioning of floorboxes and minor alterations that are not repairs, such as moving existing partitioning.

Larger projects should be costed in full in advance of the move with support from the Director of Operations to ensure no areas are overlooked.  See Section 5 for more details.

Any new items purchased, as opposed to services to assist, such as new workstations carpet, storage, additional partitioning, new doors, new data cabling, should be charged to the following nominal ledger codes:

furniture, carpet, storage, partitions (basically things we can take with us if we move!!)

technical areas such as cabling for phones and faxes, security systems, electrical wiring, intercoms, modems and also the purchasing of office equipment such as fax machines.


Ongoing requests for additional furniture should be referred to the FM for authorisation.   

Costs associated with maintenance and general repairs should be coded to the series, such as repairs to door locks or windows, broken door handles etc.

Project Charter

A project charter is developed for projects costing in excess of £10,000.  The purpose is to provide a brief summary to the Director of Operations explaining the need for expenditure and to which areas it relates.  

The firm's standard Expenditure Form must be completed and submitted with each project charter clearly allocating identified project costs between capital and revenue.

Please refer to Appendix F for a copy of the Expenditure Form.

The charter includes the following:

· Introduction

· Business Justification

· Project Details

· Options

· Risks & Benefits

· Cost

· Programme

· Project Team

· Recommendations

All project charters must follow the format and the template is available in this document. Charters are usually 4/5 pages in length with relevant attachments, such as supplier quotations, proposed drawings and other relevant technical information.

Summary

A financial summary of all costs incurred should be completed for each project move or office refurbishment, not relevant for BAU moves.  This summary should be forwarded to the Director of Operations and a copy kept locally within the move file.

Overspend

Any overspends on larger projects where capital expenditure has been approved should be referred to the Director of Operations as a matter of urgency and preferably before the expense has been committed to.  A move is defined as ‘the physical movement of a person or their equipment either within a floor, between floors or between buildings’. 

The Move – Questions & Answers

Who decides when the move will take place?

The FM will liaise with IT and necessary service providers to ascertain a realistic date.   This is then communicated and agreed with the relevant departmental heads or in the event of an office re-organisation with a Director.  Moves during the day can be hazardous and must be avoided for moves involving five or more people, particularly if moving between floors.

How does a move take place?

Before the physical move takes place, a Move Note should be circulated to all involved, usually IT, HR, Front of House, Switchboard, Office Services, Library, Records, as well as the movers and their secretaries. This note will include detailed information such as who, when and where!  Please refer to section 10, ‘Move Note Guidelines’ for information on how to complete the form and the key information required.

To assist with larger moves it is essential that each department moving nominate a MC to assist the Facilities/IT team.  Their role will be to gather all staff data (referred to as Move Data) associated with the move and enter this into the Move Note, then email to FM and IT.   They are also responsible for ensuring effective communication to their team. 

Who carries out the move?

The move is co-ordinated by the FM.

Porterage services will be obtained from ??????.  Under NO circumstances should staff be expected, allowed or encouraged to move crates, furniture or computer equipment. 

Relevant suppliers or their nominated sub-contractor will perform furniture moves.

The MC is responsible for ensuring that all employees being moved pack their belongings into crates, that they are labelled, secured and not overfilled.    The MC must also ensure that crates are unpacked within five working days of the move.   

What happens during the move?

The FM, MC and IT work together as a team, to ensure effective communication to all involved (staff and contractors) and that the move is completed on time and within budget! Any issues affecting staff to be communicated immediately using the most appropriate format at the time, this covers restricted access to the building/specific areas, loss of power or telecoms etc.

What happens after the move?

The MC is responsible for:

· ensuring all crates are unpacked

· distributing Move Feedback Form amongst the staff

· liaising with FM re any snagging items

The FM is responsible for:

· snagging items - liaison with contractors as necessary through to completion

· ensuring all technical drawings/floor plans/telephone lists are updated 

· organising necessary maintenance contracts as necessary

· general communication to office/business group

· preparing summary of costs to forward to Director of Operations 

· organising team debrief

IT are responsible for:

· providing telephone directory amendments/liaison with FM, Front of House and switchboard

· dealing with any IT or telecoms issues

· printer set ups 

· updating any drawings and databases maintained by IT

Client feedback will be obtained for larger project moves via the Move Feedback Form, which will be emailed to staff and returned to the FM for analysis of comments etc.

See Project Completion, Section 11 for more information.

Move Definitions

A move is defined as ‘the physical movement of a person or their equipment either within a floor, between floors or between buildings’.  The following categories of moves have been identified:

Business As Usual Move (BAU)

Anything up to 1 person per morning/night moving between departments, within a floor, between floors or between buildings provided that every individual moving is to be located at an existing workstation serviced by existing sufficient operational power, data and telephone line.  The move will not normally involve a phone number change, but effect the movement of personal files, phone and IT equipment.   This would include movement of faxes, modems and printers (if applicable).   Timescale to complete such a move is anytime between three and ten working days subject to resource availability.  All urgent moves will be at the discretion of both the FM and IT manager.

Move Note Required:
YES
Project Move (PM)

This type of move can be defined as a move that requires the movement of furniture, removal or installation of partitioning, air conditioning, new electrical or phone outlets.   This would also include movement of faxes, modems and printers.   This type of move is normally associated with a single departmental reconfiguration within an existing building using existing space.   Timescale to complete such a move, once space plans have been agreed, is any time between ten working days and two months subject to resource/materials availability.

Move Note Required:
YES
(This will be required when brief has been developed, plans agreed and move 
date scheduled.  A move note is required at least two weeks before a project 
move takes place).

IT/Phone Only - Request New/Move

This type of request usually involves either one or a combination of People/Phone and IT, but DOES NOT involve contents or furniture changes.    This type of request will be treated as a move in the usual way.   The FM shall complete a move note and submit to IT electronically in the normal way.   Timescale to complete the telecoms aspect, and the move of a PC should also be at least 3 days.

Move Note Required:
YES
Business Critical Move (BCM)

This type of move can be defined as a movement of staff and their contents that need to be and can be completed within five working days of notification.   The criterion for this type of move is driven by an instruction from the Director of Operations or Director.  

Move Note Required:
YES
This will be required when brief has been developed, plans agreed and move date scheduled.  Failure to produce information could jeopardise BCM.

Major Project Move (MPM)

This type of move can be defined as a move that requires the sequential movement and reconfiguration of furniture, removal and installation of partitioning, air conditioning, new electrical or phone outlets for a number of departments and people.   This would also include movement of faxes, modems and printers.   This type of move is normally associated with multi-departmental configurations within an existing building and between buildings.  Timescale to complete such a move, once space plans have been agreed, is anytime between one and three months subject to resource/materials availability and existing move program.

Move Note Required:
YES
Other Type Of Moves/Requests

New Joiners

Providing no moves are taking place then HR, FM to notify IT via e-mail, with full details.   It is important to state whether the new joiner is taking over an existing telephone number, which is then just a name change.

Move Note Required:
No
If however, you are moving people to accommodate a New Joiner then a move 
note will be required.

Telephone Directory Changes

This type of change should be e-mailed to the Facilities Helpdesk and switchboard who will liaise with telecoms to ensure that any requests are processed and completed within 48 hours.

Move Note Required:
No
Transfers

IT are responsible for liaising with the business with regards to computer equipment.  In some instances where staff remain in the same location, the computer will remain with the member of staff unless the user has a laptop.  Each instance is likely to be different.

Move Note Required:
No
Miscellaneous Telecom Requests

The following requests should be emailed to IT who should ensure they are completed within 48 hours.  No Move Note required:

· Phone Replacements

· Voice Mail Requests/cancellations/passwords

· Changes to Extension/Fax/Modem numbers

Requests for new hardware or software, or additional data points should be referred back to IT.  Ad hoc data points requests to FM.

IT Requirements

It is essential that all aspects of IT be accounted for during any type of Move (BAU or Project Move).  For any assistance in planning the IT element of any move you can contact the IT Team and ask for an IT Support Specialist or a member of the IT Moves Team to come and visit you.  BAU move please contact the IT Helpdesk and ask for an IT Support Specialist to discuss your requirements.

For any assistance in planning the IT element of a project move please contact the IT Moves Team and they will come and visit you.  The points below should be used for guidance when compiling the Move Note.  Assistance will be made available to you to ensure that all the detail has been captured.

IT Guidelines for move co-ordinators and departmental administrators

The following are guidelines for departmental administrators and move co‑ordinators detailing what actions are required to ensure that requests for IT moves and/or installations are fully completed.  This guide clarifies what is undertaken as part of a Move and what elements need additional action.

It is not intended to be a full and definitive list of actions.  It is essential that all aspects of IT are accounted for during any type of Move.  For assistance in planning the IT element of any move you can contact the IT Helpdesk via email or by phone and request a member of the IT Moves Team or an IT Person to come and visit you to discuss your requirements.

IT Moves

The Moves Process issued to Moves Co-ordinator details all the elements of what is involved in a move.  It defines a move as “the physical movement of a person or their equipment either within a floor, between floors or between buildings.”  If the move of equipment does not involve the move of a person, and it does not involve the reconfiguration of any furniture then it is not necessary to raise a Move note.  Email or call the IT Helpdesk.

Secretaries

All desktop equipment will remain in existing location.  Requests to move specialised equipment must be notified to the IT Helpdesk.

Executives

Your monitor and telephone will remain in existing location.

Upon submission of a DRAFT Move Detail Sheet some IT elements of the move may be detailed.  This does not mean to say these elements will be undertaken as part of the move.  Examples:  

· New Joiner

· Data transfer required (moving a particular groups data from one server to another)

· Re-personalisation of machine required

· Installation of new hardware or software.

It is usual for these to appear on a Move Detail Sheet; but not sufficient on their own for all the necessary actions to occur.  The additional action is needed if any of the following are required.

Installations

The following details the action required for IT Installation requests to take place.  A Move Note is not required unless the same requests also involve the movement of personnel and/or the reconfiguration of furniture.

New Joiner

Complete the J/L once received from HR and forward to the IT Helpdesk.  Re-personalisation of an existing machine for a New Joiner, even temps, requires a New Joiner’s form as detailed above.

Leaver

Complete the Leaver’s Form as received from HR and forward to the IT Helpdesk.  Direct the Leaver to return portable kit to IT or place a Helpdesk call.  Leaver should also return security passes and taxi cards to FM helpdesk.  Unscheduled leavers must be notified to FM & IT immediately.

Other Requests

The following requests should be addressed via the IT Helpdesk or for non-urgent items only, via email to the IT Helpdesk.  For example:

· Move of printer or other peripherals.

· Re-personalisation of an existing machine for an existing user.

· Installation of hardware or software.

· Data transfer (moving a particular groups data from one server to another).

Move Note Guidelines

Once you know the details of the project and have liaised with the business and relevant MC, a Move Note must be prepared/finalised.  The Move Note can be completed by the nominated departmental MC, however it is the responsibility of the FM to ensure the form is complete, and the responsibility of the nominated FM to ensure information is correct.

The Move Note will serve as an instruction to the porters, IT, HR, Front of House, Switchboard, Office Services, Library, Records, as well as the movers and their secretaries.  For an example of a Move Note please refer to Appendix E.

Move Note

The Move Note brings together the information needed for the principal aspects of the moves: Personnel, Furniture, Contents, Telecommunications & IT.

Project Name

A name must be shown and is usually the title of the project.

Project Number

A number should be entered and the FM should keep a record of all moves numbers in a log, starting at 0001.

Reason for Move

This is the name of the person making the request, which is either the FM, IT or in the instance of new joiners a member of the HR team.    Members of staff are also encouraged to use this form to make requests for staff moving within existing workstations.

Date of Request

Date the Move Note is sent, NOT the date the move is required on.

Location

The location is the building and either a floor or specific area.

Project Manager

Name of allocated project manager and contact number, not applicable for smaller moves.

Facilities Manager

Name and extension number.

IT Support

Name of allocated IT Support Specialist and contact details.

Telecoms

For larger projects a member of the telecoms team or contractors details should be entered here.

Data

The name of the contractor providing support and relevant contact details.

Porterage

The name of the contractor providing support and relevant contact details

Main Contractor

For larger moves or refurbishment a main contractor will be appointed and their company name, site contact and telephone numbers should be shown.

Furniture

Smaller moves may involve furniture support and the contractor’s details should be shown, the manufacturer will provide larger moves with new systems furniture and these details will be available from the FM.

Drawings or Floor Plans

A simple Yes or No should be entered here.  For smaller BAU moves drawings are not always necessary.

Version No/Date

The reference can be found on the drawing/floor plans, bottom right hand corner.

Drawings/Floor Plans Checked

It is the responsibility of the FM with support from IT to check the final drawings/floor plans.

Copies To

Depending on the size of the project plans should be copied to all involved.   A separate drawing list should be kept as part of the minutes and team communication.

Move Co-ordinator

The name(s) of each MC should be shown with their department name and extension number.

Porter Notes

Standard requirements shown, please overtype if you have any special requirements.

Move Date & Time

Facilities/IT Team and the firm must agree the date and time mutually.    Moves must not take place during the working day if they involve ten or more people or are moves across different floors.

All moves will be completed by 9.30am the following day.

Name Column

The name of every person to be moved, each fax, modem, and direct exchange line and computer printer should also be entered on a separate line in the name column.

Dept/Group

A group name must be shown in full.

Status

The job function or title should be entered here, e.g. Director, Associate, Secretary, Support.  If it is a new title, please write it out in full.  This information alerts IT to the special requirements and is entered for reference.

Moving From/Moving To (Current and New Location)

This information MUST be completed for every individual, fax machine etc. that will move.  Please use the aisle number and desk reference number. Those coming from or going to share or group rooms should be given a seat letter reference, which you can find on your plans.  If you do not have a current drawing of the layout of your department when you begin to plan a move, FM Helpdesk will be happy to provide one.  Please specify locations for spare or replacement handsets and specify if handsets are to be removed.

Current Extension No

This field MUST include current extension unless the move note includes details for a new joiner, in which case NEW should be entered. If the number is shared, please note this in the comment column.  If a shared desk, please provide information on which extension will remain.

Telephone Type

Type

Desk Reference

This is the code shown on the plans using a combination of aisle numbers and letters to give each workstation or hotdesk a personal reference.

Notes - Furniture, Telecoms and IT

The FM will agree with you which furniture is to be moved or supplied. The move note shall provide details of your requirements, such as special chair.  As standard crates and phone extension will be moved.  For legal and administrative staff the laptop/PC will be moved.  However, for secretaries only the phone will be moved. 

Under no circumstances should any fields be left blank and on smaller projects not applicable (n/a) should be entered. 
Move Completion

A move or project is not complete until all aspects have been completed:

· Snagging items are complete

· Client handover

· IT sign off

· Updating Move Data, drawings and/or floorplan

· Obtaining and reacting to user Move Feedback

· Finance Summary prepared with copy invoices

· H&S File and other technical reference material on file

· Team Debrief

Snagging

The MC should collate feedback from staff on snagging whilst at the same time the FM should undertake a visual survey of the area, looking for any defects that require remedial works.   Any items snagged should be recorded and the FM is responsible for instigating remedial work as quickly as possible.    Detailed records must be kept for liaison with relevant suppliers.

On larger new installations snagging should take place at various stages to avoid confusion about possible remedial work.  For example, once the build stage and painting is complete, snagging should take place before the furniture is installed.  Any damage, scratched or dents can then be attributed to the furniture installation team and the cost to make good will be at their expense.  The FM is responsible for snagging; listing items on worksheets from suppliers and chasing if necessary to ensure remedial works are effective and timely.

Serious snagging points should be referred to the Director of Operations.

Payment should be withheld from suppliers until all snagging items are completed to client satisfaction.

Client Handover/IT Sign Off

A brief meeting should take place the Client, MC, FM and IT to discuss the project and confirm any outstanding action points and agreed deadline dates.  IT should confirm at this point in time any equipment still awaiting delivery or relocation, due to either technical constraints or supplier delivery times.

Updating Move Data and Drawings

The FM is responsible for maintaining Move Data and drawings for their office location or other nominated sites.

Once created the Move Data must be maintained by the FM in a consistent format to ensure effective moves can take place on an ongoing basis.    The spreadsheet can then be cut and pasted into the Move Note for smaller moves, thus eliminating the need to continually retype information, which can lead to errors.

Move Data must be in Excel format, which is names and extension numbers shown on the plan, with departmental allocation of space shown with dotted lined. 

Each time a move takes place the Move Data should be submitted to FM Helpdesk via email in order that centralised information is maintained, this applies to Business As Usual, transfers etc, not just project moves.

Move Feedback

A move is NOT successful if users are without telephones, computer equipment IT and their crates.  If chairs are missing, keys snapped off in pedestals and storage units are not available users will be disappointed and communication on remedial works is essential to the user.

A Move Feedback Form has been adopted.  This form is sent to all users electronically following a move for completion and return.  A bottle of champagne is advertised to encourage staff to respond.  This formal way of seeking feedback is only appropriate for larger moves or office refurbishments.

Finance Summary

The FM is responsible for collating all invoices and costs incurred for all aspects of each project and larger projects should be summarised and forwarded to the Director of Operations.     

Health & Safety File

For larger project where new equipment or refurbishment works have taken place a file containing risk assessments and technical data sheets on materials/equipment used should be compiled, labelled and filed for future reference.

Team Debrief

The FM should organise a meeting in order that feedback can be communicated to all involved.  The FM will seek feedback from the client and contractors.  Feedback should be summarised in writing and form part of the Review process, particularly where the Director of Operations has set specific objectives.


Move Team
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Move Co-ordinator Job Description

Role

To gather departmental move requirements, agree solutions and liaise with on-site facilities contact to co-ordinate office moves and to assist with maintaining Move Data.

Individual

Must have the authority to take and implement decisions on behalf of the department.

Responsibilities

· To request future space requirements (for major moves only) through FM.

· To develop a proposed plan in conjunction with the Facilities/IT Team and department.

· To consult with ALL those moving - gathering their requirements and subsequently obtaining their agreement to the proposed layout.

· To obtain signed agreement of the space plans from the business/departmental head 

· To identify a deputy to act in their absence.

· To complete the Moves Note and relay all move documentation within the specified time scales.

· For large moves, co-ordinator to liaise with IT to compile data requirements for the move and that all relevant information regarding IT is made available to the IT Helpdesk.

· To liaise and agree terms with the move co-ordinator of ‘receiving’ department in moves between departments.

· To ensure that those moving comply with the Move Note instruction and pack and label their belongings by the time specified.

· To ensure that all crates are emptied for return within five days of the move.

· Identify locations for replacement or spare handsets on the move note and specify if handsets are to be removed.

· To assist the FM Team in preparing the proposed schedule of works where necessary.

· To ensure employees being moved are kept informed at each phase of the process.

· To ensure the Move Feedback forms are filled out and prepare a snagging list if required.

· To advise facilities of changes to current layout including name changes, leavers and joiners.

· To act as central contact for all queries regarding the move from inside and outside the department. 

· To liaise with IT with regard to telephone numbers, coverage paths, hunt groups and pick up groups.

· To identify locations for faxes, modems and printers on the Move Note.

· Co-ordinate with IT new joiner requests.

· To understand space plans prepared by FM Team.

· The Move Co-ordinator should send requests for replacement or extra chairs to FM.


Telecoms/IT Considerations

Whilst the IT Team now covers all aspects of telecoms, it is important for the FM to work closely with IT to ensure a seamless service is provided in respect of all moves.      The following notes identify areas to be mindful of when organising moves, particularly information about the links into telecoms that administer all system amendments centrally.  It is important when planning a move to ensure that the nominated MC and the business understand these links into a centralised support function.

Telecom Requirements

Please ensure that you have accounted for ALL the numbers affected by the move, and that you specify whether spare numbers are to be moved or removed.    An audit list of all allocated numbers is available via IT.   

Spare Handsets

When planning project moves you should work with IT to identify new phones on spare desk requirements by following the new phone procedure within the Move Note process

Call Pick Up

IT need to liaise with the relevant MC or for smaller moves the FM. Please use a separate sheet to detail the call pick up groups for telecoms and ensure that all the extensions that will move are grouped accordingly.

Comments

If you require changes to the configuration of a phone you need to detail these on a separate sheet from the Move Note.  IT will need to know all the appearances that are to show on the phone.  Please note that this type of work depends on the availability of hardware on the telephone system.

If there is a BT Exchange line involved, please bear in mind that you may not be able to carry this over to a new building, as it may be a different exchange.  If this is the case please contact IT directly.

When staff leave their extension number and mailbox will be taken off the system unless the number is being allocated to a New Joiner.  In which case, the new name must be given to the IT Helpdesk.

IT Requirements & Resources

It is essential that all aspects of IT be accounted for during any type of Move (BAU or Project Move).

For any assistance in planning the IT element of any move you should contact IT Team who can organise any necessary support.  As outlined in the planning section of this document, advance notification is required and must be authorised in advance by the IT Manager, for any weekend or evening work.

Email Groups

Movers to be included/removed from certain email distribution lists 


Design, Planning & Costing Checklist

	Description
	Assessment required
	Responsibility to Organise

	Building Regulations required?
	Y
	FM

	CDM required?
	Y
	FM

	Health & Safety assessment
	Y
	FM

	Security to be notified
	Y
	FM

	Storage required for new or redundant furniture
	Y
	FM

	Signage changes
	Y
	FM

	Copier needs moving
	Y
	FM

	Post Move attendance required
	Y
	FM

	Fire Officer to be notified
	Y
	FM

	Partition Alterations
	Y
	FM

	Decorating
	Y
	FM

	Carpet alterations
	Y
	FM

	Ceiling alterations
	Y
	FM

	Small Power Work
	Y
	FM

	Data Cabling Works
	Y
	FM

	Permit to Work - Hot works etc
	Y
	FM

	Patching Schedule to be issued
	Y
	IT

	Lighting Alterations
	Y
	FM

	Emergency Lighting Alterations
	Y
	FM

	Floor Box Work correct …, spare parts etc
	Y
	FM/IT

	Mains Electric Work
	Y
	FM

	Proximity Detectors Alterations
	Y
	FM

	Smoke Detectors Alterations
	Y
	FM

	Fire Alarm Considerations
	Y
	FM

	HVAC considerations
	Y
	FM

	Fire Protection Equipment
	Y
	FM

	Window Treatment required?
	Y
	FM

	Blinds
	Y
	FM

	Fittings (shelves/noticeboards etc)
	Y
	FM

	Protection required?
	Y
	FM

	Additional handsets required?
	Y
	IT/MC

	New extension numbers required?
	Y
	IT/MC

	Numbers audit required?
	Y
	IT

	Voicemail/virtual numbers required?
	Y
	IT/MC

	Printers assessed/identified
	Y
	IT

	LAN/WAN issues checked
	Y
	IT

	Colour Printers issues checked
	Y
	IT

	Special connectivity requirements checked
	Y
	IT

	New Furniture required/moved?
	Y
	FM

	Furniture from/to storage?
	Y
	FM

	Timescale for new furniture?
	Y
	FM

	Workstation signage alterations
	Y
	FM

	Removal costs?
	Y
	FM

	Cages required re IT
	Y
	IT/FM

	Quantity of crates, bulkstorage
	Y
	FM/MC

	Move between buildings, vans required?
	Y
	FM

	Crates/labels/seals required?
	Y
	FM/MC

	Contractor to pack/unpack
	Y
	MC

	Confidential files to move?
	Y
	MC

	New storage required?  Assessment
	Y
	FM/MC

	Special clean?
	Y
	FM

	Standard clean after move?
	Y
	FM

	Access Control considerations 
	Y
	FM

	Security Clearance for contractors
	Y
	FM

	Site Rules
	Y
	FM

	Parking issues
	Y
	FM

	Welfare arrangements
	Y
	FM

	Provide additional security
	Y
	FM

	Valuation of Equipment & Refurbishments for Insurance purposes
	Y
	IT/FM

	Patch Ports
	Y
	IT

	Change Login Script
	Y
	IT

	Copy data between servers
	Y
	IT

	Additional Equipment Required?
	Y
	IT

	Security Cable Installed?
	Y
	IT

	Security Cable Key available?
	Y
	IT

	Monitor Type?
	Y
	IT

	New Starter Setup?
	Y
	IT

	Type of PC/Laptop?
	Y
	IT

	Phone Model?
	Y
	IT

	Cable Management Installed?
	Y
	IT

	Printer Local or Networked?
	Y
	IT

	Secretarial Assignments Received (5 days notice required)
	Y
	HR

	Capacity on Network
	Y
	IT

	DHCP Capacity
	Y
	IT

	Telephone Switch Capacity
	Y
	IT



Move Note


Expenditure Form

OFFICE AND OPEN PLAN MOVES AUTHORISATION FOR EXPENDITURE

Department : ______________ Building/Floor:  __________ Project No. _________
Move Co-ordinator: _________ New location: _____________ Move Ref: _________
Number of Staff to be moved: ___ Proposed date of move: ___/__/

Nominal Ledger:  _____  
Responsibility Code:  ___________ Official Code:  ____

	ITEM
	COST
	NO.
	NOTIONAL COST £

	A Demolition – per office including electrical attendance
	
	
	

	B Construction of office walls – formation of a room including services
	
	
	

	C Alterations to existing room – cost per wall
	
	
	

	D Supply of crates and movement of contents
	
	
	

	E Movement of furniture including transport/porters/wire management 
	
	
	

	F Dismantling & reconfiguring w/stations
	
	
	

	G Filing and storage (per filing clerk)
	
	
	

	H Telephone and fax
	
	
	

	I Provision of new floor boxes
	
	
	

	J Provision of new data outlets
	
	
	

	K Additional furniture fitting
	
	
	

	L Cleaning
	
	
	

	M IT Movement of Computers/Printers
	
	
	

	N Other Items:
	
	
	

	O Furniture requirements
	
	
	

	P IT requirements



TOTAL
	
	
	

	PREPARED BY:______________________
	DATE:  ____/__________/_______



Move Feedback Form

Return this form and we enter you in a champagne draw
The facilities team is committed to continuously measure and improve the moves service we provide to the Customer.  Your feedback is key to this so please return this form in the internal mail to your facilities contact.  Each month a draw is done for a bottle of champagne for those who participate.  A satisfactory report is as important as one highlighting a problem!  Thank you.

Who are you?

	Name:
	Date of Move:

	Dept/Location:
	Move Note No:


	
If the move went well and you have no further comment to make please tick this
	

	
Box and return the form without further action.
	


More detailed feedback is appreciated and your comment on the following points will assist us to analyse and address activities, which are worthy of a change in procedure.  We also work to identify those who are excelling in the process and reward them accordingly.
1 = Poor, 2 = Not Satisfactory, 3 = Satisfactory, 4 = Good, 5 = Very Good

	
	Poor


	
	
	
	Very Good



	
	1
	2
	3
	4
	5

	
	
	
	
	
	

	Were you kept informed during all stages of the Move ?

(did you have sufficient information from your Moves Co-ordinator)
	
	
	
	
	

	
	
	
	
	
	

	How do you feel the Furniture removals process worked ? (was your furniture 

in the correct position and was it fully functional on the day of occupation)
	
	
	
	
	

	
	
	
	
	
	

	How well did you think the Porterage Team performed their duties ?

(were the crates there on time and correctly moved to your new location)
	
	
	
	
	

	
	
	
	
	
	

	How did the IT support team perform?

(did you have the right equipment in place and working at the appointed time)
	
	
	
	
	

	
	
	
	
	
	

	How did the Telephone support team perform?

(was your phone working at the allotted time with the correct extension No.)
	
	
	
	
	

	
	
	
	
	
	

	How satisfied were you with the Builders/Maintenance work in your area?

(was the builders work completed on time & your area left clean & tidy.)
	
	
	
	
	

	
	
	
	
	
	

	How did the Cleaning team perform?

(was the workplace tidy & clean and the surrounding areas clear of rubbish)
	
	
	
	
	

	
	
	
	
	
	

	Did the co-ordination of the move meet your expectations?

(was it performed timely and installed to the agreed layout)
	
	
	
	
	

	
	
	
	
	
	

	Overall, how did the experience of the move seem to you?

(did the Moves team offer a level of service that met your needs)
	
	
	
	
	

	
	
	
	
	
	

	Do you have any snagging items you need addressing?  If so please tick box
	
	
	
	
	

	
	
	
	
	
	


IS THERE AN IMMEDIATE PROBLEM OR HEALTH AND SAFETY HAZARD (e.g. loose or exposed cables or unsafe stacking of crates)?  If so please contact the Facilities Helpdesk NOW!!!

If you have any comments you want to make please use the reverse side of this form.
Thank you


Flow Chart for Move Note Process
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Leavers Accommodation Checklist

This form is to be completed and circulated to Facilities, IT and Office Services prior to the employee leaving.

	NAME
	POSITION
	Building.Floor.Room
	Leave Date
	Date for all items to be completed

	
	
	
	
	


	Department / Item
	Date Actioned or Checked
	Signature
	Remarks / Comments

	HR

	Notify secretary to open all mail
	
	
	

	Identify who will be taking over current/outstanding client matters
	
	
	

	Collect Access Card
	
	
	

	FACILITIES

	Update floor plan
	
	
	

	Update London telephone directory
	
	
	

	Check if employee held Fire Warden/First Aider position
	
	
	

	Disable Security Access card
	
	
	

	Disable taxi charge cards
	
	
	

	Check cleanliness of office
	
	
	

	Ensure all keys returned
	
	
	

	Disable Amex Corporate Card
	
	
	

	LEAVER’S SECRETARY

	Ensure files are archived
	
	
	

	Ensure all drawers empty and clean
	
	
	

	Check office for stationery and return to Office Services if necessary
	
	
	

	IT

	IT Checklist complete
	
	
	

	OFFICE SERVICES

	Remove name plate
	
	
	

	Check office for stationery and return to stock if necessary
	
	
	

	Collect dictation equipment
	
	
	

	Remove all rubbish/empty boxes
	
	
	

	Check all lights working
	
	
	


When items have been completed please return to Facilities Helpdesk.
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Joiners Checklist
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Leavers Checklist

Step 3 – FM


FM to meet with IT for all large project moves.  Once a week to agree BAU move Dates.





Step 2 – FM Checks


FM Team Administrator checks if more is BAU or Project Move





Step 1


Moves Co-ordinator raises 


Move Note using Word


Template and emails FM


Helpdesk





Step 4


After the FM has obtained approval of the Layout Drawing and Expenditure costs, the FM team agrees the date of the move with IT.





Step 5


Move takes place





Step 6


At least 1 day after the Move has taken place, a move feedback form is circulated to those who moved





Step 7


Person moved, completes Moves Feedback Form and returns to FM Team.





Step 8


If no snags, Move Closed.





Step 9


If there are no snags, FM  contacts originator of snag(s) and resolves issue(s).  Once all snags are complete move Closed.





Step 10


FM team create report for Moves showing monthly statistics.
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