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OFFICE OF FINANCIAL MANAGEMENT

Interim Business and Facility Summary 

Instructions & Template

This document is the template for the interim business and facilities summary.  It is required for all agencies requesting new leases, purchases, relocation, or expansion.  

For more information see the Office of Financial Management’s Interim Facilities Review Process Section 1.4.
Complete all areas of this document as thoroughly as possible.

In this document, explore and summarize all of the options that have already been or will be considered to meet the program needs.  
Consider the following alternatives and document at least 3 alternatives including the alternative to take no action,
Purchasing a Facility

Building a Facility

Relocating to Existing State Space (owned space or vacated leased space)*

Leasing New Space (space not currently leased by the state)

Expanding an Existing State Space

Expanding an Existing Leased Space

Renewing and Remaining in the Current Location with a Remodel

Renewing and Remaining in the Current Location with no Remodel (required for space currently leased)

No Action (required for space currently state owned)
A General Administration space request should accompany this document.

The completed document must be approved by the requesting Agency’s Director or his/her designee prior to submission.
Documents and questions should be referred to: 

Amy McMahan 

Facilities Oversight Assistant 
Office of Financial Management 

P.O. Box 43113 

Olympia, WA 98504-3113 

(360) 902-9824
amy.mcmahan@ofm.wa.gov
*Information about existing state space can be found at https://fortress.wa.gov/ga/apps/SpaceAds/Search.aspx
OFM INTERIM BUSINESS AND FACILITY SUMMARY

AGENCY NAME
PROGRAM NAME

DATE
CURRENT LOCATION(S): 
Common Name:  _______ square feet at Full Address (Current Lease End Date, if applicable)
PROBLEM STATEMENT:

Create a one to two line problem statement that defines this request.  
PROJECT OVERVIEW:

What is your agency’s strategy for approaching facilities?  What are the leasing priorities for your agency?  How do these fit with your agencies strategic plan (or business plan)?
Describe the circumstances that created this project.  Some possible topics may include circumstances of the current lease, program needs, collocation, integrated service delivery, health and safety, space efficiency, cost impact, others?  How does this project fit with your agencies priorities?  Include any relevant history on this project.
What programs will be included in this space?  

If this is a relocation or expansion, describe your current location.  What year did your program occupy this facility?  What is the condition of the facility?  Are there any longstanding issues?  
If this is a new program, identify that here.

What are other benefits of moving forward with this project, if any?
PROJECT FUNDING
If you are relocating or expanding, what are your current annual expenditures for space?  What services does this expenditure include?

What funding source will be used to move forward with this project? Will this be absorbed within your existing budget or will this be a new funding request in a supplemental or biennial budget?  If absorbed, how?  If funding is expected to be done through efficiencies, how?  Will staff be lost or something else not be done as a result of paying for this space?
PROJECT TIMELINE

The current lease expiration is _______.   The proposed occupancy date is ________.
Key Milestones: 
Include project phases- key dates such as budget approvals, design, advertisement, bid, construction, equipment installation, testing, beneficial occupancy, and full occupancy.  
PROJECT SCOPE- AGENCY NEEDS 

*Attach GA Space Request-Space Planning Data Sheet

We are requesting_______ square feet of leased space.  This is to replace an existing _____ facility.
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FTEs

# of Office/Workspaces


What growth needs are assumed?  How does this tie to your agency priorities for facilities and your agency strategic plan?  

If # of Offices/Workspaces is different than FTE’s, describe.
Summarize your other program needs here.  

FACILITY LOCATION
Define your geographical boundaries.  What are you’re the program requirements that define those boundaries?  If applicable, how does this compare to your client population?
PREFERRED OPTION:

Option 1:  SUMMARY DESCRIPTION HERE
JUSTIFICATION/RESULTS EXPECTED:
This project will accomplish the following major objectives:

· Include bullets of what this accomplishes, does this save money, does this create efficiencies, does this address health and safety issues, does this support a changing or growing program need….etc.
RISKS AND DISADVANTAGES:
This project has the following risks and disadvantages: 
· Include possible holdover terms, increased costs, proximity issues, program challenges, etc.

PROJECT COST PLANNING 

Summary of Ongoing Operating Costs
Include a description of any assumptions made.  
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Square Footage Requested

Est.Lease Cost/Sq Ft/Yr

Est. Energy Cost/Sq Ft/Yr

Est. Utility Cost (W,S,G)/Sq Ft/Yr

Est. Janitorial Costs/Sq Ft/Yr

Maintenance Expenses (Annual Cost)

Total - $                - $                - $                - $                - $                - $               

Total Cost Per Square Foot - $                - $                - $                - $                - $                - $               


One time costs:
Total Infrastructure and moving costs are estimated at approximately $________.   Describe where these costs are expected to be expended- operating or capital. Provide details below:
Estimated one time costs 

One time costs are estimated as follows:
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(=Column 2 x Column 3)

GA Fees

Construction

IT Infrastructure      

Furniture Costs      

Building Security & Access Systems      

Moving Vendor & Supplies      

Total - $                             

Estimated Number 

of Units

Estimated 

Rate/Unit


OTHER OPTIONS CONSIDERED:  

Option 2:  SUMMARY DESCRIPTION HERE
Advantages: 


How does this option meet your program needs and how does it compare to the preferred alternative?
Disadvantages:
What disadvantages are there to this alternative? 
PROJECT COST PLANNING 

Approximate Annual Costs
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Square Footage Requested

Est.Lease Cost/Sq Ft/Yr

Est. Energy Cost/Sq Ft/Yr

Est. Utility Cost (W,S,G)/Sq Ft/Yr

Est. Janitorial Costs/Sq Ft/Yr

Maintenance Expenses (Annual Cost)

Total - $                - $                - $                - $                - $                - $               

Total Cost Per Square Foot - $                - $                - $                - $                - $                - $               


One Time Costs
Estimated one time costs 

One time costs are estimated as follows:
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GA Fees

Construction

IT Infrastructure      

Furniture Costs      

Building Security & Access Systems      

Moving Vendor & Supplies      

Total - $                             

Estimated Number 

of Units

Estimated 

Rate/Unit


Option 3:  SUMMARY DESCRIPTION HERE
Advantages: 

How does this option meet your program needs and how does it compare to the preferred alternative?

Disadvantages:
What disadvantages are there to this alternative? 

PROJECT COST PLANNING 

Approximate Annual Costs
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Square Footage Requested

Est.Lease Cost/Sq Ft/Yr

Est. Energy Cost/Sq Ft/Yr

Est. Utility Cost (W,S,G)/Sq Ft/Yr

Est. Janitorial Costs/Sq Ft/Yr

Maintenance Expenses (Annual Cost)

Total - $                - $                - $                - $                - $                - $               

Total Cost Per Square Foot - $                - $                - $                - $                - $                - $               


One Time Costs
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GA Fees

Construction

IT Infrastructure      

Furniture Costs      

Building Security & Access Systems      

Moving Vendor & Supplies      

Total - $                             

Estimated Number 

of Units

Estimated 

Rate/Unit


Agency Approval: _________________________________________
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