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About Michael Schley
• Began career as registered architect.

• Founded FM:Systems in 1984

• Retired from CEO role in 2017.  

• Currently Chairman of the FM:Systems Board of Directors

Industry Activities

• Named IFMA Fellow in 2008

• Chaired the AIA CAD Layer Guideline Task Force

• Served as Chair of the IFMA Foundation Board of Trustees

• Serve on FM Advisory Councils for Georgia Tech and Cornell University

mschley@fmsystems.com
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Why a Best Practice?
1. Formalize what we know.
2. Help new customers get a fast 

and solid start.
3. Support continuous 

improvement.
4. Provide a guide on emerging 

trends.
What the whitepaper is not:
1. It is not a how-to guide.
2. It is not an advertisement.
3. It is not intended to cover all 

situations.
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How do I get the document?
1. Go to www.fmsystems.com
2. Click on Resources tab.
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Why is a good move 
process important?
• Organizations are in a constant 

state of change, moving half of all 
employees every year on average.

• Major draw on FM department 
resources.

• Disruptive to employees being 
moved

• Because doing moves the 
traditional way is madness
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Traditional Semi-Automated 
Move Process
• Communication through email
• Tracking through spreadsheets
• FM needs to do everything
• Many meetings
• No good way to reschedule a move
• Approvals for exceptions are done by 

email and often result in delays
• Too many errors

Modern Automated Move 
Process

• Communication driven by the move system
• Tracking through a shared database
• Departments share in the process
• Only occasional meetings
• Changes are done smoothly and efficiently
• Approvals are done through the move 

system and are efficiently processed
• Errors are rare
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Benefits of a Good 
Move Management 
Process
• Efficiency
• Minimized Disruption
• Collaboration
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Framework for Understanding 
Move Management

• Requests
• Planning
• Coordination
• Analysis
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Move Management Terms

• MAC (Move, Add, Change)
• Restack
• Swing Space
• On-board 
• Off-board
• Scenario Planning (“Test fit”)
• Churn 
• Move Project
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Move 
Workflow
• Roles
• Tasks and Activities
• Automated Rules/ 

Exceptions
• Schedules
• Sequencing and 

Dependencies
• Communication
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Roles

• Move Planner
• Move Technician
• Move Liaison or Coordinator
• Move Approver
• Move User
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Supporting Services

• IT/ Telecom
• Security
• Furniture
• Mail Room
• Human Resources
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Automated Rules and Method of Making 
Exceptions
Examples
• The workspace type must be appropriate for 

the person being moved. (No you can’t have 
that nice corner office, even if it looks vacant)

• You can’t move a person from one department 
into another department’s space without 
approval.

• The FM department can do major moves only 
on weekends and needs four weeks of notice.
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Collaboration

• Move Liaisons
• Engage supporting departments

• IT
• Telecom
• Furniture Vendor
• Security (Access)

• Communication
• Change updates
• Completion status updates
• Requests for action
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Space 
Management

Sustainability

Maintenance 
Management

Move 
Management

Real Estate 
Portfolio

Asset 
Management

Project 
Management

Strategic 
Planning

FM:Interact
Integrated Workplace 
Management System 

(IWMS) Space 
Reservation

FM:Mobile

Benefits of Move Management within an Integrated 
Workplace Management (IWMS) System

General Benefits

• Single system to 
manage

• Common user 
interface

• Shared identity 
management

• Efficiency of shared 
data
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Space 
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Management
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Management
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Integrated Workplace 
Management System 

(IWMS) Space 
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Space Management 
and Move 

Management

• Space Management 
data provides the 
starting point for 
planned moves.

• Tracking moves 
keeps space 
management up to 
date.

Benefits of Move Management within an Integrated 
Workplace Management (IWMS) System
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Asset Management 
and Move 

Management

• Asset management 
maintains inventory 
of office and 
personal assets.

• Tracking moves 
keeps asset 
locations up to date.

Benefits of Move Management within an Integrated 
Workplace Management (IWMS) System
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Strategic Planning and 
Move Management

• Strategic planning 
provides guidance 
on long-term 
planning, company 
growth, and macro-
level real-estate 
options.

• Planning scenarios 
can be turned into 
move projects.

Benefits of Move Management within an Integrated 
Workplace Management (IWMS) System
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Move Management 
and Maintenance 

Management

• Work requests can 
be associated with 
planned moves for 
better coordination.

Benefits of Move Management within an Integrated 
Workplace Management (IWMS) System
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Classifying Moves
Move Types- Useful for 
understanding and reducing move 
costs.

• Box Move
• Furniture Move
• Floor-to-floor move
• Building-to-building move

Move Reasons – Useful for 
understanding and reducing churn.

• Department
• Facility
• Other
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Approvals
• Business Approvals – by 

department managers to ensure 
moves within company policy

• Facility Approvals – by facility 
manager to ensure moves are 
feasible within departmental 
resources and assignments 
don’t conflict with other plans.

• Advice – Keep approvals to a 
minimum.
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Integration with Other 
Enterprise Data Systems
• Human Resources – Providing 

location information
• IT Systems – Network access, 

provisioning of personal IT assets 
such as laptops and smart phones.

• Security Access Systems – Badge 
access.
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Best Practices

1. Provide visibility into space usage.
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Best Practices

1. Provide visibility into space usage.
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Best Practices

1. Provide visibility 
into space usage.

2. Create an 
interdepartmental 
team.
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Best Practices

1. Provide visibility into space 
usage.

2. Create an interdepartmental 
team.

3. Understand and reduce the 
cost of churn.
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Best Practices

1. Provide visibility into space 
usage.

2. Create an 
interdepartmental team.

3. Understand and reduce the 
cost of churn.

4. Automate tasks.
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Recommended Reports 
and Metrics
1. Churn Rate
2. Move Count
3. Average Cost per Move
4. Employee Satisfaction
5. Service Level Agreements
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Emerging Trends
• Agile Workspace

• Yes, move management is 
still relevant.

• Neighborhood Concept
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Emerging Trends
• Agile Workspace
• Reduction in physical items 

that are moved.
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Emerging Trends

• Agile Workspace
• Reduction in physical items 

that are moved.
• Ergonomics

• Sit-stand worksurfaces
• Special ergonomic chairs
• Special lighting
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Emerging Trends

• Agile Workspace
• Reduction in physical items 

that are moved.
• Ergonomics
• Integration with other 

corporate data systems
• HR
• IT
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Questions?
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Thank You



Contact

Headquarters

FM:Systems
2301 Sugar Bush Road
Ste. 500
Raleigh, NC 27612

www.fmsystems.com

name@fmsystems.com

@FM_Systems

FMSystems

Contact
Headquarters

FM:Systems
2301 Sugar Bush Road
Ste. 500
Raleigh, NC 27612

www.fmsystems.com

@FM_Systems

mschley@fmsystems.com

@LifeCycleBIM
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