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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
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DD Industry Activities
FM:Systems « Named IFMA Fellow in 2008

* Chaired the AIA CAD Layer Guideline Task Force
e Served as Chair of the IFMA Foundation Board of Trustees

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

mschley@fmsystems.com
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Why a Best Practice? Best Practices for

1. Formalize what we know. Migzghlewaﬂagement

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:
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1. It is not a how-to guide. —
2. |t is not an advertisement. 1 —
3. Itis not intended to cover all e e I

g | -
situations. FM=Systen||s' —_— h-g- e




How do | 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.

L} L} L ]
* Disru ptlve to el nployees belng
As organizations expand, contract, merge, divest, promote, reorganize and re-enginear
I I |OVe there is a need to move people and departments. The typical modem organization will

L 1 o >
move at least half of its s each year and that rate can often be much higher.
[ ] — - : . n nis o e
P B d n m th From a facility manager's perspactive, a major portion of a facilty department's time is
e Ca u S e O I g Ove S e devoted to move management. The importance of a well-run move process is clear.

o
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INntroduction

Modern organizations are in a constant state of change.
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Traditional Semi-Automated Modern Automated Move

Move Process Process

« Communication through email « Communication driven by the move system

» Tracking through spreadsheets « Tracking through a shared database

* FM needs to do everything * Departments share in the process

* Many meetings * Only occasional meetings

* No good way to reschedule a move « Changes are done smoothly and efficiently

» Approvals for exceptions are done by » Approvals are done through the move
email and often result in delays system and are efficiently processed

* Too many errors » Errors are rare
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Benefits of a Good
Move Management
Process

« Efficiency

* Minimized Disruption

* Collaboration

Benefits of Move Management

A good move process achieves three goals.

Efficiency
ﬁ# By coordinating the work of muliple departmment=s, moves can be achieved with & rminimum of
# wasted effort and ermor,

Minimized Disruption
Awell-run move process minimizes employes downtime. [deally employvees should be able to

.-~
‘ ’ be productive immediately after a move and reduce time needed for move preparation or move
"recovery.”

Collaboration

“‘ Today's office moves require collaboration beteeen muliiple service groups.  Although facility
depariments serve a= primary organizers, [T, Human Aezcurces and Secuity departments all
play maor rales and must be seamiessly coordinatad.
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Framework for Understanding
Move Management

Requests
Planning
Coordination
Analysis

FM:Systems

Understanding Moves In Today's Environment

Moves involve many people and require a significant amount of
communication between involved parties. At a high level, all moves follow the

same overall pro S

ch empioyees must mowe, when they need to move and what

> WOrks

Analysis

= ta from a move

Historically,

move management v
) printed fl

nas a manual or semi-manual process. M

d in the move
widing

JOTant.

ation betwean deparimenis i
f-sanice models for comporat

ke requs
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Move Management Terms

1. Move, Add, Change (MAC) - This term is often used as a reference to the move process.

M AC ( M OVG y Ad d y C h a n g e ) 2. Restack - Major relocation of departments within a building or set of buildings.

3. Swing Space - A location that is used to house a department tempaorarily while they await

o Re St a C k availability of their final location.
. 4. On-board - The facility processes related to a new employee being hired.
° SWI n g S p a Ce 5. Off-board - The facility processes related to an employee leaving an organization.
» On-board S P (T 1) T e o prors = v et i rr
° O-ﬁ.‘_ b O a rd 7. Churn - The percentage of people being moved in a given year.

8. Move Project - A project that includes a number of related individual moves and tasks.

Scenario Planning (“Test fit")
 Churn
Move Project

S | —
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Move
Workflow

 Roles
 Tasks and Activities

 Automated Rules/
Exceptions

 Schedules

e Sequencing and
Dependencies

« Communication

— B "
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Move Workflow

Roles

Move management is a classic business workflow
activity. Workflows can be understood by looking at:

* Roles
* Tasks and Activities

 Move Planner
Move Technician

* Move Liaison or Coordinator
* Move Approver

Move User

Defining the mowve workflow starts with understanding roles.
Depending on the size and complexity of the organization, these
can vary in number. Here are roles that we at FM:Systems
typically see in our work with customers:

* Move Planner - This is the person in the facilities department
who takes the responsibility for determining the move
destinations, the move dates and ensuring that all tasks are
complete.

* Move Techniclan — An individual that performs the work
involved in a move.

* Move Liaison or Move Coordinator — This person works for
the depariment being moved and is the individual who
communicates departmental space needs and move requests to
the mowve planner. This individual also coordinates move
schedules for the people being moved. Other terms for this role
are Move Captain and Departmental Liaison.

* Move Approver — Individuals whose jobs entail approval of
proposaed moves.

» Move User - The individual being moved.




Supporting Services

[T/ Telecom

« Security

e Furniture

* Mail Room

« Human Resources

Human

Security
Resources




Tasks & Activities

Move projects can entail numerous activities, some performed by the facili-
ties department and some performed by others. A list of activities that may
be part of the move process is as follows:

» Updating of Mailroom occupant

* Reconfiguring fumiture :
location data

» Data cabling and network

equipment installation » Updating of HR system occupant

location data

» Relocation or installation of
printers, scanners and multi-function
devices

» Moving of furniture

» Moving of file cabinets and special

= Changes in employee access and equipment

security systems _ _
» Moving of boxes with personal

» Issuing and tracking of keys items
« Signage including directional » Moving of special ergonomic chairs

signage and nameplates o
« Communication to occupants

« Updating of parking assignments during the move process

and parking lot passes L .
« Communication to occupants with

« Updating of Space Management welcome information for new facilities

occupant data -
» Follow-up communication for

satisfaction surveys
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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

Sharing The Work

* Move Liaisons

* Engage supporting departments
o IT

« Telecom i
ﬁﬂ n, i |||||||i!|||!
 Furniture Vendor ’ i HH

ad with v
efore :::tu:r‘rr
1y Departme = be

effectiv Ve in their sion-ma iking if [hs-‘-,' are provided with

r plan

’H"F E ||||||: '|

wng

« Communication .
* Change updates R
« Completion status updates
* Requests for action &= ?

. Communication
» Security (Access)

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

Maintenance
Management

Space
Management

. Asset
=& Management

Project  fg === FM:Interact Move
Management | == = ! Management
Integrated Workplace
Management System
FM:Mobile (|W|V|S) Space

Real Estate
Portfolio

Reservation

Strategic

Sustainability Planning

General Benefits

Single system to
manage

Common user
interface

Shared identity
management
Efficiency of shared
data
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Benefits of Move Management within an Integrated

Workplace Management (IWMS) System
 space )

Management Space Management
Maintenance _J < and Move

0

Mf”?geme”_t__ !I__l j;;![ il | ——— Management

=l EF - / H:F Veneeement * Space Management

: ——— = data provides the
roject [E . T ———— ove . .
Management | _:’] FM:Interact | Management Startlng pOInt for
Integrated Workplace | d
Management System — P ann.e NICHASE:
(IWMS) ] * Tracking moves

Reservation

= keeps space
p—— o management up to

WF_ S (= ee— it
Reél Estate = EF -

= Strategic
Sustainability Planning

FM:Mobile = g
1] i

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

Space

Management Asset Management

Maintenance S - and Move
M : 3
anasement | Management

N T
: = .. h

——-- 1 Management
. Project HE | F FM:Interact
anagement |
e — Integrated Workplace

Management System - per50.n3| assets.
(IWMS) = ———— Space ° Trackmg moves

Reservation

= keeps asset
T — ) i locations up to date.

B = o =T AT . —T =@ e p—— -
"T.""_'.""w e R o 7 | [! | | . ;; :: ::j
Real Estate = tf : - B

Strategic

* Asset management
maintains inventory

Move .

| Management of office and

FM:Mobile 17w o
1] 1

Portfolio — :
Sustainability Planning
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Benefits of Move Management within an Integrated
Workplace Management (IWMS) System

Space
Management

Maintenance (e Strategic Planning and
_Management | H f — Move Management

_- . .Il | M S=—=—= || Hif Asset
: _ —:F =L t : Management

e Strategic planning

S —— provides guidance
Project /N ) Move
Management | _:’] | Int F“:I'I(;‘t‘:;a(;(t | | Management on |Ong-term
——— ntegrated Workplace planning, company
S Management System — —— .
rvimobile = (IWMS) IR pce growth, and macro-
gL S0l = Fo—="on| Reservation level real-estate
— | options.
— = N P

==l [/ F | e can be turned into
Real Estate  |SioliEEl] | pp— move projects.

Sustainability  \_ Planning )

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

Space

Management Move Management
and Maintenance

= > Management
[E] _ Asset
' | Management
== * Work requests can

-

Maintenance
Management

== y be associated with
Project [l " . ove
Management | | | - _:F FM:Interact | Management plannEd moves for
= R Integrated Workplace better I
: Management System SIS e .
FM:Mobile - (|W|V|S) Space

Reservation

1R F = .
- oy —

Real Estate = |=——= —— Strategic

Sustainability Planning

Portfolio
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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
e Other

(]

]
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Classitying Moves

It is useful to look at two general models of moves:

* Individual Moves — These make up the day to day work of mary fac

can be driven by new hires, promctions, departmenta fiers, and employe

* Move Projects — Tr«
driven Oy new real esige, C

nicmnation associated with the m

Move Types

tis useful to track moves by some basic typ

might be

> with 8 miajor f
or building ®
ites, budge

ey can be

ally, there is

as to help with analysis. Typical move types

contents and not fumiture or equipment. s

Tracking types of mowve allows for a befter understanding of move costs and efforis. Organizations

should work to reduce the number of moves enta

toward box moves

Move Reason

t is also useful to track the reason for a move. Typ

¢ Department
» Facility
e [t

ng reconstruction and moving furniture and strive

Alhy e AeHers ween i e
aily, e Opuons WO Del




Approvale

A banefit 00 automated system for move man ]L]I‘I'I'“III thaa _mllrrn_n 1|: als for
maves. This reduces the effort neaded fo obtain approvals and res J' 'I-.-:iu— ecord of actions

t is useful to consider two types of approvals.

* Business approvals ax .-,.1: cally done by I e depariments of Individuals being moved and

¢ B u s i n ess Ap p rova I s — by ensure compliance with company policies for space usage.
department managers to ensure Bcim e ikl Aokt

red in resensad

moves Within COmpany pOIiCy Elr .:-.I‘Iu.r .If:srﬁwv,l.'l -"ql clal ¢ ""LF‘I-.-‘ 1]-;_1| I it is .1. II mir umnyl Lember of

- Facility Approvals — by facility e
manager to ensure moves are Posting Moves

©Once a8 move has besn completad, the move administrator should post the move data in the move
jates the space management data showing

feasible within departmental s M s e
resources and assignments
don’t conflict with other plans.

* Advice — Keep approvals to a
minimum.

00
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Integration with Other
Enterprise Data Systems

 Human Resources — Providing
ocation information

 |T Systems — Network access,
provisioning of personal IT assets
such as laptops and smart phones.

« Security Access Systems — Badge
access.

Integration With Other
Enterprise Data Systems

Saat (Ldl.

« T Syﬁtemﬁ — These systerms manage network access, email identities
and assignment of [T equipment such as laptop computers a It pnones

* Security Access Systems - These systems manage buiding
access for employees, so nead information from faciiies on employes location.

oo
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Best Practices

1. Provide visibility into space usage.




Best Practices

1. Provide visibility into space usage.

Dept Code Dept Name Assignable Area

10000 CEO & President 1,501
10140 Svc Business Devl 1,180
10145 Service Development 324
10161 Quote/Renew 113
10313 CSM Northern HQ 243
10322 Corp Real Estate 2,491
10771 USC Data Ctr Svcs 1,395
10845 Sales Support 81

10921 Electronics Engineering 81
10989 Ops and Maint 112

Unassigned No organization allocation 1,087

Total 8,608

00

BD FM:Systems



L= 1 ™

—

. T T e -l

00

gC FM:Systems

[ |
I

u L I | L] L]
500 1-226E
. - 1-228E - -
1-220E Workstation Workstation 'Jmi:startl1 zgnol‘;ll:-lntel} WOﬂcLaztl:grtz Ill:utd]
ot o 2o Workiston oriataton (ote) |wort 20 26ecen -
]
L2385 | xEsG
1-220B 1-226B 1-228B
Workstation Workstation Waorlkstation
O <0
C Scott
1-220,
on




T a o o @ =
—] C Chritz D Adkins -
1-220E H 1ohe s 0 1-224E 1-226E 1-228E 1-230F 1-232F
12200 HiZ s oot ey | 128D el 12308 | 1-232€
=
K Davis 1.998C
M G1r£d2}r26?2(-s%*201? D Gam-tule%%za?za 7 CScoft 5/28/201f 1-226C - ’ 1-230D 1-232D
E Peeples B Alonzo
1-220B 1-222B 1-224B w208 1-228B 1-230C 1-232C
@ n I~
C Scott D Marris
1-220A 1-222A 1-224A 1-226A 1-230B 1-232B

Qo
ge FM:Systems

S Davis 6/20/201]

C Willis 5/17/2011

A Gray 5/15/2017

P Holm 5/17/201]










Best Practices

2. Create an
Interdepartmental
team.




Best Practices

cost of churn.
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Best Practices

4. Automate tasks.
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Recommended Reports & Metrics

Recommended Reports
and Metrics

1. Churn Rate

2. Move Count

3. Average Cost per Move
4. Employee Satisfaction
5. Service Level Agreements i e e

LS bl = L

The following metrics and r ts are useful in understanding the nature

and impact of

oarding of departing empilc

Move Gount — This metric ulate

understand frends : 0 E N depa nt. Changes in move counts wi

Jiad 1D moves

5. Service Level Agreements -
the date a move was requestad and th

(]
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Emerging Trends
» Agile Workspace

* Yes, move management is
still relevant.

* Neighborhood Concept

oo
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Emerging Trends

* Agile Workspace

* Reduction in physical items
that are moved.

0o
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Emerging Trends

* Ergonomics
» Sit-stand worksurfaces
« Special ergonomic chairs
« Special lighting

S ITCAST' TECHNOLOGY 4 S
Qo
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Emerging Trends

—merging Trends In Move Management

* Integration with other
corporate data systems
- HR
o IT

S— ¥ -, L P - P - £ -
PR R ——
YSEEMS. MOVE Mmanagement
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Questions?
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Best Practices for
Move Management

by Michael Schley
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Thank You
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