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Summary

								FACILITY BUDGET

		Project Title:		Head Office move						ID:		1234560000

		Requester:		K. Bowman						Date:		7/7/12

		LEASE TERMS

		Square Feet:		27,000 sf				Parking:		102

		Lease Type:		office				Head Count:		100-120

		Term:		20				Capacity:		140

		Commencement:		8/1/14				SF/Person:		200 sf





		Monthly Rent:		$43,949

		Security Deposit:		$43,949

		TI Allowance:		$0

		EXPENDITURES

		Type				FC		GL		Currency		Amount

		Architect				$275,500		321987		USD		$275,500

		Building Expense						321987		USD

		Construction Costs				$1,437,999		321987		USD		$1,437,999

		Contingency				$750,400		987321		USD		$750,400

		Equipment				$390,400		123789		USD		$390,400

		Furniture				$174,145		123789		USD		$174,145

		Insurance						987321		USD

		IS/Data/Telecom				$602,745		123789		USD		$602,745

		Maintenance						987321		USD

		Movers				$20,000		321987		USD		$20,000

		Operating Expense				$219,650		123789		USD		$219,650

		Other Consultants				$135,000		987321		USD		$135,000

		Parking						123789		USD

		Property Tax						987321		USD

		Real Estate Costs				$26,740		321987		USD		$26,740

		Utilities				$75,400		123789		USD		$75,400

		TOTAL				$4,107,979						$4,107,979

		The names and logo designs referred to in this sample artwork are fictional and not intended to refer to any actual organization, products or services.
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[bookmark: _GoBack]To:	All Managers 

From:	John Jacobs

Subject:	Move Preparation

Date:	June 19, 2012



Attention Managers:

Attached you will find a floor plan for seating assignments.



Your designated area is outlined on the floor plan. Please chart where you would like your team members to sit. 



Please note: We do not have designated seats for new hires on this floor plan. We will make adjustments as necessary to give each team room for growth. 



Once you have determined seating assignments, complete the attached form with each team member’s name and seat number.



Please return the completed seat assignment form to me no later than Friday, August 2, 2012. 



I appreciate your patience in this process. Please let me know if you have any questions or concerns.







Thank you,







John Jacobs
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Seat Assignments
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Update on Security Systems

Distribute ID badges

Maintain access control systems

Communicate operating details to staff in a timely manner

Assist with contractor interaction as needed to maintain system in good working order

Ensure GlobalCorp office is locked and secure every evening prior to employees departure
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Employee Office Spaces



Make arrangements so that all new employees have a fully furnished workstation on the first day of employment

Purchases of new furniture need prior approval by the Real Estate Manager at Corporate
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