Template for Bureau 5-Year Space Management Plans
BACKGROUND:  
The bureau 5-Year Space Management Plan provides a framework, strategic vision and plan of action for effective bureau space management. It will be a dynamic document to be used by bureau management for implementing bureau space goals, including consolidation, collocation and disposal. The Department will develop a multi-year strategic plan, based on the bureau 5-Year Space Management Plans, to ensure that facility acquisitions, lease renewals and relocations are driven by mission-related needs.  Priority will be placed on collocation, consolidation and improved partnership relations. Using information provided by the bureaus on current and future year lease plans, anticipated lease expirations, renewals, and relocations, the Department will help the bureaus to identify opportunities for collocation, consolidation and other actions to improve space utilization and mission support.
The DOI Departmental Manual, DM 425, provides the overall structure, policy, and mission for the Department-wide space management program.  Specifically, 425 DM 2.8 contains the requirement for all bureaus to, at a minimum, develop multi-year space management plans.  
The first bureau 5-Year Space Management Plan, covering fiscal years 2007 though 2013, is to be submitted to the Department’s Office of Acquisition and Property Management (PAM) by November 15, 2006.  Updates are then submitted annually each September 15 covering the upcoming fiscal year, and the budget year plus five out-years.  The plan should align with the current OMB Circular A-11, Exhibit 54 submission.  
PLAN BOILERPLATE:

The bureau plans will consist of the following components:
· Portfolio Description, 
· Year Overview for each FY the plan covers, and 
· “(Bureau) Action Items for FY XX” chart for each of the fiscal years.  
The Portfolio Description section will consist of the following information:
· Structure of bureau’s space management portfolio broken down by owned, direct leased and GSA-provided.
· Description of the organizational responsibilities for space management within the bureau.
· Contact information for the bureau space manager, real property manager, and lead direct leasing contracting officer, as appropriate.
The Year Overview for each of the fiscal years addressed should consist of the following information:
· Discussion of overall bureau strategic direction for space management during the year covered.  At a minimum, this should address the following questions:
· What actions to improve bureau space management are occurring that year?  Are space requirements increasing or decreasing?  Why?  How is the bureau split between owned, direct leased and GSA-provided space being managed?
· Is the total portfolio still needed and relevant?  What are the locations with opportunities for disposal/consolidation?  What new requirements are being addressed by the bureau this year?  How are mission changes reflected in space changes?
· Are there opportunities for collocations and have they been pursued?  If not, why not?

· Do consolidation opportunities exist and what planning will be done to ensure they occur?  

· Have changes in the bureau’s mission affected space requirements? Explain in detail.
· Identification of major changes in space requirements, 
· Details on any major reallocation of space between the three areas (Direct Leased, GSA-provided, and Owned), 
· Explanation of  any program changes directly impacting space requirements, and 
· Details on all planned end of life-cycle space dispositions. 
Accompanying the Year Overview for each fiscal year, the bureau will provide a completed (Bureau) Action Items for FY XX chart.  This chart contains all:

· direct leases expiring and planned new leases during the FY, 
· GSA-provided space with new, ending and renewing Occupancy Agreements that FY, and
· owned space that will be constructed or disposed of during the FY. 
Costs included in the chart should reflect the savings from changes or the increased costs from the changes.  Savings are indicated as negative numbers.

Attachments with detailed explanations of individual entries are encouraged, but not necessary.  For those areas where significant costs or savings are expected, include supporting justifications.  Significant costs are defined as those over $500K. 

(This chart will be provided in Excel for bureaus, it is only presented here in WORD for efficiency of presenting this discussion)
	(Bureau) Action Items for FY (XX)

	Direct Leases 



	FRPP ID Number
	Street Address
	City
	State
	Lease Expiration Date

	Number of Individuals at Location
	Rentable Square Feet
	Type of General Purpose Space (office, warehouse, laboratory or housing)
	Planned Actions (renewal, release, etc.)
	Annual Direct Lease Cost

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	GSA-provided Space 


	Property ID


	Street Address
	City
	State
	Occupancy Agreement Expiration Date
	Number of Individuals at Location
	Rentable Square Feet


	Type of General Purpose Space (office, warehouse, laboratory or housing)
	Planned Actions (renewal, release, relocation, etc.)
	Annual GSA Billing Total

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	Owned General Purpose Space 


	FRPP ID Number
	Street Address
	City
	State
	Date of Action


	Number of Individuals at Location
	Rentable Square Feet


	Type of General Purpose Space (office, warehouse, laboratory or housing)
	Planned Actions (new construction, disposal, consolidation, etc.)
	Cost of Construction / Disposition / Consolidations etc.

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


