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PROCEDURES FOR COMPLETING THE
FUNCTIONAL SUMMARY AND EQUIPMENT/FURNITURE LIST
I. GENERAL:

a.
It is extremely important that the functional summary and the equipment/furniture list worksheets are complete and accurate.  It is obvious that you have the most knowledge of your organization and its needs.

b.
The completed information should be well thought out and should not be a one day exercise.  Give it your best shot.  Otherwise you may have a new building, but it may not be efficient for your operation.  Equipment/furniture list is important to size each room.

II.
FUNCTIONAL SUMMARY:

a.
Functional area/room: Area such as admin, etc.  Provide room and building number (if information obtained from existing facility) and name as appropriate.

b.
No. of Occupants: Total number of occupants.  Grade or rank of approved full time

employees (FTE).  Also note the number of males and females.  Although this ratio may change, it is a snap shot and the best available data to be used for determining the size of men and women’s bathrooms.  For conference/training/class rooms, specify the number of people expected for occupancy.  If it is a multipurpose room, list the different types of activities to be held.

c. Time of Occupancy: Operating hours.  Note the different operating hours if any part/

Area/room is operated under different hours.

d.
  Description of Functions: Briefly explain what types of tasks are performed in each area/room.  If there are areas/rooms where activities are multi-functional, break out a percentage for each function/task.  If any area must be closely located to accomplish any function, this fact must be clearly stated.  Functions for toilets, janitor closet, etc., are not required.  For storages, types of materials stored including the approximate quantity must be provided.  A detailed listing will be required for storages of toxic, flammable and hazardous materials.  Provide the list in separate sheets.

f.
  Remarks: This is the column where any information you may feel pertinent is furnished.  This area should also be used to note whether the number of occupants specified is roving instead of permanent.

NOTE:
The information you provide is important to design a facility which would help in optimizing the operational efficiency of your organization.

III. 
EQUIPMENT/FURNITURE LIST:

a.
Item No: Self-explanatory.

b.
Room No.: Self-explanatory.

c.
Room Name: Provide one if you don't have one.

d.
Description: Examples would be such things as desks, legal size file cabinets,

computer, printer, etc.

e.
Qty: Self-explanatory.

f.
Model No. and Manufacturer: Self-explanatory.

g.
Power Rating: This information can be found on the equipment (Obtain from catalogs

on new equipment/ furniture.

h.
Overall Dimension: Self-explanatory.

i.
Remarks: This is the area where any information you may feel pertinent is provided.

IV.  IF THERE ARE QUESTIONS REGARDING THE INFORMATION REQUESTED, CONSULT DPW OR FED PROJECT MANAGER.
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