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80.7     Requesting Space Alterations or New Space.
Altering or acquiring space is a multi-step process.  Regardless of whether the request is to reconfigure existing space or acquire new space, all such requests must be submitted through the appropriate Deputy or Assistant Inspector General for approval.  After approval, the request  shall be submitted to the *TIGTA OMS Space Requests mailbox using the form entitled “Request for Real Estate Services” found in Exhibit 600-80-1.

The following comprise the major steps in a space project. It includes the roles and responsibilities of executives, functional managers, and the OMS Real Estate Specialist in accomplishing the projects.  

Except when otherwise noted, these steps apply to both acquisition of new space and renovation/expansion/reduction of existing space.

80.7.1  Roles and Responsibilities. 

80.7.1.1 TIGTA Executives - The TIGTA functional executive approves and prioritizes the space projects for their function.  Projects involving a relocation or the opening of an office new to TIGTA’s inventory requires the functional executive to determine the delineated area in which that office should be located in order to carry out of the mission of the function.  The delineated area represents the north, south, east and west street boundaries within which the office will be physically located.  The delineated area shall be provided to the TIGTA Real Estate Specialist for submission to GSA.  Note however that GSA has authority to approve or disapprove our submission.  Delineated areas should be developed to promote competition.  Narrow boundaries restrict competition and may not be approved by GSA.  In those instances the Real Estate Specialist will work with the functional executive(s) to either expand the boundaries or assist in the development of a written justification supporting the restricted boundaries.  The justification shall be submitted to GSA for approval by the TIGTA Real Estate Specialist.  The final delineated area must be approved by GSA before the project will proceed.   In instances where multiple TIGTA functions will be co-located, the functional executives for each function shall work together and mutually agree upon a delineated area.  The functional executive shall approve floor plans (or delegates’ approval) for their function’s space.  The functional executive and shall resolve any disputes concerning design or utilization of their function’s space.  
Staffing Changes – To ensure availability of space and effectively plan for future build-outs, the OMS Real Estate team requires timely and proper notification of staffing increases at TIGTA Posts of Duty (POD).

Prior to initiating a vacancy announcement or relocating an employee to a different Post of Duty, the functional manager must notify the OMS Real Estate team of any staffing change that will result in a staffing increase at a POD.  Function Heads should be copied on the notification sent to OMS.   The manager must submit an email notification to *TIGTA OMS Space Requests mailbox as soon as the staffing change has been approved by the appropriate officials.  The notification must include:

· The name of the employee (if known)

· Entry on-board date

· The affected POD (provide all possible POD’s if the vacancy announcement provides for a choice of locations).

· Employee’s manager 

Failure to notify the OMS Real Estate team in advance may result in insufficient work space needs for the affected employee.  Upon receipt of the email notification the OMS Real Estate team will respond within 24-hours.    

80.7.1.2 Functional Managers - The TIGTA functional manager completes the form “Request for Real Estate Services” (Exhibit 600-80-1) and forwards it to the appropriate executive for approval.  The functional manager works with the Real Estate Specialist to determine office layout, furniture and equipment needs, assignment of staff to specific workstations and offices, and telephone requirements.  The functional manager also ensures purging/retiring of files (in accordance with the TIGTA Records Disposition Schedule), attends construction meetings as required, and designates a move coordinator when a relocation will occur.  The Real Estate Specialist assures the new office floor plans, telephone, data information and estimated delivery date is provided to the TIGTA Information Technology (IT) staff responsible for the space project.  The IT staff shall insert voice and data outlet locations on the floor plans and shall provide the annotated plans to the Real Estate Specialist.  The functional manager and/or the Real Estate Specialist will attend the final walk through and acceptance of space with GSA to assure that the space has been constructed as specified in the drawings.   The functional manager and/or the Real Estate Specialist shall be on site or will designate the functional move coordinator to be on site during the physical move to resolve any issues that may arise.  The functional manager is also responsible for key disbursement and maintenance of key records.  In the locations where multiple TIGTA functions are housed the local managers shall work together to determine responsibility for disbursement and maintenance of key records.  

80.7.1.3 TIGTA Real Estate Specialists –TIGTA Real Estate Specialists provide oversight, guidance and liaison with GSA for TIGTA real estate projects. The TIGTA Real Estate Specialist determines space requirements and cost estimates, completes the required paperwork, and coordinates and works directly with GSA, the IRS and TIGTA functions as appropriate and necessary.  Specific responsibilities are described in the steps below. 
80.7.2    Request for Real Estate Services
Submitting a Request for Real Estate Services

Requests for Real Estate Services shall be submitted to the *TIGTA OMS Space Requests mailbox  using the form entitled “Request for Real Estate Services” found in Exhibit 600-80-1.  Real estate services include opening new offices, relocations, expansions, reductions, alterations, purchasing furniture, furniture and equipment disposal, phone equipment and/or service, equipment needs and parking. For disposals of furniture or equipment a Form 120 must be completed and submitted to OMS Acquisition and Support Services Division for approval prior to taking action to excess the property.  Refer to Operations Manual Chapter 600-100, Personnel Property Management Program, Section 100-4, PPM SharePoint Site, for additional instructions on the submission of the Form 120.   

The Request for Real Estate Services must have approval signatures from all functional executives whose staff will be housed in the space.

The approving official for each function is as follows:

Office of Audit – Deputy Inspector General

Office of Investigations – Deputy Inspector General

Office of Chief Counsel – Chief Counsel

Office of Information Technology – Chief Information Officer

Office of Mission Support - Associate Inspector General

Office of Inspections and Evaluations – Deputy Inspector General

This approval may be re-designated, but this re-designation must be provided in writing to the Director of Finance and Accountability.

The Real Estate Specialists will consolidate the requests for real estate services received in the *TIGTA OMS Space Requests mailbox.  They will prioritize the requests based on their knowledge of TIGTA’s real estate inventory as it relates to expiration of occupancies, GSA building renovations, future GSA federal building strategies and input and collaboration from the function heads as it relates to their operational mission.  The Real Estate Specialist will develop a preliminary cost estimate for each project (including any associated costs such as moving, excessing or purchasing new furniture) and present it along with the prioritized list to the Director of Finance and Accountability.

Project Approval and Funding

Projects will be submitted through the Program Management Board (PMB) as well as the Investment Review Board (IRB).  It is recommended that each function submit an all-inclusive request for real estate services encompassing the entire fiscal year when the call for fiscal year financial plans is requested.  Individual real estate services requested sporadically during the year may have a lesser probability of being funded.  All projects are subject to funding availability and no project will begin until funds have been identified.  OMS Real Estate will budget for all project costs except those relating to OIT support,  the retrofitting of a card access reader for HSPD-12 in an existing office and OI radio equipment.    Upon project approval, the Director of Finance and Accountability (or designee) will assign the project to a Real Estate Specialist who will begin working with the functional manager to further develop requirements and a preliminary project schedule.  

Once a project has received final approval, any changes that are put forth by the requestor or functional head will stop the project.  The appropriate function head must approve the requested changes, in writing.  If approved, the project requirements and cost estimates will be revised and funds must be identified prior to recommencement of the project.  If GSA cost estimates exceed TIGTA’s preliminary cost estimate by more than 10 percent the additional funding must be identified prior to continuing the project.  

Project Procedures

The Real Estate Specialist will develop and forward a Standard Form (SF)-81, Request for Space, to GSA for action along with preliminary space requirements.  The Real Estate Specialist will work with GSA, OIT, the TIGTA functional manager and any other parties to the transaction to negotiate leases, develop floor plans, coordinate telecommunication requirements, access furniture needs, etc.  The Real Estate Specialist will ensure the functional manager and appropriate function head are kept informed of the progress of the project, and of any issues that arise during the life of the project.  All floor plans and furniture layouts will be approved in writing by the functional manager and appropriate functional head before proceeding with the next project milestone.

If the request for real estate services is for alterations only and does not have an effect on the square footage of the space an SF-81 is not required.  The Real Estate Specialist provides the scope of work to GSA and requests a Government estimate for the alterations.  Upon receipt of the estimate and identifying funding for the project the Real Estate Specialist prepares and forwards an RWA to GSA.  GSA will not begin the project until the RWA is received and TIGTA will not send an RWA to GSA until funding for the project has been identified.  The Real Estate Specialist will work directly with GSA on the alteration project.

After the SF-81 is forwarded to GSA, the Real Estate Specialist will inform OIT that TIGTA is beginning a new space project and ask for OIT’s input to the detailed requirements package to be sent to GSA at a later date.  The OIT representative will provide the Real Estate Specialist with the networking requirements for the project.  The Real Estate Specialist will include the OIT requirements in the space requirements to be provided to GSA.  The OIT representative will be the primary point of contact and responsible party for the OIT requirements for the duration of the project.

The Real Estate Specialist will provide the OIT representative with the GSA point of contact information for resolution of technical issues.  The Real Estate Specialist will keep the OIT representative apprised of important milestone dates during the project (e.g., lease award, build-out start date, construction meetings that the OIT representative should attend, move date, etc.) to ensure IT technical oversight of the project is continuous and to ensure OIT milestones can be met timely.  OIT is responsible for placing the order for a TNET circuit on a timely basis to ensure the TIGTA office has network connectivity at the time of occupancy.  OIT shall also provide the Real Estate Specialist with a schedule for their on-site visit to install the computer equipment and test data and phone lines prior to occupancy.

At the beginning of each project involving the relocation or opening of a new TIGTA office the Real Estate Specialist will inform the Office of Program Management Operations (PMO) in the event they wish to add HSPD-12 physical security requirements.  If HSPD-12 is to be included, PMO shall provide a detailed scope of work to the Real Estate Specialist for timely inclusion in the overall space requirements provided to GSA.

The Real Estate Specialist will create an individual report for each active space project which will provide project details including estimated milestone dates.  The reports should be used by OIT, PMO, and the OI Radio Program Specialist  as a planning tool for scheduling their respective functional responsibilities as it relates to each project.  These reports will be available for viewing on the SharePoint Site entitled “Real Estate Projects” http://wss.tigtanet.gov/tigta_ig/TIGTAProjInit/RealEstateProject/default.aspx .  At a minimum, the reports will be updated on a quarterly basis.    
 
 At the beginning of each project involving the relocation or opening of a new office in which the Office of Investigations (OI) will be housed, the Real Estate Specialist will inform the Investigative Specialist in charge of the OI Radio Communications Program of the upcoming project.  The Real Estate Specialist will include a detailed scope of work for the installation of a rooftop antenna and base station in the overall space requirements provided to GSA.  The Radio Program Investigative Specialist will provide technical oversight as needed by the installer for the duration of the project and will be responsible for ensuring the antenna, base station, desk set and junction box are furnished timely to the vendor that will install the equipment.  Funding for the above-mentioned equipment is the responsibility of OI.  The Real Estate Specialist will keep the OI Investigative Specialist apprised of important milestone dates during the project (e.g., lease award, build-out start date, construction meetings that the OI Specialist may need to attend, move date, etc.).

Occupancy in Leased Space
If the new office will be located in commercial space, GSA will prepare a Request for Lease Proposal (RLP) which incorporates TIGTA space standards and build out requirements.  The Real Estate Specialist will carefully review the RLP to ensure all TIGTA requirements, including physical security requirements are accurately stated and included.  The Real Estate Specialist will follow up with GSA on a regular basis to ensure timely development and issuance of an RLP to qualifying building owners.  The GSA acquisition process includes the issuance of an RLP, a market survey of available space, receipt of initial offers, negotiation of offers, request for best and final offers and lease award.  The functional manager and/or the Real Estate Specialist will participate in the market survey with GSA.  Potential sites will be visited and reviewed for acceptability. 

The Real Estate Specialist, with assistance from the functional manager, will determine telephone requirements for the project.  The Real Estate Specialist will either acquire phone service from a local carrier through GSA or, in locations where TIGTA is co-located with the IRS, TIGTA may have the option to be included in the IRS telephone system.    

Occupancy in a Federal Building
If the new office will be located in a Federal building, the RLP is not used.  The Real Estate Specialist will provide GSA with an SF-81 along with space standards and build out requirements.  The functional manager and/or TIGTA Real Estate Specialist shall view the available space in the Federal building for acceptability.  If the space is deemed acceptable the Real Estate Specialist shall work with the functional manager and GSA in the development of design intent drawings and construction drawings.  GSA will generate a construction estimate based on the approved floor plans and TIGTA will provide GSA with an RWA for the cost of tenant improvements prior to the start of the space build out.  

The Real Estate Specialist, with assistance from the functional manager, will determine telephone requirements for the project.  The Real Estate Specialist will either acquire phone service from a local carrier through GSA or, in locations where TIGTA is co-located with the IRS TIGTA may have the option to be included in the IRS telephone system.    

Occupancy Agreements
GSA will prepare and forward an Occupancy Agreement (OA) for the office space to the TIGTA Real Estate Specialist for review and subsequent approval by the Associate Inspector General for Mission Support.  The OA is an interagency agreement which states the terms of occupancy.  OA’s are issued for new occupancies or whenever there are changes to the square footage or federal building rental rates.  Square footage changes can be the result of an expansion, reduction or building re-measurement by GSA.   Upon receipt of the OA from GSA the Real Estate Specialist will provide the OA to the Office of Chief Counsel for review and approval.  Upon approval by Chief Counsel the OA will be provided to the Associate Inspector General for Mission Support for signature.  The signed OA will be returned to GSA.  GSA may submit revised OA’s during the course of the project as more accurate pricing is obtained.

Floor Plans

The TIGTA Real Estate Specialist and functional manager will work with GSA (for Federal space actions) or the lessor’s architect (for leased space actions) to develop the first set of floor plans referred to as Design Intent Drawings (DID’s).  These drawings are basic and typically only illustrate the walls and general layout of the space.  Upon approval of the DID’s by the functional head (or designee) the next set of plans the architect will develop are the construction drawings (CD’s).  The CD’s are very detailed and include everything required for the General Contractor to bid for construction of the space.  The CD’s will be reviewed for accuracy by the TIGTA Real Estate Specialist and functional manager.  Approval of the final construction drawings will be given by the TIGTA Real Estate Specialist to GSA. The DID and CD process can take several weeks for completion depending on the number of revisions that are necessary and the availability of the function heads for review and approval of the plans.  GSA or the lessor (depending on whether the building is Federal or commercial) will bid out the construction drawings for award to a General Contractor.  This process can take a few weeks.  

Cost Estimates

During the course of a project several cost estimates will be developed.  Initial cost estimates will be developed by the TIGTA Real Estate Specialists for budgeting purposes.  Revised cost estimates will be provided by GSA through an Independent Government Estimate (IGE) and still later final cost estimates will be provided by the General Contractor.  The estimate provided by the General Contractor is based on the approved construction drawings and reflects more accurate pricing.  After the construction drawings have been approved and award is made for a General Contractor any changes after that date to the drawings are considered Change Orders and may potentially increase the construction costs.  Availability of funds will always be taken into consideration prior to approving change orders.   

Equipment/Furniture Requirements

Once the approved plans are in hand, the Real Estate Specialist will work with the functional manager to determine equipment and furniture needs, including the need for additional copy machines.

The Real Estate Specialist will determine if certain other services are required such as moving services, surplusing of excess equipment, etc., and will determine the most efficient and economical method for acquiring those services.  Options include paying a vendor directly with a purchase card, obtaining the services from GSA or obtaining the services with a purchase order through the Bureau of Public Debt.  The cost for these services are included with the initial budget estimate presented for approval at the time of project submission therefore additional approval is not necessary.

Systems Furniture
Prior to the physical move of boxes, equipment, and case good furniture (i.e., wood furniture) the systems furniture must be installed.  If existing systems furniture is being relocated and re-installed there may be instances where employees will have to either telework or work in alternate space such as in a conference room at the current location while the furniture is being dismantled, relocated and re-installed.  As much lead time as possible will be provided to the function to allow arrangements to be made for working in an alternate location.   Upon completion of the furniture installation the Real Estate Specialist and/or the functional manager will inspect the installation and develop a punch list as necessary.  The OIT representative will ensure each workstation has network and phone connectivity.  

Physical Move

If GSA is handling the physical move by subcontracting with movers, the Real Estate Specialist will provide GSA with a Scope of Work (SOW).  The SOW will list items that will need to be moved such as the amount and type of furniture (conventional or systems) office equipment such as fax machines, printers, copiers, keyboards, monitors, etc.  GSA will arrange for the movers to conduct a site visit to determine the moving supplies that will be needed to complete the move.  They will gather the information necessary to develop a cost estimate for the move.  GSA will provide the Real Estate Specialist with the cost estimate and the Specialist will prepare an RWA to be sent to GSA to cover the cost of the move.  

The TIGTA office to be relocated will be responsible for packing everything to be moved with the exception of furniture and office equipment.  Computer peripheral equipment such as keyboards, mouse, and docking stations will be packed by the employees in specialized bags to be furnished by the movers.  Laptop computers are to be taken home during the move.  Employees are responsible for emptying all file cabinets and packing the files in crates or boxes.

Prior to the move the Real Estate Specialist will provide the local office with a move checklist which serves as a reminder of what needs to be taken care of prior to the move such as submitting a change of address to the post office and updating PARIS and Outlook with the new address and phone numbers.  The Specialist will also provide the local office with “move instructions” that serves as a list of what can be expected to take place during the move to alleviate last minute surprises.

Acceptance of Space

The Real Estate Specialist and/or the functional manager will accompany GSA and/or the General Contractor on the final walk-through and acceptance of space.  At the conclusion of the walk-through, the Real Estate Specialist and/or GSA will provide the General Contractor with a punch list of items in need of correcting before final acceptance of the space.  The OIT representative should be on-site during the move to connect computers to the network.  The OIT representative should assure at this time that the network connectivity and cabling work is acceptable and that TIGTA will have connectivity upon move in.  If the punch list items are minor, the move can proceed as scheduled and the General Contractor can remedy the deficiencies immediately after the move.

The physical move usually occurs within two to five working days from final acceptance of the space.  Sometimes the delay is longer due to availability of freight elevators and other scheduled moves in the building.  Major office moves in urban areas are usually conducted on weekends, beginning on Friday night with completion on Saturday or Sunday.  Leased facilities typically only allow the move to occur after normal business hours whereas a move into a Federal building requires the move to take place during business hours.  

At the completion of the move process, the Real Estate Specialist will document any work that must still be completed by the General Contractor.  There are usually minor adjustments discovered during the move process.  The Real Estate Specialist will resolve any remaining issues with the moving company or GSA such as missing boxes/crates, or damaged furniture and equipment.  
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