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The Service First Resource Kit

A guide to collaborating across agency boundaries
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The bottom line is, it just makes sense.
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I. So you’re thinking about collaborating with another agency …

You and your colleagues may be thinking, “That sounds great, but …
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Reasonable questions. This Kit provides answers to those and other questions. Its purpose is to give guidance, help you learn from others’ experiences, save you time and trouble, and help you realize the many benefits from collaboration.

II. What this Kit provides you:

· What we mean by “Service First”

· The kinds of collaboration between the BLM and FS (and sometimes other natural resource agencies) that are going on around the country, through Service First,

· The key steps that are involved in certain collaborative activities,

· The hurdles you will most likely run into, 

· What is helping others get past those hurdles.

· The benefits that employees, and their customers, are gaining from these efforts

· Several resources that will help you get started,  or continue to make progress

III. What, exactly, do we mean by “Service First”?

“It all starts with the land and the public.” – One Service First veteran. 

At the broadest level, Service First is a concept of organizing work with an external focus. It’s about the lands we manage and the customers we serve. Rather than focusing primarily on our agency procedures and boundaries, Service First challenges us to look at our work differently than we usually have, in order to better achieve the timeless goals of land stewardship and quality public service.

“When you call us, somebody will answer the phone, ‘BLM – Forest Service, may I help you?’”

To the public, it’s not usually “BLM land” or “Forest Service land” or “state lands,” it’s public lands that the government manages for the people, and they believe it should be used and cared for with their needs in mind, irrespective of organizational boundaries. So Service First is a way of forming partnerships across agency boundaries, in order to deal with the land in an integrated way and provide quality service to our publics.

More specifically, Service First has three broad goals:
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1.  Improved customer service (such as one-stop shopping for permits, maps, etc.)
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2. Increased operational efficiency (such as reduced costs where  two field units collocate under one roof and share costs of rent, utilities and equipment), and
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3. Improved stewardship of the land (which can come when the two agencies’ staff work in an integrated unit, learn together, and deal with the land on a landscape basis. 

Service First was formally introduced on Jan. 7, 1998, when BLM director Pat Shea and Forest Service Chief Mike Dombeck issued a joint letter announcing it.  Service First replaced and expanded on its predecessor, the Trading Post, which had started in two pilot areas. 

And why does it matter?

Service First matters for the best of reasons: it helps us perform our mission better. Through collaboration, we can provide better customer service. For instance:

	One Map or Four?

Before Service First:  You want to backpack, but first you need a map.  You stop at a Forest Service ranger station where you learn you'll actually need four maps, because your trail traverses the corner adjoining four standard USGS quad maps.  It also crosses BLM land, so you might have to go to the BLM office for some of the maps.  As the visitor information assistant rummages through the stocks, you hope she won't come up empty and you wonder about the cost.

With Service First:  In some locations now, you go to a machine and plot the area you want to hike.  Then you print out a single map at a fraction of what four standard quad maps would cost.  It's even on water-repellent paper.



	Need Firewood?

Before Service First:  You want to collect firewood for the winter.  You know some good places on your nearby national forest and also on lands managed by BLM.  But you have to take time off from work, driving hours to get to agency offices during business hours to buy the permits you need.

With Service First:  All you need is a single firewood permit.  You pick it up from your local store while doing your after-hours shopping (or from the closest BLM or FS office, which both sell the interagency permit).


	Got a Small Business?

Before Service First:  You're an outfitter doing business on public lands, and you need a special use permit for an area the crosses both BLM and the Forest Service lands.  As you pull up to the Forest Service ranger station, you resign yourself to a day of travel and paperwork at two different offices many miles apart.

With Service First:  The same employee - you're never quite sure which agency she works for - handles the single permit that is managed by one agency for you.  Within an hour, you're on your way home.



And why should it matter to you?

Many reasons. Some Service First activities help you make better and smarter decisions, like when you can work with “ologists” from the other agency and gain additional perspectives on a natural resource issue. It often improves communications, especially when both agencies are collocated under the same roof. From a national perspective (as one Congressman put it), “it’s the right thing to do; it’s how government ought to work.” And from a career perspective, it can also help. Here’s how one Forest Service veteran put it:

“We work together in many ways, and it’s been helping for years. We have done ESA programmatic consultation with the BLM since 1996; we sometimes attend each other’s wildlife training sessions (where silviculturalists and others also attend). I call biologists from the BLM district office frequently for advice or information. Our joint staff has cooperatively managed the Rogue Scenic River for years. And over the years, we have had quite a few folks move from the FS locally to the BLM locally, and vice versa, to take new jobs and get promotions…”
How exactly, is it structured?

We’ve tried to keep Service First as simple as possible. Almost all initiatives are bottom-up – they come from the ideas of employees on the ground. To support and implement those ideas, most locations form a local leadership team to make decisions and support implementation of Service First collaboration. Sometimes, local staff runs into barriers they can’t overcome by themselves. At such times, they can call the Service First representatives in headquarters. 

IV. What kinds of collaboration between the BLM and FS (and sometimes other natural resource agencies) are going on around the country?
The short answer is, a lot! In 1996, when Service First was formally getting started (it was then called The Trading Post), there were just 15 projects underway in a small number of states. By 2001, Service First had mushroomed to over 270 projects in 14 states. 
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Some BLM and FS offices are

· sharing staff

· sharing equipment/space

· conducting training programs for both agencies’ staff together

· giving supervisors dual delegation of authority, to supervise staff from both agencies, and make decisions regarding both agencies and their lands 

· integrating their operations

In some field units, the two agencies collaborate across agency boundaries on certain natural resource services and programs:
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They also collaborate on a number of admin functions:
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And many have a shared front desk, where staff members from either agency help visitors with all of their needs.
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V. What are the major lessons learned concerning Service First?

· Collocation, and other Service First activities, cannot be dictated by Washington; there’s no one-size-fits-all model here. Each location is different; each collocation and Service First effort must be tailored.

· Service First must be developed using adaptive management. Whatever you do initially needs to be modified as you get feedback on how it’s working.

· Since there’s no single model or template for all Service First work, field units can decide where to increase their partnerships by asking the employees one simple but powerful question: 

Where does it make sense to share resources?

· Involve your employees at every step in planning and implementing the effort

· Senior management support is necessary, to show overall commitment in the approach, to set goals that need to be met, and then to let staff teams figure out how to meet those goals

· The organizations must be seen as equals

· You need to inform the public about this change, why it’s occurring, how it will benefit them. They’ll be supportive once they understand what’s happening

· Service First will definitely help you provide more and better service to the public, and do a better job on the land. It often (but not always) helps save money

· People like maintaining their own agency identity. It is important to encourage each staff to respect the other agency’s culture and practices, and learn about them

· Involve your union early, so there’s useful input and no surprises

· There are no barriers to implementation that cannot be overcome with innovation and commitment.

· One way to maintain agency identity is to put both agency names, and logos, on letterhead and fax cover sheets – see below for an example
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As much as anything, Service First is about an attitude of sharing, not hoarding, an attitude of, "we're all in this together."  It's the opposite of the following.  
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VI. Types of Service First Collaboration: Key Steps, Likely Hurdles, How to Deal with Them

* Collocation

What exactly does “collocation” mean?

Collocation means just what it sounds like: staff from two or more agencies are located within one facility. They may occupy different floors, or different wings of the building; they may have a lot, or very little to do with each other. Collocating doesn’t imply any change in daily operations; it only means that both (or all) staff units operate within one building.
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Collocation: At the simplest level, both agencies have their own separate space within the same building. They may share parking, rest rooms, conference rooms, exercise facilities. The major benefit of such collocation may be the savings in rent, and improved communications.

Co-mingling: When two or more staff units are co-mingled, like functions sit side by side. For instance, the BLM recreation staff (or fisheries, or HR) work next to (or across the hall from) the FS staff performing the same function. The primary benefits of co-mingling are the greatly increased communications that come from working within eyesight of each other, the opportunities for learning, the breaking down of stereotypes that may have been held about the other, and the possibility of some joint operations.

Integration: When staff from two or more agencies integrate operations, the like units work as one. The two fleet (or road maintenance, or telecommunications, etc.) units work together in the same space; a visitor wouldn’t be able to tell who works for which agency. 

Key steps in the development of a collocated office   

[image: image90.wmf]
NOTE: This isn’t a rigid, “cookie cutter” approach. Each manager and unit will have to work out the details for themselves, based on their own experience. The Washington Office can’t, and shouldn’t, try to dictate exactly how collocation will work for you. Having said that, the following steps will probably be useful, based on experiences in the field. 

· Line managers spend time talking about operational problems and challenges they face (e.g. duplication of each other’s services, lack of sufficient staff, limited resources, etc.)

· Line managers discuss collocation, and its potential for addressing some of the above problems. 

· Line managers scope out the issues (this could also be done by an ad hoc team, made up of the AO’s, supervisors and front-line staff from both agencies). The task is to identify:

· the expected benefits from collocating 

· the potential pitfalls and hurdles

· the timetable – when must it be completed? What are some important milestones along the way?
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resources available: who are the people in the local offices, and elsewhere, who can help make this successful (think broadly – you’ll need help with leases, with building design, from line managers and employees who have collocated elsewhere, etc.)

· who should serve on the planning team

· Form the planning team. The team should include AOs, supervisors, technical people (architects, people who know space and lease issues, someone from GSA if appropriate), and employees. Have it report to the agencies’ line managers at least monthly at first, weekly as it gets closer to the actual move. That team may form sub-teams to look at each issue that was identified, and come up with solutions to those issues

Some of the issues/decisions the planning team will need to address: 
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What’s the overall concept or vision for the space: each unit works on its own side of the building? Staffs are “co-mingled?” Actual integration of some functions?

· What to share, what not to share; copiers, fax machines, meeting rooms, lounge areas, kitchen space, etc. 

· How much space to give to each type of position. NOTE: this can be tricky! The two agencies may have different space standards 

· Whether to pool secretaries and support staff 

· Issue: who gets an office, who gets a cubicle?
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Issue: Who manages the whole space once collocation has taken place?

· Issue: different agency policies on use of space (e.g., OK to put pictures on the walls?)

· As such issues get worked out, write an interagency agreement detailing the expectations of each agency, financial requirements, individuals responsible for certain decisions, timeline, etc.

NOTE: Appendices 3 and 4 contain examples of interagency agreements

Appendix 3: State Office – Regional Forester Agreement
Appendix 4: Locality interagency agreement
· Have the planning team keep the rest of the employees updated at least monthly (more often, as the move approaches), on the issues they’re discussing and the decisions made. It helps to publish this information, as a symbol that there are no secrets.

· About 6-8 months before the move, consider detailing (part time) 3-4 people to the move. One or two people on this team should serve as project managers.
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One of the critical success factors to most collocation efforts is the presence of a good working relationship among the managers. If the line managers and AO’s don’t know each other well, it’s important for them to take some time to learn more about each other, and develop some trust.

Collocation in the Salmon-Challis, Idaho area

What prompted the effort in the Salmon Office?

The Forest Service and Bureau of Land Management (BLM) faced the need to save money. BLM was housed in buildings that were in very poor condition; its manager preferred not to spend funds to repair the building. The agencies’ line managers saw staffing efficiencies and customer service improvements through collocation. 
What were the key steps?

· BLM District Manager and FS Forest Supervisor discussed some of the areas in which they were already working together and sharing staff

· They wrote up a joint memo, indicating their intent to find efficiencies together 

· They shared the memo with their staff members

· They formed a joint leadership team, got to know each other, and agreed to demonstrate a united commitment to collaboration

· The BLM  manager negotiated an exchange with the owner of the land and building that housed the FS: The BLM realized reduced rent on the new space

· The District Manager and Forest Supervisor signed a letter on joint letterhead, stating the goal of collocation, the reasons for it, and emphasizing that the leaders were behind it

· The two line managers put together a joint planning team to design the new space; their two Administrative Officers led the team. They added certain specialists to the team: many of these people were provided by the BLM Service Center in Denver.

· This team planned the new space, and continued to play an active role through construction and move-in
How Does Their Collocation Work?

· The two agencies occupy separate parts of the building, with some exceptions: they have a joint visitor information center (and supervised by one person); shared conference rooms; they have an integrated interagency fire dispatch center; shared mail room.

· Each agency pays rent and utilities based on its share of the space

· They hold joint staff meetings on a regular basis

· They use a joint letterhead to announce the goals of collocation, the reasons, the status of the change effort

· They conduct joint training sessions to learn the other agency’s work procedures
What Are Some of Their Collocation Payoffs?

· Joint visitor information center provides one-stop shopping and convenience to customers

· It gives customers more information and resources

· It enables staff to better educate the public

· It creates a positive perception – that federal agencies are working together; that’s impressed the area’s local and federal representatives
· Fire suppression works better when done jointly
· Enables both agencies to provide products/services that couldn’t be provided separately
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Collocation Hurdles

· Policy and procedural differences between the agencies 
· A few employees dig in their heels and insist that the change wouldn’t work
· Fears – of loss of jobs, of agency identity, status, and grade
· Turf
· Logistical issues: huge number of details to plan in managing the move into a new building
· Having two AO’s who don’t work well together
· Working with a counterpart who isn’t committed
· Different computer systems that must be worked around
· Managing financial transactions is a hurdle because of different agency purchasing limits and financial systems. 

· Two different agency cultures. 

· Working with counterparts who are different – have different levels of responsibility, authority, and grade levels, and/or have different degree of commitment to collaboration

· Concerns that collocation is just a first step to being taken over by (or merged with) the other agency

· Getting meaningful involvement from staff in the planning 
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Handling sales of each other’s maps, tracking inventory, and handling financial transactions in general (different financial policies and limitations)
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Dealing with the hurdles:
· In dealing with financial transactions, many offices try to keep it simple. If annual usage of equipment is about 50/50, each agency pays half the cost. With certain contracts, alternate who pays each year. 

· Another approach to contracts: Where one makes much more use of a contract than the other (say, a noxious weed contract), the one with biggest usage takes the lead in writing and paying for the contract, the other reimburses the agency for the amount of its usage.

· To demonstrate the potential impact of certain innovations (e.g., a joint HR office), use a pilot; measure and publicize its impact.
· It’s usually helpful for managers not to push too hard in a given area if the staffs who work in that area are convinced (initially) that they can’t integrate. For instance, some staffs in natural resource units (hydrologists, range, etc.) weren’t interested in intermingling the two agencies’ workers in the same office space, and their requests were honored. Same has been true with mailroom integration.

· Honor staff members' desires concerning scope and timing of changes.  
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Paying for positions: In general, look for the simplest method of paying for positions. One common way is to track the amount of time that staffs in an integrated unit spend on each org’s work (amount of time, multiplied by hourly rate). If the amounts are about the same, call it an offset and no money changes hands. When the amounts are different, transfer money, or alter the amount of money each agency pays into the unit’s director’s salary. 

· Some locations find it important for each agency to maintain their separate identities initially – keeping each agency’s logo on the building signs and letterheads is a small thing that means a lot.

· Get meaningful input from staff in planning the use of space and the move. 

· Take an “evolution, not revolution” approach.

· [image: image99.wmf]Plan for, and procure systems furniture.

· Procure the services of a professional space designer.

· Use the expertise of the Denver Office Leasing Specialists.
· Discuss whether to conduct team-building activities in the initial months. Some offices do, others chose to allow relationships to form more informally.

· Conduct joint projects; that can help break the ice and create positive work relationships.

· See that line managers from each agency appear together at a joint staff meeting to explain the overall direction and purpose of collocation, respond to the staff’s questions, and make it clear that the two managers are on the same page. This helps send a clear signal that the change is real.

· Make visits to the field, to learn from subject matter experts.

· A LOT of persistence!

Dealing with the Hurdles – The experience from the collocation of a BLM State Office/Forest Service Regional Office

· You must be flexible
· Timing is everything. One key person in a government agency held up authorization of the funds. So the two offices’ leaders worked around him, lined up other support, and when that individual left his agency the leaders pushed ahead and collocated their staff.

· Must show visible products, and progress. With collocation, a common reception area is an example of a visible product – something that didn’t exist before, that adds value
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Deal with people “where they are.” The leaders found that about 10 – 15% of their combined staff were actively in favor; they needed to be given important roles in the change effort. About 50% were willing to go along with collocation; they weren’t strongly in favor or opposed And about 30-40% were against collocation, some of them actively trying to subvert it. Some of these people were moved to different jobs. 

· “Chunk” the planning and move. To avoid overwhelming people, the change took place in small chunks. For instance, once they were fully in the building, the staff needed time to get used to the new surroundings. They weren’t initially pushed to start integrating operations.

· [image: image101.wmf]Continual communications and a united front. They had a joint steering team that met with the agencies’ supervisors regularly before and during the move. The supervisors kept their employees informed, and would bring back their employees’ questions to the steering team meetings. Everyone knew the status of the move at each step.

· The collocation must meet the ultimate test: does it make the work easier for staff? For customers? Do people now get one answer instead of two (conflicting) answers when they ask a question? Are there fewer disputes?

Advice for Units Getting Started on Collocation: The View From the Ground

In 2002, a survey was done of managers and front-line employees at BLM-FS locations that have had several years’ experience with collocation. Here are the major themes:

· Managers and higher-ups need to support the idea of collaboration…

· Management must support collocation and other kinds of collaboration. As one employee put it, “you have to have somebody in there pushing it …” 

· … But Collaboration should not be forced or over managed.

· As one person put it, “you can’t just order it and demand it.” So, managers must find ways to demonstrate the importance of collaboration, and involve employees in planning it.

· Collocation can be a powerful force to gain collaboration, but pay attention to the physical layout

· When one office has more square feet than another, or when staff are told they can’t put pictures on the walls (and they could before), it causes problems and some people make amazing assumptions about “what’s really going on.” Communicate clearly about all decisions.
· “There will be difficulties at first, but then things get better.” 
· Inevitably, some of the decisions won’t be good ones, no matter how much employee involvement you have. Play for the long run, keep adjusting, things will work out.

· Efforts need to be made to be truly interagency.

· Going from collocation to true collaboration (or even integration) takes time and care. Several months after the initial move has been made, look for opportunities to share: space, equipment, information, people. That’s where the real gains will be made.  Also monitor progress and address issues as they arise (don't let problems drag on).

· Each agency should maintain its own identity (at least initially).

· Doing so reduces the worries that “this is really about merging the two agencies.” Take away that fear by maintaining separate identities, and collaboration becomes more likely.

[image: image102.wmf]Lessons Learned about Collocation 

· Be very tuned in to the employees’ concerns. Get them to talk openly, otherwise it’s difficult to deal with them

· Visible commitment, and active follow up, of line managers is essential

· Clear commitment to the concept by the District Manager and Forest Supervisor makes a difference

· The line managers and AOs need to communicate with each other, and with the employees, continually through the move and after. This will reduce a lot of needless anxieties and rumors

· Understand, up front, that there are dozens of issues to deal with. You won’t resolve them all at the start. Talking with people at sites that have already collocated can help with the issues

· [image: image103.wmf]It helps to have a single AO, one who is strongly committed to collocation  

· Good working relationship between the line managers is critical

· Most employees will support the move, if they’re well informed and involved in planning for it. Sometimes, you have to move someone who refuses to support collocation, and put someone else in that position who is enthusiastic about it

· It helps to have dual delegation of authority for certain supervisors

· Some people on the design team need to have design skills and experience

· Trust is critical – without it, there will be little sharing or collaboration. And trust comes over time, from relationships that are built and nourished 
· Spend time educating the public, so they know what to expect once both agencies go under one roof
[image: image104.wmf]Dual Delegation of Authority of Supervisors and Managers

When supervisors and managers are given dual delegation (sometimes called “dual hatting” or “cross delegation”), they are authorized to supervise employees from both BLM and FS.  They are also authorized to make decisions regarding the other agency’s lands, and sign decision documents (e.g., grazing permits, application for permit to drill, etc.). At public meetings, dual delegated managers can speak as a decision maker for the land managed by the other agency. 

There are multiple benefits. Dual delegation has been done as an efficiency matter (not filling a vacancy), to improve coordination and communications, to promote customer service (customers no longer have to shop to find the person authorized to answer their questions), and to develop integrated operations in certain administrative and natural resource areas.

NOTE:  See the Service First web site for a detailed Supervisor’s Handbook; it describes everything that supervisors in Service First activities need to know about cross delegation: www.fs.fed.us/servicefirst/sup-hdbook
How it Works:

One supervisor oversees certain staff in both agencies. Sometimes it’s on the administrative side – e.g., an AO or an HR director, sometimes it’s a natural resources position. Those being supervised are still held responsible for their own agency’s policies and procedures, and the dual-delegated supervisor must become very familiar with those.

Key Steps:

· [image: image105.wmf]The line managers decide that they want to have a dual-delegated supervisor in a specific position

· It always helps to get the concurrence of the BLM state director and FS regional forester

· Line managers sign an MOU, detailing the expectations for the position, who the person reports to, how they will be evaluated, etc.

· Amend the supervisor’s position description, reflecting the larger authority being granted

· Write an operational plan (or include in the MOU) detailing how the funding will work. Usually one agency pays the dual delegated person, and the other reimburses that agency a percentage of the salary, based on the percentage of time the person spends working for each agency

· Line managers explain to the employees what this means, why it’s important, how the new arrangement will affect them, etc. 

· Get employee feedback, and respond to it as needed
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Hurdles:

· Employees who are nervous at the start, simply because this is new, and different

· Employees who wonder what the “real” reason is for the change, and may be skeptical for some time

· Some employees have wondered if dual delegation is just the first step toward being taken over by the other agency 

· Confusion over who pays for what

· There are often concerns that the dual delegation is a threat to each agency’s culture and identity

· Some employees are convinced this is illegal. NOTE: it’s legal!  See below

· Different computer systems continue to be a hurdle 

· Employees who don’t feel they’re getting an adequate amount of time from the supervisor

Dealing with the hurdles:

· Very clear support from the line managers is necessary

· It can help to have the state director’s and regional forester’s signature on the MOU. Some employees will view that as a sign of strong senior level commitment 

· Continually keep employees informed – before the change, and while it’s being implemented. That includes getting their feedback and responding

· Clarify the key expectations: which agency pays for which expenses, the dual-delegated person’s priorities, etc.

· Some units find that occasional social activities for the two staff groups being supervised can help

· Selecting the right supervisors for dual delegation is critical. Some supervisors see the benefits immediately; they want to make it work 

· Supervisors who believe this will be too much for them to handle (or who don’t believe in active collaboration) shouldn’t be given the role

· Concerning authorizing legislation: The Service First website notes all legislation that authorizes Service First-type collaboration (see http://fsweb.wo.fs.fed.us/servicefirst/index.html) Dual delegation of authority is authorized under PL 106-291, Section 330. It’s in BLM’s Manual section 1203, and in the FS 1230 Manual.

·  For an example of an agreement between a BLM and FS unit on dual delegation, see Appendix 5. 

Some Lessons Learned


· It helps to go to some staff meetings of each agency 

· It’s important for affected employees to understand the reasons for dual delegation, and to give their input

· The person who is dual delegated must learn both agencies’ systems and culture. Some people call this “becoming bi-lingual”

· It’s also unlikely that 100% of them will agree to it at the outset. Waiting for complete agreement is usually a mistake. If the line managers are convinced this is worth doing (or, worth trying on a pilot basis), if they’ve explained it clearly, they should get started

· Be open to feedback, and be ready to adjust. If there are problems in the first few months, line managers need to make adjustments as needed

· Some field units have found that dual delegation can be much easier if the two agencies have collocated
· One site found that those closest to the ground were most open to dual delegation; those higher up the food chain were more resistant 

· Some have found that information sharing increases with a dual delegated supervisor

· Some also found that the natural resources were managed in a more integrated fashion when supervisors had dual delegation authority

· Take time to focus on how performance appraisals will work; that’s often a sensitive issue

Environmental Education

One Example: Project Learning Tree

This international award-winning forest education program is a partnership between the Idaho Forest Products Commission, Idaho Departments of Fish & Game, of Education, and of Lands; the BLM and the U.S. Forest Service. It uses the forest as a tool to learn about forest ecology, wildlife and related issues tied to natural resource management. The program’s target groups include teachers in grades K-12, their students, and “nonformal educators” like Girl Scouts and other youth leaders, and natural resources professionals. 

Project Learning Tree (PLT) provides a series of workshops and other products for the target groups. Its instructional strategy emphasizes how to think, not what to think. Topics include:

· The role of fire in the forest ecosystem

· Invasive species

· The impact of exotic species on wildlife and the landscape

· Natural resources and solid waste

· The value of woody debris in the forest ecosystem

· The challenge of balancing critical forest habitat for endangered species, with human activities

In addition to short courses and a week-long workshop, the partners produce a newsletter that reaches about 9,000 Idaho teachers. In 2002, 368 teachers (who teach over 14,000 students) attended PLT workshops. PLT materials are created in conjunction with state and national educational standards. Teachers who attend the workshops receive forestry kits and teaching packets that they use in their own classrooms. In addition, PLT is working with some of its partners to create a comprehensive online database of natural resource and environmental education opportunities, materials and contacts.

Funding and Organization: In 2002 the total program budget was almost $119,000. Of that, the Idaho Forest Products Commission (IFPC, a quasi-governmental agency), provided $50,000; BLM, FS and the other partners contributed the rest. All funds flow to the IFPC, which manages the program funding.

PLT is housed in the IFPC; it maintains a separate identity and operation from the promotion of forest products in Idaho.

Fire Management / Fire Suppression


In some instances FS and BLM units create a joint dispatch center, where staff of both agencies work as one. Other locations have gone further and created a joint fire management unit, where employees work as one team to deal with all fire management issues irrespective of which agency’s land is involved. When it’s a joint fire management unit, whichever employees are closest to the fire are the ones who respond first; no senior managers need to sign off on these calls. In some cases, the employees don’t wear agency uniforms. Rather, they have interagency fire management logos on their shirts, which have become their own “uniforms.” In other instances they retain their own agency uniforms and identity.

Hurdles:

· How to determine who pays for what?

· Salaries: how to determine how much to charge to each agency?

· Organization structures that are different between the two agencies, and make it hard to collaborate

· Different fire suppression training qualification standards

· Getting buy-in from headquarters. The two agencies’ headquarters still act as separate entities – one will issue a data call (for fire information), then the other will issue a data call for the same information

· Budget is a big challenge – different agency budget policies and procedures take time to deal with

· Different agency operational procedures 

Dealing with the hurdles:

· Some joint units assume that each fire management staff puts in about half of his/her time on each agency’s land. They track where the employees’ time actually goes. When it doesn’t come out 50/50, they adjust in their payments to the Fire Management Officer’s salary 
· In terms of other expenses, keep it simple. Rather than transferring money back and forth for each budget category, some units keep track of total costs for each agency, and balance out any inequities at year’s end through payment into a reimbursable account. Rather than dividing every expense in half, they have one agency pay for one cost (say, copier expenses), and the other pay for other ones

· Line managers need to deal directly with employees who strongly oppose the joint operation. In some locations they have moved people to other positions so that they couldn’t hold up the change

· Demonstrated successes have helped greatly. When the staff see that they manage fires better through the integrated approach, it increases their commitment to it

Some Lessons Learned:

· Be flexible!

· Look at the fire program as a whole, don’t look at each individual decision in an isolated way 

· Look to the long run. Employees need to focus on the overall benefits to themselves and to the community

· Attitude is critical – if you want to make this work, it can work; if you don’t want to make it work, it won’t. There’s nothing illegal about it 
· An attitude of “this can work” must begin with the line managers 
· It helps the fire management staff to have a single point of contact for fleet and for telecommunications
Fleet


In some locations it makes good sense for the BLM and FS to maintain their own separate fleet of vehicles. In others, that’s a waste of money and employee time, and the operations can be merged. When fleet is merged, the staff units work together, each servicing vehicles from both agencies.
How it works: One locality’s example

In one location, the fleet operations of both agencies have been merged. There, the vehicles are serviced by mechanics from both agencies (irrespective of which agency owns that vehicle). They operate with a Working Capital Fund. The staff track the amount of time they work on each agency’s vehicles (the FS owns 60% of the combined fleet, BLM has 40%). By multiplying each mechanic’s hourly rate times the amount of time spent on each agency’s vehicles, they determine the total resources put toward each agency. If, at year’s end, that reflects the same 60/40 breakdown, no money changes hands. If not, one pays the other through a reimbursable account.

There are several payoffs for working this way in fleet:

Payoffs:

· Flexibility: with a larger number of mechanics, they can use whoever has the most experience/skills for a given vehicle

· Cost savings: only pay upkeep on one shop, just one set of manuals to buy, reduced number of tools, one manager instead of two 

· Learning: senior people can help the younger ones

· Faster turnaround on vehicle repair: with more mechanics, it’s less likely that a vehicle will sit for several days because the one specialist for that vehicle is out 

· Higher customer satisfaction, both internal and external

· Preventive maintenance plan for all vehicles

How they integrated:

· There were two separate fleet operations prior to the merger in 2000. They were located only 5 miles apart. Managers of the agencies agreed they would be more efficient and effective by combining the two

· The Forest Supervisor and District Manager created an interagency team (including the AO). They also had a GSA person, someone from BLM’s Denver Service Center, and people from the BLM state and FS regional offices on the team

· The team took a look at both fleet shops, and recommended the merger. Having outsiders analyze the issue provided more credibility to the change

· They chose to move both operations into one agency’s existing fleet shop. The road maintenance crews from both agencies were also merging, and they took the other agency's fleet shop.

· The two shop foremen and the AO planned the details of the merger

· One of the fleet employees had strong reservations about combining the two shops; he was sure “it would never work.” Soon after the merger, he retired

· The obvious benefits of the merger made believers out of others who weren’t sure if it could work

Hurdles:

· BLMers were skeptical, because the Fleet Manager for the combined unit is a FS manager. They thought this would be a “FS takeover”

· Different accounting systems, different procedures for checking in vehicles

· Different HR policies (BLM’s are often more flexible on issues like cash awards) 

How Hurdles are Handled:

· The Fleet Manager pays great attention to being fair (and being perceived as fair) in dealing with agency differences. She’s obviously succeeded: in 2000, she was named BLM’s Fleet manager of the Year … and she’s a FS employee!

· They use the agency’s procedures and accounting systems for that agency’s vehicles

· Concerning HR policies, the Fleet Manager has great support from the AO, and they find creative ways to work out differences. The Fleet Manager makes sure that mechanics from both agencies receive the same kind and amount of awards. For performance appraisals, they use the form, procedures and elements of the employee’s home agency

· If there’s an accident, the agency employing that driver is liable

NOTE: most of the operational details were worked out after they merged operations. That is, they found that it wasn’t possible to anticipate all issues and hurdles up front. The Manager and her AO emphasize that these problems all have solutions, “IF YOU WANT TO MAKE IT WORK.”


Front Desk 

BLM and FS visitors come to obtain information, permits, maps and advice. They don’t usually care whether the employee serving them works for the BLM or FS. They just want what they want. Improved customer service is one of the three major Service First objectives, and that’s what happens when customers can get what they need in one stop, at the local office nearest them (or electronically).

How It Works: One locality’s example 

The front desk is staffed by one person who is a FS employee and does work for both agencies. The BLM pays about $20,000/annually toward her salary. Her supervisor provides back-up help for this one employee. They have an interagency agreement specifying how they manage the front desk. Those who work at the front desk are authorized as collection agents and handle financial matters for both agencies. They answer the phone, “Public Lands Center.”

The front desk employee and supervisor sell maps for each agency. Each agency has its own ledger, accounts and computer system, and front desk staff learned how to use both. The employees provide information on both agencies (road conditions on the public lands, mining information, etc.). They received no formal training for their jobs; they learned on the job, asking more experienced staff when they didn’t know the answer to a question. They also learned by spending time in the field with FS and BLM specialists.

Key Steps:

· Line managers agree that they want a jointly-run front desk

· The managers communicate the decision to employees, and spend time with the person who will supervise the combined front desk staff

· Form a team to plan the arrangement of the space. Include those who will work at the front desk on the team

· Line managers write and sign an interagency agreement spelling out the key responsibilities at the front desk, expectations of staff to work as one team, how money is to be handled, who supervises them


Hurdles:

· Cost of remodeling

· Can take time for front-office staff to learn to work together

· Different financial and accounting systems, rules, procedures

· Different policies concerning the selling of maps (e.g., FS requires its maps to be locked up each night but the BLM doesn’t), and concerning procedures and policies for receipts and permits

· Different employee leave policies

· Employees who have trouble sharing their “turf”

· Personality conflicts at the front desk

Dealing with the hurdles:

· Cross training helps – both formal and informal. Many units report that the best training/learning is informal, as newer people learn from those with more experience

· Some front-desk staff learn by spending a day every so often in the field with subject matter experts

· All front desk staff should be authorized as collection agents, so that they can handle money and back each other up when one is out 

· For financial issues, give each staff member access to the other’s financial system. NOTE: Some staff may insist that this isn’t possible or even legal. Tip: it’s both legal and possible!

· For map sales in some locations, BLM buys FS maps, then sells both agencies’ maps and collects all proceeds

· Front desk staff must be given the opportunity to help design the joint visitor center

· Hold joint staff meetings on a regular basis

· Have a single staff member oversee front desk operations 

· Give each front desk staff member the computer of the other agency

· It helps to remind the front desk staff – we’re all one team here, we’re not competing

Some lessons learned about the shared front desk:


· Differences (professional, personal) may arise; if they do …

· Don’t assume the front-desk staff will be able to work out all issues by themselves – if procedural or interpersonal differences between the agencies cause a problem, a supervisor should intervene to provide guidance

· Resolve issues quickly; don't let them drag on.

· Line managers should take time to educate accountants and auditors who will come in to check the front office accounts. They may be more flexible in their oversight and understand that different agency policies and procedures require front desk staff to use creative solutions

· You have to learn each agencies’ rules for handling money – that’s essential

· It’s necessary to have backup help when you’re the only staff at the front desk – at certain times of year (e.g., hunting season), it gets extremely busy – and those backups need to have collection authority to handle money

· The key to dealing with most issues: communication. Those who openly communicate about needs, problems, conflicts, priorities, find they can deal with just about any problem


Joint Firewood Permits

When customers have to drive long distances to get a firewood permit (because the agency closest to them doesn’t issue the permit they need), they’re naturally upset. It makes sense for the two agencies to issue one firewood permit that covers both of their lands, and it’s an easy change to make.

Key Steps:

· Once the line mangers agree on this, have those who handle the permits for both agencies work together on a common form.

· Learn the agency differences in terms of rules and regs for the permits. Line managers can find out who has authority to make needed changes, so that there’s either one permit, or two permits that are consistent with each other.

· Circulate the form in both offices, make needed revisions, and get final approval

· In some cases, FS and BLM offices create partnerships with nearby vendors (e.g., sporting goods stores), authorizing them to provide firewood permits. That further supports customer service, because these stores are often open during weekends and evenings

Hurdles:

· Different accounting systems

· Different rules and policies concerning permits

· Deciding who pays for printing up the new forms, which can be expensive; they’re printed to prevent private individuals from making their own copies 

Dealing with the hurdles:


· Re: cost of printing new forms: Look for the simplest way to deal with shared costs. One approach: take turns paying

· The “evolution, not revolution” approach works well here. Start with those who want to try using a joint permit. Once the benefits to the customer are clear, the legality is known and nobody’s getting in trouble, others will be interested and the idea will grow

Approved agreements, direction, and form:

· FS/BLM Interagency Fuelwood Permit Letter, signed 8/3/2003.
· Interagency Agreement, Sample
· FS 2400-1 / BLM 5450-24 Permit Form
· FSH 2409.18 Handbook direction.
Human Resources – One Example of an Integrated Unit

In January 2002, the Lakeview/Klamath (Oregon) HR unit

began a two-year pilot program granted by the Oregon State

Office of the BLM and the Region 6 Regional Office of the

Forest Service.  This pilot creates a joint HR unit, which 

provides HR services to employees of both agencies

HOW IT WORKS:

--The Interagency Human Resources Officer has delegated authority to supervise employees of both agencies.  She is also delegated authority for: employment, awards, position classification, pay, labor relations, and discipline and adverse actions for both agencies

--There are two offices, one each in Klamath Falls and Lakeview

--The Lakeview office does all of the personnel action processing or data entry on-line to each of the agency's payroll centers

-- FS and BLM employees who do the payroll processing have access to both agencies' confidential personnel data systems and have learned to use both systems.  There are many rules and regulations that are common to both agencies but the systems are formatted differently

--Specialized program area services (retirement, pay and leave, workers' compensation, health benefits, life insurance) are provided for employees of both agencies out of the Klamath Falls office

Training

One third of the HR Staff is new to both the government and to HR.  Training in processes that are both abstract and yet specific is necessary.  Fortunately, the HR specialists from both the BLM and FS have deep breadth of experience and can provide excellent on-the-job, practical training for the new staff.

Continuing Evaluation

To fully showcase what can be done in a two-year pilot program the staff will continually evaluate what they are doing and how they are doing it to utilize the best practices of each agency.


Issues & Hurdles

· Because of the two separate computer systems, they must use separate BLM and FS machines to do either agency's work in data entry and word processing 

· R6 HR is working on an initiative to centralize and stovepipe HR services throughout Region 6 (which makes sense from a regional perspective, but causes problems for this pilot)  


Critical Success Factors

· Communication. They work hard to create an environment

in which everyone is assumed to have a “need to know” and information is shared freely

· Continued communication within the HR staff group is accomplished through bi-monthly conference calls and at least bi-annual face-to-face meetings of all HR staff

· The HR Officer initially spent a lot of time traveling between Lakeview and Klamath Falls to get the flow of work operating smoothly

· The BLM Deputy State Director for Administration and Director of Human Resources have visited Lakeview to see the operations on site.  The FS R6 Director of Human Resources has been invited as well

· An attitude that starts at the top of their office: this can work, we’ll make it work


Shared PIO unit: One example

This Office of Communications was set up to serve two national forests and one BLM district. The office has four full-time staff members, who provide all of the usual public information functions. Three of the staff are paid by the FS, and BLM provides 75% of the funds for the other position. 


Key Steps:

The office was established in late 2001. 

· The existing PIO officers agreed that they wanted to form one office that served all three units.

· They took their concept to the leadership teams of the existing units, explained it, and got their buy-in. One reason the leaders liked the idea: it came from the ground up.

· They looked for ways to support it financially. BLM didn’t have FTEs to offer, so it provided 75% of the funding for one FTE.

· The PIO officers created a charter for their office: its purpose, activities, different roles and responsibilities, etc.

· The PIO officers publicized the existence of the new Office of Communications through the leadership teams.

· Some time after it was up and running, they assessed their customers’ reactions. One finding: they had to clarify for staff in the three units whom they could go to for different services. They took steps to better spell out which staff did what functions.

Some Hurdles:

· It’s difficult to provide communications services for three different offices. Each manager sees communications differently, views his or her job and office mission differently. 

· The Communications staff was trying to combine the three offices’ websites into one, when the Dept. of Interior website went down. 

· There are different department policies and procedures. In the Dept. of Interior, an agency’s headquarters must approve news releases before they go out. That isn’t the case in Agriculture agencies. 


Dealing with the Hurdles:


· Concerning the challenge of working for three different managers, it took time to understand and learn how to deal with these different types of customers. The Office of Communications staff had to customize their approaches depending on how each office manager views the world and the mission of that office.

· Concerning the three offices’ websites, the staff decided it didn’t make sense to combine them into one. Instead, there are two websites, one for the two national forests, and one for the BLM district office. They have the same information in most categories, but each has its own format and templates, to maintain its own identity.


Payoffs
The Office of Communications now makes “Hill visits,” during which the staff go (as one team) to Congress and meet with their state’s two senators and the representative from their area. Demonstrating that the three units are working as one in several areas (e.g., fire management), and speaking with one voice as PIOs, has made a very positive impact on their elected representatives. Another advantage: the local media now have one person they can go to for information on the three units, and they appreciate that. They get to know that one employee, and that working relationship has been beneficial to both the media and the units.

In addition, the customers are better served. There is now one newsletter from the three offices, for instance, so all customers get the same information. Finally, the PIOs are learning from each other, and are better able to represent their offices’ services and functions to the public. 

Recreation Planning


Recreation cuts across many agency boundaries. FS and BLM staff may work with state, local government, nonprofits and private-sector organizations when planning and implementing recreational programs on the ground. Whether it’s a program to groom snowmobile trails, to develop interpretive signing, or issue joint recreation permits, there are often several parties involved. 

Here are some of the things to keep in mind:

Key Steps:

· It has to start with a common goal. Do the parties want the same thing?

· The parties need a plan they can agree on, for achieving the goal(s)

· Determine who plays what role in the project

· It’s important to determine how financial matters will be managed. Whether a strict formula is used or a more informal arrangement, this needs to be resolved early

· For large projects that involve several organizations, it often helps to formalize the agreements through an MOU

· Once the program is off and running, it’s very helpful to revisit the MOU annually. Are parts of it obsolete? Are the parties contributing according to the agreement?

Hurdles:

· People change jobs. When someone leaves the partnership, the team has to backup and find ways to bring the new person into the team

· Sometimes, one of the partner organizations pulls out

· When the leadership of a partner organization changes it can pose a challenge, especially if the new leader doesn’t believe that collaboration is important

· Finding ways to fund the program can be difficult
Addressing the Hurdles:


· Spend time with new partners; they don’t have the commitment to the program that long-term members have

· Related to that, spend time together out in the field where people can learn about each other while doing real work

· Many units handle financial arrangements informally: Each entity decides how much it can contribute (and, in some cases, they contribute in-kind rather than funds)

· Have one agency handle the money. A new account or a trust fund can be established, the parties all contribute to it, and one entity manages it

Some Lessons Learned:


· As with most partnerships, it all comes down to trust. And building trust usually takes time

· Each of the parties must participate as an equal, irrespective of size, power, status

· The individuals need to be flexible. When conditions on the ground change, when the composition of the partnership changes, it places a premium on the partners’ ability to adjust 

Road Maintenance – One Example of an Integrated Unit

Prior to the formation of the interagency office, each agency had its own road crew.  They did minimal work on each other’s roads. They began the change by collocating the two crews in one building, but maintained two separate units.  They had some joint meetings to discuss combining the two. Some BLMers worried they’d be overrun by the FS (which had more FTE). Then, the two units had some resource shortages which made it clear that they could do better if they joined forces. They formed a joint committee to study the options, and in 2001 created the interagency unit. They initially called it a two-year pilot. When they merged they gave it a new name: the Interagency Road Crew (thus, a new identity). Rather than two foremen, they have one who supervises the combined crew.

How it works:

· The foreman gives assignments to the (integrated) work crews each morning.

· The combined crews do work on roads in both agencies’ land, and share each other’s equipment as needed

· Each agency starts the year with a plan of work for road maintenance

· The foreman tries to work with the different styles and cultures inherent in the two agencies. For instance, the FS has a more highly structured work style, reflected in its very detailed plan of work. BLM is more flexible (and has a very general plan of work)

· Some changes have been required. To ensure accountability, BLM staff has to document more of their work than in the past.


Issues/Hurdles:

· Employees in one unit were all at a wage grade 10 when they merged, and those in the other varied from 3-10. There were some perceptions that the grades in one agency weren’t reflecting the work level of those staff.

· The two units had different work schedules which affected which days they could take off for holidays

· They used to have different start and end times to the work day. 

· Staff of one unit had their own desks and phones prior to the merger; the other didn’t

How they handled the hurdles:

· It required a lot of flexibility, give and take.

· One agency’s staff now comes to work a half hour earlier, and leave half an hour earlier.

· To deal with perceptions of different abilities, they are planning some technical training to bring all up to a common standard. No grades were changed.

· They are in the field so much of the time that they did away with the phones and desks.
· They visited another unit that uses an integrated road maintenance crew, and learned from them. One of their lessons: “the little things are the big things” – that is, little things become big if not handled well, and early (e.g., the name of the unit, the time they come to work).

Payoffs:

· Productivity: much more work is getting done now

· This is a broadening experience for each crew, working on different lands

· Because they have more crews to draw upon, customers get better, quicker service

· They deploy people more efficiently; since each unit works on either agency’s lands, they spend less time driving from one work site to another
· Ability to eliminate redundant pieces of equipment that are underutilized
Shared Positions 

Agencies agree to share staff positions for different reasons. Sometimes a position is shared because the FS and BLM land is intermingled, and it’s both efficient and effective to share a position. Sometimes this is done for improved customer service – provide a single face to the customer. And there are occasions where the two agencies can fund a new, shared position that neither could afford on its own.

Key steps:

· Many agencies have informally shared some staff time for years. When one person is designated to be a shared staff for a particular function, however, it helps to formalize the arrangement.

· The line managers need to first agree to have one person perform a function for both agencies.

· It needs to be formalized through an MOU or some other written agreement that spells out the position’s responsibilities. It helps to note how much time the position gives to each agency, if it isn’t expected to be 50/50. The agreement also notes who supervises the person.

· No agreement can anticipate all of the possible issues that may come up. Once the position is created, the supervisor and staff being shared should be open to feedback and revise the agreement as needed.
Hurdles:

· Being pressed for time when both agencies have high priorities projects needing their attention

· Not being given any direction (verbally or in writing) that details overall priorities, which puts pressure on staff to make decisions that they may  prefer not to make alone

· Different laws, policies, procedures and processes among the two agencies

· Personality conflicts sometimes occur

· The public sometimes gets confused when one staff person is shared by both agencies – e.g., if there are two sets of procedures for, say, a timber sale, which procedures do we use?

· Some shared staffs don’t know whom to contact when they’re not sure if what they’re doing is appropriate (or even legal). For instance: one person created some forms and permits, and doesn’t know who is authorized outside his office to let him know if they are OK or not

· Not being able to use one computer for all work

· Electronic communications; one shared staff who is used to accessing his own email system found that people sent emails using the other agency’s address

· Some employees aren’t sure how much of the shared staff’s time they can request

· Identity issues – whom do they “really” work for?
Dealing with hurdles:

· The shared staff need to be given priorities from appropriate supervisors, either on an annual basis (which works best), or on a case-by-case basis when the staff is confronted with too many demands.

· The shared staff needs to learn both agencies’ policies and procedures, just like a dual-delegated supervisor.

· In one instance, there was a personnel ceiling for a position that was to be shared between FS and BLM, and a state department of fish and game. The state agency provided the position and some salary. The FS provided a vehicle and space; BLM gave the rest of the funds for salary and equipment.

· A frequent approach to paying for a shared staff position: the person’s salary is paid by one agency; the other agency reimburses that agency for an agreed-upon percentage of that salary.

· Communication is critical. The supervisor of the shared staff needs to get involved quickly if there are conflicts or unrealistic expectations.

· Managers and supervisors need to spend time determining how shared staff should deal with different agency procedures, rules, and regulations. 
· Line managers need to speak with one voice concerning priorities, and dealing with agency differences.

· One employee who has a shared position deals with the identity question by wearing a BLM uniform when working on BLM lands, and vice versa on FS lands. “It shows respect for the agency and its culture,” he says.

Lessons Learned:

· Shared staff needs to have one person (or one management team) they can go to, for advice and guidance on priorities, dealing with different/conflicting agency rules and regs, etc.

· Be willing to be very flexible.

· Spend time with staff from both agencies; simply being visible sends a positive message, and also can improve communications.

Space Management – the BLM Approach (NOTE: A detailed BLM Space Handbook is in Appendix 6 of this Kit. For information on Forest Service requirements related to space and moving issues, contact: Joel Biren, mjbiren@fs.fed.us)

Space Leasing Plan Developed By Each State Office

· All space leasing projects are identified by state administrative officer and sent to the Washington Office for inclusion into the National Priority Five Year Space Leasing Plan – Bob Donelson

· Projects will be accomplished by the leasing staff in Denver in order of  the National Priority List

· All Projects will be sent to Denver through the state administrative officer

· All Projects not coordinated through each individual state administrative officer will be returned

· Any project not on the National Priority List will be acquired as time allows

Space is unique!

· A successful transition into new space looks easy to most employees

· Call Denver Space Leasing to get a contracting officer’s help

· Each new lease will be initiated by the state through Denver office notification at least 24 months prior to expiration of the current lease.   More complex requirements will be started earlier, small projects (under 5,000 square feet ) require less time

Why Lease Rather Than Own?
· Congressional approval is required for new facility construction/ownership – rarely occurs no matter where the project is on the priority list

· Owned facilities are costly to maintain; many times maintenance ends up a low priority> Therefore the owned facilities eventually become functionally obsolete

· Why can’t BLM build leased facilities on Government owned land?

Early in 1980 Congress discovered that BLM was providing the land for leased facilities with the lease provision that at the end of the 20 year term the building belonged to the Government.  Congress determined that this leasing method was being used to circumvent congressional approval for building facilities and therefore strictly prohibited this method of leasing government-wide.

Facilities that were acquired using this method include:


Farmington 


Rawlins


Filmore

Rock Springs – Has been replaced with another government owned facility


Lewistown – Is being replaced with a leased facility


Salmon – Was replaced with a leased facility


Space Decision Making Process
· Utilization rate of present space - How to determine how much space you have/need:

· For funding consideration the overall utilization rate is 200 square feet per person.  To quickly determine what the utilization rate of your office is:

· Total amount of office space

· Divided by the number of Full Time Employees

· Equals approximate overall utilization rate

· See the BLM 1535 Space Manual in the appendix for more specific details regarding other types of employees and the allocation of space

· Identify Space Choices 

· GSA Procured space or BLM Procured Space?

· Leased or Government Owned Space?

· Is there a Natural Resource Agency in the community that might consider collocation?

· Is there any other Public Entity that might make a good space partner?

· Does either agency have enough excess space to house both agencies in one location?

· What is the expiration date of present leases?

· Do the leases contain any termination rights?

· Could there be improved facility efficiency through collocation (i.e. conference rooms, lab space, computer rooms)?

· Do opportunities exist to share scarce resources (such as staff, managers, vehicles, heavy equipment, office equipment)?

· Does GSA have any large blocks of space available in the area?  If GSA has space available that can meet the need, there is no option but to move into the GSA space.

· Does either agency have a union?  Decide early in the process the role that the union will play in the space process.  Buy-in should be sought early on. To maintain equity between the agencies, involve employee representatives from all agencies even if all agencies do not have a union.

Security Issues

· All new lease space will include SMART card access – it is not an option – it is a requirement !

· The SMART card is a national asset and could be programmed to allow entry by emergency personnel or anyone else with a need for access.
· Washington Office – Bob Donelson – has a video available for further SMART card details
· Design Criteria to better facilitate secured spaces for all new leased space include, but are not limited to:

· Public Restrooms in Reception Area

· Secured Employee Area

· In smaller communities, after hour use for Conference Area without access to rest of the building

· Safety buzzers under reception area counters

· An exit door for receptionist personnel

· Lock down of reception area

· Encouraging the use of landscaping barriers

· SMART card equipped exterior doors

· Wareyard vehicle and pedestrian gates

· Ensure personnel emergency exit through secured wareyard areas

· SMART Card Access is now being provided on:

· Mail Rooms

· Proprietary Files Rooms

· Computer Rooms

· Law Enforcement Offices

· Any area that requires limited access

How to Collocate (technical issues):

· Develop an Interagency Agreement to establish the commitment on the part of both agencies to the lease term and the co-occupancy of the space.  

· Determine which agency will be the procuring agency – normally it is the larger agency, but other factors play a part, such as availability of leasing resources.

· Washington Office Instruction Memorandum Number 96-142 established a permanent waiver of the standard 18% surcharge for BLM/Forest Service collocation efforts only.

· Instruction Memorandum No 97-48 established a 5% surcharge for all other agency collocation efforts.  The surcharge is meant to compensate the BLM for the general and administrative expenses resulting from procuring and administering the lease agreement. 

· If the collocation is in government owned space, a reasonable cost for facility maintenance and prorata charges should be made for utilities and janitorial expenses.

· A space worksheet is developed based on the Table of Organization of each Agency Agreement regarding size of the shared space.  Agreement should be reached by both (or all) agencies involved at this point.  


· The special requirements are developed from the space worksheet and are unique to each project

· Create teams for technical issues, with clear parameters of their roles, including strict deadlines for completion. 

· Members of the team(s) may include, but are not limited to:

· Telecommunication Specialists

· Information Resources Managers

· Safety Managers

· Engineers

· Contracting Officer’s Representative

· Facilities’ Managers

· Representatives from every part of the organization 

· Union Representation 

· A member of the office management team

· In an existing facility, the owner of the building should also be represented

Moving – The BLM Approach 

See Appendix 7 for BLM’s Move Handbook – it provides many, ideas from successful moves and provides a blueprint for success for any move. While it was written by BLM employees, most of the information is relevant to FS employees as well.

Collocation has been described as a marriage or in difficult situations as a shotgun wedding.



The Interagency Agreement is the Pre Nuptial Agreement



The procuring of the space is the Engagement Period


The occupying of the space is the Wedding Ceremony



The Happily Ever After is up to the parties.

Telecommunications – An Example of One Integrated Shop

What They Manage:

The interagency telecommunications office services both agencies, and also the National Fish and Wildlife office, as well as a National Parks office. The office works on all network hardware systems, mobile, base stations and microwave radios, and phone systems.

The office is staffed by four BLM and FS employees, who work in an integrated fashion. The two agencies have separate telecom systems; each employee works  on both systems.

How it Works:

They combined their staff and shops in 1999. The fire crews in the region were already integrated. They moved the telecom staff into two shops (there had been three, and one was closed).  They pooled all of the radios, and didn’t fill two positions when those people took other jobs.

There are two different radio systems, but every mobile and portable radio can access both systems (as well as the Fish and Wildlife system). Thus, if one system goes down, they can switch to the other system immediately. This is not only good service, it’s necessary because FS firefighters work on BLM lands, and vice versa. BLM’s system operates primarily within BLM boundaries, and the FS system works mainly within the FS boundaries.  

The two agencies’ staff members know each others’ systems. Thus, if someone in the field has a problem with their radio and calls for help, whoever is at the office can service the call. People in the field don’t hear “he’s not in the office today” when they call for help. They have two telecom shops in the area. If a radio in a vehicle is down, the driver can take it to the closest shop.


Payoffs:

· Faster customer service

· More efficient staff usage (before this arrangement, telecom staff would sometimes drive two hours to service one of their agency’s vehicles, and that vehicle was sitting only 15 minutes from the other agency’s telecom shop)

· Cost savings – no need for two managers, fewer buildings to support 

· Standardization of equipment, fewer types of parts to keep on hand, less training for technicians, no need to duplicate expensive test equipment

Testimony to the benefits: 

In the summer of 2002, fire teams had enormous challenges in the region. The firefighters told the telecom staff that their systems were among the best they’d ever seen, because each functions as a backup to the other.

Hurdles:

· The usual resistance to change

· The time and effort to make the move from 3 shops to 2

· The state and regional offices have made decisions that treat them as separate agencies, not as one interagency force

Critical Success Factors:

· An attitude: that they want to serve, and don’t really care what uniform they used to wear

· Demonstrated payoffs to the customer, and positive customer feedback. They get great satisfaction when they see that the integrated approach provides better customer service

· Standard approach to preventive maintenance

· Cost savings

Training 

There are many examples of shared or cooperative training between BLM and the FS. At the BLM National Training Center (NTC) in Phoenix, employees from both agencies can take courses together in Telecommunications, Electric Systems, Pipelines, and Lands for Managers topics (among others). Some classes are also open to National Park Service employees. For a complete listing of NTC courses, check http://oslearn.ntc.blm.gov/NTCSCHEDULE.nsf  -- click on Courses by Category in the upper left part of the page. Forest Service employees can get more information on BLM courses open to FS employees by contacting Bill Cotee (who, in 2003 was the FS coordinator with the NTC), at bcotee@fs.fed.us.

Some of the courses that FS employees might consider taking at the NTC (which are open to FS personnel) in the lands and realty area include:

· The Lands and Realty Academy (17 weeks of class spread over one year); this course is co-produced by FS and BLM, and spaces are reserved for FS employees

· National Lands Training for Line Officers and Program Managers 

· Foundations of Land Tenure

· Managing Major Rights of Way Projects

· Wireless Telecommunications Systems

· Electric Systems

· Pipeline Systems

· Adjudication Fundamentals

· Environmental Site Assessment

In addition, BLM offers a course called “Pathways” that is open to FS employees (mainly supervisors and managers) with Service First experience. The course provides a view of the whole Bureau, and includes a look at the BLM culture and how it developed. Several dual delegated FS supervisors and managers have attended, and found it very useful.

And at some Service First locations, the BLM and FS plan joint training sessions for employees with similar interests. There are many benefits; not only efficiency, but also shared information, more open communications, and the opportunity to discuss joint projects.

Joint Training: One Example

The BLM and FS are collocated in the Lakeview, OR Interagency office. They conduct joint training sessions for the combined staff in areas such as fire training, retirement training, stress management, COR training, Word and Excel, defensive driving, CPR and first aid, and heavy equipment operation.

How it Works:

Usually one agency takes the lead, arranges the training, and distributes a sign-up roster. Each agency pays a percentage of the training costs, based on its proportion of the class attendees. The lead agency for that session pays the bill, and is reimbursed via a reimbursable work authorization (BLM form 1681-3). When that isn’t possible, “plan B” involves each agency billing the contractor separately, based on its percentage of attendees. A third approach is often used for fire training; when it’s taught by an outside instructor one agency pays for one course, and the other pays for the next one.

VII. Service First Benefits 

Focus Group Results: In May of 2001, the Forest Service commissioned an outside group to conduct focus groups in Southern Colorado and Central Oregon, to learn employees’ perceptions and suggestions regarding Service First. Some comments from the focus groups (verified by both Colorado and Oregon employees and managers):

	Employee Comments about Service First

“There were a lot of fears as far as what Service First might do to morale. We met those straight on, and most of those issues turned into non issues.”

“Where we’ve integrated services, the efficiency and the feedback, both internal and external, has improved. It’s really been wonderful.”

“The higher up you go in the hierarchy of either agency, the more territorial it becomes.”

“Customers love it. Everything’s consolidated right here, and we can answer the questions for all the agencies. I enjoy it myself. I’ve learned so much from the different agencies.”

“Overall it’s for the good of the land. I was so excited in the beginning because we really all do the same thing, so why do we have these two separate agencies anyway?”

“With Service First you’ve got two levels to work on. It has to work on the person-to-person basis, but we also have to get the rules changed at the top … with the rules for computer systems and payments.”


The May, 2001 focus group also showed strong support from various Service First customers. They praised it for making service easier to obtain, for increasing timeliness of response, and for sharing more information and knowledge with the public. Customers also appreciated the standardization across offices, which gives them consistent responses to their questions.

	Customers’ Comments about Service First

“From my standpoint, government is government. I realize that one agency is Dept. of Agriculture and one’s Dept. of Interior, but they still both deal with land that I pay money to run cattle on. In my mind it’s all the same … the way they’re doing it is great.”

“We used to feel that the land management agencies were here to rule. Now we feel that they’re here to serve the public.”

“Where I really see the change is in the fact that any time you need expertise or help, you’ve got one or the other or both agencies combined.”

“The most practical thing that could’ve happened was for other two agencies to move into the same building, use the same receptionist, and use the same copy machine. It’s saving taxpayer money.”



You’ll find more information on Service First focus group results in the Service First website. In addition, the GAO has done a thorough study of Service First, and documented its findings. That report is also available on the Service First website: http://www.fs.fed.us/servicefirst
VIII. Service First Resources:

· Service First Website: http://www.fs.fed.us/servicefirst 
· Service First Concept of Operations. It provides guidance on many issues, including handling finances and HR questions. It’s on the Service First website.

· Service First representatives in HQ: In 2004 they are: Andrew Goldsmith at BLM: Andrew_Goldsmith@blm.gov ; Larry Coffelt at FS: lcoffelt@fs.fed.us
· Service First Supervisory Handbook: It has a great deal of technical and other information for supervisors in Service First units. http://www.fs.fed.us/servicefirst/sup-hdbook
IX.  APPENDICES:

Appendix 1: Service First legislation

Appendix 2: Joint letter from BLM acting director and FS chief, concerning collocation. Includes guidance on collocation activities.

Appendix 3: MOU between Oregon State BLM office and FS Regional Forester office, on Service First collaboration, and collocation

Appendix 4: Interagency Agreement between local BLM and FS offices; on Service First collaboration, and collocation

Appendix 5: Delegation of Authority agreement between local BLM and FS offices

Appendix 6: BLM Space Management Handbook

Appendix 7: BLM Move Handbook 

NOTE: while these two handbooks were written by BLM personnel, most of the information is applicable to FS. 

Appendix 1
	
	Service First
Legislation

USDA Forest Service and USDI Bureau of Land Management
	


LEGAL BACKGROUND and AUTHORITIES 




Federal Register - Vol 67, No. 183, September 20, 2002 - Delegations of Authority by the Secretary of Agriculture and General Officers of the Department
FSM 1237, Delegations of Authority, Service First.  Interim Directive 1230-2001-1 establishes the scope of authorities that may be delegated to BLM employees and the manner in which they may be delegated.  FSM ID 1230-2001-1 Word 

Public Law 106-291. Dated October 11, 2000. Sec. 330. 43 USC 1701.  In fiscal years 2001 through 2005, the Secretaries of the Interior and Agriculture may pilot test agency-wide joint permitting and leasing programs, subject to annual review of Congress, and promulgate special rules as needed to test the feasibility of issuing unified permits, applications, and leases. The Secretaries of the Interior and Agriculture may make reciprocal delegations of their respective authorities, duties and responsibilities in support of the ``Service First'' initiative agency-wide to promote customer service and efficiency. Nothing herein shall alter, expand or limit the applicability of any public law or regulation to lands administered by the Bureau of Land Management or the Forest Service.  

USDA Secretary's Memorandum 1030-47, September 11, 2000.  Delegation of Authority; Forest Service and Bureau of Land Management Pilot Projects (Full Text)
FY 2000 Interior and Related Agencies Appropriations Act P.L. 106-113 Sec. 354. Public Law 105-83, the Department of the Interior and Related Agencies Appropriations Act of November 17, 1997, title III, section 331 is hereby amended by adding before the period: ``: Provided further, That to carryout the provisions of this section, the Bureau of Land Management and the Forest Service may establish Transfer Appropriation Accounts (also known as allocation accounts) as needed''.

FY 1998 Interior and Related Agencies Appropriations Act P.L. 105-83  Title III Sec. 331. In fiscal years 1998 through 2002, the Secretaries of the Interior and Agriculture may make reciprocal delegations of their respective authorities, duties and responsibilities in support of joint pilot programs to promote customer service and efficiency in the management of public lands and national forests: Provided, That nothing herein shall alter, expand or limit the existing applicability of any public law or regulation to lands administered by the Bureau of Land Management or the Forest Service.

BLM Instructional Memorandum No. 98-39, December 16, 1997.  Issued by Director Pat Shea containing a Reciprocal Delegation of Authority.  (Full Text)
ECONOMY ACT: 601 of 31 USC 1535:   Agencies may request details of employees to positions in their agencies from another agency under the provisions of the Economy Act. This Act allows an agency to place an order with a unit of the same or other agency for goods or services. The Act and various Comptroller General decisions and interpretations promote activities which realize savings to the government as a whole. 

CONGRESSIONAL REPORTING REQUIREMENTS:    Public Law 102-123 Title VI 617, Oct. 28, 1992, 107 STAT 1263. "Each Executive agency detailing any personnel shall submit a report on an annual basis in each fiscal year to the Senate and House Committees on Appropriations on all employees detailed to Executive agencies listing the grade, position, and office of each person detailed and the agency to which each such person is detailed." 

COMPTROLLER GENERAL DECISIONS ON REIMBURSEMENT FOR DETAILS:  The General Accounting Office (GAO) exercises oversight responsibility for agency use of appropriated funds. A recent relevant decision issued by the Comptroller General (CG) of the GAO is 64 COMP GEN 37, March 20 1985. This says nonreimbursable details generally are improper due to statutory appropriation restrictions. It also says that there are limited circumstances where such nonreimbursable details may occur such as when the detail involves a matter similar or related to the loaning agency's appropriation and will aid in accomplishing the purpose for which appropriations are provided and when the fiscal impact on the appropriation is negligible. 

OFFICE OF PERSONNEL MANAGEMENT:   The Federal Personnel Manual (FPM) Chapter 300 Employment, Subchapter 8 Detail of Employees. This FPM subchapter is abolished under the sunsetting of the FPM. However, the subchapter refers to and summarizes useful references which may be of use to personnelists. It should be kept in mind that the chapter predates the above cited CG decision and the most recent regulations on merit promotion. 

MEMORANDUM OF UNDERSTANDING NO. 95-MOU-056/WO700-9504 (AS AMENDED) BETWEEN THE USDA FOREST SERVICE AND THE DOI BUREAU OF LAND MANAGEMENT: (MOU Expired 9/30/99)   This Personnel Exchange Program MOU authorizes heads of major agency components (e.g. FS Regional Forester/BLM State Director) to select and authorize the exchange of employees for up to two years by mutual agreement. Extensions are possible. The purpose is to provide mutual cooperation and assistance, to contribute to collaborative land management efforts and to foster diversity in the workplace. 


Modified September 23, 2002 


Return to Service First Home Page 

Appendix 2

File Code:  6440 (FS)/1535 (BLM-WO 850)


              Date:  October 15, 2001

Subject:  Community Interests and Customer Service Enhancements

To:  BLM State Directors and Regional Foresters

The Bureau of Land Management and Forest Service, in a response to Congress following a General Accounting Office (GAO) audit of the Service First way of doing business, agreed to the development of an office collocation plan.  The GAO reported “it appears that collocation of Forest Service and BLM units is one of the most beneficial actions taken under the initative in terms of operating efficiencies and service to the public.”  The GAO recommended that the two agencies develop a 5-year joint collocation plan.  The enclosed guidance statement addresses our office collocation intent.  It gives the local line officials and managers broad flexibility to determine which office collocations support community interests, promote better customer service and other benefits.

We are well beyond the initial pilot stages of Service First implementation which started as a bottom-up effort.  Our national commitment to support local efforts remains strong.  In this regard, we see authority commonly referred to as the Wyden Amendment as well as other specific Service First legislation as providing useful tools at the local level for sharing and office collocations.

The GAO audit report identified several towns or cities where each agency has one or more offices that may be collocation candidates.  A preliminary inventory of where both agencies have office space is posted to the Service First internet website.  Also posted there is a web-based data entry tool with instructions for its use.  Working together, local units need to use this inventory plus any recent changes and other necessary information to prepare and provide your input for the joint agency collocation plan.  Your collocation plan input is needed in the database by November 30, 2001, for use in preparing our response to Congress.  

For the Forest Service, The Partnership Council is negotiating a collocation policy.  Implementation will take place upon completion of the bargaining.

It’s important to recognize that your five-year collocation plan is based on the best information available at the time it is prepared.  As local conditions and other changes occur, your plans may need to be revised. Questions pertaining to space/leasing should be directed to either Joel Biren, Forest Service, at (703) 605-4663 or Bob Donelson, BLM, at (202) 452-5190.  The joint Service First website reference above is located  at www.fs.fed.us/servicefirst.  Further questions about Service First can be directed to Andrew Goldsmith, BLM, at (202) 452-5169 or Bill Delaney, Forest Service, at (202) 205-0974.

Dale N. Bosworth



Nina Rose Hatfield
Dale N. Bosworth




Nina Rose Hatfield

Chief






Acting Director

USDA Forest Service




DOI Bureau of Land Management

Enclosure

Cc:

Bob_Donelson@blm.gov
Andrew_Goldsmith@blm.gov
Lcoffelt@fs.fed.us
COLLOCATION GUIDANCE

It is the policy of both the Bureau of Land Management and Forest Service to collocate field offices when it supports community interests, increases customer service and/or provides other benefits in serving the Public and managing natural resources.  The intent is for collocation decisions to be made on a local basis and documented in a joint five year plan.  Full recognition of community interests, needs and expectations should be an inherent factor in the decision process.

It is incumbent upon both agencies to provide a safe and healthy workplace for all of our employees.  Our joint facilities will meet the higher of either agency’s environmental standards and physcial security standards.  Since customer service  and economies are part of the strategy, collocated offices are expected to share mailrooms, libraries, public rooms, conference rooms, and other joint use space when practical.  

APPENDIX 3

MEMORANDUM OF UNDERSTANDING
between
USDI, BUREAU OF LAND MANAGEMENT
OREGON STATE OFFICE
and
USDA, FOREST SERVICE
PACIFIC NORTHWEST REGION

BLM Agreement No. 
MOU-950-2002-05 Forest Service Agreement No. NFS 02-MU-1 1060000-161

This Memorandum of Understanding (MU) is entered into by and between the U.S. Department of Interior (USDI), Bureau of Land Management (BLM), acting by and through the State Director of Oregon/Washington and the U.S. Department of Agriculture (USDA), Forest Service (Forest Service), Pacific Northwest Region, acting by and through the Regional Forester, under the authority of the Economy Act of June 30, 1932, Section 601, as amended (31 U.S.C. 1535), Section 330 of the 2000 Interior Appropriations Act, PL 106-29 1, and 48 CFR 17.503.

L PURPOSE
This MU is for the purpose of improving the effectiveness and efficiency in attaining our shared multiple-​use goals and to implement the objectives of Service First. Established in 1996, the Service First initiative is intended to cut through the "bureaucratic red tape" and provide efficient, results-orientated services.

This MU does not in anyway change or relieve the BLM or the Forest Service in the planning, implementation, monitoring, and quality assurance of the resource management activities being implemented. Nor does this MU provide the BLM or Forest Service with the authority to award each project and/or obligate funds without the full consent of the responsible designated BLM or Forest Service official.

II. OBJECTIVES:
Both the BLM and Forest Service are mandated to implement comprehensive multiple-use programs that are responsive to the biological, social, and economic needs of the lands under their respective jurisdictions. BLM and Forest Service share a similar and/or complementary missions and objectives within their multiple-use efforts. It is advantageous for both the BLM and Forest Service to combine and coordinate projects to attain the mutually defined goals and objectives of both agencies, as outlined in the Service First agreement. Both BLM and Forest Service desire to establish an atmosphere of cooperation and to work collaboratively at providing the best results for the natural resources, customers, affected communities, and people within these ecosystems.

The BLM and Forest Service have offices and resource management functions in some of the same geographic areas. Both agencies agree, to the extent feasible under legal, fiscal, and other limitations governing each agency, to accomplish multiple-use outcomes using the customer service principles outlined in Service First.

This MU replaces BLM Agreement No. HA-A99-0008 and Forest Service Agreement No. NFS-99-06-013-IA.

III. STATEMENT OF WORK: Planning:

1. Identify and define specific recurring and/or emerging issues of mutual interest and continue to explore opportunities to further the objectives of Service First.

2. Coordinate and reconcile conflicting viewpoints to formulate integrated positions and plans of action.

3. The BLM and Forest Service will cooperate in developing coordinated, complimentary annual plans of work and budgets.

Authorizations:

4. Authorize field units to develop mutually beneficial programs and projects of work under this agreement, including the sharing of resources.

5. The Forest Service and the BLM authorize each other to use equipment, property, facilities and other resources as appropriate to accomplish mutually agreed-upon work.

6. Authorize re-delegations of Forest Service's authorities, duties and responsibilities to the BLM, granted by Congress in Public Law 106-291, to promote customer service and efficiency in accordance with formal delegation procedures in Forest Service Manual 1230.

7. Authorize re-delegations of BLM's authorities, duties and responsibilities to the Forest Service, granted by Congress in Public Law 106-291, to promote customer service and efficiency in accordance with formal delegation procedures in BLM Manual 1203.

Acquisitions/Procurements:

8. Combine BLM and Forest Service multiple-use projects and associated acquisitions, when appropriate, to meet or improve the attainment of the agencies' mutually defined program goals and outcomes.

9. Utilize BLM or Forest Service to complete needed acquisitions, as determined by the local BLM District Manager and Forest Service Forest Supervisor, in consultation with Procurement Managers, on a case- by-case basis.

10. Specification standards utilized by BLM or the Forest Service will meet the requirements of both agencies.

11. The agency receiving the procurement service will transfer funding to carry out approved projects. Each agency will utilize a separate IA, or mutually agreeable procurement document, to transfer funding and outline the specific roles, responsibilities, expectations, and deliverables. Each document will be supported by a Determinations and Findings as required by the Federal Acquisition Regulations Subpart 17.5.

BLM / Forest Service Review:

12. Both the BLM and Forest Service will review the proposed bidders and approve the solicitation statement of work prior to mailing.

13. On any negotiated acquisitions, both the BLM and Forest Service will jointly review all proposals prior to award.

14. On all acquisitions, both the BLM and Forest Service will jointly approve final payment to the contractor(s).

15. During the life of the contract, a spreadsheet will be maintained that documents each agency's obligations, awards, modifications and payments. The intent is to allow proper accounting of the appropriations and timely reprogramming of funds that are made available as a result of underbids or modifications.

IV. PAYMENTS
1. The procurement document utilized by each BLM District and each Forest Service National Forest will reference the BLM/Forest Service MU numbers established in this agreement. Individual procurement actions/task orders will utilize local office procurement numbers and follow local billing procedures.

2. Based on an analysis in FY 01 of closely off-setting projects, the BLM and Forest Service mutually agree to waive agency overhead charges on all actions accomplished under this agreement This waver will be effective thru FY 05 at which time it will be re-analyzed before it is continued.

V. IT IS MUTUALLY AGREED AND UNDERSTOOD BY AND BETWEEN THE PARTIES THAT:
1. FREEDOM OF INFORMATION ACT (FOIA). Any information furnished to the Forest Service under this agreement is subject to the Freedom of Information Act (5 U.S.C. 552).

2. MODIFICATION. Modifications within the scope of the agreement shall be made by mutual consent of the parties, by the issuance of a written modification, signed and dated by all parties, prior to any changes being performed.

3. PARTICIPATION IN SIMILAR ACTIVITIES. This agreement in no way restricts the Forest Service or the BLM from participating in similar activities with other public or private agencies, organizations, and individuals.

4. COMMENCEMENT/EXPIRATION DATE. This agreement is executed as of the date of last signature and is effective through September 30. 2005, at which time it will expire unless extended.

5. TERMINATION; Any of the parties, in writing, may terminate the agreement in whole, or in part, at any time before the date of expiration.

6.
The principal contacts for this agreement are:

Forest Service
Bureau of Land Management

Kimberly Brown
Chuck Wassinger

Acting Deputy Regional Forester
Associate State Director

503.808.2203
503.808.6023

7. NON-FUND OBLIGATING DOCUMENT. This agreement is neither a fiscal nor a funds obligation document. Any endeavor to transfer anything of value involving reimbursement or contribution of funds between the parties to this agreement will be handled in accordance with applicable laws, regulations, and procedures including those for Government procurement and printing. Such endeavors will be outlined in separate agreements that shall be made in writing by representatives of the parties and shall be independently authorized by appropriate statutory authority. This agreement does not provide such authority. Specifically, this agreement does not establish authority for noncompetitive award to the cooperator of any contract or other agreement. Any contract or agreement for training or other services must fully comply with all applicable requirements for competition.

8.
Ownership of Improvements
(a) Improvements placed on National Forest System lands, at the direction of either party, shall thereupon become property of the United States and shall be subject to the same regulations and administration of the Forest Service as other National Forest improvements of a similar nature.

(b) Improvements placed on Bureau of Land Management Public Lands, at the direction of either party, shall thereupon become property of the United States and shall be subject to the same regulations and administration of the BLM as other public lands improvements of a similar nature.

IN WITNESS WHEREOF, all parties have executed this Memorandum of Understanding, as of the last date written below.

U.S. Department of the Interior Bureau of Land Management Oregon/Washington State Office

[image: image6.png]27— _iefoz.
ELAINE M. BRONG Date

Title: State Director



 

U.S. Department of Agriculture Forest Service

Pacific Northwest Region
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Appendix 4
FY 2002 OPERATING PLAN

INTERAGENCY AGREEMENT 1442CA1000002 (BLM)
INTERAGENCY AGREEMENT 00-IA-11091200-002 (USFS)

BUREAU OF LAND MANAGEMENT

FRONT RANGE CENTER
ROYAL GORGE FIELD OFFICE
AND

PIKE AND SAN ISABEL NATIONAL FORESTS
COMANCHE &CIMARRON NATIONAL GRASSLANDS

As set forth in the Interagency Agreement between the Bureau of Land Management, Front Range Center/Royal Gorge Field Office (BLM) and the Pike and San Isabel National Forests and the Comanche and Cimarron National Grasslands (PSICC NF), these agencies are involved in sharing facilities, personnel, training activities, equipment, vehicles, data and technology as permitted by appropriate regulations. These efforts will provide for improved public service and maximize opportunities for managing federal lands under their jurisdiction with current organizational and budget constraints.

The following represents personnel, supplies and materials necessary for the BLM to obtain from the PSICC NF in FY2002:

The PSICC NF will provide an individual to assist with public contact responsibilities in the jointly located Front Range Center/Royal Gorge FO/San Carlos Ranger District Office. This position will be funded for 50% of a work year by the RGFO.

The PSICC NF will provide an individual for the recreation program to handle permitting, permit issuance. coordination with permittees, compliance and maintenance of the Recreation Information Management System. This position is to be funded for 50% of a work year by the RGFO.

The PSICC NF will provide an individual specializing in Hydrology to assist with NEPA requirements and watershed assessments. This position is a new position not yet hired, and will sit in the San Carlos Ranger District. For the anticipated two months this position is expected to work in FY 2002, this position will be funded for 30% of a work year by the RGFO.

The Fire Management Program is a fully integrated Service First operation, utilizing personnel available from both agencies to provide for prescribed fire planning, fire preparedness and fire suppression on public lands administered by the BLM, RGFO and the USFS, PSICC. The Pueblo Interagency Dispatch Center Manager will be funded for 50% of a work year by the BLM, FRC, and 50% of a work year by the USFS, PSICC. No funding will be exchanged for the BLM Fire Management Officer in the FRC and the USFS Assistant Fire Management Officer, who jointly supervise the Fire Program for RGFO and San Carlos Ranger District. BLM will fund two engines with crews, and SCRD, USFS, will fund and staff one engine in Canon City.

The PSICC NF will provide leadership to support the monitoring of the air shed within the Upper Arkansas Valley. Funding will be provided by the Front Range Center to support necessary equipment and labor to provide photos of the quality and quantity needed to document changes in air quality in the Upper Arkansas Valley.

BLM will provide funding for USFS maps that will be sold by the BLM and USFS VIS staff in Canon City, and for a Map Case USFS is designing and constructing for the jointly funded fire dispatch center.

The following represents personnel, supplies and materials necessary for the PSICC NF to obtain from the BLM in FY2001:

The Front Range Center BLM Volunteer Coordinator will provide support and oversight to the volunteer program for the PSICC. This position will be funded for 25% of a work year by the PSICC.

The FRC BLM Safety Coordinator will provide program management support and oversight to the safety program for the PSICC NF. This position will be funded for 50% of a work year by the PSICC.

The RGFO BLM Fire Ecologist will provide fuels management planning and interaction with ID teams in meeting FS objectives in areas related to fuels management and forest health. This position will occasionally support the PSICC with ICS expertise and qualifications. This position will be funded for 30% of a work year by the PSICC.

The FRC BLM Computer Specialist will provide support to the San Carlos Ranger District, which shares office space with the FRC and RGFO. Support will be limited to day to day operational support. Any support provided that is specific to the FS computer system will be under the direction of FS IT specialists. This position will be funded for 10% of a work year by the PSICC.

The FRC BLM Fire Education and Mitigation Specialist will provide a limited amount of support to the PSICC in FY 2002. No funding will be exchanged in FY2002.

The BLM RGFO will provide a "Reasonable Foreseeable Oil and Gas Potential Report" for the PSICC. Work will include geology, data collecting, and research necessary for completion of the report. The report will be used by PSICC for the current Forest Planning revision.

The PSICC will provide funding for additional non-labor needs, including office operating supplies for the San Carlos Ranger District, which shares office space with the RGFO and FRC, and miscellaneous safety coordination support funding for travel, training, etc. that will be used by the shared Safety Officer.

The PSICC will provide funding for a joint fuels management project in the Sullivan Creek area. The project will be a roller-chopping contract administered by BLM, and will include BLM and USFS lands.

The FRC and PSICC NF will amend this agreement to cover losses to the other agency from damage or destruction of equipment or vehicles by the other agency's employee or agent. Each agency shares its vehicles and equipment with the other agency. To cover any damage that may occur to vehicles or equipment, each agency will agree to cover any damage caused by their respective employees.

This operating plan is effective as of October 1, 2001 and will terminate on September 30, 2002. Each agency is responsible for monitoring their respective accounts to insure that over expenditures do not occur

Roy Masinton
Date
Joe Meade
Date

Front Range Center
Forest Supervisor

Royal Gorge FO Manager
Pike & San Isabel NF

Bureau Of Land Management
Comanche & Cimarron NG

Appendix 5

DELEGATION OF AUTHORITY AGREEMENT
BETWEEN
UNITED STATES DEPARTMENT OF THE INTERIOR
BUREAU OF LAND MANAGEMENT
LAKEVIEW DISTRICT MANAGER
AND
UNITED STATES DEPARTMENT OF AGRICULTURE
FOREST SERVICE
FREMONT/WINEMA NATIONAL FORESTS SUPERVISOR

1.0
Authority

This agreement is entered into under authority granted in the Interior and Related Agencies Appropriations Act (Public Law 105-83; November 14, 1997). That act authorizes the Secretaries of the Interior and Agriculture to make reciprocal delegations of their respective authorities, duties, and responsibilities to each other through fiscal year 2002. This authority was subsequently re-delegated to all Oregon State Directors by Bureau of Land Management Instruction Memorandum No. 98-39. In addition, Public Law 106-291, dated October 11, 2000 states that in fiscal years 2001 through 2005, the Secretary of the Interior and Agriculture may make reciprocal delegations of their respective authorities, duties, and responsibilities in support of the "Service First" initiative agency-wide to promote customer service and efficiency.

2.0 
Purpose

The purpose of this agreement is to:

A. Establish Acting Authority under which the Forest Supervisor of the Fremont/Winema National Forests, Forest Service (USFS), Lakeview, Oregon may serve as the Acting District Manager, Lakeview District, Bureau of Land Management (BLM), and the Lakeview District BLM Manager may serve as acting Forest Supervisor of the Fremont/Winema National Forests.

B. Further the goals of improving interagency cooperation, promote efficiencies in management, as well as seamless natural resource management between the Fremont/Winema National Forests and the Lakeview BLM District. This will provide for increases in (1) Customer service, (2) Operational efficiency, and (3) Quality of resource stewardship in accordance with National goals of the Service First initiative.

C. Serve as a model for determining the effectiveness of such dual agency acting
assignments, and to demonstrate the opportunities and limitations of such.

3.0
Conditions

This agreement is non-reimbursable in that neither agency will reimburse the other for salary and benefit expenses incurred under the terms of this agreement.

Acting authorities for the Lakeview District Manager and the Fremont/Winema National Forests Supervisor are authorized as delegated in BLM manual 1203, and Forest Service manual 1230.

4.0 
Amendments and Termination

This agreement will terminate on October 1, 2005. Either party may propose changes to this agreement within the limits of its terms. Such changes will be in the form of an amendment and will become effective upon signature by the parties shown below. This agreement may be terminated by mutual agreement or sixty (60) days written notice by either party.

5.0 Signatures

This agreement shall become effective as of the date of the last signature below:
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United States Department of the Interior

BUREAU OF LAND MANAGEMENT

Oregon State Office
P.O. Box 2965
Portland, Oregon 97208

IN REPLY REFER TO:
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State Director



 

1203/1400-271 (OR953)

JAN 0 8 2002

To:
Steven A. Ellis, Lakeview District Manager From:
State Director

Subject: Delegation of Personnel Authorities

In accordance with the Consolidation of Human Resources Management Services memorandum dated June 2001, the following personnel authorities are delegated for two years to you for employees within the Lakeview District Office. These authorities (Attachment) may be re-delegated to the Lakeview/Fremont National Forest Administrative Officer and Fremont/Winema National Forests Personnel Officer.

Utilization of these authorities will be in conjunction with Oregon/Washington 1203 Delegation of Authority Manual and in accordance with all federal personnel laws, regulations, established policies, and the Consolidation Implementation Plan, dated August 29, 2001. In addition, activities accomplished under these delegations are subject to the review and evaluation by the Oregon State Office Personnel Officer. Program effectiveness is subject to joint review by the Oregon State Office Branch of Personnel Management and Region 6 Human Resources Division.

Questions concerning the extent of these authorities should be directed to Tom O'Donnell, Oregon State Office Personnel Officer.

Attachment - As Stated (1 p)

cc:

Region 6 HR Director (Roy Roosevelt) OR-950 (John Keith)

OR-953 (Tom O'Donnell)

[image: image12.png]Lakeview District Office Service First Pilot Delegations

Subject Function Code Activity

1400-300 Approval of Details.

. Details Involving Memorandum of Understanding.
Note: Federal Funds may not be obligated in a Memorandum of Understanding.

1400311 Power of Appointment and Removal (SF-50):

. GS-1 through GS-1 I FPL positions.
. ‘Wage System positions.

Note: (1) Certain key positions require Secretarial approval, Refer to 370 DM 1

(2) Removal of any employee will be effected afier review and advice of by an Oregon
State Office Employee Relations Specialist. (3) Student Educational Employment
Program recruitment will continue to be coordinated through the Oregon State Office
Recruitment Coordinator, which includes obtaining approval for SCEP appointments.

1400-335 Promotion and Internal Placement:

. Recruitment and Staffing for positions GS-11 FPL and below

. Recruitment and Staffing for all Wage System positions.

. Temporary promotions up through the GS-12 grade level, noncompetitive NTE
120 days: competitive more than 120, but less than one year.

1400-451 Approve Awards (including suggestions):

. Individual or group awards below $5.000.

1400-511 Position Classification

. All Wage System positions.

. GS-1 through GS-11 positions.

Note: Excluded are Classification of Bureau of Land Management Human Resources
Specialist positions (GS-201) and field positions performing human resources
specialist work (GS-301). These actions will continue to be processed through the
Oregon State Office, Branch of Personnel Management, OR953.

1400-531 Rates of Pay

. Approve Superior Qualifications Appointment above the minimum rate at any
grade level of the General Schedule as long as the increase does not exceed
20% of the candidates existing pay.

. Signature of SF-50.

1400-536 . . . .
Grant optional grade and pay retention in major reduction or reorganization.

1400-711 Labor Management Relations Contracts:

. Negotiation with local union and local road maintenance issues.
Note: After consultation with an Oregon State Office Labor Relations Specialist.

1400-752 Discipline and Adverse Actions:

. Sign SF-50.
Note: After review and advice of by an Oregon State Office Employee Relations
Specialist.

In addition to carrying out the specific authorities outlined above, the District will provide for all Federal Wage
System and GS-11 and below personnel actions processing for matters relating to performance based actions,
employee development, employee benefits, and pay administration.

To be used in conjunction with Oregon/Washington 1203 Delegation of Authority Manual





Lakeview District Office Service First Pilot Delegations

File Code:   1230
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Fremont/Winema National Forests
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Lakeview District Office

United States Department of
United States Department of

Agriculture
Interior

 Forest Service                                                                                       Bureau of Land Management 

Based on the reciprocal delegation of authorities between the Bureau of Land Management and the Forest Service and the approved consolidation of Human Resource Services for the Lakeview District of the BLM and the Fremont/Winema National Forests you are being delegated Human Resource authorities for both agencies.

In accordance with the Delegation of Personnel Authorities letter dated January 08, 2002 from BLM State Director Elaine Zielinski, you are hereby delegated the human resource authorities listed in the attachment "Lakeview District Office Service First Pilot Delegations", to be utilized in conjunction with Oregon/Washington 1203.

For the Forest Service, you are delegated Employment and Classification Authority in accordance with FSM 6127.11, 6130 and 6150.

These dual agency delegations will be used in accordance with all federal personnel laws, regulations, and established agency policies and labor agreements. Activities accomplished under these delegations are subject to joint review and evaluation by the Oregon State Branch of Human Resources and Region 6 Human Resources Division.

You have done an excellent job during the first six months of the integration of services for Human Resources. We look forward to the progress and efficiencies we know you will implement during the next year and a half.
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CHARLES R. GRAHAM
STEVEN A. ELLIS

Forest Supervisor
BLM District Manager

cc: OR-953 (Tom O'Donnell) OR-950 (John Keith) Region 6 HR Director (Roy Roosevelt) Interagency Administrative Officer (Dede Domingos)

Route To:
Subject:
To:

Date: August 8, 2002

(1203/1400-271 (OR953) and 6120 FSM)

Delegation of Human Resource Authorities

Mike Lysne through Interagency Human Resource Officer
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Appendix 6

1535 BLM SPACE MANAGEMENT
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Chapter 6 - GLOSSARY OF TERMS
HANDBOOK

Chapter 1
SPACE ALLOCATION ALLOWANCES
I.  General Description.  This chapter sets forth the general requirements and space allocation allowances for Bureau of Land Management offices.  The Goal for all office space is a maximum overall utilization rate of 200 BOMA Usable Square Feet (see glossary of terms) per person.  

To Reduce Space Costs:
A.  Excess and/or obsolete items shall not be maintained

B.  A bi-annual office clean-up day is suggested to foster an efficient environment

C.  Encourage regular disposal of outdated materials or hard copies and duplicate copies available in electronic format

D.  Systems furniture is to be utilized whenever possible

E.  Times-2 Speed Filing Systems (available on GSA schedule) and/or other Filing Space Savers should be used in filing areas or where ever there is a need for mandatory records storage

F.  Whenever possible paper copies of files should be reduced by utilization of electronic copies of files

 
G.  No workstation shall be allocated more furniture than required to function - all furniture is to be properly utilized, i.e. are tables being used as bookcases?  Are drafting tables being used as paper storage areas?

H.  Share under used furniture i.e. drafting tables, bookcases, file cabinets, map cabinets, etc.

I.  At no time, shall stored furniture units exceed the amount required to equip a maximum of  2 percent of the total authorized position ceiling housed in the office space.

J.  Part time or field positions spending 60% or more time in the field should share workstation space

K.  All types of space saving furniture configurations should be considered especially for telecommuting type of positions

L  Private offices should be kept at a minimum

II.  General Office Space.  Open space planning concepts are to be used in all Bureau spaces.  The space design reserves window, exterior space for the majority of employees housed in open space, special type spaces and private offices spaces are to be placed in the core area of the building.  Space is to be designed in such a manner to allow after-hours use of the building for public meetings.  If BLM owned equipment is located in any after-hours area then it must be properly secured.  The secured design will be equipped with SMART card access (or higher technology) and will require the use of public restrooms, the public room (if any) and the main conference room without access to the remainder of the building.

The following standard space requirements are a part of the leasing solicitation boilerplate format that are automatically included in all solicitations for space:

Handicap Accessibility Issues

Heating, Ventilation & Air Conditioning

Lighting - Automatic Interior & Exterior

Electrical/Telephone/Data /Cable Trays 

Restrooms - Including Number of Fixtures

Drinking Fountains

Ceiling Heights

Paint & Wall Coverings

Carpet & Other Floor Coverings

Doors & Door Hardware

Vestibules

Windows, Sidelight Windows & Window Coverings

Environmental  Preferences - Greening Requirements

Energy Conservation

Flagpole & Building Identification

Fire & Safety General Requirements

Utilities & Janitorial including the Cure Process

All Required Contract Clauses

SMART Card Facility Access and Control System

Voice and Data Wiring System

The most current copy of the solicitation can be accessed on the BLMs internal acquisition website at: http://web.blm.gov/natacq/

III.  Special Function Space.  The various types of space in this section are not entitlements nor are they necessarily present at each location and/or all inclusive of the different types of space that may be required.  These types of space are provided when there is a need that can be justified by a sound business rationale.  All of these office spaces are a part of the overall utilization rate and should be kept at a minimum.  No partitioned office area should be built smaller than 150 BOMA usable square feet.  Any sizes that are provided are for the average size Bureau office and will need to be adjusted  for small Bureau offices (under 10 employees) or for very large Bureau offices (over 200 employees).  All above-standard enhancements are funded by the requesting office requiring state office approval.  

A.  Main Conference Room.   Should be provided based on normal usage with a size range from 300 BOMA usable square feet to 600 BOMA usable square feet.  Size should not be influenced by the community need for a gathering place. 

Special requirements should include:

Slab-to-Slab, STC 50 sound conditioned partitions

Separately zoned HVAC capable of maintaining standard office temperatures when accommodating ______(number of) people in day-long meetings 

Room is to be column free

Two means of egress if room is in excess of 500 BOMA usable square feet

Separate lighting zones if room is in excess of 500 BOMA usable square feet, switches by each door

Moveable acoustical partitioning, STC 44 - stored in wall pocket(s).  Area above movable partitioning, must be partitioned to the structure above and sound conditioned, STC 50


Electrical and data requirements 

Audio/Visual/Chair storage area - additional 50 to 100 BOMA usable square feet

Automatic electric screens

Chair rail

Wall carpet

 Special lighting/audio/visual enhancements

Additional Smaller Conference Rooms also known as Interview Rooms may be included to meet conferencing/meeting needs.  These rooms are 150 BOMA usable square feet to 200 BOMA usable square feet.  The partitioning is STC 50 sound conditioned.

B.  Employee Room.  Size range from 150 BOMA usable square feet to 250 BOMA usable square feet.  

Slab-to-Slab, STC 50 sound conditioned partitions

Single stainless steel sink with hot & cold dual controlled gooseneck faucet,  garbage disposal, and shut off valves

10 to 15 feet of base and overhead cabinets

24" deep by 36" high with 4" high kickspace

12" side standard depth drawers with side roller glides and pulls

12" wide doors with matching pulls

27" of clearance between base and overhead cabinets required for commercial coffee making machines

Interior of cabinets Melamine or Kortron or equivalent

External faces and counter top plastic laminate

All counter wall area between base and overhead cabinets to be finished with ceramic tile, surrounding the counter top area

In-line centrifugal exhaust fan with a capacity of 300 CFM, variable speed, manually switched

 Vinyl wall covering

 Electrical outlets above countertop area and for vending machines

C.  Mail Room/Copy Room/Supply Rooms.  Combine use of these types of rooms whenever possible. 

 If room equipped with copy machine then  STC 50 sound conditioned partitions

 The amount of BTUs produced per hour by copy machine must be quantified and specified

 Specific electrical requirements required for copy machine

 If room is mail room then SMART card controlled locking hardware is required

D.  ADP Room/Telephone Room.  Digitizing tablets or similar GIS equipment is not to be placed in ADP rooms.  This type of equipment is well suited for open office space.

 The amount of BTUs produced per hour by all equipment must be quantified and specified in order to insure proper HVAC requirements

 Minimum of 65 degrees and maximum of  72 degrees Fahrenheit, required 24 hours a day 7 days a week

 SMART card controlled

 Specific electrical requirements

 4 foot high by 8 foot wide by 3/4 inch finished noncombustible plywood board for telephone punch board.  The board will be mounted 18" above the finished floor

E.  Proprietary File Room.
 Slab-to-slab partitioning

 SMART card controlled

 Times-2 Speed Filing Systems and/or other Filing Space Savers should be used

 Increase lighting level to 70 footcandles if there is a high concentration of files

F.  Public Room.  To be provided in offices with high public contact.  When not in use by the public can double as additional conference space.

 STC 50 sound conditioned partitions

 Should be located in reception area and not be readily accessible to employee area

 Area or room for public use of general information regarding Bureau operations

 Sidelight window

G.  Central Files/Library.  To be kept to a minimum.  Library information shall be stored only if the information is not readily available in electronic format or single use copy for shared use.

H.  Unauthorized Types of Spaces.
Space which can be replaced by commercial activities or outsourced such as darkrooms, garages, shops, wash racks, etc. are not to be duplicated in government facilities.  These are private sector services provided through other procurement means.
Warehouse space shall be kept at a minimum and vertical space must be properly utilized through use of pallet rack storage systems.

I.  Circulation Factor
A circulation factor of 25% must be added for all office space.  This circulation factor is a part of the utilization rate.  A circulation factor of 10% must be added for all warehouse type space that contains partitioning and/or caging.
IV.  Space Allowances - Use Excel Spreadsheet provided by BC665 for the following calculation processes.
A.  General Space Guidelines When Furnished with Conventional Furniture:
Number of Full Time Employees (FTE) Times 100 BOMA usable square feet

Do not include FTE that sit in special space(s), private offices, or warehouse

Number of Seasonal Employees - Field Going Employees Times 50 BOMA usable square feet

Number of Temporary Employees - Times 50 BOMA usable square feet

Number of Contract Employees - Times 50 BOMA usable square feet (See Contract Employee Decision Guide, Paragraph C)

No space allocation allowed for Volunteers   


    
Plus 100 BOMA usable square feet for every 10 FTE (to be used for joint work areas)

Plus private office space

   
Plus special space, i.e. Conference Rooms, Employee Break Room, File Rooms, etc.

    
Total all above space needs

 Multiply by 25% for circulation, add to above total space

     
Total amount of office type space required
To determine the utilization rate divide the total office space by the total full time employees plus  of the total of seasonal, temporary and contract employees.

B.  General Space Guidelines When Furnished with Systems Furniture:
Systems furniture is purchased and installed to maximize space utilization through the more efficient use of vertical space.  Effort should be made to design all stations in the same configuration to eliminate the need for reconfiguration in the future as the organization and/or workforce changes.  Maximum space saving methods should be used which include but are not limited to pods of 4 stations with one entrance; other space methods for sharing work space; etc. 

Washington Office funding of systems furniture may be available but only if the following guidelines are followed and if the overall office space utilization rate is 200 BOMA usable square feet or less:

Number of Full Time Employees (FTE) Times 56 BOMA usable square feet to 81 BOMA usable square feet

Do not include FTE that sit in special space(s), private offices, or warehouse

Number of Seasonal Employees - Field Going Employees Times 49 BOMA usable square feet

Number of Temporary Employees - Times 49 BOMA usable square feet

Number of Contract Employees - Times 49 BOMA usable square feet (See Contract Employee Decision Guide, Paragraph C)

No space allocation allowed for Volunteers   


    
Plus 100 BOMA usable square feet for every 10 FTE (to be used for joint work areas)

Plus private office space

   
Plus special space, i.e. Conference Rooms, Employee Break Room, File Rooms, etc.

    
Total all above space needs

 Multiply by 25% for circulation, add to above total space

     
Total amount of office type space required
To determine the utilization rate divide the total office space by the total full time employees plus  of the total of seasonal, temporary and contract employees.
C.  Contract Employee Decision Guide
This decision guide was developed to determine if Contract Employee(s) qualify for inclusion in the space allocation.  This decision guide is to be used to determine the space allocation for all contract employees.  Answer each question in the order presented until the end of the guide to determine if Contract Employee is included in the space allocation.

 Is the contractor required to be on site due to customer service, access to records, confidential or security issues, or any other sensitive or  proprietary reasons?


If No proceed to next qualifier


If Yes   Included

 Is contract a 300B (process) development work? 

If No proceed to next qualifier

If Yes  Not Included

 Is contract a Multi-year award?








If Yes proceed to next qualifier

If No   Not Included

 Does contractor spend 60% or more time in the field?


If Yes Not Included








If No proceed to next qualifier

 Are contract functions outsourced?

If Yes  Not Included


If No   Included

D.  Private Offices
The use of private offices should be kept at a minimum, systems furniture should be used whenever practical.  Whenever possible Interview Rooms should be used in lieu of private offices.   Private office space is counted in the overall utilization rate.  A private office of 150 BOMA usable square feet is provided for Deputy State Directors, Field Managers, Associate Field Managers, Full Time EEO Officers, and Law Enforcement.  A private office of 200 BOMA usable square feet is provided for  State Directors, Center Directors, Associate State Directors, Assistant Directors and Deputy Assistant Directors .
E.  Joint Work Areas
Joint work areas are provided in open space for employee work areas, drafting table joint use area, team roundtable meeting areas, etc.  The space is allocated at 100 BOMA usable square feet for every 10 employees.  This space is a part of the overall utilization rate.

Chapter 2 

SPACE ACQUISITION
I.  Bureau Space Leasing Agents.
A.  Leasing Contracting Officers:
Only the National Business Center, Space Leasing Branch, BC665, is responsible for the Bureaus Space Leasing Program.  As soon as space issues arise go to the National Business Center for the Contracting Officer responsible your specific geographical area. 

B.  Warrant Requirements for Leasing Contracting Officer: 
The Leasing Contracting Officer (CO) must meet the requirements for warrant as stated in the Department of the Interior, Contracting Officers Warrant System Manual.   The warrant is issued in writing by the BLM Washington Office on a case-by-case basis.  The warrant is issued to the person not the position.  Because the Federal Government is structured by a system of delegated powers, the authority transferred to line contracting officers is limited and specific.  Leasing Contracting Officers continuing education requirement is 40 hours every 2 years.

C.  Contracting Officer Representative (COR): 

The COR serves as the on site representative of the Contracting Officer.  An important purpose of the COR program is to establish one person on site as the main contact of the lessor.  The GSAR states that "COR means a Government employee designated in writing by the contracting officer, by name and position title, who is authorized to take action for the contracting officer with specified limitations.  A contracting officer may not authorize a COR to issue change orders or otherwise modify a contract unless the COR is a warranted contracting officer."  The responsibilities of the COR will be to:

1.  Represent BLM as a liaison between the contracting officer and the lessor or the designated representative.

2.  Have a working knowledge of the BLM lease as it pertains to the day-to-day operations of the leased space.

3.  Monitor and inspect for the lessor's compliance with the lease as it pertains to the delivery of services, utilities, and maintenance.

4.  Investigate complaints, determine validity, if necessary resolve complaint.

5.  Communicate with the lessor or the designated representative, when necessary, in order to achieve compliance with the lease.

6.  Maintain up-to-date and accurate lease enforcement files, including documentation of all oral communications with the lessor, copies of letters, and copies of inspection reports.

7.  Inform the BLM contracting officer when the lessor has not responded to your efforts to make him/her comply with the terms of the lease.

8.  Know what to do in emergencies as they relate to the safety and well-being of BLM employees and property in the leased space.

9.  Be familiar with fire and life safety requirements in the lease.  Report suspected deficiencies to the BLM contracting officer and/or the lessor.  Use a common-sense approach to identify hazards and follow up to ensure correction.

10.  Perform various other lease management and enforcement duties at the direction of the CO or management.

The BLM has a COR program which is administered by the National Business Center, Space Leasing Branch (BC665).  The goal is to have an onsite COR and Alternate COR for every BLM acquired and/or administered lease.  Each state varies in their appointment process, however, generally the State Administrative Officer submits a nomination to the Leasing Team; a COR tutorial is sent to the nominee; after successful completion of the COR test the appointment is made by the Leasing Team Leader contingent on completion of the 24 hours of Leasing COR training.  The COR appointment is made to the person not the position.  The Department of Interior requires that each COR attend 24 hours of training.  The Department of Interior has determined that an 8 hour refresher course will be required every three years. 

GSA also has a COR program which is administered by the GSA Regional Real Estate Division in what ever region the lease space is located.  If GSA does not have a GSA building manager who serves as the COR, GSA requests that a COR nominee be submitted to GSA.  GSA makes the request for a COR nominee from the largest tenant agency (lead agency) housed under the specific GSA lease.  GSA then sends out a COR tutorial and after successful completion of the COR test, the appointment is made by GSA.  GSA does not compensate the agency in any way for performing COR duties for the GSA awarded lease. GSA and BLM COR's serve in identical capacity, the difference depends on which agency is responsible for administering the lease, GSA or BLM. 
II.  Delegation of Leasing Authority.
On March 31, 1997, the BLM National Business Center, Space Leasing Branch, BC665  received delegation of authority from the Department of Interior to perform all functions related to the leasing of general purpose space for a term of up to 20 years regardless of geographic location.

The delegation is subject to the following conditions:

A.  Prior to instituting any action under this delegation, the head of a Federal agency or its designee shall notify the appropriate GSA, Assistant Regional Administrator for Public Buildings Service (ARA/PBS) of the agencys need for general purpose space and the agencys intent to exercise the authority granted in this delegation when the ARA/PBS determines that suitable Government-controlled space is not available to meet the space need of the Federal Agency.

B.  Relocation of Government employees from GSA-controlled federally owned space may take place when prior written confirmation has been received from the appropriate ARA/PBS that suitable Government-controlled space cannot be provided for them.

C.  A prospectus has been approved by the Congressional Committees pursuant to the Public Buildings Act of 1959 when the annual rental for the lease contract, excluding service and utilities exceeds $1.74 million, as adjusted annually in accordance with 40 U.S.C. 606(f).  In this circumstance GSA will prepare the prospectus in consultation with the agency.

D.  Redelegation of the authority to lease may be made to those officers, officials and employees of the Department of the Interior (DOI), BLM, who have been adequately trained as leasing contracting officers.

E.  Federal agencies must acquire and utilize space in accordance with applicable laws and regulations, including, but not limited to:

1.   The Competition in Contracting Act

2.   Federal Property Management Regulations

3.   Executive Order 12072 and  Executive Order 14006

4.   Davis Bacon Act

5.   General Services Administration Acquisition Regulations (GSAR) (Currently being revised.  Internet access to the GSAR will be available from the GSA homepage.)

6.   Federal Acquisition Regulation (FAR) 

7.   Department of the Interior Acquisition Regulations (DIAR)

8.   Department of the Interior Acquisition Policy Releases (DIAPR)

9.   BLM Space Management Manual 1535

10. BLM Procurement Manual 1510

11. Any Instruction Memoranda related to leasehold interest procurement

F.  Agencies periodically provide GSA with leasing performance information. Within 90 days after execution of a lease pursuant to this blanket delegation, the following information on the lease is provided to the Office of Government-wide Realty Property Policy and Oversight:  

Name and address of the leased building


Total square footage leased

Utilization rate of office space leased

Annual rental

 Estimate cost of services or utilities to be paid separately by the Government (if any)

 The terms of the lease, including any cancellation or renewal rights.

III.  Collocation.

A.  It is the joint policy of both the Bureau of Land Management and the Forest Service to collocate to the maximum extent possible all offices feasible to obtain an efficient and an effective Service First outcome.  It is also a requirement to collocate with other Natural Resource Agencies to improve customer service.  In order to accomplish this, greater management control will be exercised at all levels of the organization to obtain this outcome. A desired outcome to achieve optimal benefit would sit all staff of like skill and profession adjacent to each other versus the staffs being separated into individual agency assigned space.

Since economics are part of the strategy, each collocated office that participates in the sharing of mail rooms, libraries, public rooms, conference rooms, break rooms and other joint use space should considerably reduce the overall square footage at each individual location over the current separate locations.

B.  Interagency Agreement.
Interagency Agreements are entered into and signed to provide financial commitment by each agency to the lease contract firm term.  All known terms of the sharing of the space are specifically outlined in the Interagency Agreement.  The Interagency Agreement commits both agencies to the entire firm term of the lease agreement.  As changes are made to the occupancy of the space, the Interagency Agreement should be amended.  The Interagency Agreement becomes the basis for the OPAC billing for the cost of the space during the term of the lease agreement.  There are several different formats for the Interagency Agreements, contact the Contracting Officer for samples and specific Interagency Agreement formats.  

IV. Calculation of Space Need.
A.  Current Table of Organization.
Development of the overall space need begins with the present Table of Organization being worked into an electronic spreadsheet assigning the specific space allocation allowance as outlined in Chapter 1.  If the project is a collocation project then both agencies will complete a spreadsheet.  Once the total amount of space that is required for each agencys personnel is determined, the two amounts of space are combined to form the basis of the prorata sharing of joint space.  The prorata percentage is then used for determining each respective agencys prorata amount of all joint use space, including the circulation amount.

Example:
Total BLM Personnel Space


5,550 BOMA usable square feet

Total FS Personnel Space


3,450 BOMA usable square feet

Total Personnel Space


9,000 BOMA usable square feet

Divide individual personnel space by total personnel space to arrive at the prorata percentage
BLM Prorata Portion of Joint Use Space
61.666 %

FS Prorata Portion of Joint Use Space
38.333 %


Continue the spreadsheet determining the total amount of the joint use space, create a formula using the prorata portion for each agencys percentage of joint use space in order to determine each agencys total amount of the joint use space and ultimately the total agency specific space request.

Example of suggested spreadsheet column headings as follows:

	
	
	
	
	
	
	
	61.666%
	
	38.333%



	Type of Appointment
	Type of Space
	BLM FTE
	FS FTE
	Total Space Require-ments
	Joint Use Space
	BLM Space
	 BLM Joint Use Space  
	 FS Space
	FS Joint Use Space  



When the total amount of space is determined the overall utilization rate should be calculated using the formula as outlined in Chapter 1.

Submit this information to Space Leasing Branch, BC665 to the appropriate Contracting Officer.  The SF81, Request for Space,  is completed based on the above calculated information.  The State Director is responsible for all space requirements in his/her state therefore the State Directors signature is required on all SF81, Request for Space.  The signed SF81 is required before the leasing process can begin.

If the proposed project is a Collocation project, then the signed Interagency Agreement must also be submitted with the signed SF81. The above worksheet is attached to the Interagency Agreement for the initial signing.  The Interagency Agreement worksheet is amended upon occupancy and reconciliation of the space and is used as the basis for the OPAC billing.   Both signed documents are required before the leasing process can begin. 

V.  Space Leasing Process.
A.  Development of the Special Requirements.
The Special Requirements for the leasing project are developed by the Contracting Officer, in conjunction with the using office.  The Special Requirements are incorporated into the solicitation for offers and describe the total and specific sizes of the office partitioned requirements, the total and specific sizes of the warehouse requirement,  the parking requirements, and the wareyard requirements.

B.  Market Survey.

A Market Survey is a  field survey of the area under consideration for a lease requirement for the purpose of obtaining information on market conditions and the availability of suitable space.
An advertisement is placed in local paper(s) describing the requested delineated area and the total amount of the space need.  After responses to the advertisement are received, a market survey is scheduled by the Contracting Officer.  Local BLM representative(s) and/or FS representative(s) who participate in the Market Survey are required to sign Procurement Integrity Forms at the onset of the Market Survey.  The Procurement Integrity Forms are used to ensure confidentiality of the offerors and sites.  The Market Survey will inspect all prospective locations and/or existing spaces to determine whether the proposed offer can meet the BLMs minimum space requirement.  After agreement is reached on the acceptability of locations and/or existing space, a Solicitation for Offers is issued to all prospective offerors.

C.  Solicitation for Offers (SFO).
The boilerplate Solicitation for Offers is prepared with site specific information as provided by the local requesting office and mailed to all prospective offerors with approved sites and/or approved existing space.  A date is established for submittal of initial offers.  The BLM will not consider any proposal received at the office designated in the solicitation after the exact time specified for receipt of offers unless one of the specific solicitation provided exceptions for late offers exists. 

D.  Award.
All offers are evaluated.  Negotiations are conducted with each offeror.  A request for final proposal revisions is requested at the conclusion of negotiations.  Return of the request for final proposal revisions to BLM signifies the close of negotiations.  Award determination is made based on a final abstract of offers.  The award is made to the fully responsive lowest offer.

VI.  Special Use Space Acquisition.
A.  Special Use Space Acquisition Delegation:
The State Directors and the BLM Centers have the authority to acquire small "special use" space, effective July 1, 1992.  The State Directors and the BLM Centers redelegate the authority to members of their respective staff Contracting Officers who may acquire this type of space only within the limits of their warrants.

Special Use Space means space in buildings, and land incidental thereto, used by field crews in areas where no other Government Agencies are quartered.  Special use space includes:

 Space to house antennas, repeaters, or transmission equipment.  Limitation on term is five years.

  Depots, including stockpiling depots.  Limitation on term is five years.

 Fumigation areas.  Limitation on term is five years.

 Garage Space.  Limited to a fiscal year basis.

 Hangars and other airport operating facilities, including flight preparation space, aircraft storage areas, and repair shops.  Limitation on term is five years.  

 Specialized storage/depot facilities, such as cold storage, self-storage units, and equipment storage (general purpose warehouse type storage facilities not included).  Limitation on term is five years.

 Land (if unimproved, land may be leased on a fiscal year basis).

B.  Special Use Space Acquisition Limitations: 
Offices may not lease space for another agency.

No more than 2,500 BOMA usable square feet of space may be acquired at one geographic location.

Cost of the space must not exceed $25,000 over the entire lease term, including the firm term and all options.

The firm term of the lease must not exceed 5 years.  Option years are permissible beyond the firm term if the total cost does not exceed $25,000.

If a space need does not fall within these guidelines the request must be submitted to the National Business Center, Space Leasing Branch (BC665) for procurement.

Special Use Leases may be completed using the short form lease.  This lease consists of two pages.  The two pages comprise the offer form, and when signed by the Contracting Officer, become the award document and the final contract.  The lease form is available at :


http://www.gsa.gov/pbs/pe/standcla/standcla.htm
This web page contains numerous forms.  The appropriate lease form for the Special Use Leases is Form 3626 - U.S. Government Lease for Real Property (Short Form).  This form may be downloaded and modified to reflect the appropriate conditions for the Special Use Lease.  

Chapter 3

 SPACE PLANNING AND LAYOUT

I.  Pre-Award Space Planning.  
At least thirty days prior to a lease award, the tenant (if the project is collocated then representatives of all agencies) that will occupy the space will participate in the space layout planning process.  The representative(s) that will participate in the space layout need to be empowered by management to make space related decisions and be familiar with the specific office space needs as they relate to adjacencies and/or joint use of various types of spaces.  Consideration should be given to the following space issues, prior to the initial meeting with the space planner:

A.  What type of furniture will be installed?

B.  How will the building will be secured?  Are there any special security needs?

C.  What blocks and/or groups of people and/or spaces need to be located together?

D.  Has the worksheet been used to quantify various working groups in square footage allocations?  Has the circulation figure been quantified for the overall space?

E.  What type and what size of storage areas, file areas or any other support areas are needed with a particular group of people?

F.  Have adjacencies been considered?  What other groups does a particular block interact with daily? 

G.  Which small groups could go any where - can be used as space fillers if necessary?

H.  Which groups could be split?

I.  If there is a union involved, with management approval, has the union been included and informed of  the various space decisions?

J.  Is there any unusual or unique space need(s)? 

II.  Post-Award Space Planning.
The Lessor is responsible for providing the space layout for the project.  The Lessor will provide an architect to perform the space layout services.    The architect will design the space in accordance with the requirements of the lease as well as the desires and directions of the BLM Contracting Officer and tenants that will occupy the space.  These services will be made available within 15 calendar days after the lease award.  The space planning will take less than thirty days since all other contractual dates are tied to the space planning process.

III.  New Space Planning for Existing Space.

Limited assistance is available from BC665.  The requesting office is responsible for hiring and payment of a space planner for reconfiguration of existing space.  The list in I above should also be useful in reconfiguration space planning.  

IV.  Issues that are Easily Overlooked in Space Planning.
  If Overall Utilization rate exceeds 200 BOMA usable BOMA usable square feet per person then the Telephone/Data Cabling System is included in the new lease requirement but on a reimbursable basis and is fully funded by the State. 

  If the Overall Utilization rate is no more than 200 BOMA usable square feet per person then the Telephone/Data Cabling System is included in the new lease requirement.  

 Collocation Opportunities

 State funding and responsibility for 



Move costs and procurement 

Satellite moving and reinstallation

Free Standing Screens for New Space

Lump sum items as identified in the Special Requirements

Public Counter

Automatic Projection Screens

Wall Carpeting & Chair Rails

Any changes made after award of the lease
 Purchase of Furniture 



 Security needs

 Developing a plan for House Cleaning of present space

Plan more than one time of clean-up prior to moving

Budget for purchase of  Times-2 Speed Filing Systems and/or other Filing Space Savers

Budget for painting of existing old furniture
Selection of a Motivated,  Responsible, Interested Person to Coordinate all Issues Associated with Moving to New Space.  Someone who will go the extra mile!

Chapter 4

 GSA CONTROLLED AND/OR ACQUIRED SPACE
I.  GSA Controlled Government Owned Space and/or GSA Lease Acquired Space.
If suitable Government-controlled space is available, the Bureau cannot relocate from the space until the space can no longer physically meet the needs of the Bureau.  If the space is GSA lease acquired space at the end of the term, the Bureau may lease space under the Bureau Delegation of Leasing Authority with proper GSA notification.  

II.  Space Alterations in GSA Controlled Space.
Alterations to GSA-controlled space by Bureau personnel are prohibited.  The Bureau is not authorized to deal directly or indirectly with lessors for alterations and repairs unless authorized in writing to do so by GSA.  Alterations, improvements, and repairs to space assigned to BLM will be made only as necessary to:

1.  Provide for efficient and economical performance of Bureau activities with regard to convenience of the public.

2.  Maintain and improve a safe, healthful, and well-designed working environment for employees.
All alterations to GSA space are provided on a reimbursable basis only upon request of the Bureau and subject to GSA approval.  Such reimbursable work will be funded by the requesting office and charged to the benefiting subactivity.  Request all alterations on Reimbursable Work Authorization (RWA), GSA Form No. 2957, with adequate justification.  Attach floor plans and/or a detailed description of the desired alterations to the GSA Form 2957.  If partition changes are required, then Heating, Ventilation, and Air Conditioning alterations may also be necessary.  GSA requires a minimum of 120 days lead time to complete alterations.

All RWAs should be submitted to BC665 for processing through GSA and Bureau Finance.  GSA will provide an estimate of cost, if the cost is acceptable the fund coding must be submitted to BC665 for obligation and submittal of authorization in order for GSA to proceed with the alteration project.

III.  GSA Acquired Leased Space.

If the decision is made to have leased space acquired through GSA, then the BC665 Contracting Officer and a local representative assist GSA in the acquisition.  The GSA acquisition of leased space resembles the Space Leasing Process in Chapter 2, with the GSA Contracting Officer acquiring the space.

IV.  Occupancy Agreement for GSA Controlled Government Owned Space and/or GSA Lease Acquired Space.
GSA prepares an Occupancy Agreement for all GSA controlled Bureau space assignments.  The Occupancy Agreement sets forth the specific costs of the space assignment.  In newly occupied spaces, there is an amount designated as Amortized Tenant Improvement - Customization Allowance Used.  This amount makes up a portion of the annual assignment charge.  If the Bureau were to release the space to GSA under the terms of the Occupancy Agreement this amount must be funded by the Bureau whether the space is occupied or not for the entire term of the lease agreement.

The Occupancy Agreement is the funding obligation document and as such must be signed by the State Director as well as the BC665 Contracting Officer.

The Occupancy Agreement charges the agency for the Rentable Square Feet Plus the Common Space Square Feet and provides a formula for conversion of the figures to BOMA Useable Square Feet.  In addition, the Occupancy Agreement has an Operating Cost charge, a Security charge, a Joint Use charge which includes parking charges.  GSA Service Bill for Space and Services are submitted to BC665 on a monthly basis.  These charges are posted on the Intranet at:

 http://mis.blm.gov/
Click on desired State or Center
Click on Property, Space, Vehicle Data
Click on GSA assigned
V.  GSA Lease Acquired Space Designated as Unique Agency Space.  
Unique agency space is space which GSA determines is special purpose space where use by another agency is impractical or unlikely, i.e. the National Training Center in Phoenix, Arizona. When GSA determines that the space requested is unique agency space, the Bureau is financially responsible for the space, once it is accepted, for the entire period of the firm term of the lease agreement as stated in the Occupancy Agreement.  Unique agency space can not be released to GSA with 120 day notification.

VI.  Release of GSA Controlled Government Owned Space and/or GSA Lease Acquired Space.

If the Bureau identifies a leaseable block of space that it no longer has a need for, then under the provisions of the Federal Property Management Regulations, GSA can be given 120 days notice that the Bureau intends to vacate the space.    

If only a portion of the space is released then the Bureau will be obligated to reimburse GSA for any space alterations that are necessary to block off the space in order to make it a leaseable block of space.  In addition, if there is any remaining balance of the Amortized Tenant Improvement - Customization Allowance Used as identified on the Occupancy Agreement then the Bureau must pay that amount in full upon relinquishment of the space.  At the completion of the 120 days, GSA will no longer bill the Bureau for the relinquished space.

Chapter 5 

VEHICLE AND PARKING ALLOCATIONS
The following types of Vehicle Parking are included in space requirements packages:

I.  Government-Owned and/or Leased Vehicles and Equipment.

GSA assigned, BLM owned, and GSA or BLM leased vehicles/equipment for which parking spaces are not provided in a nearby GSA-operated motor pool facility.  These types of vehicles are generally provided with secured - wareyard type space.  The wareyard should have two separate entrance/exit locations to facilitate ingress/egress of official vehicles while loading/unloading operations are in progress.  The size of the wareyard is to be kept as small as possible while still meeting the minimum needs of the using function.  For security purposes both the entrance and the exit wareyard gates are to be equipped with SMART card access.

II.  Vehicles of Patrons and Visitors.

A minimal number of visitor parking spaces in areas where public or commercial in and out parking facilities are not available in close proximity to the Bureau office.  At remote offices which have significant recreational vehicles towing trailers, a limited number of pull-through visitor parking spaces are provided.  Handicap accessible visitor parking spaces are provided in accordance with the most stringent building code having jurisdiction over the project.

III.  Vehicles of Employees.

Handicap accessible employee parking spaces are always provided as required by the using office or by code whichever is most stringent.  General employee parking spaces are provided when all of the following conditions exist:

A.  The office facility is not served by a public transportation system.

B.  No commercial parking facility exists, or is available, within a three-block radius of the office.

C.  All day unrestricted parking spaces are not available, or parking is not allowed, on adjacent streets or highways within a three-block radius of the office facility.

D.  Local building codes require a commercial or office facility to provide off-street parking onsite.

Chapter 6 

GLOSSARY OF TERMS
BOMA Usable Square Feet:
For the purposes of this standard, the Government recognizes the BOMA (Building Owners and Managers Association) International standard (ANSI/BOMA Z65.1-1996) definition for Office Area, which means the area where a tenant normally houses personnel and/or furniture, for which a measurement is to be computed.

BOMA Usable Square Feet shall be computed by measuring the area enclosed by the finished surface of the room side of the corridors (corridors in place as well as those required by local codes and ordinances to prove an acceptable level of safety and/or to provide access to essential building elements) and other permanent walls, and the center of tenant-separating partitions.  Where alcoves, recessed entrances, or similar deviation from the corridor are present, BOMA Usable Square Feet shall be computed as if the deviation were not present.

Note: over the years the term occupiable square feet and usable square feet have been used in both BLM leases and GSA leases, these terms are essentially the same as BOMA usable square feet.
BTU:
Acronym for British Thermal Unit.  Is the measurement that is used to determine the amount of heat that is produced per hour in order to determine the amount of cooling that will be necessary to achieve office standard temperature.
CBD:
Acronym for Central Business District.  The area within a central city that encompasses the communitys principal business and commercial activities, and the immediate fringes thereof, as geographically defined in consultation with local elected officials.
Circulation Factor:
A percentage that is used to determine the amount of space that is required to have passage between workstations and partitioned areas in order to provide safe ingress and egress. 

Common Area Factor:
The Common Area Factor is a conversion factor(s) determined by the building owner and often applied by the owner to the BOMA usable area to determine the rentable square feet for the building. 
Contracting Officer:
The person with authority and responsibility to contract for authorized supplies and services.  A contracting officer has authority to enter into, administer or terminate contracts (leases), and make related determinations and findings.  A contracting officer may bind the Government only to the extent of the authority delegated to him/her.

Delineated Area:
The specific boundaries as determined by BLM, within which space will be obtained to satisfy the Bureau space requirement.  It is based upon the agencys geographic service and mission, and the potential for competitive offers from the marketplace.  It is described by streets, highways, or similar recognizable boundaries which, when all lines are connected, will form an enclosed area.  The enclosed area must contain a large enough geographical area to provide adequate competition in the space acquisition process.

Footcandles:
The illumination on a surface one square foot in area on which there is a uniformly distributed flux of one lumen, or the illuminance produced on a surface all points of which are at a distance of one foot from a directionally uniform point source of one candle.  The measurement used to determine the amount of light required at a particular height.

HVAC:
Acronym for heating, ventilation and air conditioning system.

Interview Room:
Interview rooms are used in lieu of private office areas to provide a shared privacy space.  Another name for small conference room.

Lease:

A binding legal document which sets forth certain rights and responsibilities of the parties to the lease.

Lease Modification:
An amendment to a lease by mutual agreement of the lessor and lessee, adding or changing one or more of the terms and conditions of the lease.

Lessee (Tenant):

One who possesses the right to use or occupy a property under a lease agreement.

Lessor:

One who holds title to and conveys the right to use and occupy a property under lease agreement.

Market Survey:
A Market Survey is a  field survey of the area under consideration for a lease requirement for the purpose of obtaining information on market conditions and the availability of suitable space.
OPAC:
Acronym for Online Payments and Collections.  This is the billing and collection system that is used by agencies to transfer funds for services rendered or received.

Open Space:
Open space is space with no partitioning other than partitioning that is required by building code for fire and life safety requirements. 

Partitions:
Floor-to-ceiling walls used to divide space or provide acoustical control, providing no structural support to the building.

Prospectus:
Document submitted to OMB and congress to obtain authority to proceed with major leasing, construction, or repair and alteration projects.

Rentable Square Feet:
Rentable space is the area for which a tenant is charged rent.  It is determined by the building owner and may vary by city or by building within the same city.  The rentable space usually includes a share of building support/common areas such as elevator lobbies, building corridors, and floor service areas.  Floor service areas typically include restrooms, janitor rooms, telephone closets, electrical closets, and mechanical rooms.  The rentable space generally does not include vertical building penetrations and their enclosing walls, such as stairs, elevator shafts and vertical ducts.  Presently all GSA Public Buildings Service Bills for Space and Services are calculated in rentable square feet therefore in order to determine the BOMA usable square feet of the space a calculation is required.  Since each building has a unique conversion factor, the GSA rental billing gives the conversion factor necessary for the space calculation and/or the amount of Common Space that is included in the Rentable square footage.

Service First:
In 1998,  Service First was defined as the next steps for the Forest Service and the Bureau of Land Management Partnership for seamless Natural Resource Management.  The Forest Service and the Bureau of Land Management must deliver significantly better public service while protecting the resources in their custody.  The goals are to achieve dramatic increases in Customer Service, Operational Efficiency, and Quality of Resource Stewardship.  To accomplish this mission reliance will be made on combined strengths.  The agencies are to be partners in providing better and more convenient service and to share resources for more cost-effective delivery of services.  It is about working together doing the right thing, in the right place, at the right time.

Sidelight Window:
A window that is placed in interior offices adjacent to the door.  The window is 18 inches wide and extends from 12 inches above the finished floor to the height of the top of the interior door.

Slab-to-slab Partitions:

Partitions that are constructed from the cement slab (floor) and run past the dropped ceiling up to the bottom of the next slab (floor).  These type of partitions are constructed to provide security, sound conditioning, and/or to support the rest of the building.
SMART Card:
Proximity card access system that will be used Bureauwide to secure all facilities.  The SMART Card system accepts a multi tasking card that will be programmed with a computer chip for desired tasks.  The system will have future capabilities of being programmed to allow any Bureau employee access to facilities, in addition the system will eventually be used for personnel computer access and replacement for government credit cards and as government identification.

Standard Form 81, Request for Space:

The written request for space from an agency, indicating the amount, type, location, and configuration of space required as authorized by the State Director.

STC:
Acronym for Sound Transmission Class.  The term is used to measure the ability of a barrier to stop sound from passing through it.  A material of an STC of 50 will prevent 50 decibels from passing through it.

Times-2 Speed Filing Systems:
Times-2 Speed Files are double-depth file cabinets that rotate for fast access from either one or two sides.  The double-depth design allows Times-2 to deliver more capacity and faster access than lateral or vertical files, track files or shelving systems.
Utilization:
Utilization is the manner and the degree of efficiency with which Government-owned and leased facilities are occupied.
Utilization Rate: 

The utilization rate is a space efficiency index derived by dividing the personnel housed into the BOMA useable square feet.  BLM  determines the utilization rate of office space by  dividing the total BOMA useable square feet of office space by the total full time employees plus  of the total of seasonal, temporary and contract employees

Appendix 7
Moves

(A Cookbook for Office Relocations)
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Introduction

All Offices have to move at some time or another.  Sometimes the move is merely to accommodate an internal reorganization, to put in new carpeting or to replace the furniture.  Other times offices must pick up and move their entire operation just a few blocks away or across town.  Some offices end up moving several times in the space of a few years, and some offices will stay put for 10, 20 or even more years.
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To assist those of you who are facing a move for the first time, an attempt has been made to compile hints and ideas from some of the BLM’s most experienced move coordinators.  Before beginning it is important to realize the following:

Basic Rules

	There is no such thing as an easy move.  No matter how organized you are, no matter how many people you have helping you, no matter how much experience you have with the process…something will go wrong.   The more complex the move, the more things will go wrong.  
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	A successful move looks easy.  There are thousands of details any move coordinator has to be aware of.  The Field Office Manager would love to be able to leave his/her office on Friday in the old location, and come to work on Monday at the new location.  One of the move coordinator’s goals is to make that happen.  “The devil’s in the details.”
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	Maximize communications.  You have a key group of people working with you to make the move happen.  Inform the key group about anything that affects them…every step of the way.  If you don’t do that, you will be doing this job by yourself.
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	Remember…moves are stressful…for everybody.  Employees will complain.  We are interrupting their valuable work to move them and we are taking them outside their comfort zone.  Get used to the complaints.  They aren’t going away until after the move.
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	Keeping your sense of the ridiculous during an office move may be the only way to keep your sanity.
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	Visualize each process to determine if it makes sense.  If you have any idea about how you are going to stage a move, walk through it in your mind, share it with somebody who will give you honest feedback, make sure you are comfortable with it.  
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	Feel good about it. If you think you might be missing something important, you are probably right.
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	Always keep in mind that the move will be over and things will get back to normal before you know it.
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Before you Begin - Minimize the Move!
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How to have a successful office cleanup

(From http://web.or.blm.gov/goodneighbor/Cleanup/cleanup.htm

It is not unusual for offices to schedule cleanup days. What may be unusual is to find guidelines on types of things offices have found useful, testimonies from successful events, and ideas that you can use on your next cleanup. The information compiled on this site was  gathered from subject specialists, coordinators, and others who have been intimate with the charge..."Let's have a Cleanup Day!"

                                        Secrets of a Successful Cleanup Day

You might think.. "there's no secret to it. We just tell everyone to wear old clothes and to get their stuff cleaned up!" While this strategy might work for a smaller office, large offices that have a variety of internal and external customers may find that getting things cleaned up around the office is difficult especially when a certain amount of the regular work must still be done. 
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"Start early" is the advice Eugene Youngman, Eugene District Office, gave when describing some of the secrets to their successful clean up day. Creating a timeline of events could help you start early, remind managers and employees of the day, help employees prepare for the day, as well as, keep track of all of the pre-work needed to create a successful day. You might be surprised at the types of tasks some offices have used to help make their events a success. These include (but are not limited to): 
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· Creating a budget (sometimes there is an extra surcharge for additional hauling or equipment). 

· Briefing managers and staff (repeatedly); may also include creating status reports.

· Meeting with recycling committees. 

· Establishing contact points for each unit, and clarifying their roles and                 responsibilities. 

· Meeting with building representatives.

· Meeting with recycling vendor.

· Contacting warehouse staff for additional support. 

· Identifying which staff has responsibility for disposing of various materials (such as software, records, supplies, etc.). 

· Working with employee support groups to have some fun with it… such as sponsoring a pizza feed or ice cream social, awards for the oldest or strangest stuff found, etc.
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· Meeting with employee support groups. 

· Creating informational and instructional information for employees on implementation date, roles and responsibilities, resources, etc. 

· Delivering and setting up equipment (such as recycling bins).

· Reserving a conference room for a command center. 

· Hauling off recycled and tossed materials during and after the cleanup.
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· Creating notices for your customers that explain what is going on and how they can get needed services. This is particularly important for those offices serving the public.

· Coordinating with safety officers, nurses, security, and others. 
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Talk the talk

· Talk to employees, get them involved, get their support. In some cases, a cleanup day combined with an office move not only helps get the office spiffy, but also reduces the amount of materials to be moved. Scheduling a cleanup day after a records training course, and in conjunction with a records inventory can also be good strategies.

Help!!!!

· Ask for help. Many hands can make the job easier and this is one job where many hands are needed. Some of the people and roles that you might need in your cleanup day include:

	Managers
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	Not only do they need to cleanup, but they can help convince other managers to get involved and get their areas cleaned up as well. Managers may also want to help provide or distribute awards, or be able to support your efforts in other ways.... like buy pizza!!!

	Warehouse staff
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	These folks could take away unused furniture and equipment, empty or move large collection bins, move heavy boxes and other heavy stuff.  May also be responsible for other activities such as software  recycling.


	Recycling Committee
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	This committee will know how to get more supplies to you such as recycling barrels, they will also know who to call to get the heavy items moved.

	Employees
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	Save your back -- Be safe. Don't pick up heavy or awkward objects. There will be people on board who can help. 

	Building staff

[image: image40.wmf]
	Building staff may be able to help arrange for additional recycling bins, keep a watchful eye for things that should not be going out of the door (such as equipment), and be alerted to changes in elevator use.


Some hazards you may encounter:

Dry Hands -- handling a lot of paper can make hands dry and more susceptible to paper cuts and infection. Consider bringing hand lotion and/or wearing thin protective gloves to protect hands.

Allergies -- There will be times where a lot of dust will be in the air during the day and you might even consider bringing a dust mask...     

Walk the Walk

Even coordinators have to clean up...Coordinators may want to schedule their clean up day a few days in advance of the main event so that they can focus their energies on helping others during the office clean-up day.  

Celebrate

Have some fun with the event. Give non-monetary awards to employees who find the oldest, weirdest things. Have employees compete for these awards.... Identify what you types of awards to give out, get managers support.
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Oregon State Office Cleanup Day Results

Our Goals:

     Prepare for the co-location and moving process 

     Communicate and document lessons learned 

     Develop "Down to Earth" Guidelines 

     Make it safe 

     Make it fun 

The Results: 

· Approximately 14 tons of paper was recycled in the bins delivered by Weyerhauser. It is highly likely that another 5-10 tons of paper was deposited in the regular recycling boxes that were emptied the night before. Of this there were at least 32 boxes of sensitive materials shredded. 

· Approximately 32 boxes of binders were recovered, some of which could be directly recycled into the supply cache. 

· At least 18 container boxes (copy paper size) of software and manuals were recovered. 

· At least 20 boxes of office supplies and equipment were recovered, and much of this can be reclaimed.  

· At least 10 boxes of books were recovered; some of which will be sent to the library in Denver. 

· Many other items were recycled as well including: film, tyvek, glass, floppy diskettes, CD-ROMs, tapes, batteries, metal, cans, and cardboard. 

The Fun!!!

The HRDC committee served 92 Rootbeer Floats and an awards ceremony.... Non-monetary awards were given to participants with the oldest, weirdest stuff found. Non-monetary awards, certificates, and/or thank you letters were also sent to folks who made special efforts.  

Safety

A member of the Safety team joined the Records Managers and provided briefings on safe lifting and joined the Records Managers on walkthroughs. No injuries were reported. 

Preparing

for the 

Move
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	Budget.  Moves are not cheap
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	Identify your excess property.  Identify and mark the furniture and equipment that won’t be going with you as soon as possible so it can be offered to other offices and agencies.  Advertise your excess several months before the move so it won’t have to be moved twice.
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	Select your move coordinators.  Select people who work well under pressure and who want to do a good job.  Depending on the size and scope of the job, anywhere from 2 to 20 people can be designated as move coordinators.
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	Select your move contractor.   Select someone with a proven track record.  Make sure they understand the full scope of the job.  Walk them through the space.
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	Prepare your employees.  Make sure everyone understands where they have to be.   Have the move contractor attend all employee meetings so that everyone has information regarding what to pack, what not to pack, how to pack, how not to pack, how to lift, how not to lift.  Provide employees with color-coded stickers from the movers several weeks in advance to allow them plenty of time to pack.. Let them know what the new space will be like. (see sample)
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	Notify the Public.  The law may require you notify the public of any potential closure dates as well as changes in address.  Publication of closures of land offices in Federal Register may be necessary.
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	Be consistent in your policy.  Decide up front if employees will be given administrative leave.   Make sure the policy is enforced consistently.


	

	Be safe.  Strongly discourage employees from lifting anything.  The only successful move is a safe move.
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	Make a key schedule. (see sample)

	[image: image50.png]




	Label everything   Walk through the space and identify unmarked items.  Label them excess if nobody wants them.
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	Telephones.  The new telephone numbers (if applicable) need to be provided to the telephone service vendor several weeks prior to the move, so that the phone lines will be connected at the time of the move.
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	Computers:  Most personal computers can be moved by the movers, although Information Resources Technical assistance may be required to disconnect the computers, pack the hardware, and re-connect the computers at the other end.
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	Special Moves:  (e.g. copiers, filing systems, etc.) may need special installation, de-installation or handling in order to keep from voiding maintenance agreements or warranties, or just because they are complex.  You may have to request specialized movers.
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     United States Department of the Interior

                         BUREAU OF LAND MANAGEMENT
Phoenix Field Office

2015 West Deer Valley Road

                                Phoenix, Z 85027

   

February 12, 2001

IN REPLY REFER TO:  1535

TO:

Phoenix Field Office All Employees

FROM:

Field Manager, Phoenix

SUBJECT:

New Phoenix Field Office Building - Employee Guidelines

I want to thank everyone for their assistance, ideas, involvement, flexibility, humor and above all your patience throughout this building relocation process.  

The following are guidelines that were developed regarding smoking, plants, radios, break room, and wall decorations in trying to accommodate all employees’ needs in our new office building. 

SMOKING
The Phoenix Field Office will be smoke free.  Smoking will not be permitted within the confines of the building or entry-ways where non-smokers would have to pass through a smoky environment to gain access or exit a building.  

The Smoking Area for the Phoenix Field Office will be located outside on the patio (located just outside the Break Room).  The area shall be cleaned daily of smoking debris by all employee smokers.  

PLANTS
No artificial plants will be placed in public walkways.  Live plants on top of the individual’s work stations cabinets will only be acceptable if drainers are placed under the planter and no water runs on the furniture.  Artificial plants may be placed on top of the individual’s work station cabinets as long as they do not mar the furniture.  Any plants or objects on top of the cabinet can not interfere with the air movement in the office.  There will be NO hanging plants permitted.  All limp and/or dying plants will be removed promptly.  

RADIOS
All personal radios must be kept very low or used with headphones so not to interfere with another employee’s work environment.  If conflicts arise, they will be dealt with on a case-by-case basis.  There will not be any intercom music in the office.  We will have a paging system.

BREAK ROOM
The refrigerators, freezer and microwaves will be moved to the new building.  Every employee is responsible for cleaning up after themselves.  This means inside the microwaves, inside the refrigerators and freezers, table area and counter area.  We will have a dishwasher in the Break Room.  Do not leave dirty dishes in the sink.  Do not leave rotten or spoiled food in the refrigerators.  

WALL DECORATIONS
Sculpture, photos, paintings, posters, taxidermy, etc. that is to be placed in areas accessible to the public including hallways, conference rooms, inside walls of those areas utilized by Groups/Staffs, areas within view of public areas, space above partition level and wall space common to a particular staff must represent the Bureau of Land Management or the Phoenix Field Office.  The art items must be professionally and tastefully done.  All art items to be hung in areas accessible to the public will be decided by a Team of Employees.  

Items which are not related to the BLM or Phoenix Field mission or resource related may be placed in the employee’s private work space provided they do not conflict with existing EEO policies or employee conduct prohibitions. 

Photos, paintings, and posters will be mounted, matted and/or framed in a professional manner and paid for by PFO if those items are selected for placement in areas accessible to the public.  All items paid for by PFO will remain PFO property. Any employee-owned photo, painting or poster used in the office decorating and is to remain the possession of the employee will be framed/mounted/matted at the employee’s expense.  All unframed or matted maps and posters may be hung in Group Work Areas not accessible to the public upon Supervisor approval.  

Length of service awards, monetary awards and individual commendation letters may be placed in the employee’s individual work area.  The exception to this will be the commendation letters placed on the recognition bulletin board.  

Fixed location bulletin boards will be placed throughout the building to display Personnel, EEO, Safety, Union, Event, etc. messages.  All bulletin boards will be identified as to their purpose.  

Individual Team Leads will determine the appropriateness of material for individual work areas.  The Group Managers will determine the appropriateness of material in their Group’s work area and areas accessible to the public.  

Please contact your Group Manager if you have any questions.   
intdecoratepolicy.wpd
SAMPLE KEY SCHEDULE

	Floor
	Room #
	# of doors
	Staff number
	Purpose of Room
	Key Number
	Number of Keys

	
	
	
	
	
	
	

	1
	112
	1
	OR-958
	Storage
	EBD-5
	2

	
	
	
	
	
	
	

	2
	225
	1
	OR-957
	Cadastral Records
	EAC-20
	10

	
	222
	1
	OR-957
	NTM Room
	EAC-18
	3

	
	260
	2
	OR-958
	Docket/Records
	EAC-31
	3

	
	256
	1
	OR-950
	IRM Storage
	EAA-11
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	4
	427
	1
	OR-950
	IRM Storage
	EAA-11
	5

	
	405
	1
	OR-932
	PCI Room
	ECC16
	4

	
	410
	1
	OR-955
	Comp Training Room
	ECC-4
	3

	
	
	
	
	
	
	

	5
	505
	1
	OR-930
	IRM Storage
	EBA-26
	

	
	
	
	
	
	
	

	6
	638
	1
	OR-956
	EEO Staff Office
	EDD-20
	3

	
	639
	1
	OR-956
	EEO Manager Office
	EAA-4
	3

	
	637
	1
	OR-956
	EEO Conference Rm
	EDD-20
	4

	
	617
	1
	OR-910
	ASD Office
	EDA-17
	Key same as 618

	
	618
	1
	OR-910
	SD Office
	EDA-17
	8

	
	660
	1
	OR-950
	IRM Room
	EAA-11
	

	
	644
	1
	OR-912
	PAO A/V Room
	EDC-26
	4

	
	
	
	
	
	
	

	7
	728
	1
	OR-955
	IRM Room
	ECA-34
	3

	
	729
	1
	OR-955
	IRM Room
	EAA-1
	3

	
	
	
	
	
	
	

	
	731
	1
	OR-955
	TC Room
	ECA-34
	Key Same as 728

	
	734
	1
	OR-955
	Holien's Office
	ECA-1
	3


INSERT INFORMATION NEEDED WHEN USING A SMART CARD SYSTEM  

Set a realistic Schedule

· Allow yourself plenty of time and be flexible

· Publish a move schedule and be flexible   (2 schedule samples are attached)
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· Be flexible

· Communicate changes immediately

· Coordinate all decisions closely with all players and be flexible.

Did I mention?  Nobody knows exactly how long each part of the move will take so…

BE

FLEXIBLE!
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Sample Move Schedule #1

December 13th
· Northwest Business System will relocate X2 files from 1st Floor (Docket) to 3rd Floor.  (See Jon Foster for details.)
December 19, 20, & 21:
First Floor:

2. Movers will move vice-Detar(s office furniture to storage unit.

3. Movers will move Diane Hartman(s furniture to vice-Detar(s workspace.

4. Movers will move bookshelves in Docket to storage unit.

5. Movers will move filing cabinet(s in docket room 4 feet away from North wall.

6. Movers will move Joan Watkin(s office furniture to new location within Dockets.

7. Movers will move all furniture, filing cabinets, copiers to public room.  (Diane or her acting will direct where this goes.)

8. Movers will move safe out of accounts receivable room and put in law enforcement.

9. Movers will move furniture away from counters in accounts receivable so counters can be removed.

10. Movers will move office furniture in Admin Services (Fort and Catherman) and WO Wildlife (Silvey) to make room for filing system.

11. Movers will move Alice Muffley(s furniture 4 feet away from West wall.

Second Floor:
1. Movers will move map files as noted by ID-956.

2. Movers will move office furniture for Annie and Diane L. away from wall.

3. Movers will move furniture from ICBEMP.

4. Movers will move flat files within the Cadastral Archieve room.  (Tom Spencer will direct.)

Third Floor:

4. Movers to move Shelley Davis-Brunner(s office furniture to new location.

4. Movers to move furniture and cabinets 4 feet away from the inner North and West walls of External Affairs.

December 21st
1.
Howell(s Furniture will remove partitioned office in External Affairs and store in designated area by Farold.

December 26th to January 1st:

Professional Office Services of Idaho will start installing the filing systems on the first floor.  They will work through the weekend and a security guard will be present.  They will unload in the warehouse, close the door and the guard will instruct them on what they need to do if they need to come in and out of the building.  Three filing systems are to be installed as follows:

· docket room

· admin services/WO wildlife

· Diane Hartman(s office.

2. The Gorringe Bros. for Idaho Assets (Panzella) will start removing walls as follows:

2.  First floor:

· Diane Hartman(s Office

· Hallway by back door next to Alice Muffley(s office.

· Remove counters and drawers from accounts receivable office.

· Remove wall in Mining Claims copier  room. (Take down pictures on walls.)

b. Third Floor:

· Remove shelving on west, east and south walls and remove two walls in External Affairs.

3. Northwest Business System will come in as needed to relocate X2.

January 3rd To 10th
The contractor for Idaho Assets (Panzella) will start removing walls as follows:

Second Floor:

3. Remove walls in break room next to personnel and add a permanent wall.

3. Remove north wall of map room and relocate including 4 doors according to drawings.

3. Remove sink in map room and relocate in aperture room according to the drawings.

3. Remove 2 walls from office near ICBEMP.  (Farold to coordinate on moving files.)

January 15th
1. Office Pavilion will reconfigure unicor systems furniture in Engineering.

2. Move excess X2 into Engineering.

January 15th to January 20th:
Howells Furniture will install modular offices and partitions as follows:

First Floor:

1. Install modular office for Hartman (10'x16').

2. Install modular office for Muffley (11 ( x 14).

Second Floor:

2. Install dividers between offices for Hunter, GIS Map Supervisor and Derion (dividers will be 12'2").

2. Install modular office for McDowell, GIS room (12' x 19').

2. Install dividers between new conference room and aperture room (219 (").

2. Install modular office for Steele (14' x 15').

2. Install modular office for Benson (10' x 12').

Third Floor:

1. Re-install modular office from external affairs to McCluskey.

January 28th
1. Notify staff at least one week before starting the installation of system furniture.

1. Notify Herman Miller to bring carts 2 days prior to installation date.

1. Movers will start removing furniture to make room for systems furniture.  This will be done one day in advance of systems furniture.   Employees will need to go to another office or reserve the computer training room.

1. Office Pavilion will install systems furniture starting on the first floor, going to the third, and then, the second floor.

SAMPLE MOVE #2

	Stage
	Description
	Date
	Resources Need to know or have

	1
	Move Rheiner(s furniture to RDP. 
	October 9
	Telecom, Computer support

	2
	Move Gary(s packed boxes to empty cubicle in 912.  Move Edna into Gary(s workstation. (As is) Pack Noreen(s workstation, store in office 

Move Noreen(s Office furniture into Rheiner(s old office

Move EEO Office furniture into Noreen(s old office 
	October 15
	Chipman

Telecom Computer support

	3
	Move Michelle into Rheiner(s office.   

Move Kath into Michelle(s workstation
	October 15
	Chipman

Telecom & Computer support

	4
	Switch Noreen(s workstation to right entrance.   

Switch Sherry(s workstation to left entrance.  

Move Gayle into Noreen(s workstation. 

Move Cliff(s work area to Gayle(s old workstation.
	October 15
	Chipman

Christenson Electric to move telecom connections.

Telecom & Computer support.

	5
	Disassemble Kath(s and Cliff(s workstations (put pieces against north wall in old EEO office). 
	October 15
	Chipman



	6
	Demo EEO office walls, move wall pieces to new office
	October 16
	Epping Construction, Christenson, Shearer, Carpet Resources

	7
	Build new EEO Office
	October 19-20
	Epping Construction, Christenson, Shearer, Carpet Resources, Painters

	8
	Delivery & set up of Dana( furniture
	October 19
	

	9
	Move Dana into Rheiner(s office.

Reassemble Kath(s & Cliff(s workstations at north end. (Reverse Cliff(s)

Move Noreen and Eileen into Kath(s & Cliff(s  old reassembled workstations.

Move LaJune to Dana(s workstation.

Monica into LaJunes workstation. 
	October 21
	Chipman

Computer, Telecom support

Christenson Electric Install electric & telecom.

(Computer, Telecom)

	9
	Move Richard, Julie & Alina workstations about 2 feet south (Reverse Alina(s)

Move Sherry into Edna(s workstation.

Move Karen into Sherry(s workstation, Mick into Karen(s, and Paula into Mick(s.
	October 21
	Chipman

Computer & telecom support

Christenson electrical & telecom moves


What is Staging?
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	· When the furniture arrives on time, but the space isn’t ready yet, the furniture will need to be stored in a staging area.

· Installation of systems furniture requires a substantial amount of space to stage the furniture while it is being installed…preferably near the installation site.

· During larger internal moves, the space employees currently occupy may be needed before the space they are moving into is ready.  The employees may need to be temporarily moved to a staging area.
· If you are moving existing systems furniture in order to  install it in the new building, the employees may need to be moved to temporary or staging work areas.…sometimes more than once.

· If you are getting new furniture at  the time you move, the old furniture will have to be stored somewhere.


Some Rules for staging moves:

The more space that is available to make a move happen, the better.  Don’t give up the old space until you are absolutely sure you won’t need it.

While employees are in interim space, ensure that safety rules are followed (e.g. proper egress, extension cords, stacking boxes too high, etc.)
During the Move:

· Have at least one person at each end of the move to direct the movers to the correct locations.  Have only designated people at either location.   Too many people will confuse the movers.
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· Allow plenty of time for each stage of the move.  Mistakes happen when people get careless or in a hurry.
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· Don’t try to do too much at once
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· Don’t allow employees to get in the way of the movers
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· Think smarter.
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· Be on the lookout for unsafe behavior
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· Empty trash cans…don’t move valuables in the trash cans
[image: image68.wmf]
· No employees should be lifting or moving furniture themselves.  Leave that for the professional, insured moving company.
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Impacts

The following factors may or may not affect your move schedule:
1. Elevators.   Elevators can slow down a move process.  In multi-tenant buildings, access to the elevators for moves may be limited to after hours and weekends.  Experienced move companies will work around limited elevator access, but it will take more time.
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2. Loading Docks.  In most field offices, loading docks are only available to load the warehouse.  Movers will be required to load their trucks on ramps.  In offices where loading docks are the only option, access to them may be limited to after hours and on weekends.
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3. Traffic.  Depending on the size of your community, you may want to avoid moving big moving trucks in and out of your office during peak rush hour traffic.
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4. Road and lane closures.  In offices with a limited amount of space, trucks may have to load or unload on the street.  Road or lane closures may require a city permit.
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5. Construction of New Space:  Lets face it, construction schedules are difficult to predict.  You may get lucky.
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6. Furniture delivery schedule.  Furniture delivery schedules are critical.  Most furniture companies will get the furniture to you on the day you need it.  Then there are the others.
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After Move

For most people in the office, the job is finished.  All they have to do in unpack and decorate.
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For the move coordinator, however, the hardest part of the move is still to come….the details:

1. Old Office Cleanout and closeout.  You didn’t move everything.  There are piles of garbage that have to be cleaned up…and your old landlord is probably steaming because you moved out, because the movers caused damage, and because you left a mess.  Make arrangements to take care of the garbage.

2. Fixing items broken during the move.  Your move contractor is insured and a definitive list of damaged and lost items needs to be made.  If either building owner has claims, have them deal directly with the moving contractor.  We don’t need to get involved.

3. If you are moving out of leased space then the Contracting Officer’s Representative (COR) should perform and or participate in the  "last inspection” by touring all parts of the vacated leased space.    The COR should prepare a report for the Leasing Contracting Officer (CO) in Denver.  The purpose of is to document the condition of the space at the time of moving out and to help establish responsibility for any damages.  This report also helps to protect the government against false claims for damages.

4. The Lessor or his/her authorized representative should participate in the inspection.

5. Look for damage which was caused by the government, or its agent (moving company) such as gouges in walls, holes in doors, or rips in carpet.

6. Do not be concerned with "normal wear and tear" such as furniture indentations in the carpet, worn carpet areas in high traffic areas such as corridors, or marks on the walls which require only painting.

7. If possible a narrated video would be the best documentation you could compile.   The video should be taken with the lessor.  Be sure to talk about the location of the areas that you are videoing.    If you are unable to take a video be sure to document the extent and location of all damages with photos.

8. If a dispute arises regarding damage or "normal wear and tear", take photos and write a full description as to why you believe it is wear and tear.  The CO will depend upon this documentation to negotiate a settlement with the lessor or defeat a claim.  

9.  The parties participating in the inspection should sign the report.

10.  Each party should retain a copy and send a copy to the CO.

11. All government property must be removed from the space.  Until the space is completely vacated the Lessor is entitled to rent.

12. Return all keys to the Lessor, building owner, and obtain a receipt.  Send a copy of the receipt to the CO and keep the original in the file.

13. Notify the CO of any potential claims or problems in vacating the space.

14. Correcting deficiencies in furniture design.  No matter how careful you are about reviewing the space plans before you move, something always gets overlooked.  Count on it.  You may be pleasantly surprised.

15. Reutilize and/or dispose of all excess furniture.  If the furniture is so old it is no longer usable, you may have to make arrangements with the Property Management Staff to have it re-cycled.
16. Sit back and relax…you just performed miracles and you deserve a break…and a long vacation. 
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One Example of a Joint Fire Suppression Unit – Montrose, Colorado





The two agencies operate a joint fire suppression unit. In 1991, a former FMO retired, and suggested to his colleagues that they should integrate the fire dispatch operation. That happened from 92-95, going from two dispatch centers to one.  During this time, the fire staff would sometimes send an employee of one agency to help fight a fire on the other’s land (informally done, no MOU used then). The fire staff started to see other opportunities for sharing (space and equipment). In 1996, BLM added on to the building where its fire staff worked, and FS fire staff moved in. The FS paid for some of the costs (NOTE: This was done with no formal written agreement – the two FMOs worked out it and made it happen). 





The following year, both agencies’ fire staff held a meeting to plan a joint fire suppression operation. They drew up a list of roles and responsibilities, looked at where the equipment and trucks were located, and created the new joint unit. They took on a new identity and new name: Montrose Interagency Wildland Fire Management (written on the trucks and on their shirts). Today the BLM owns the building where the fire operation is housed; the FS doesn’t pay rent, but helps with certain expenses. The FMO is a BLM employee, the Associate FMO works for the FS.





Questions to Ask when Planning a Collocated Visitor Center: (NOTE: This comes from Shelley Davis-Brunner -- Idaho)





What goals have the agencies set for the center?


What functions do we want this center to perform, in addition to providing information: offer interactive displays? Touch screen terminal? Kids’ area? Sell hunting/fishing licenses? Wood permits?


Is the information provided limited to BLM and FS? Do we want to include information from other federal, state, and/or local agencies?


If the answer to the above question is Yes, we need the IRM people involved.


Should the center be a revenue producer? If so, cooperating associations need to be brought in


How can we learn what some of the creative visitor information centers in other areas are doing?


How will we train our staff, to respond to questions about the other agency(ies)? Field trips? Cross training?


What’s the overall theme of the room?


What image are we trying to convey to the public?
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And once both agencies have moved in:


 





Hold informal activities to help people get to know their new neighbors. Brown bags, pizza luncheons and the like can go a long way. 





Hold some meetings of both staff (could be all managers and supervisors, could include all staff), to learn about each agency and its culture and operations. 





The line manager and AO can do simple things to help the newly-arrived staff feel welcomed: ask them if their computers are working, if they have space for files, if phones are working well, etc. These everyday needs are especially important at the beginning, when there may be a number of employee concerns about the move to collocation.





6-9 months after co-locating, bring employees from each unit together to assess: what’s working well? What needs to be changed? Do we want to go from collocation to co-mingling in any area?





We just don’t have the resources, or time, to do everything needed to make this work.” Or, 





Why is this necessary? Is this an indirect way of telling us we need to reduce expenses?”  or


 


How are we supposed to work with (the other agency), when some staff in that office seem quite content to go it alone?” or,





How, exactly, do we do this?”








What to Share? 


Many Possibilities:





bathrooms, 


meeting rooms, 


training rooms, 


computer room, 


front office visitor center space,


joint fleet, 


mail room,


one smart card system














“It’s hard to know who works for BLM, who works for the FS. The customers don’t care, of course, and sometimes I forget!” – a Forest Supervisor





“This (Service First) is how government really ought to work. The American people need to know this story.” – member of Congress from a western state.








Prepared for the BLM and FS by:


Russ Linden


Adjunct Faculty 


Federal Executive Institute
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“When you get into collocating, the little things are the big things.”


-- one employee in a collocated office





One manager’s quote: “It’s hard to know who works for BLM, who works for the FS. The customers don’t care, of course, and sometimes I forget!”
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