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Tool Kit 1

Contains:

1. This Guidance Note

2. Business Process Flowchart

3. GO Space Requirements Worksheet 

4. TTCP Preliminary Space Calculations Worksheet
5. Preliminary Cost Worksheet

This is the first of three Tool Kits – please refer to the attached business process flow chart to get an overview of all steps involved.

Requirements

At this stage of the project, the idea is to obtain a clear picture of what is needed in terms of space and other requirements the CO (and other participating Agencies) may have with regard to the new premises. In this aspect, the GO Space Requirements Worksheet and TTCP preliminary Space Calculations Worksheet are helpful tool.

Costs

Likewise, the CO should try to get an idea of the costs involved – the CO may have already visited premises options, and inquired with the Lessor regarding rental rates and utility costs. Any available preliminary cost estimates may be documented in the Preliminary Cost Worksheet. These costs will be adjusted upwards in later stages, when the estimates for retrofit become available.
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