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THIS NOTICE MUST ACCOMPANY EVERY COPY OF THIS DOCUMENT
IMPORTANT NOTICE

This document, (“Document”) is the exclusive property of Government Expenditure & Projects Efficiency Authority.
This Document should be read in its entirety including the terms of this Important Notice. The government entities may disclose this Document or extracts of this Document to their respective consultants and/or contractors, provided that such disclosure includes this Important Notice.
Any use or reliance on this Document, or extracts thereof, by any party, including government entities and their respective consultants and/or contractors, is at that third party’s sole risk and responsibility. Government Expenditure and Projects Efficiency Authority, to the maximum extent permitted by law, disclaim all liability (including for losses or damages of whatsoever nature claimed on whatsoever basis including negligence or otherwise) to any third party howsoever arising with respect to or in connection with the use of this Document including any liability caused by negligent acts or omissions.
This Document and its contents are valid only for the conditions reported in it and as of the date of this Document.




































Table of Contents
1.0	INTRODUCTION	6
1.1	Purpose of This Document	6
2.0	PERFORMANCE-BASED AND PRESCRIPTIVE-BASED INFORMATION	6
2.1	ENTITY-Provided Information in Performance-Based Approach (if applicable)	6
2.2	ENTITY-Provided Information in Prescriptive-Based Approach (if applicable)	6
3.0	INFORMATION GATHERING	6
3.1	Identify ENTITY’s Goals and Values	6
3.1.1	Economic	6
3.1.2	Form and Image	7
3.1.3	Functional	7
3.1.4	Organizational	7
3.1.5	Time	7
3.2	Identify Requirements of the Building(s)	7
3.2.1	Precedents and Site Visits (if applicable)	7
3.2.2	Literature Search and Review	7
3.2.3	Interview ENTITY’s Programming Participants	7
3.2.4	Observation (if applicable)	7
3.2.5	Questionnaires and Surveys	8
3.2.6	Group Sessions (if applicable)	8
4.0	ANALYSIS OF INFORMATION	8
4.1	Rooms / Spaces Listing	8
4.1.1	Apply Net to Gross Areas	8
4.1.2	Confirm Net to Gross Areas	8
4.1.3	Test Areas Versus Original Space Assignments	9
4.2	Room Data Sheets	9
4.3	Adjacency Matrices	9
4.4	Bubble Diagrams and Relationship Adjacency Diagrams	9
4.5	Blocking and Stacking Diagram	9




[bookmark: _Toc484527581][bookmark: _Toc494382148][bookmark: _Toc2757926]INTRODUCTION
[bookmark: _Toc484527582][bookmark: _Toc494382149][bookmark: _Toc2757927]Purpose of This Document
This document defines the qualitative process of programming spaces and rooms, and establishes the quantitative requirements for a project program as validated with the ENTITY and engineering disciplines. The templates include a List of Rooms / Spaces with Areas to collect basic room information; a Room Data Sheet to collect information for each building’s room / space; and an Interaction Adjacency Matrix that ranks the spaces relative to each other.
[bookmark: _Toc484527583][bookmark: _Toc494382150][bookmark: _Toc2757928]PERFORMANCE-BASED AND PRESCRIPTIVE-BASED INFORMATION
[bookmark: _Toc484527584][bookmark: _Toc494382151][bookmark: _Toc2757929]ENTITY-Provided Information in Performance-Based Approach (if applicable)
List the ENTITY-provided, performance-based information.
[bookmark: _Toc484527585][bookmark: _Toc494382152][bookmark: _Toc2757930]ENTITY-Provided Information in Prescriptive-Based Approach (if applicable)
List the ENTITY-provided, prescriptive-based information. Describe the type and quality of material, method of construction and workmanship.
[bookmark: _Toc484527586][bookmark: _Toc494382153][bookmark: _Toc2757931]INFORMATION GATHERING
[bookmark: _Toc484527587][bookmark: _Toc494382154][bookmark: _Toc2757932]Identify ENTITY’s Goals and Values
Identify the goals and values of the project in close coordination with the ENTITY.
[bookmark: _Toc484527588][bookmark: _Toc494382155][bookmark: _Toc2757933]Economic
Identify any economic goals and values.
[bookmark: _Toc484527589][bookmark: _Toc494382156][bookmark: _Toc2757934]Form and Image
Define color, form, texture and space that affect the building user and the built environment generally.
[bookmark: _Toc484527590][bookmark: _Toc494382157][bookmark: _Toc2757935]Functional
Describe the function of the building.
[bookmark: _Toc484527591][bookmark: _Toc494382158][bookmark: _Toc2757936]Organizational
Identify possible organizational approaches and goals in the program.
[bookmark: _Toc484527592][bookmark: _Toc494382159][bookmark: _Toc2757937]Time
Identify any schedule constraints and factors.
[bookmark: _Toc484527593][bookmark: _Toc494382160][bookmark: _Toc2757938]Identify Requirements of the Building(s)
[bookmark: _Toc484527594][bookmark: _Toc494382161][bookmark: _Toc2757939]Precedents and Site Visits (if applicable)
List similar performance levels between the project and the identified precedents. If applicable, record any performance insights from site visit(s).
[bookmark: _Toc484527595][bookmark: _Toc494382162][bookmark: _Toc2757940]Literature Search and Review
Gather and list relevant documents.
[bookmark: _Toc484527596][bookmark: _Toc494382163][bookmark: _Toc2757941]Interview ENTITY’s Programming Participants
Conduct interviews with ENTITY’s programming participants.
[bookmark: _Toc484527597][bookmark: _Toc494382164][bookmark: _Toc2757942]Observation (if applicable)
Conduct observations of existing facilities.
[bookmark: _Toc484527598][bookmark: _Toc494382165][bookmark: _Toc2757943]Questionnaires and Surveys
Develop questionnaires and surveys that are appropriate for the size and complexity of the organization. 
[bookmark: _Toc484527599][bookmark: _Toc494382166][bookmark: _Toc2757944]Group Sessions (if applicable)
Develop and record information from group sessions. See Template 5 - Group Session Meeting Agenda and Notes.
[bookmark: _Toc484527600][bookmark: _Toc494382167][bookmark: _Toc2757945]ANALYSIS OF INFORMATION
[bookmark: _Toc484527601][bookmark: _Toc494382168][bookmark: _Toc2757946]Rooms / Spaces Listing
See Template 3 - List of Rooms / Spaces with Areas Template.
For Performance approach, develop and analyze a listing of rooms / spaces with areas. For Prescriptive approach, analyze and verify ENTITY-provided listing of rooms/spaces with areas.
[bookmark: _Toc484527602][bookmark: _Toc494382169][bookmark: _Toc2757947]Apply Net to Gross Areas
From the product of the net areas recorded and the additional rooms and spaces derived from precedents, an accurate net area is derived.
Net Square Footage (NSF) for each space x number of units = total NSF
Total NSF x total unit circulation area = Component Gross Square Footage (CGSF)
Gross Floor Area (GFA) divided by Net Area = Net-To-Gross Ratio (NTG)
[bookmark: _Toc484527603][bookmark: _Toc494382170][bookmark: _Toc2757948]Confirm Net to Gross Areas
Evaluate the assigned net areas and the appropriate areas for circulation, structure, interior walls, mechanical and electrical spaces and other shared elements.
[bookmark: _Toc484527604][bookmark: _Toc494382171][bookmark: _Toc2757949]Test Areas Versus Original Space Assignments
Show a comparison between the analyzed areas and those provided by the ENTITY.
[bookmark: _Toc484527605][bookmark: _Toc494382172][bookmark: _Toc2757950]Room Data Sheets
For each ENTITY-approved room and space, create a Room Data Sheet that records information relevant to that room or space. Include all technical and systems requirements on each Room Data Sheet. Technical requirements would include acoustical, equipment, finishes, furnishings, HVAC, lighting levels, power, plumbing and security needs. See Template 2 for the Room Data Sheet template.
[bookmark: _Toc484527606][bookmark: _Toc494382173][bookmark: _Toc2757951]Adjacency Matrices
See Reference 3 for an example of an Interaction Adjacency Matrix using an alphabetic hierarchy.
List the Owner-approved rooms and spaces in an Interaction Adjacency Matrix. An alphabetical listing is strongly recommended for ease of reference. Each Matrix can either correspond to a specific floor for horizontal adjacencies or multiple floors for vertical adjacencies. Add or delete spaces to the Matrix as required to accommodate the needed rooms and spaces.
[bookmark: _Toc484527607][bookmark: _Toc494382174][bookmark: _Toc2757952]Bubble Diagrams and Relationship Adjacency Diagrams
Develop bubble diagrams for both horizontal and vertical adjacencies. From these studies, develop relationship adjacency diagrams.
See Reference 1 for an example of a Bubble Diagram and Reference 2 for an example of a Relationship Adjacency Diagram.
[bookmark: _Toc484527608][bookmark: _Toc494382175][bookmark: _Toc2757953]Blocking and Stacking Diagram
[bookmark: _GoBack]Develop a blocking and stacking diagram based on the adjacency studies. See Reference 4 for examples of blocking and stacking diagrams. Develop a site plan based on the blocking and stacking diagram to ensure that the programmed spaces find on the selected site.
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