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REQUEST FOR SPACE PLANNING / 

BUILDING REARRANGEMENT
State Form 52484 (12-05)

DEPARTMENT OF ADMINISTRATION / FACILITIES MANAGEMENT

INSTRUCTIONS:
1. Requesting agency to complete area below.

2. Please see the procedure for space planning / building rearrangements on page 2.

3. Submit completed form to Facilities Management, 302 West Washington Street, Room E024, Indianapolis, IN 46204.

Requesting Agency (and division):  


Contact Person:


Contact Person’s Phone Number:


           Fax Number:     


Contact Person’s Room Number: 


Building:

      Work Floor: 

     Work Room Number:


Date to Facilities Management: 



    


Brief Description of Work: 




When you submit this Space Planning/Building Rearrangement form, it will receive a Facilities Management project number.  The contact will receive a communication explaining the planning process and what is needed to move forward with the project.  Facilities Management will then work with the contact setting a time and date for the first meeting.   

PROCEDURE FOR SPACE PLANNING / BUILDING REARRANGEMENT

The following identifies the process for interior renovations and space rearrangements within the Indiana Government Center complex.  The Department of Administration is responsible for managing all space within the Government Center.  Tenants are not permitted to make changes themselves to any building system (electrical & mechanical) or partition system (IC 4-20.5-5).  Renovations made by the Department of Administration will be done to comply with building codes, fire codes, interior space design standards and practices, and standards adopted by the Department of Administration itself.

WHEN TO USE THE SPACE PLANNING / BUILDING REARRANGEMENTS PROCESS

1. Space planning, reorganizing a department for better performance/production

2. Interior space rearrangements:  electrical, partitions, doors, cubicles, etc.

3. Construction or removal of offices and conference rooms, etc.

WHAT IS THE PROCESS FOR SPACE PLANNING / BUILDING REARRANGEMENTS
1. Complete a “Request for Space Planning/Building Rearrangements Request Form” (State Form 52484) and submit it to Facilities Management.  Facilities Management will evaluate the request for code, feasibility, and whether it will be done in-house, or sent to IDOA’s Public Works Division for formal design and/or engineering.

2. Facilities Management has a small staff for in-house work (under 5 workstations). Medium and large projects, construction of more then 2 offices and over 5 workstations, will be contracted out.
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