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Overview
This document covers the facilities that need to be set up for staff on a project.

Location

Instructions

Identify where the team will be located.  If they are not to be co-located, but work in their usual locations, enter “Usual working locations”.  If possible, include a floor plan.
Timing

Instructions

Provide details of timing for the team to become established.

Example
The team will start to move into the facilities on the first of next month.  The move will be completed by mid month.  We need all facilities in place by end of this month.
Physical Assets

Team Assets

The team will require the following assets:

Example

	Name
	Workstation
	Credenza
	PC
	Monitor
	3 drawer filing cabinet
	2 Trays
	Stationary Pack
	Telephone
	
	

	J. Smith
	Yes
	Yes
	Yes
	Yes
	
	Yes
	Yes
	
	
	

	
	
	
	
	
	
	
	
	
	
	


General Assets

The following general assets will be required:

Example

· A4 printer capable of at least 15 ppm, duplex operation

· 3 draw filing cabinet

· Stationary cupboard

· Overhead projector and screen

· Meeting room capable of being used by 12 people

· Meeting room capable of being used by 6 people

Stationary Pack

The standard stationary pack to be provided to staff should include:

· Notepad

· Stapler and box staples

· Red and Blue pens

· Pencil and sharpener

· Scissors

· Box paperclips

· Post It notes

· Etc
Utilities

In addition the team will need access to:

Example:

· Kitchen for making tea and coffee

· Lighting and air conditioning that operates manually after normal working hours.  For example it can be turned on or off depending on whether staff are working outside normal business hours

· Showers
System Access

The following system access is required:

Example
	Name
	J. Smith
	K. Lee
	P. Jones
	
	
	
	

	SAP User
	Yes
	Yes
	
	
	
	
	

	Unix Admin
	
	
	Yes
	
	
	
	


Software

The following software should be loaded on User PCs

Example
	Name
	J. Smith
	K. Lee
	P. Jones
	
	
	
	

	MS Office Pro
	Yes
	
	
	
	
	
	

	Timesheet
	Yes
	Yes
	
	
	
	
	

	MS Project
	
	
	Yes
	
	
	
	


Email Accounts

The following staff will require new email accounts to be set up and available by dd/mm/yy:
Physical Security

Example
Security passes will be required for the following people.  Access should be 7 days per week 24 hours per day:

Occupational Health and Safety
In order to meet OH&S requirements, we require staff to receive the following:

Example

· Diagram showing fire escapes and procedure for evacuation

· Listing of safety wardens and first aid officers
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