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	Government Office Accommodation 

Office Alteration Works Request Form



This Office Alteration Works - Request Form is for use when requesting office alteration to existing fit-out works.  Please liaise with the Department of Finance before seeking approval from the delegated authority.    Please email any queries to officeaccommodation@finance.wa.gov.au.

General Information

	Agency name:
	     
	Address:
	     

	Agency contact name:
	     
	Position title:
	     

	Agency contact phone:
	     
	Email:
	     

	If over $100 K, do you have Ministerial endorsement?
	
	If no, specify reason:
	     

	Date of required completion (dd/mm/yyyy)
	     

	Reason for request
(Please discuss with the Department of Finance)
	     


Workpoint information
	Open Plan Workpoints
	Current 
	Proposed 
	Detail

	
	Number
	Number
	

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	Total
	     
	     
	


	Enclosed Workpoints
	Current 
	Proposed 
	Detail and Justification* 

	
	Number
	Number
	Area
	

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	Total
	     
	     
	
	
	


* For officers who are entitled to be accommodated in enclosed offices (based on GOA Standards), please provide their position title.  For other officers, please explain why they should be accommodated in enclosed offices.
	Special Operational Requirement Areas
	Current 
	Proposed
	Detail and Justification*

(if there are workpoints in these areas, please state how many)

	
	Area
	Number
	Area
	

	
	     
	
	
	

	
	     
	
	
	

	
	     
	
	
	

	Total
	     
	
	
	


* Refer to Government Office Accommodation Standards for information on special operational requirement areas and discuss with the Department of Finance. 
Utilisation

	Number of people
	
	Utilisation ratio - workpoint (WP) to people (P):
	

	Variation**
	     


** If there are more people than workpoints, please explain the difference.

Agency Approval

	Name of authorised person:
	     

	Position:
	     

	Signature:
	
	Date: (dd/mm/yyyy)
	____ / ____ / ____


Lease procurement (BMW Office Use Only)
	Lease Procurement Manager
	     

	Progen Lease ID
	     
	Rental rate ($/sqm)
	$      /sqm

	Lease Expiry Date
	____ / ____ / ____
	Lease Term
	      years      months


Utilisation SUMMARY (BMW Office Use Only)
	Current
	Proposed

	Total net lettable area (sqm)
	     
	Total net lettable area (sqm)
	     

	Special operational requirement area (sqm)
	     
	Special operational requirement area (sqm)
	     

	Non-office accommodation area (sqm)
	     
	Non-office accommodation area (sqm)
	     

	General office space (sqm)
	     
	General office space (sqm)
	     

	General office workpoints
	     
	General office workpoints
	     

	Other workpoints
	     
	Other workpoints
	     

	Workspace density
	     sqm/wp
	Workspace density
	     sqm/wp

	Utilisation ratio (workpoint to people)
	     :      
	Utilisation ratio (workpoint to people)
	     :      


Department of Finance Approval (BMW Office Use Only)

	Name of compliance assessor
	     
	Date: ____ / ____ / ____
	Signature 
	

	Name of Assistant Director (GOA)
	     
	Date: ____ / ____ / ____
	Signature
	

	Name of authorised BMW person
	     
	Date: ____ / ____ / ____
	Signature
	

	Position
	     

	Name of BMW Project Manager

	     
	Date: ____ / ____ / ____
	Signature
	

	Estimated Project Cost
	     
	Project ID:
	     
	


� At the completion of the project, BMW project managers are to provide the as con floor plan to: � HYPERLINK "mailto:officeaccommodation@finance.wa.gov.au" �officeaccommodation@finance.wa.gov.au�
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