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Needs Analysis: 
Develop needs criteria; 
location, size, layout, 

economics 

Research Market: 
Computer database, 
internal data library, 

survey calls, floor plans 

Present Alternatives: 
Present client with all 
qualifying alternatives, 

narrow selection 

Analysis: 
Present financial analysis 

of proposals to client 

Proposals: 
Prepare and present 
detailed request for 

proposals to qualifying 
alternatives 

Tour Properties: 
Inspect selected properties, 

narrow selection 

Select Finalist(s): 
Determine preferred building,  
maintain back-up alternative 

Lease Document: 
Review lease document 

for terms, problems, 
changes 

Architectural: 
Develop space plan(s) to 
determine functionality 
in preferred building(s) 

Relocation Assistance: 
Obtain bids for movers, 

telephone systems, 
furniture, printing, etc. 

Final Negotiations: 
Final negotiations on 

terms, lease document, 
construction pricing 

Construction Pricing: 
Pricing plans to 
contractor(s). 

“Value Engineering” 

 
Analyze bids, select 
vendors, coordinate 

deliveries and procedures 

    
Execute Lease Execute Lease Execute Lease Execute Lease 
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Construction: 
Monitor permitting and 

construction process 

    
Move IntoMove IntoMove IntoMove Into    
New SpaceNew SpaceNew SpaceNew Space    


