California Counties Facilities Services Association                          Award of Excellence

APPLICATION

Part I

Instructions for Applying
In order to apply for the 2010 Award of Excellence in Facilities Management, mail one (1) complete set of the application, including all requested attachments and the appropriate fee ($200.00 to cover trophy and processing expenses), to the California Counties Facilities Services Association, c/o Mike Urquhart, President, 5555 Overland Ave, Bldg 2, Room 220, San Diego, CA 92123.  Applications must be postmarked no later than September 30, 2010.  

To be considered for this award, applicants must be members of the California Counties Facilities Services Association (CCFSA), in good standing for three years, and have had a representative attend an association meeting at least once in the current year. 

It is recommended that the application and all enclosures be presented in a 3-ring binder with appropriate section tabs to facilitate the evaluation.  For example, the application contains 28 criteria and numerous sub categories.  It will facilitate the evaluation if the supporting documentation for your application is divided with tabs corresponding to the criteria number and alpha letter in the application.  Please do not put multiple pages in sheet protectors; except for publications that are enclosed (e.g., "how to do business" booklet).  If you are a previous awarded agency, please include a brief statement outlining differences and new achievements made during this current year application period.

The California Counties Facilities Services Association is responsible for the evaluation.  The individual submitting the application will be advised of the decision and will, upon completion of the review process, be provided with an evaluation report.  It is expected that you will receive an e-mail notification of your success by January 7, 2011.  

Questions or comments concerning the Achievement of Excellence in Facilities Management program should be addressed to:

Mike Urquhart

Chief, Facility Operations

Department of General Services

County of San Diego

(858) 694-2111
(michael.urquhart@sdcounty.ca.gov)

Send application and fee to: 

 CCFSA Award of Excellence

Attn: Mike Urquhart

County Operations Center
5555 Overland Ave

Bldg 2, Room 220
 San Diego, CA 92123
All entries must be shipped or postmarked by September 30, 2010
Name of Entity/Organization:         

​





    
         (As Printed on the Trophy)

Please provide the name, title, and address of the person who should receive notification of award. Only one original letter will be sent per application. An additional copy can be requested and will be mailed.  Applicants may choose to have the original letter sent to their governing authority or other management. (Examples may include the applicant’s Director, Chairman of the Board of Supervisors for their county, City Manager, or City Council).
Official to receive notification of the results:

	Name


	

	Title


	

	Address


	

	City/State/Zip


	


Applicant may also receive a copy of the notification of the results: 

	Name


	

	Title


	

	Address


	

	City/State/Zip


	

	Phone


	

	E-mail


	

	Website of your Agency


	


Part II

Criteria
To successfully receive the “Achievement of Excellence in Facilities Management” award, the applicant must obtain a total of at least 100 points.  Submit ONE complete set of the application and all requested enclosures.
The point value of each criterion is always 5 or 10.  All criteria are pass/fail.  That is, an applicant will receive all the points available (i.e., 5 or 10), or none, per area.  If the total points for an application add up to 100 or more, a qualified application will be successful.  Therefore, an applicant should be able to pre-determine their likelihood of success before submitting the application. The evaluation committee strongly suggests that you do not request points for criteria that cannot be verified or established. Please indicate on the Self-Scoring sheet the criteria for which you are applying.

Application Criteria

Has the applicant organization achieved, performed or practiced the following:

1. Published an “Ethics” policy statement? (5 pts)

(Enclose a copy of the ethics policy statement and evidence of publication as official policy.)  Ethics policy must be formally published or adopted by your organization and specifically address facilities management issues.  Membership in a facilities management association, which has an ethics policy, is not acceptable documentation.

2.
Published or revised a customer manual for internal use within the past 5 years? (10 pts)

Enclose the cover page and index of the manual.  Please do not submit the entire manual; but only those pages that substantiate the contents and date of publication.  Manual must be comprehensive, addressing multiple facilities activities and not limited to specific issues.

 3.  Maintained a “continuous improvement” program comprised of some or all of the following (5 - 20 pts)

a. At least two meetings annually of a formal focus group or another technique designed to enhance two-way communications with internal customers within the past fiscal year (5 pts)

Enclose the agenda, minutes/summary of meetings, and roster of focus group membership.  A focus group would be comprised of internal customers representing multiple functions/areas.  The focus group meets to discuss and provide recommendations on multiple subject issues.  As an alternative to conducting formal focus group meetings, other techniques designed to enhance two-way communications and understandings between facilities and our internal customers will be considered.  If a technique other than “focus group” is submitted, documentation shall include how this alternative method accomplishes the objective and purpose of this section.

b. 
Coordinate or participate in periodic meetings with internal departments (i.e. maintenance, electrical, information services, utilities . . .) to discus current and upcoming projects (5 pts)

Provide sample of agenda and minutes from typical meeting and additional information like how often are such meetings held.

c. 
Formal customer survey within past 3 years (5 pts)

Provide the customer survey, which surveys internal customers on multiple facilities issues.

d.
Provide evidence of a post-occupancy survey to customers that allows customer to comment and make suggestions for future projects (5 pts)

 4.  Centralized work order system and a centralized call center (5 - 20 pts)

a) Do customers/users call one number for work order requests (5 pts)

b) How are customers notified of the status of work orders (5 pts)

c) Operating a data base which maintains information on hours worked, tasks performed, summary of work performed, location of work, cost of work performed, etc. . . . (5 pts)

d) Is the work order system interactive, allowing customers to input a work request, track work requests and be notified when work is completed and/or how much time is estimated before work is completed (5 pts)

5.
Automation and use of intranet for internal customers (5 - 15 pts)


a.  User access (e.g., directly enter requisitions, make on-line status inquiries, etc.,  by the using agency) (5 pts)

b. Facility maintenance and/or related software that helps integrate maintenance activities to capture costs and improve efficiencies (5 pts)
c. Other (5pts)  For Example - Maintenance of a vendor and/or contractor list (5 pts)

6.  Utilization of Electronic Commerce, internet and intranet (5 – 20 pts)

a. Internet home page with link to Facilities Management activities (5 pts)

Enclose a copy of the internet home page for your entity. The application evaluation committee will review your web site.  Please ensure that documentation provides for a web address to reach Facilities Management activities from your entity's home page.  Highlight the link that is used to go from one web page to the next web page.

b. Intranet website describing services available to your customers (5 pts)

c. Provide building layouts in PDF format (or other) on an intranet website that allows other departments within your organization to view and use information (Information Services, electricians, management, space planners) (5 pts)

d. Other, provide internet advertising on spaces, programs and other facilities or activities open for public use with rent, fees and locations (5 pts)

7.  Preventive Maintenance Program (5 - 20 pts)

Preventive maintenance reduces operation costs and reduces emergencies. Being prepared is a key function of every facility operations. Provide documentation that supports your program and how you implement and guarantee the program is being performed.

a) Track work performed, project when work is to be performed (5 pts)

b) Details on what work is to be performed and how (5 pts)

c) Other including automated, cost tracking and work performed tracking (5 pts)

d)   Provide policy on remote computer access and other off site computer applications (5 pts)

8. Implementation of innovative cost saving measures  (10 pts)

Present measures you have taken to reduce operational costs while limiting impact on quality of service.  For example: Outsourcing vs. in house resources, restructure of contracts, organizational restructuring, vehicle utilization, etc. 

Provide documentation reflecting cost savings. 

9.  Professional Certification (5 - 25 pts)

a. Current Certified Facilities Manager (CFM).  (10 pts)

b. If more than one CFM in organization (5 pts.)

c. Other professionally recognized organization your agency is actively involved with (5 pts. for other organization i.e. AIA, BOMA, US Green Council . . .)

d. Other professional certifications held by members of organization (BOMA, AIA, USGBC) (5 pts) 

Enclose name, certification issue date, and certification expiration date and a copy of the certification.  

10.  Education (5 - 20 pts)

a. A degree from a four-year university or college earned by Facility Manager (5 pts)

Enclose name of the Facility Manager, copy of the university or college degree and graduation date

b. A degree from a four-year university or college earned by at least 50% of the Facility Management professional management staff?  (10 pts)

Enclose a listing of the total number of professional staff identified on an organization chart with names and titles of staff, the university or college degree. Include the total number of Management positions with the total number of staff with four year degrees.

c. A degree from a two-year university or college or equivalent (at minimum) has been earned by at least 50% of the Facility Management/supervisory professional management staff?  (5 pts)

Enclose a listing of the total number of management and supervisory positions with name and title of the staff, the university or college type of degree (AA, BA, BS . . .) and graduation date. The total number of professional staff includes the Facility Manager).

11.
  Established a professional “staff training” program? (5-10 pts)

The requirement is the establishment of a continuous formal or professional program for maintenance and/or supervisory staff training.  This can be demonstrated by a list delineating the training received by such staff during the past year listing the programs, schedule and future plan training for the next year. Lists should include the names and positions of the staff, a description of training, and the dates.  

a)  
Enclose the list of training provided and the future schedule or program.  Training needs to be on facilities related issues.  This is not a customer (i.e., user) training program (5pts)

b) 
Training identified by each staff member on courses taken in the last two years with a list of other training identified to help specific staff members (5 pts)

12.
  Professional staff member (10 - 20 pts):

a)  With an officer position in a national or regional association during this fiscal year and participates in at least 4 meetings which can include presentations, at large member meetings or other involvement (10 pts)

(Enclose name, organization, and position with other documentation supporting position and involvement (e.g., association brochure, program or web site screen shot)
b)  Member of the facility group has participated at a national or regional conference as a presenter or panel member related to a facility topic or issue during the last two years (10 pts)

(Enclose copy of conference program or other independent documentation.  Regional conference must be at least statewide.  A Webinar or V.I.P.S. seminar with a potential national participation is acceptable)

13.  Adoption of organization-wide policy change. (10 pts)

Provide evidence of the change and how facility maintenance group was part of this change. How did the facility group provide input, how were you heard and how are you involved in the implementation?
14.  Environmental (5 - 30 pts)

a.
Formal environmental policy including reuse, reduce and recycle provisions (5 pts)

Enclose a copy of the environmental policy.  Public work projects (e.g., air, water, etc.) and hazardous material policy (e.g. hazardous spills, ground pollution policies, etc.) do not qualify.  Requirement can include “procurement” policies (e.g. buying recycled).

b.
Publication within past 3 years of performance report on environmental related issues, procedures, awareness programs . . . (5 pts)

Enclose a copy of the environmental performance report. This report can include information about the environmental purchasing activities and results of the program, tons of paper recycled, fuel saved, reduction in green house gases, landfill diversion . . .

c. Adopt a green building program (5 pts).

d. At least one building certified by the United States Green Building Council for existing building operations (5 pts).

e. Janitorial services use United States Green Building Council approved products (5 pts).

f. Adopted water conversation measures within the last year (5 pts).

15.  Lead Agency in a cooperative agency effort related to facility maintenance or other outreach program (10 pts)

If it’s a meeting, provide copies of Agenda, brief description of program with a short paragraph on lessons learn and successes. Example should clearly show agencies involved and potential benefit. Other projects that may be considered require written description and document of agency collaboration, commitment and final product.

16.  Provide examples of Facilities Management Innovative Practices (10 – 20 pts).
Your Innovative Practices may be used on the CCFSA Website with other Good Practices to be shared with other professionals. Everyone does something that has improved their operations, reduced costs, provided cost avoidance . . . Provide written documentation that is easy to understand and follow the guidelines of PSFC “Good Practices” (10 pts for each Good Practice submitted max. 20 pts).

17.  Employee Performance Evaluations (5 - 15 pts). 

a) The organization provides employees an annual/bi-annual performance evaluation that is used for each full time employee (5 pts). Please provide a copy of the standard review.

b) The review provides a work plan for the employee, which provides clear expectations and goals for performance, and provides a mechanism for advising employees on methods of improving performance. (5 pts.) 

c) The review provides feedback on the review period’s goals and accomplishments, and provides for employee feedback, suggestions, and response. (5 pts),

18.  Self promotion (5 or 10 pts)

Do you have one or more articles published annually in your agency’s newsletter, email or other internal agency-wide publication? Provide one or two examples/copies of articles that address Facilities Maintenance and how it benefits the overall organization (5 pts each, max. 10 pts).

19.  Project Planning (5 – 25 pts)

Provide a brief description on how a project is developed from conception to completion of the project with the involvement all stakeholders. Discuss how information is collected, and how the program is developed to create the project description. Address budget/funding, environment, users perceptions, construction, completion, turn over of project to user, life cycle costs, durability, maintenance, replacements, operation costs, utilities, future needs, expansion for future needs . Who makes the final decision on what the project is and why?

a) How do you address all stakeholder’s needs and gather information to define a project (5 pts)

b) How do you participate in defining projects and how are life cycle costs considered in projects (5 pts)

c) Are your facilities commissioned to assure construction meets designs (5 pts)

d) Report to director accumulated savings over a few years from programs and projects you have implemented and are responsible for (5 pts)

e) Provide information on the process or system in place to identify facility accessibility issues, including funding source, review process and/or other way to ensure projects are accessible (5 pts).

20.  Condition Assessment Report (5 - 30 pts)

a) Have completed an assessment report on 50% of your current facility inventory within the last 4 years? (10 pts)

Does the report list type of building, use, age, square feet, estimated deferred maintenance, photographs of facilities . . . Provide a sample of a typical building assessment with a summary sheet for all facilities in report.

b) Maintain a building specification book on all major facilities (5 pts)

c) Maintain and update CAD drawings on buildings to reflect most recent changes (5 pts)

d) Provide evidence showing a develop CAD standard manual (5 pts)

e)  Provide evidence of the supporting linkage between your facility assessments and your Major Maintenance/Capital Improvement programs (5 pts).

21.  Capital Improvement Projects (5 - 15 pts)

a)  Describe your participation in your agency’s CIP program and how you are an active and productive participate in the process (5 pts)

b)  Do you have a five year improvement plan for your facilities, identifying types of projects/improvements/repairs with estimated costs (5 pts)

c)  Does your organization maintain a five year CIP (5 pts)

Provide a summary copy of five-year capital improvement project plan that lists projects, time frame, descriptions and estimated costs.

22.  Facility Master Plan (10 pts)

A study completed in the last five years that shows the potential growth needs of the organization. Plan includes current square feet and number of employees with an estimate/projection for future needs. Include estimated square feet, number of employees identified by specific group with a potential plan to show how groups might be relocated and improve operational efficiencies. 

23.   Benchmarking (5 - 15 pts)

a) Provide comparison of square foot cost with other organization or use other published information to compare your operational costs with other organizations (5 pts.)

b) Provide evidence you have participated in Benchmarking Surveys and describe how this information was used to improve your operations. Provide benchmark study with your actual compared to the average. (5 pts.)

c) Provide examples of your organizations current Performance Measurements/Metrics (5 pts).

24.  Emergency Preparedness (5 – 20 pts)

a) Is there a printed emergency response plan that includes how and what to do in case of certain emergencies (5 pts.)

b) Provide evidence of facility-wide emergency plan and provide the method available that ensures the plan can be located and accessed in 10 minutes or less (5 pts.)

c) Provide evidence and/or written policy on holding annual emergency drills and systems checks that are critical to emergency response (generator testing) based on your emergency plan; include your method of verifying compliance (5 pts)

d) Have you reviewed and updated your emergency plan in the last two years (5 pts)

Part of Facility Management is being prepared for the unexpected. How are you preparing and how are you having others understand your plan to respond. Provide information on your emergency plan, with other descriptions on how you plan to react to certain emergencies.

25.   Technology (5 pts)

a) Provide information on agency’s plan and review process and how facility maintenance is included in decisions related to technology recommendations and future requirements (5 pts)

26.  Energy Management – Document measures implemented in energy 

            management (e.g. demand reduction, photovoltaic, DDC, roof gardens, lighting retrofits, Energy Star or cool roofing etc.) (5 pts/example, max 25 pts))

27.  Construction (5 – 20 pts)

a) Provide evidence of construction management services (5 pts)

b) Provide evidence of in-house construction (5 pts)

c) Provide cost estimating and contract administration services (5 pts) 

d) Provide move, planning and office reconfiguration services (5 pts)

28.  Proactive Maintenance Safety Program – Provide evidence of the following elements of a functioning Safety Program (5-25 pts)

       a) Published Safety Policy (10 pts).

       b) Established Safety Committee that meets on a regular schedule (5 pts)

       c) Documentation of frequency and compliance with Safety training requirement (5 pts).

       d) Documentation of accident tracking and follow-up (5 pts).

SELF SCORING SHEET

	Part II – Criteria

	POINTS
	SELF-SCORE

	1. Ethics Policy
	5
	

	2. Customer Manual
	10
	

	3. Continuous Improvement program
	5 - 20
	

	4. Centralized Work Order System
	5 - 20
	

	5. Automation – Intranet 
	5 - 15
	

	6. E Commerce - Internet/Intranet 
	5 - 20
	

	7. Preventive Maintenance Program
	5 – 20
	

	8. Innovative Cost Saving Measures
	10
	

	9. Professional Certification 
	5 – 25
	

	10. Education
	5 – 20
	

	11. Staff-training Program
	5 - 10
	

	12. Professional Staff (Officer, Presenter/Panel)
	10 - 20
	

	13. Organization-wide Policy Change
	10
	

	14. Environmental 
	5 - 30
	

	15. Lead Agency/Cooperative Effort 
	10
	

	16. Innovative Practices
	10 - 20
	

	17. Employee Performance Evaluations
	5 - 15
	

	18. Self Promotion
	5 - 10
	

	19. Project Planning
	5 – 25
	

	20. Condition Assessment Report
	5 – 30
	

	21. Capital Improvement Projects
	5 - 15
	

	22. Facility Master Plan
	10
	

	23. Benchmarking
	5 - 15
	

	24. Emergency Preparedness
	5 - 20
	

	25. Technology
	5 
	

	26. Energy Management
	5 - 25
	

	27. Construction
	5 – 20
	

	28. Maintenance Safety Program
	5 - 25
	

	TOTAL POINTS ACHIEVED


	
	

	
	
	

	
	
	

	
	
	

	
	
	


Part III

Submission of Application
Application must be submitted (postmarked) by September 30, 2010.  Late applications will not be considered. Submit only one copy of the application, accompanied by all requested or required attachments. It is recommended that you keep a copy for your records.  Applications will not be returned. The application fee is $200, payable by check. 

The decision of the California Counties Facilities Services Association regarding applications is final.

By submitting this application, applicants are officially requesting consideration for the Achievement for Excellence in Facilities Management Award.

	With this application, we are officially requesting consideration for the Achievement of Excellence in Facilities Management Award.

	_________________________________

Signature
	__________________________________

Print Name                               Date

	
	


The Annual Achievement of Excellence in Facilities Management will be presented at the first quarterly Association meeting in 2008, date and location to be announced. Successful applicants will be invited to attend the meeting to personally receive the award. 
The Achievement of Excellence in Facilities Management is sponsored by the California Counties Facilities Services Association

INVOICE

PAYMENT INFORMATION

	Payment Information: Please include NPI Tax ID number: 

(  



	Signature
	Print Name                               Date


Check/purchase order/credit card charge amount = $200


Each additional trophy = $85











