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City of Denver

Move, Add, Change Request Form


INSTRUCTIONS for MAC REQUEST FORM
The MAC Request Form should be used for any of the following:
· Adding or moving people
· Adding office equipment
· Change in use of occupied space
· New employees
· Changing or adding security equipment (cameras, card readers)
· Construction

· Space planning 
When in doubt, fill it out!

1. All forms are to be submitted by your Agency Director or your agency’s Move Liaison.  
2. Fill out the yellow sections of the MAC Request form in as much detail as possible.  

a. General Information:  Include name of BMO Analyst familiar with your agency or with this request
b. Scope:  Include short description of what you’re requesting.

c. Rationale:  Why does this Move/Add/Change need to occur?
d. Move Information Section:  Fill this in with as much information as you have.  If this request is for a new hire, put “N/A” in the Existing Information sections.  If there are more than 5 people moving, please check the box and also fill out the Large Move Form.  You will be contacted for additional information.

3. Get your agency director’s or manager’s signature on the form.

4. Send a PDF of the signed form to MoveAddChange@denvergov.org
Plan Ahead!

· Allow at least two weeks for adding new employees.  This applies for all new employees, even if it’s a short-term intern or contractor 

· Allow at least two months for construction projects or large (> 5 person) moves.  
Next Steps
· Most requests will be initially denied or approved on a weekly basis; you will be contacted via phone call or email. 
· A representative from Real Estate will be your initial point of contact and will coordinate with Tech Services, BMO, Facilities, and/or Project Management as necessary. 
· Certain requests will require additional information gathering; a representative from Real Estate will contact you within one week of your request to gather more information.

· If cost estimating is needed, BMO will need to approve the initiation of cost estimating.  The MAC team will contact the BMO Analyst you specified on the form to get this approval.  
· BMO approval will be required before any expenditure is made.

· A move request triggers:
· Real Estate approval or disapproval of intended use of space.  If initially approved, then:
· Request is discussed with MAC Team (Real Estate, Facilities and Tech Services) at a weekly meeting

· If necessary, MAC Team will schedule a meeting with you or your agency representative 

· Develop preliminary scope of work

· Obtain cost estimates (if initiation of cost estimating is approved by BMO)  

· If approved, you will be given an Approval Code for your request

· You contact Tech Services for any phone or data work, using your Approval Code

· MAC Team brings in Public Works as necessary to manage project

· MAC Team develops preliminary schedule (Please note that internal staff will perform work if possible, but if an outside contractor is needed to provide special or expedited services, there may be additional costs.)
· Obtain BMO approval of estimated costs

· Complete work and occupy space!

PLEASE COMPLETE AND PRINT THE FOLLOWING FORM…
The sections you tab to will automatically increase as needed to contain all of the information you want to include.

Date:tr,
Agency-Division:         Requestor (must be an Agency Move Liaison):       Phone Number:      
Email:      
 
BMO Analyst (Name):       
 Budget Available $:      
MOVES:  # of People Moving:         Move Equipment with them (Y/N)?       Changing Agency?  FORMCHECKBOX 
   Type of New Equipment needed (if any):       
ADDS:  # of People Adding:          Phones and Jacks Available (Y/N)?        Computers and Data Jacks Available (Y/N)?         
Type of New Equipment needed?         Additional Space Needed (if any): Stations FORMCHECKBOX 
   Offices FORMCHECKBOX 
    Storage FORMCHECKBOX 
   Other  FORMCHECKBOX 
       
CHANGES:  Modify or Change Workstations  FORMCHECKBOX 
  or Modify Space   FORMCHECKBOX 
                                                                                                                                                                                            
Move Date Desired (see Timing Guidelines for necessary lead times; actual move dates will be coordinated by Tech Services) :           or Installation / Completion Date Desired:      
 
                  
Rationale and Scope of Work *Required * Briefly describe what you’re requesting AND why this move/add/change needs to occur.    
	     


Move / Add Information: Include all employee information for 1-5 people below. Moving 5+ people? Complete the Large Move Form and check the box  FORMCHECKBOX 

	Existing Bldg Address /
Floor
	Agency /

Division
	Employee

Last Name
	Employee

First Name
	Phone # (Current)
	Existing Station or Office #
	Job Title

Position
	New Bldg Address /
Floor
	New Station or Office # (if known)
	Move Keyboard

Tray ?

	     
	     
	     
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     


Approvals and Notifications:  Agency Manager or Director’s  SIGNATURE  is required to formalize your request. 
Requestor required to obtain agency director’s signature before submitting request.


Requesting Agency Director *:




                       

 Name:




Date:


 

Contact for Retention Plan (Name):      



           

* Agency Director’s signature above confirms that Agency has and is currently adhering to a File Retention Plan.

Email SIGNED PDF of completed form to: MoveAddChange@denvergov.org
Internal Use Only   Below This Line

Approval of intended use of space: Obtained by MAC team. 
Division of Real Estate Director:


                    



Name:  Jeffrey J. Steinberg

Date:




Approval to initiate project cost estimation: Signature required when costs are associated with request. 
BMO Analyst: 






                         

Name:     
                          Date:

INTERNAL USE


Approval #:			                                  





Complete all Yellow sections.
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