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Benchmarks Iil is a continuation of IFMA's facility management benchmarking efforts. IFMA
started collecting benchmarking information in 1987 and has published three reports—Facilities
Benchmarks in 1987, Benchmarks in 1992 and its iast benchmarking publication, Benchmarks ii in
1994. in addition to collecting benchmarking metrics, IFMA has published information related to
practices in its 1996 report Facility Management Practices and collected various practices from
IFMA's Best Practices Forums held around the world.

This report provides IFMA members with benchmarks for managing facilities. These bench-
marks are reference peints, or standards, for the facility management profession. Benchmarking
relies on uniform definitions, so one can measure “apples 1o apples.” As in previous research
efforts, iIFMA continues to define key terms and cost categories. Many of the same benchmarking
metrics from the previous two reports have been used in this report to provide consistency and
trend analysis. Several new industry and regional categories have been added. To provide further
consistency, respondents were asked to submit area measurements using IFMA's ASTM standard, E-
1836-96, Standard Classification for Building Area Measurements.

With the assistance of IFMA's research committee, the research department shortened the
guestionnaire while further defining several cost categories and key indicators. The survey was
mailed to all IFMA professional members in the United States and Canada. More than 300 surveys
were returned. A total of 303 surveys were used for analysis. Every effort has been made to ensure
accuracy and provide complete data; however, IFMA and its research committee cannot assume
responsibility for errors from research of this nature.

Additional copies of this report may be purchased by contacting IFMA. In addition, the data-
base used to create this report is available to members on a fee basis. The database also may be
obtained in Microsoft® Excel and other spreadsheet formats for a fee. Those organizations which
participated in this study receive a discount on benchmark database inquiries.

IFMA thanks all respondents who completed the Benchmarks Il survey. For some, it was not an
easy task to assemble the information. Without their willingness to share their information, we
would not be able to produce this report. Thanks to the research committee members for their
assistance in developing the questionnaire and analyzing the data.

M/wof%

Shari Epstein
Associate Director of Research




WHAT IS BENCHMARKING?

"Benchmarking is the continuous process of measuring products, services, and practices against

the toughest competitors or those companies recognized as industry leaders,” according to David
T. Kearns, chief executive officer of Xerox.

Another definition says benchmarking is “the search for and implementation of best practices.
The adoption or adaptation of the best practices allows an organization to raise the performance
of its products, services, and business processes to leadership levels. It is a proactive process, rather
than a reactive one, aimed at changing operations in & structured manner to achieve superior per-
formance” {Camp, Robert C., Business Process Benchmarking: Finding and implementing Best
Practices, Milwaukee, Wis.: ASQC Quality Press, 1995). For a facility manager, this means instead of
waiting for some event or upper management decision requiring a change in facilities operation,

the facilities department that participates in benchmarking constantly looks for the best practices
it can implement.

Benchmarking can be accomplished in various ways. Some large companies use a form of inter-
nal benchmarking. For example, a manufacturer might compare the facilities operations of its
plant in Toledo to its plant in Seattle. Another form of benchmarking is functional benchmarking
in which companies in different industries compare similar processes. In 1979, Xerox started a
process called competitive benchmarking. This ongoing management process allows a company to
assess its products, services and practices in comparison with the “best-in-ciass” performers in areas
of cost, quality and reliability. The knowledge and data gathered are used to develop and imple-
ment strategies and operating plans to maintain positive performance and improve negative per-
formance. (Competitive Benchmarking: What it is and What it Can Do For You, Quality Office,
Xerox Corp., internal pubiication, Stamford, Conn.,1987)

Some authors break benchmarking into four, six, seven, eight, or 10 steps. IFMA has used the
approach illustrated by the figure on page 3 to guide its benchmarking program. The highlighted
areas show where IFMA's Benchmarks Ilf report and database may be put to use.

Two additional ingredients are necessary for successful benchmarking. First, a serious commit-
ment from top management is required. Because benchmarking requires time and dollars, the sup-
port of upper management is essential. Facility managers who have benchmarked in the past claim
that upper management has been pleased with the cutcome because the discovery of a single
process or practice used by other companies resulted in significant savings.

Second, for a successful benchmarking program, the organization and its employees must be
willing to change. New methods may need to be adopted; organizational structures may need to
be revised. After the “best-in-class” practices are identified, the organization must be ready to
implement the practices. Too often, novice benchmarkers stop the benchmarking process after
comparing their performance with others and tearning they are ahead.

Facility managers experienced in benchmarking believe it is an evolving process. Many started
with small benchmarking projects such as comparing janitorial costs and have progressed to col-
lecting more extensive data on all aspects of facility management. To learn more about applying

benchmarking to facility management, IFMA offers a how-to guide called Benchmarking for
Facility Management Workbook.,
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BENCHMARKING METHODOLOGY
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USING THIS REPORT

Benchmarking has made a measurable impact in both the private and public sectors. As more
organizations apply for the Maicolm Baldrige National Quality Award, they learn benchmarking is
one of the stated requirements and makes a difference in the scoring of the application. As orga-
nizations attempt to become more competitive in the global marketplace, there is a real need for
usable data to compare their performances with the “best-in-class” or at least industry averages.

The purpose of Benchmarks Il is to provide facility managers comparable metrics on facility perfor-
mance,

ttis important to understand the definitions and standards used and the method of calculating
various performance indicators. These definitions are found on pages 5 through 7. The ASTM area
measurement standard, E1836-96 can be obtained through IFMA and ASTM. Methodology also is
an important factor to consider when interpreting the data. More information on methedology
used to conduct this study is found in the Methodology section on page 72. It is critical to note
sample size, indicated by “N.”

The information contained in the report represents a “self-report” from IFMA members. All
information was provided voluntarily and was not checked with site visits or by any other means.
If a response appeared suspect, a call was made to verify information. When interpreting the data,
it is important to remember that every facility is different and has different accounting practices.
The benchmark data will not provide a perfect comparison of your organization to that of anoth-
er, but it should give you a good idea how your facility fits into the range of performance.

Use the percentile charts to learn how your operation ranks against other organizations. The
arrows beside some charts show the “best-in-class” direction. Using your facility’s numbers for the
performance indicator, determine whether your building is above or below the median (50th per-
centile). If your facility falls below the median, you may want to examine your costs or procedures
on that subject. However, it may fall below the median due to its facility type, region or labor mar-

ket. The data should help determine and explore areas where you can improve your facility's oper-
ation.

“Best-in-class” for facility operations is a difficult concept. For example, allocating the least
amount of space for offices may be “best-in-class” in terms of the efficient use of space, but it may
have a detrimental effect on employee morale and productivity. In this report, we have designated

a direction on the percentile charts to indicate "best-in-class,” but we have not defined a specific
level of performance as “best-in-¢lass.”

We suggest using this report as the first step in benchmarking. After you have identified areas
where your facility operations could be improved, you will need to do additional research. You
should not immediately rush to find out which company is “best in class” and copy their practices.
instead, look for a more homogeneous group in which to compare. Specialized analysis from the
Benchmarks /if database is available to find a more similar group to compare with your facility.
Informal networking with fellow IFMA chapter members is a goed way to continue exploring how
to improve facility operations. More sophisticated benchmarking would involve conducting a more
detailed analysis which delves deeper into the subject of concern. Collecting information on

staffing, process cycle times, wage rates, user satisfaction and cutsourcing practices will lead to a
better understanding of how to improve facility operations.

When asked if they have an interest in participating in future benchmarking activities, 79 per-
cent of respondents said “yes.” Some topics suggested for benchmarking include occupancy costs,
operations and maintenance, space utilization, renovation costs, energy usage, custodial services
and alternative officing. If you would like to participate in more detailed benchmarking studies or
need assistance in finding other facility managers wishing to benchmark, contact IFMA.

Whether you use this report as a starting point for a benchmarks program or as a final output,
the goal is the same: to improve facility operations.




DEFINITIONS FOR BENCHMARKS Il REPORT

Assignable Area _

The portion of usable space that can be assigned to occupant groups or functions. Assignable area
includes interior walls, building columns and projections. Assignable area excludes exterior walls,
major vertical penetrations, building core and services areas, primary and secondary circulation.

Average

Also referred to as the mean, the sum or total of all responses divided by the number of respon-
dents. '

Building Efficiency Ratio
Usable area divided by rentable area, multiplied by 100 percent.

Building Maintenance

The preventive and remedial upkeep of building components (HVAC, electrical, plumbing, eleva-
tors, carpentry, painting, etc.), excluding janitorial and grounds maintenance.

Building Core and Service Area

The floor area of a facility necessary for the facility’s operation and not available for general occu-
pancy. This includes building lobbies, mechanical rooms, electrical rooms, telephone rooms,
restrooms and custodial rooms.

Categories of Moves

Employees moved to existing workspaces — No furniture moved, no wiring or telecommunication
systems required. Files and supplies moved.

Workstation/furniture moves — Reconfiguration of existing furniture and/or furniture moved or
purchased. Minimal telecommunication reconfiguration needed.

Moves that require construction — New walls, new or additional wiring, new telecommunication
systems or other construction needed to complete the move.

Common Support Space

Space devoted to common support services. Common support space is a portion of the usable area
that is not attributed to any one occupant but provides support for several or all occupant groups.

Examples include cafeterias, vending areas, auditoriums, fitness facilities, building mailrooms and
first aid rooms.

Cost of Operation
The total costs associated with the daily operation of a facility. It includes all maintenance and
repair costs (both fixed and variable), administrative costs {clerical, time-keeping, general supervi-

sion), labor costs, janitorial, housekeeping and other cleaning costs, utility costs and indirect costs,
(i.e. all costs associated with roadways and grounds}.

Cost of Providing the Fixed Asset

Capital costs, capital leasehold improvements, taxes, insurance and depreciation charges. It does
not include lease costs, project or support costs.

Facility Management

The practice of coordinating the physical workplace with the people and work of the organiza-

tion. Facility management integrates the principles of business administration, architecture, and
the behavioral and engineering sciences,

Gross Area

The sum of the floor areas on all levels of a building that are totally enclosed within the building

envelope. Gross area includes rentable area, exterior walls, major vertical penetrations and interior
parking.




DEFINITIONS FOR BENCHMARKS Il REPORT

Leases
Net lease — Base rent plus tenant pays directly a share of real estate taxes.

Triple-net lease — Base rent plus tenant pays directly a share of real estate taxes, insurance, mainte-
nance, repair and operating expenses.

Gross lease ~ One payment in which owner has included estimated cost of operations.

Major Vertical Penetrations

Major vertical penetrations include stairs, elevator shafts, flues, pipe shafts, vertical ducts and their
enclosing walls.

Mean

See definition for average. Mean and average are used interchangeably and the interpretation is
the same. .

Median
The middle value in a range of responses is the median. One-half of all respondents will be below
this value, while one-half will have a higher value. The median also is known as the 50th per-

centile. The advantage in using the median is that it is not affected as much by extreme highs or
lows in the range of values as is the case with the mean.

Multi-Usage
. Used in this report to describe facilities with two or more primary uses, such as a single site that
encempasses headquarter offices as well as production or research facilities.

N

N is the number of cases supplying the data being described. It is important to note the size of the
sample for the value you are comparing.

Qccupancy Cost

The total cost incurred by an organization to provide space for operations, It inciudes the cost of
operations and the cost of providing the fixed asset.

Cccupant Churn Rate

Total number of office or workstation moves made in a 12-month period, divided by the average
number of employees occupying offices or workstations during the 12-month period.

Office Plans

Private offices - Enclosed by floor-to-ceiling walls.

Open plan offices - Spaces divided by movable partitions.
Bullpen style - Qpen areas with no partitions.

Percentile

Indicates dispersion of data and a specific percentile indentifies where a value lies in relation to
other values in a range of responses. The 25th percentile is the lower one-fourth point in the
range of values in the group. The 50th percentile, also referred to as the median, represents a
value of which one-half of the group falls below and one-half falls above. It is not affected by
respondents who have extreme values that may distort the average or mean.

Preventive Maintenance

Planned actions undertaken to retain an item at a specified level of performance by providing

repetitive scheduled tasks which prolong system operation and a useful life, (i.e. inspection, clean-
ing, lubrication, part replacement). {Cotts, Lee, 1992)
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Primary Circulation

The portion of a building that is a public corridor or lobby, or is required for access by all occu-
pants on a floor to stairs, elevators, toilet rooms and building entrances.

Rentable Area
Computed by measuring to the inside finished surface of the permanent outer building wall,
excluding any major vertical penetrations of the floor. The areas of columns and buitding projec-

tions are included in rentable area. Excluded from rentable area are exterior walls, major vertical
penetrations and interior parking spaces.

Rentable Square Foot or Meter (RSF or RSM)
Basis for most benchmark caiculations.

Secondary Circulation

The portion of a building required for access to some subdivision of space {(whether bounded by
walls or not) that is not defined as primary circulation.

Standard Deviation

The square root of the variance is called the standard deviation. One frequent use of the standard
deviation is in the interpretation of the percentage of scores in a distribution that are one stan-
dard deviation above the mean and one standard deviation below the mean. If the scores have a
“normal” distribution, the range between one standard deviation below the mean and one stan-
dard deviation above the mean contains 68.26 percent of the scores. Most distributions are not
perfectly normal, but in general, approximately two-thirds of the scores are in this range.

Usable Area

The floor area that can be assigned to occupant groups. Usable area includes the area of interior
walls, building columns and projections and secondary circulation. Usable area excludes exterior
walls, major vertical penetrations, primary circulation, building core and building service areas.

Vacancy Rate

The vacancy rate of a facility is the current total square footage or meters available for usage
divided by the total usable area and multiplied by 100 percent.

Workstation
Any type of space designated for occupant usage. May be open or enclosed area.
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DESCRIPTION CF FACILITIES

INDUSTRIES REPRESENTED

Industry Sectors

Manufacturing
Institutions

Services

N = 303

industry Types

Banking/Investment
Information Services
Energy Utilities
Entertainment/Media
Heaith Care
tnsurance
Professional Services
Telecommunications
TradesMetail
Transportation
Other Services
Motor Vehicles
Chemicals

Consumer Products
Computers 17%
Energy/Mining

Other Manufacturing
Education |i

Government

l services
B Manufacturing

N = 258 Institutions

When asked which of the 22 industry categories
listed best represented the major end product of work
performed at the facility, the majority responded in
the services or manufacturing category. The service
industry was expanded from five to 12 categories.
New added categories include insurance, data process-
ingfinformation services and professional services. The
largest category overall is computer/electronics/
telecommunications eguipment manufaciurers. The
second largest category is government institutions.

Listed below are the abbreviated chart labels and
their components for each industry type represented
throughout this report.

SERVICES

Banking/Investment- Consumer, Commercial,
Savings, Securities and Investment Services

Information Services~ Data Processing, Information
Services

Energy Utilities- Energy-related Utilities

Entertainment/Media- Entertainment, Media,
Broadcasting

Health Care

Insurance- Life, Casualty, Other

Professional Services- Accounting, Law, Real Estate,
Engineering, Architecture, Consulting

Telecommunications

Trades/Retail- Wholesale, Retail, Consumer Products

Transportation

Other Services

MANUFACTURING

Motor Vehicles- Aircraft, Motor Vehicles, industrial
Equipment

Chemicals- Chemicals, Pharmaceutical

Consumer Products- Food or Related

Computers- Electronics, Computer,
Telecommunications Equipment

Energy/Mining- Energy-reiated, Mining, Distribution

Other Manufacturing

INSTITUTIONS
Education
Government
Research

Other Institutions

10
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DESCRIFTION OF FACILITIES

Another method of comparison used in this report
is facility use. Eleven categories for facility use were
provided, but only eight categories were used consis-
tently. The most common responses were headquar-
ters offices and other offices. Those included in the
multi-usage category also may contain office space,
but office space does not exceed more than 50 per-
cent of the facility.

Almost half of the respondents indicated they
manage facilities with multiple buiidings. Another 43
percent manage a single building. The remainder
occupied space within a building. Those with multipie
buildings managed from two to 520 facilities; howev-
er, the median number of facilities managed is six.

FACILITY USE

Headquarters a47%
Other Offices
Multi-Usage
Factory/Plant
Research

Health Care
Computer Center

Education/Training

Other

N =303

Facility Description

Single Building

Space
Within a
Building

Muttiple Buildings

N =303

1




. DESCRIFTION OF FACILITIES

OWNERSHIP

Overall Ownership

Owned

N = 300

Banking/Investment
Infarmation Services
Energy Utilities
Entertainment/Media
Health Care
Insurance
Professional Services
Telacommunications
‘Irades/Retail
Transportation
Other Services
Motor vehicles
Chermicals

Consumer Products
Computers
Energy/Mining

Uther Manufacturing
Education
Government
Resparch

Qther institution

N =258

Leased

Combination

The majority of the facilities in this study are
owned. Almaost one quarter of the respondents lease
their facility and the remainder are a combination of
owned and leased. In this combination category, the
ratio of owned to leased facilities is 67 percent to 33
percent.

Owned vs. Leased
by Industry Type

22%

29%

B owned [lLeased Combination

12




DESCRIFTION OF FACILITIES

OWNERSHIP

Owned vs. Leased

Headquarters
QOther Offices
Multi-Usage
Factory/Plant
Research

Health Care
Computer Center
Education/Training
Other

N = 258

The age of the facility influences several factors
such as maintenance costs. More than half of the facii-
ities included in this study are 16 years or older. On
average, educational facilities are the oldest at 41
years.

by Facility Use

W owned [MfLcased Combination

Age of Facility

5-10 years

11-15 years
Less than
5 years

n ) ""; . -
More than MM% 11% S 16-20 years
30 years d

26~30 years

21-25 years

N = 303 Mean = 20.6

13




DESCRIPTION OF FACILITIES

HOURS OF OPERATION

8 hours
or less

Almost half of the facilities operate more than 16
hours a day. The facilities that are open the longest
include computer centers, health care and factories.
Those within transportation, information services and
energy utilities industries reported higher than aver-
age hours,

13-16 hours
N =303 Mean = 17

Days of Operation

5 days 6 days 7 days

N =297

Upon further examination, there were several
combinations of hours and days of operation that
were more prevalent. Facilities open 24 hours a day,
seven days a week were 40 percent of the sample.

5 days/8 hours
5 days/10 hours
5 days/12 hours

7 days/24 hours 40%

N = 297

14




DESCRIPTION OF FACILITIES

NUMBER OF OCCUPANTS

Number of Occupants
at Facility

More than 2,500

In the survey, respondents were asked to provide
not only the number of full-time employees at their
facility, but also part-time employees, contract work-
ers and tenants in their occupant count if they provide
space far these groups of workers, Educational and
research facilities along with factories had the highest
numbers of occupants.

1,001-2,500

. 100 or less

101-500

501-1,000

Mean = 1,830
Median = 900
Range = 20 to 28,950

N = 299

Facility Setting

Rural Central
Business

Other District

Urban

Suburban Area

N =302

15




DESCRIPTION OF FACIUTY

LOCATION OF FACILITY

Facilities by Region

N =303

3 (Washingten, DO)

16

Distribution of the survey was restricted to IFMA’s

North American members. Not all states and provinces
were represented.

Because costs and labor wages vary geographical-

ly, facilities are grouped into the following regions to
be used consistently throughout this report.

Canada {AB,BC,MB,ON,QU,SK)
New England (CT,MA,NJLRI)
Northeast (DE,NY,PA)
Mid-Atlantic (DC,MD,NCSC VA WY)
Southeast (AL FL,GA,TN)
Midwest {IN,KY,MI,OH,)

North Central (LAMN WD
Heartland (IL,K%, MO,NE)
South Central (AR,LA,OK,TX)
Mountain (AZ,CO,ID,NM.UT
Pacific (CA,OR,WA)




GROSS AREA

RENTABLE AREA

USABLE AREA

GROSS, RENTABLE AND USABLE BY
INDUSTRY TYPE AND FACILITY USE

SQUARE FOOTAGE PER OCCUPANT

BUILDING EFFICIENCY RATES

WORKSTATION UTILIZATION RATES

OFFICE SPACE PER WORKER

SUPPORT AREA

O -
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SIZE AND USE OF FACILITIES

GROSS AREA
Gross Area by Size of Facility

More than

1,000,000 100,000 Respondents were asked to provide total gross
or less area of their facilities using IFMA’s measurement stan-
dard, ASTM E-1836. Gross area is the sum of the fioor
area on all levels of a building that are enclosed total-
Iy within the building envelope. Gross area encom-
passes rentable area and exterior walls, major vertical
penetrations and interior parking.

500,001 to
1,000,000 £

&
i

¥ 100,001 to
200,000

Gross Area

200,001 to 500,000

N =261

Owned vs. Leased S
by Size of Facility N =261

100,000 or less
100,001 to 200,000
200,001 to 500,000

In general, leased facilities tend to be smaller
than owned facilities for gross, rentable and usable
area.

500,001 to 1,000,000
More than 1,000,000

B owned
M Leased
N = 258 Combination

18




SIZE AND USE OF FACILITIES

Rentable area is derived by measuring to the
inside finished surface of the permanent outer build-
ing wall, excluding major vertical penetrations.

Rentable Area

RENTABLE AREA
Rentable Area by Size of Facility

More than

or less

L/ o
500,001 to 14%  16%

1,000,000

i 100,001 to
200,000

200,001 to 500,000

N = 280

Owned vs. Leased
by Size of Facility

100,000 or less
100,001 to 200,000
200,001 to 500,000

500.001 to 1,000,000
More than 1,000,000

- Owned
B Leased
N =277 Combination

19
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SIZE AND USE OF FACILITIES

USABLE AREA
Usable Area by Size of Facility

100,000 or less

More than

Usabie area is computed by measuring to the
i 1,000,000

inside finished surface of the permanent outer build-
ing walls and to the finished surface of the walls sur-
rounding major vertical penetrations and building
core services areas. Usable area excludes primary circu-

100,001 to  lation (lobbies and public corridors).
200,000

500,001 to :
1,000,000

Usable Area

Z

! 200,001 to 500,000

o N = 256

Owned vs. Leased

by Size of Facility N =256

100,000 or less

100,001 to 200,000

Zli 200,001 to 500,000
500,001 to 1,000,000

1o

v More than 1,000,000

i‘

;‘ B owned
1 B teased
’. N =253 Combination
.J},
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)
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SIZE AND USE QF FACILITIES

GROSS, RENTABLE AND USABLE BY
INDUSTRY TYPE AND FACILITY USE

The tables below show the average gross, rentable and usable areas of the responding facilities. Overall, the average size
of these facilities are larger when compared to previous benchmarking reports.

SERVICES
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SIZE AND USE OF FACILITIES

SQUARE FOOTAGE PER OCCUPANT

A common measurement for comparing space uti-
lization is square footage per person. Respondents
were asked to provide occupant count, not employee
count. This metric along with several others in this
report indicates space per person is decreasing in com-
parison to similar measurements from previous years.

BEST IN CLASS.

e
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SIZE AND USE OF FACILITIES

SQUARE FOOTAGE PER OCCUPANT

The average space per occupant is smaller for those working in headgquarters and other offices. Higher averages are
reported for computer centers, educational and research facilities.
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T SIZE'AND USE OF FACILITIES

BUILDING EFFICIENCY RATES

| One way of evaluating facilities is to compare the
: : ratio of usable space to rentable space. This metric is
known as the building efficiency rate. A higher rate
indicates less space is used for primary circulation and
building core and services areas such as buiiding lob-
bies, restrooms, mechanical, electrical and communica-
tion rooms. When comparing leased and owned facili-
ties, leased buildings have a higher building efficiency
rate (B85%) than owned buildings (80%).
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SIZE AND USE OF FACILITIES

WORKSTATION UTILIZATION RATES

Workstation utilization is the ratio of worksta-
tions used to workstations available for use. For the
purposes of this study, a workstation is defined as
either private, open plan or bullpen and any other
workstations such as lobby or security stations. The
results show half the sample has a workstation utiliza-
tion rate of 95 percent or above. This measurement
shows many facilities are at full capacity for seating.

MANUFACTUR

INSTITUTIONS

N =239




in space planning, how much space to aliocate for
offices is a major concern. The following charts show
office worker space by percentiles and facility use. On
average, manufacturers allow more office space per
person.

N = 262

a Office Worker Space
r; by Industry Type

297
:‘1 248 Square Feet

Square Feet

Services Manufacturing Institutions

N =104 N=103 N=55
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SIZE AND USE OF FACILITIES

A common question that arises when designing
space is how much space to allow for support area.
The charts below provide ratios for conference, cafe-
teria and storage space. The average amount of con-
ference space per occupant is 15 feet, As a percentage
of usable space, the average is 14 percent.

SF/Ocey

|- Cafeteria |

27
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Section 3:

OFFICE SPACE PLANNING

VACANCY RATES
SPACE ALLOCATION POLICIES
OFFICE TYPE AND SIZE

| BENCHMARKS Il
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OFFCE SPACE PLANNING

VACANCY RATES

Space Allocation Policies

Consistent
Written Standards

Written Standards
with Exceptions

No Written Std. but
Consistent Practice

Situational

N =297

N =239

9%

31%

32%

28%

By taking the total amount of unoccupied space
as a proportion of total space, vacancy rate can be
determined. Like workstation utilization, this indicates
how well space is managed. The average vacancy rate
for this sample is 4 percent. A quarter of the sample
has a 0 percent vacancy rate.

More than 60 percent of the organizations report
that they use formal written standards for allocating
space, but only half of this group uses them consis-
tently. Another 28 percent does not maintain written
standard but is consistent in applying standards.
Further analysis shows larger facilities are more likely
1o use written standards.
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OFFICE SPACE PLANNING

The ratio of open plan to private offices is consis-
tent with previous studies. Bullpen seating, or open
areas with no partitions, is declining,

Since our 1994 report, a few more upper, senior
and middle management offices have become open
plan, but the majority remain private offices. For tech-
rical, professional and clerical workers, open plan is
pbecorning more prevalent,

OFFICE TYPE AND SIZE
Office Type

Private

Bullpen

Open Plan

N = 289

Office Type by Worker

Upper Management 5%
Senior Management
Middle Management
Senior Prof.
Prof.ffech.

Senior Clerical

General Clerical

Private
B Open
Bullpen

N =303
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OFFICE SPACE PLANNING

OFFICE TYPE AND SIZE

Office Size

280

In addition to moving from private to open plan
seating, upper, senior and middle management space
standards are decreasing slightly.

square feet
142

Upper Senior WMiddle Senior Prof. Senior General
Mgmt. Mgmt. Mgmt. Prof, Tech. Clericai Clerical

N = 265

e o gy
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Section 4:
RELOCATION AND CHURN

ORGANIZATIONAL MOVES
COST OF MOVES
CHURN RATE

BENCHMARKS 1]
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RECOCATION AND CHURN

ORGANIZATIONAL MOVES

Relocated

Moves are becoming more of a norm than an
6% exception. This section focuses on relocations within
the facility, for the cost of these moves often are
included in the facility management budget. In this
sample, six percent of the respondents indicate they
moved entirely to a new building or different loca-
tion. The remainder, which will be examined more
closely, moved individuals within the existing facilities.

i No Move
1 N = 251

Number of Moves

694

There are several reasons for moves. They include
reorganization, normal business growth, downsizing
and efforts to improve organizational effectiveness.

Mean Median
N = 193 For comparison purposes, moves have been divid-
- ed into the following three categories:
Number of Moves by Type
Existing {Box) - No furniture moved, no wiring or
317

tefecommunication system required. Files and suppiies
moved.

Furniture - Reconfiguration of existing furniture
and/or furniture moved or purchased. Minimal
telecommunication reconfiguration needed.

Construction - New walls, new or additional wiring,

new telecommunication systems or other construction
needed to complete the move.

B viedian

Existing Furniture Construction

N=130 N=155 N=1386
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RELOCATION AND CHURM

Like most other facility management costs in this
report, the cost of moves has increased since the last
report. In addition to showing the mean and median
cost of each type of move, the overall average cost
per move is provided.

COST OF MOVES

Cost of Moves by Type

5

129 3110

Existing

N =124

i
Furniture

N = 150

Construction

N =129

Per Move

N =147

[MSTITUTIONS
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RELOCATION AND CHURN

CHURN RATE

To determine churn rate, respondents were asked
to divide the total number of moves made in a 12-
month period by the total number of occupants and
multiply by 100. Since the number of moves is up sig-

nificantly, it is not surprising that churn rates have also
increased.
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Area Churn Rate

For non-office facilities, another way of compar-
ing moves is to use an area churn rate. To derive this
measurement, rentable area affected by moves is
divided by total rentable area and multiplied by 100.

SERVICES
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Section 5
MAINTENANCE, JANITORIAL AND INDIRECT COSTS

MAINTENANCE COSTS
BY AGE OF FACILITY
AS A PERCENTAGE OF REPLACEMENT COST
REPAIR VS. PREVENTIVE MAINTENANCE
OUTSOURCING OF MAINTENANCE FUNCTION
JANITORIAL COSTS
INDIRECT COSTS

BENCHMARKS Il
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MA[NTENANCE, JANITORIAL AND INDIRECT COSTS

MAINTENANCE COSTS

Maintenance is the preventive and remedial
upkeep and repair of a building and its components
(HVAC, electrical, plumbing, elevators, carpentry and
painting). Cost includes service contracts, direct labor
and worker tools. To allow further comparison, main-
tenance costs are categorized by industry, facility use,
geographical region and age of facility. As anticipat-
ed, geographical location and building age directly
affect the cost of maintenance.

BEST IN CLASS

Xi N =267

SERVICES
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MAINTENANCE, JANITORIAL AND lNDlRECT COSTS

MAINTENANCE COSTS

Maintenance Cost by
Age of Facility

—
T

N = 267

Maintenance Cost as a
Percentage of Replacement Cost

The Building Research Board of the National
Research Council published a 1990 report in which
they recommended an appropriate budget for routine
maintenance of a facility should fall within a range of
two to four percent of current replacement value.
When the same measurement is applied to the
respondents for this study, more than 75 percent of

the sample was out of range, the majority under two
percent.
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MATNTENANCE, JANITORIAL AND INDIRECT COSTS

MAINTENANCE COSTS

Maintenance activities can be placed into several categories inctuding preventive, repair, deferred and corrective mainte-
nance. 7o simplify the completion of the survey, respondents were asked to provide only preventive and repair maintenance
costs. In most cases, doliars spent on repair maintenance exceeded those spent on preventive maintenance.

Repair Maintenance Preventive Maintenance

b

e LT

,L N =210
Repair vs. Preventive Repair vs. Preventive
Maintenance Maintenance by Facility Age
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MAINTENANCE, JANITORIAL AND INDIRECT COSTS

To gain a better understanding of the mainte-
nance function, respondents were asked how they
handle the staffing relative to outsourcing. The fol-
lowing categories were provided:

Outsource - Hire a full-service, single source vendor
to provide many services bundled together

Out-task - Hire individual, specialized vendors to pro-
vide one or more functions

In-house - All services are provided internally

Facilities that outsource this function generally
paid less for maintenance than those that out-task or
provide maintenance internally.

MAINTENANCE COSTS

Outsourcing of
Maintenance Function

Out-task

Outsource

In-house

N = 247

Outsourcing of Maintenance
Function by Industry Type

Services
Manufacturing

Institutions

B out-task
M Outsource
in-house

N = 247
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MAIN.TENANCE, JANITORIAL AND INDIRECT COSTS

JANITORIAL COSTS

; Janitorial costs are associated with cleaning
offices, other work areas, restrooms and common sup-
port spaces. These costs include wages, benefits, staff
suppart, supervision, administration, supplies and non-
capital equipment (e.g., brooms, floor polishers), as
well as costs associated with contract service pro-
viders. lanitorial costs vary among different types of
facilities and geographic regions,

BEST IN CLASS.

MANUFACTURING
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MAINTENANCE, JANITORIAL AND INDIRECT COSTS

INDIRECT COSTS

Indirect costs are associated with maintaining
roads, walkways, grounds, landscaping, parking lots
and garages. Respondents were asked to include costs
for service contracts, expenses and employee compen-
sation associated with landscaping, paving, patching,
line-painting, snow removal and de-icing, and exterior
lighting. To make the measurement more meaningful,
indirect costs are divided by the number of developed
acres instead of rentable square footage. The median
cost per developed acre is $2,541, and the average is
$3,605, Headquarter and health care facilities have
some of the highest indirect costs, :

SERVICES
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Section 6:

UTILITY COSTS AND USAGE
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UTILITY COST
UTILITY USAGE
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@ UTTY COSTS AND USAGE

| UTILITY COSTS

Utility costs comprise a large part of a facility's
operating costs, as much as 40 percent. The average
utility cost is $2.51 per square foot.

_-BEST IN CLASS .

N=273

SERVICES
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UTILITY COSTS AND USAGE

UTILITY COSTS

To better gauge what is spent on various utilities, respondents were asked to divide their utility costs into seven cate-
gories. These include fuel oil, gas, electricity, central steam, central cooling, water and sewage. Most of the respondents could

provide costs for gas, electricity and water but not all could for fuel oil, central steam and central cooling. More than 50 per-
cent of the sample included sewage cost with water cost.

__BEST.IN.CLASS
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UTILITY COSTS AND USAGE

UTILITY COSTS

When comparing electricity costs amaong regions, there are some major differences. The Northeast and Pacific regions
reported some of the highest electrical costs.
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UTILITY COSTS AND USAGE

UTILITY USAGE

| Electricity usage was provided in kilowatt hours divided by gross square feet. When tracked by facility usage, research and
§ computer centers are the heaviest users of efectricity.

: Electricity Usage Electricity Usage by Facility

BEST IN CLASS

Gas usage was provided as cubic feet per gross square feet. One MCF is equal to 10 therms,

Gas Usage Gas Usage by Facility

N=129

AQ




o R it S T LT L A L S T T S R AT

on

i
|
|



Section 7:

ENVIRONMENTAL AND LIFE-SAFETY COSTS

ENVIRONMENTAL COSTS
LIFE-SAFETY COSTS

BENCHMARKS Il
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_BEST IN CLASS

N =225

Environmental costs are associated with providing
satisfactory levels of air and water quality and waste
removal, as well as ensuring regulatory compliance
with federal, state/provincial and municipal laws.
Environmental costs also include consulting fees, mon-
itoring and waste removal, A few arganizations did
not incur environmental costs, but instead generated
funds through recycling.

When broken down by industry, those within the
manufacturing sector incur some of the highest envi-
ronmental costs. Respondents managing research
facilities alsc experience high environmental costs. The
higher costs are due 1o the higher incidence of moni-
toring and hazardous waste removal expenses.
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ENVIRONMENTAL AND LIFE SAFETY COSTS

from recycled materials.

ENVIRONMENTAL COSTS

Despite falling prices for recycled commodities, more than 25 percent of the sample generated revenue
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: ENVI.hONMENTAL AND LIFE SAFETY COSTS

LIFE-SAFETY COSTS

N =193

SERVICES

"]
=
=
=
=
u
=
M
=
=
-
=

TITUTIONS

54

Life-safety costs are those associated with compli-
ance to building regulations required by federal
(OSHA), state/provindial and municipal laws to main-
tain and operate the facility. These include safety
equipment, fire and egress requirements such as sig-
nage, exit doors and building alarms/ strobes, mandat-
ed training, nurses, doctors and emergency medical
technician crews. The average life-safety cost is $0.25
per rentable square foot; the median is $0.11. As
anticipated, factories and research facilities experience
some of the highest life-safety costs. Facilities within
the research and computer industry sectors exhibit
higher than average life-safety costs.




Section &:

SUPPORT AND PROJECT COSTS

SECURITY COSTS

PROJECT COSTS
NUMBER OF PROJECTS
CAPITAL VS. EXPENSED PROJECTS
EXPENSED PROJECT COSTS
DOLLAR VALUE FOR CAPITALIZATION
TYPE OF CONSTRUCTION

SPACE PLANNING COSTS

EMPLOYEE AMENITIES COSTS

BENCHMARKS Il
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SUPPORT AND PROJECT COSTS

SECURITY COSTS

N =243
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Security costs are the only costs that have experi-
enced a slight decrease since the Benchmarks il report.
Security costs incfude direct labor and contract ser-
vices. Manufacturers are more likely to experience
higher security costs.




SUPPORT AND PROSECT COSTS

PROJECT COSTS

Project costs are (Jeasehoid) improvements or the recanfiguration of ex'rstihg space to meet new needs or requirements.
Some project costs may be considered capital expenditures. iImprovements and reconfigurations can be initiated by the facility
management group or by other operating units within the organization. They can be budgeted in advance or in response to

some unforeseen condition or circumstances. Respondents were instructed to include expensed project costs associated with
relocation costs with cost of moves, detailed on page 35.

Number of Projects

In addition to keeping their facilities operating,

1-5
facility managers oversee numerous projects. The
median number of projects managed in a 12-month 6-10
period is 18. Half of the respondents manage more
than 15 projects per year. 1m-15

16 - 20

21-25

More than 25 37%

Median = 18

Capital vs. Expensed Projects

Capitalized Expensed

Of these projects, 44 percent are capitalized and
the remainder are expensed.

N=229
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SUPPORT AND PROJECT COSTS

PROJECT COSTS

Expensed Project Costs
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N = 184

Expensed Project Costs
by Industry Type

Manufacturing

Services

Institutions
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SUPPORT AND PROJECT COSTS

When asked at what dollar value do projects
become capital expenditures, the median response
was $2,000.

$500 or less

To further define the types of projects undertak-
en, respondents were asked to categorize their pro-
fects into three categories based upon cost. These cat-
egories include routine changes, workplace enhance-
ments and major construction,

$501 - $1,000

PROJECT COSTS

Dollar Value for Capitalization

$1,001 - $2,000

z  $2,001 - $5,000

More than $5,000

Mean = $5,375
Median = $2,000

N =207

Type of Construction

Workplace .
Enhancements Major
{$1,000-$50,000) .. Construction
(over $50,000)

Routine Changes
{up to 51,000)

N =232
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.+ SUPPORT AND PROJECT COSTS

SPACE PLANNING COSTS
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The following are included in space planning
costs: facility planning, furniture management, retoca-
tion support, CAD/CAFM as well as labor and service
contracts. With higher churn rates, it s no surprise to
see higher space planning costs, Those managing pro-
fessional offices, such as accounting, management
consulting and law firms, experienced the highest
costs for space planning.

N = 189
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SUPPORT AND PROJECT COSTS

EMPLOYEE AMENITIES COSTS

Many organizations provide employee amenities
such as cafeterias, outside eating areas, fitness centers,
lounges, libraries, fleet service and parking. in many
cases, facility management is responsible for these
amenities. Not many of the respondents could provide
information for each of these amenities, so the costs
listed below have been combined into one cost for
employee amenities.

SERVICES

MANUFACTURING
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Section 9:

FINANCIAL INDICATORS

REPLACEMENT VALUE OF FACILITY
LEASE TYPE AND COST

- COST OF OPERATIONS
COST OF PROVIDING THE FIXED ASSET
OCCUPANCY COST
FINANCIAL RATIOS
TOTAL ANNUAL FACILITY COSTS

BENCHMARKS Il
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FINANCIAL INDICATORS

REPLACEMENT VALUE OF FACILITY

The average current replacement value for owned
facilities is $133.58 per rentable square foot. The
median cost is $119.72,

N = 149
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FINANCIAL INDICATORS

LEASE TYPE AND COST
Lease Type

Gross Lease

As mentioned on page 12, 23 percent of the
respondents lease their facilities. Of those who lease,
70 percent use a triple-net lease. Another 17 percent
pay rent through a gross lease. The remainder use
either a net lease or some other type. To determine
which costs are covered in these three types of leases,
please refer to the definitions section on pages 5-7.

Net Lease

Other

Triple Net Lease

By region, lease costs are the highest in the New
England, Midwest and Mid-Atlantic states. These
regions are primarily comprised of respondents in
Boston, Chicago and Washington, DC, and surround-
ing areas.

When compared to the previous Benchmark ! report,

triple-net lease costs have decreased on average by 25
percent.

_BEST IN CLASS -
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FINANCIAL INDICATORS
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COST OF OPERATIONS

_BEST IN CLASS .
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Four cost categories—maintenance, janitorial, indi-
rect and utility—when added together result in a facil-
ity’s cost of operations, (i.e., the costs associated with
a facility’s daily operation). Cost of operations is a
common measurement for comparing facilities. The
cost of operations shown in the charts below may not
necessarily equal the cost of the four components list-
ed earlier since each number is based upon an individ-
ual average.




HNANCIAL INDICATCRS

COST OF PROVIDING THE FIXED ASSET

Facility managers often find it difficult to derive
the cost of providing the fixed asset. This cost is the
sum of all annual business capital costs and charges
not directly related to the facdility's operation. 1t
includes leasehold improvement amortization, asset
write-off/disposal, taxes on building and contents (not
product), insurance {firefextended coverage), furni-
ture/equipment depreciation charges, interest expense
for lease or interest expense on purchase of building
assets, but not the actual purchased capital asset value
{capitalization). Government facilities have iower
costs, for many are self-insured and do not pay taxes.

IN CLASS ..

H o

_BES.

[




R e L R L S p——

- ¥

FINANCIAL INDICATORS

OCCUPANCY COST

Occupancy cost is the total cost incurred by an
organization to provide space for operations. it
includes the cost of operations plus the cost of provid-
ing the fixed asset. This cost is broken down by
rentable area and cost per occupant. The occupancy
cost per rentable square foot averages $12.66; the
median is $10.82. When broken down by the number
of occupants, the average occupancy cost is $4,655 per
occupant and the median is $3,916 per occupant.

. BEST-IN CLASS .
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FINANCIAL INDICATORS

FINANCIAL RATIOS

The facility operating budget ratio is the total facilities budget as a percentage of the organization’s total budget. The
median is 5.2 percent; the average is 8.5 percent. There is a wide range of responses for this percentage because some partici-
pants compared one facility to the organization’s entire budget while others were comparing an entire portfolic of facilities to
the organization's budget.

Facility Operating Facility Operating Budget
Budget Ratio Against Facility Assets Ratio

r

57 IN CLASS .

. BEST IN ELASS ...

Total Annual Facility
Cost to Sales Ratio

A new ratio added to this report compares the
iacility's total annual costs to sales or revenue of the
organization.

i

_BEST IN CLASS
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¢ FINARCIAL INDICATORS

TOTAL ANNUAL FACILITY COSTS ,

All of the costs outlined in this report are includ-
ed in the total annual facility cost. These include occu-
pancy costs, lease costs, support costs, environmental
costs and life-safety costs. Below, total annual facility
costs are listed by rentable square footage, occupant
and workstation. Once again, government facilities
operate at a lower cost which is partially due to their
reduced costs of providing the fixed asset.
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METHODOLOGY

The Benchmarks Ill questionnaire was developed over a four-month period. Members of IFMA's research
committee examined questions used in previous surveys and determined which questions to repeat. Along
with IFMA staff, the committee examined the definitions and cost categories used in previous surveys and
worked to clarify many terms. To help respondents calculate space, a diagram of IFMA/ASTM space measure-
ment standard and space measurement worksheet was added. The final questionnaire was 20 pages, which

included a three-page glossary. This survey was substantially shorter than the previous survey administered in
1993,

The survey was mailed in May 1996 to IFMA's 8,465 North American Professional members. A postage
paid envelope accompanied the survey. Respondents were asked to provide information on their facilities for
a 12-month period. Approximately 290 surveys were returned during the summer and fall 1996. A letter was
sent to previous participants to encourage a larger response in December 1996. By February 1997, 346 surveys
had arrived. A total of 303 surveys were deemed usable for tabulation purposes. A completion rate of 60 per-
cent was considered usable.

The data was analyzed using SP5S/PC+™ software. Extreme high and low values were omitted from data
analysis to prevent the data from being skewed. Responses were subjected to 100 percent verification, mean-
ing each data point was entered twice 1o ensure accuracy. Additional calculations were made if information
was provided. For example, cost per rentable area was calculated if the respondent provided both the cost
and square footage. If data was out of range, the respondent was called to determine how the information
was derived. In many cases, new calculations were performed and the information was subsequently entered.
Canadian cost data was converted to U.S. currency by multiplying cost by a factor of .75,

Procedures used for analysis include univariate procedures such as frequencies, cross tabulations, mean
comparisons and descriptives. This report contains the results of those analyses deemed to be of most interest

to IFMA members. Benchmarks Jif is a self-report survey. All data including respondent identification was vol-
untary.
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‘CORPORATE SUSTAINING MEMBERS...

Support IFMA Research

ABM Industries, Inc.

AEC Data Systems Inc.

ARCHIBUS Inc.

AS| Sign Systems In¢,

Aguirre Corp.

Alisteel Inc,

American Seating

AMTECH Lighting Services

Anadac inc.

Aperture Technologies inc.

Arcadia Chair Co.

Archer Management Services

Armstrong World Industries

Associated CAD Services Inc.

Atlas Carpet Mills Inc.

Autodesk In¢.

Axiom Real Estate Management Inc.

BASF Corp.

Beaulieu Commercial

Bentley Mills lnc.

Bigelow Commercial Carpet

Bodybilt Seating Inc.

Boise Cascade Office Products

Borg-Warner Services

Brejtfus Enterprises, Inc.

Brown & Root Inc.

Clestra Hauserman

Collins & Aikman Floorcoverings
Corp.

CORPORATE CARE

Cort Furniture Rental

DAR/RAN Furniture Industries

Dauphin North America

Deloitte & Touche LLP - Fantus
Consulting

DesCry L.L.C.

The Dow Chemical Co.

Drawbase Software

DuPont Fibers

Dynasound, Inc.

EMCOR Facilities Services Inc.

Egan Visual Inc.

Enershop Inc.

FIBER-SEAL Services International Inc.

Furniture Source

Facility Information Systems Inc.
Filterfresh Corp.

Fixtures Furniture

Flavia Beverage Systems

Fluor Daniel inc.

GF Office Furniture Ltd.

ISEN 1-883176-24-7

Gage Babcock & Associates
Garcy/SLP

Gensler

Girsberger Office Seating

The Global Group

Globe Furniture Rentals
Graebel Movers Inc,
Guardsmark Inc.

HAG Inc.

HNTB Corp.

Hamilton Sorter Co. Ing,

The Harbinger Company
Haskell of Pittsburgh Inc.
Haworth Inc,

Heery International inc.
Hellmuth, Obata & Kassabaum Inc.
Hergo Ergonomic Support Systems
Herman Miller inc,

High Point Furniture Industries inc.
Howe Furniture Corp.

IKON Management Services
I55 International Service Systems Inc.
Innerface Architectural Signage
Innovative Tech Systems inc.
Integrated Furniture Sclutions
interface Americas

interface Flooring Systems
Intergraph Corp.

Invincible Office Furniture

J & j Commercial

JOFCO Inc.

Johnson Controls inc,
Johnsonite

Keilhauer Industries Ltd.
Kimball International Iinc.

The Knoll Group

Koroseal Wallcovering

Kl

Landscape Forms Inc.

Lees

Lowe's Carpet Corp.

The LZA Group Inc.

Maharam

Mannington Commercial
Mastand Carpets inc.

Meridian Inc.

Metier

Millicare/Milliken

Mohawk Commercial Carpet
NIPSCO Energy Services inc,
Neutral Design

Neutral Posture Ergonomics inc.

Nevers Industries inc. -

Nucraft Furniture Co.

OFS/Office Furniture by STYLINE

Office Moving Systems

Office Spedialty

Open Plan Systems

Paoli Inc.

Patcraft Commaercial Division of
Queen Carpet Corp.

Pinkerton Security & investigation

Pitney Bowes Management Services

Prince Street

Prism Computer Corp.

Re:Source Americas

R. 5. Means Co. Inc.

Racine industries

Rolf Jensen & Associates inc.

Rosemount Inc.

Rosenbaum Fine Art Corp.

Ruys & Company

Shaw Contract Group

SIS human factor technologies

SMED Manufacturing Inc.

SSOE Inc.

Shaw Contract Group

Spacesaver Corp.

Spot Cooling Systems Inc.

Steelcase Inc,

Sto Finish Systems Division

Stuart-Dean Co. Inc.

Stylex

Superior Chair

Sylvania Lighting Services Corp.
System 2/90 Inc. '
TAB Products Co.

Tate Access Floors inc.

Teknion Furniture Systems inc.
Teknion Inc.

Tiffany Industries

Transwall Corp.

Trendway Corp.

TruGreen - Chemlawn

Unicco Service Co.

Versteel

W. A. Charnstrom Co.

Wiss, Janney, Elstner Associates Inc.
Workplace Systems Inc.

Wright Line Inc.




