










11 Nov 1999

Attachment (A)

Function Analysis Design Charrette

1.  General.

a.  Methodology.  A Function Analysis Charrette will be conducted for this project.  This effort will use Value Engineering techniques to examine project functions and requirements, develop alternate design concepts, expose and plan for project issues and develop a final conceptual design.  


b.  Facilitator.  The Value Engineering firm will provide a Facilitator who is experienced in conducting Function Analysis Charrettes or similar workshops.  The Facilitator will guide the Design Team and User representatives through the charrette process.  He or she will be responsible for providing conference room facilities, documenting functional requirements, initiating discussions, creating a narrative of the progress of the charrette, providing logistical support and assembling the charrette report.  


c.  Design Team.  The entire Design Team will participate in all phases of the charrette.  They will document any meetings, phone calls or discussions held outside of the charrette on forms provided by the Facilitator.  They will generate the design documents (drawings, abbreviated basis of design and summary cost estimate) and assist the Facilitator in assembling the final report.  (Provided for information.  The Design Team effort is not a part of the VE firm’s scope of work.)


d.  Charrette Report.  Produced entirely on-site, the charrette report will summarize the project and the charrette.  It will be used by the Government to validate the scope, criteria, and cost for the project and will become the basis for the remaining project design.

2.  Procedure.

a.  Design Team Preliminary Work.  (Provided for information.  The Design Team effort is not a part of the VE firm’s scope of work.)  The Design Team will complete the following prior to the on-site workshop:


(1)  Coordinate work schedules, travel arrangements, planned meetings, report formats, on‑site logistics, required equipment, etc. with the Facilitator and other designers, as required.  Provide input to the Facilitator for development of the charrette agenda, to ensure that all involved organizations will be represented in the on-site meetings and to ensure that the meeting room facilities and logistical support will be adequate. 



(2)  Identify and obtain (from LANTDIV, activity, other sources) site data which may include:  topographic and hydrographic data, geotechnical information (nearby sites), utility drawings, fire water flow tests, environmental plans/reports, ordnance, airfield, and electromagnetic radiation hazard areas, master plans and other planning documents, base exterior architectural plans, definitive design drawings, etc. required to complete the charrette and the design.



(3)  Accurate site plan information is critical to the charrette.  If not available, the Design Team shall perform (or have performed by others) the site survey in advance of the charrette.



(4)  Conduct other fieldwork (condition evaluations, etc.), if required.  (For new construction, not usually required in advance of the charrette, but may be required for some work, such as large renovation projects.)  Significant fieldwork should not be scheduled in parallel with the charrette as it detracts from the effort.



(5)  Prepare a preliminary concept design and cost estimate summary for the project based on the scope of work identified in the programming documents and design kickoff meetings with Users.  Drawings are required to the extent necessary to support the cost estimate and to present the concept, consistent with the planned method of procurement.  Advise the LANTDIV Project Manager in advance of the charrette if there appear to be significant budget and/or scope issues.  Typically, the concept is not required to be within budget at the beginning of the charrette.  Create a draft abbreviated basis of design.  Include any special, costly or unusual features.



(6)  Prepare and practice a presentation of the initial concept.  Presentations using computer/electronic technology are encouraged.  The presentation should be geared to a non-technical audience. 


b.  VE Firm Preliminary Work.



(1) Distribute a charrette agenda to all participants at least 2 weeks in advance of the workshop.  It should be coordinated with the LANTDIV Project Manager and Lead Designer before distribution.  Typically, it should show 3 iterations of the design presented in 5 days.

(LDIV Project Manager:  Insert information concerning government participants - project sponsors, Users, LDIV PM, LDIV AIC/EIC, LDIV Planning, ROICC and LANTDIV VE.  Users should include persons responsible for facility operation and maintenance as well as those who will use the facility.  When possible, a representative of the Major Claimant or project sponsor should also be invited.(
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(2)  The VE firm shall arrange to provide an appropriate conference room convenient to the project site and/or Users for use by the Design Team and government participants during the on-site work sessions.  This room shall be large enough for meetings of 20-30 people and shall have at least 18 large (approx. 3’ X 6’) tables for the Design Team, Facilitator and government representatives use.  Additional space may also be required for plotters, printers, supplies, refreshments and sub-group meetings.  A room of at least 1500 square feet is usually required.  The conference room shall be provided with flipcharts & markers, an overhead projector and screen,  a photocopy machine (high speed, with self feeder, 20-copy sorter, reducing/enlarging capability and all supplies, including paper, for 4000 8 ½" X 11" copies and 500 11" X 17" copies),  2 telephones for local and long distance telephone calls (at least one of which can be interfaced with a modem), facsimile transmission capability (on-site) and extension cords, as required.  A room with exterior windows is preferred.  Arrange tables in the room “conference style” (U-shaped or as one, large table) for the initial charrette meeting.  It is important that power be provided to "work station" tables for use with computers, printers, etc. and that power is provided for the copier.



(3)  Coordinate with the LANTDIV Project Manager and Lead Designer with respect to responsibilities for leading discussions.  Compared to a Function Analysis Concept Development workshop, a design charrette should typically require less leadership by the Facilitator, but more by the Lead Designer.  This may vary project to project so some discussion in advance is encouraged.


c.  Charrette.  (Except as noted, following are Design Team actions.)  The Design Team and Facilitator shall accomplish the following items during the charrette.  These charrettes are typically conducted in five working days.  All should expect longer than normal workdays.


(1)  The Facilitator will kickoff the initial meeting and document User functional requirements.  The purpose of this meeting is to get answers to the following questions:  What does the user do or plan to do in this facility?  How does he/will he do it?  What facilities are currently used to perform these functions?  What does the user like and dislike about current facilities?  If applicable, for assistance in developing floor plans, create bubble diagrams showing process and material flows and user group interaction.  (If desired by the Design Team, rather than a separate function discussion, the Design Team may present the functional requirements, based on the design kickoff meeting, as part of the design presentation.)



(2)  Present the draft conceptual design and estimate. 



(3)  Document comments, questions and issues for resolution.



(4) Develop a revised or new conceptual design and cost estimate.  In parallel, take action on resolution of issues.



(5)  Present the revised or new conceptual design and cost estimate to the User representatives.  



(6)  Repeat applicable steps as necessary.  In the course of a 5-day charrette, usually 2 or 3 concepts are presented.



(7)  When not in meetings with the entire team or working on alternative concepts, conduct site investigations, research issues, confirm known environmental and operational hazard zones; and obtain other information as applicable.



(8) Assist the Facilitator in preparing and assembling 15 copies of the charrette report.  The Facilitator is responsible for writing the narrative of the progress of the charrette, documenting functional requirements and comments on the various iterations of the design and assembling the report (including providing loose leaf binders).  Much of the report contents will be provided by the Design Team.  They will provide a single copy of all documents except drawings and sketches in hard copy and digital format.  Text files are to be Word 6.0 or later.  Drawings and sketches must be no larger than 11" x 17".  Legible reductions are acceptable.  The charrette report shall provide a written narrative of the data covered in the briefings.  Dependent upon the project, contents may vary.  Typically the report includes: 




(a)  Endorsements:  Include a copy of the signature/endorsement sheet.




(b)  Final Comments/Responses.  Include final User comments and Designer responses.




(c)  Outstanding Issues:  Include a list of outstanding issues, the plan for resolution, responsible party(s) and anticipated resolution dates.




(d)  Project Description:  Include project scope, purpose, location, and other pertinent information.  Include form DD1391, if applicable.




(e)  Function Analysis:  Provide bubble diagrams, function lists, work flow/circulation diagrams as necessary to document functional requirements.




(f)  Drawings:  Include applicable drawings of the final concept as necessary to understand the concept, consistent with the planned method of procurement.




(g)  Design Provisions:  Include an abbreviated Basis of Design.  Briefly discuss facility siting and civil, architectural, structural, mechanical, fire protection, electrical, communication, and other building systems proposed for the project design.  Describe unique project needs and high cost features, e.g., pile foundations, physical security, intrusion detection systems, access control, construction in humid climates, pollution abatement, tempest, HEMP, etc.  Architectural compatibility, constructability and sustainable features should be included.




(h)  Cost:  Provide a cost estimate summary, which confirms that the project can be constructed within the available funds.




(i)  Supporting Project Documentation:  Include a charrette narrative, minutes of meetings and attendance list.



(9)  Distribute the report to various on-site user groups and charrette participants during the on-site workshop. 



(10)  After the final presentation, respond to final User comments in writing.



(11)  Assist the Facilitator in obtaining User endorsements.



(12)  Assist the Facilitator in distributing copies of the endorsements and comment/resolution sheets for insertion in the reports.


d.  Charrette Data Submission. 



(1)  Within 30 days of completion of the charrette the VE firm shall submit to the LANTDIV Project Manager a digital file copy of the charrette report in *.PDF format.  For this report, the Design Team shall provide to the Facilitator *.PDF files for all text and drawings that were provided by the Design Team for the hard copy of the report.  Scanning of documents is discouraged, as files become unnecessarily large.  Print to a *.PDF file instead using *.PDF file generator software.  
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