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STEP BY STEP GUIDANCE FOR UPDATING THE IA MAINTENANCE PLAN
16 September 2008
BACKGROUND
Defence Support Group
1. Stage 1 Manipulating IA Data in the Desktop Review
a. There are three key steps involved in manipulating IA data in the Desktop Review: 
· Shift unapproved works +1 year

· Data clean up

· Workload balancing
b. These activities should already be completed in the review of the desktop   IA data. See IM for detailed instructions: “Data Manipulation in Desktop IA”.

2. Stage 2 National Funding Advice and Regional Themes

a. Review National and Regional Advice

(1)
 National Advice
· Advice on funding priorities given expected program funding budget

· Prioritise effort towards funding priorities

· Funding categories

Table 1: Matrix of Priority and Contribution Factors
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· Highlighted areas: group and bid works
· Non-highlighted areas: bid works only when assessed risk justifies proceeding
· If a work is not in the IA Maintenance Plan don’t bother
· Further national office advice is for example:
· No multi-year bids submitted for the 08/09 program;
· No regional bids, base bids only;
· Works are to be grouped into projects, such that the risk assessment in the CSIR can be equally applied to all works therein;
· Airfield pavement and lighting works & National Contamination Works
· Nationally delivered
· Included in the 5 year data, but bid nationally
(2) 
Regional Advice

· REDM to advise potential themes 

· Determine coverage for each IA Maintenance Plan

· Regional Estate Development Manager to advise
· Regional Priorities
· Environmental Works ,weeds, feral species, water, fire etc
· Infrastructure, Cyclone, Security, LIA, Other
· Base aggregation for each IA Maintenance Plan
· Large and important bases – one plan per base
· Smaller bases – may consider grouping for common capability, customer into one IA Maintenance Plan
· Planning officer to assess and incorporate National Advice & Themes in Yr 1 Bid Strategy as needed
3. 
Stage 3 – Update Previous IA Maintenance Plan 
Steps to Updating the Plan
a) Take previous IA Maintenance Plan (or download template from IM for new plan) and save as your updated Base plan (refer figure 1)

b) Validate IA Data

c) Authorisation & Introduction

· Multiple level signoff

· Summary of source IA activity

· Summary of key occupants and their outputs

d) Strategic Impacts

· Extract data from DEMS Module To Excel

· Use Strategic Impacts Report

· Create Pivot table

· Copy table to document

· Does this data look right?

e) CF & Maintenance Standards

· Process as for Strategic Impacts

· Use Maintenance Standards report in DEMS IA module

f) 5 yr funding by Priority, Trade, CF

· Process as for Strategic Impacts

· Use Work requests report in DEMS IA module

· 3 views of the same data – by WR Priority, Trade Type, CF

g) Planning Assumptions

· National Advice & Regional Themes etc

· Reasons for grouping of works

· Workload balancing assumptions (sequencing, availability of structures…)

h) Delivery Strategy 

· Use Excel WR IA data to develop Yr1 CSIR Proposed Projects

· Use Excel – Data- Filter – AutoFilter function to review WR 

· Add CSIR Project Names to selected WRs

· Run Pivot on expanded WR data table – to show CSIR Projects, $ and Yr

· Identify Constraints in delivery of the works

· Complete Resources table – DSG, Contractor, CMC, Project Consultant etc

i) Attachments – attach schedule of all WR covered by proposed CSIRs

Step a) Previous IA Maintenance Plan 

[image: image1.png]& 1.10a_5year_ja_maintenance_plan_template. doc (Read-Only) - Microsoft Word G

P ER Yow Iwet Fomdk ook Tale Window bob
DEES SR TR 4 aB S Co 8RR S @ uell

A e e A

Type aquestion for help 1+ | X

Header + Cent - Times NewRoman = 10 < | B U |

Defence Support Group

bl

The- CSTR Maimtenance-is usedto-detail-Matienance projects - Projects where-the need s based
o achange 1o capabiliyy are:to be detailed using the: CSTRFACOPS template. - Guidance in
italics car bevemoved fromthe fal-docurent =

bl
Awhorisation|

As DSG is vesponsiblefor delivering estate maintanance, the Base Maintenance Plan s
authorised- by DSG o behalf of base occupants, - This planis 1o be-authorised by the-author, the
‘Base-Sevice: Manager-andthe Regional Planning Manager %

Authore

Namea
DSGPositions
ContactNurbers
Dates

Signature]

Base-ServiceManagers

Names
DSGPositions
ContactNumbers

Dates
Signature]

Regional Planning Managers

Names
DSGPositions
ContactNumbers

Dates

16 At 24m Ln1 Col 1 REC TRK EXT O D

[ [i2) =) =] o la





· DEMS Property Names
· Use DEMS Property name in plan title, where applicable (i.e. plan covers one DEMS property).

· Use DEMS Property names when indicating which sites are included in this plan.

· Update Introduction

· Update information about properties, units and functions applicable to the plan.

Step b) Validate IA Data

· See detailed guidance on IM (as referred in Stage 1 of this guidance)
· See IM for detailed instructions:

· “Data Manipulation in Desktop IA”

· National Program Advice and Regional Themes

· Minute to RMs from EFPO
· Works likely to be approved

· Bidding rules

· Funding categories (Demolition, Asbestos etc)

Step c) Authorisation

· Authorisation
· Author
· Base Service Manager
· Customer Consultation – keep them in the loop, manage expectations
· Regional Estate Development Manager
· Introduction
· Background
· IAs conducted, when, who attended, when reviewed
· Scope of the plan – which 5 years, works covered
· Key Outputs of the base 
· Customers
· Key outputs and customer information should only require a minor review of existing information.
Step d) Review Strategic Impacts
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Key Steps
1. Run Strategic Impacts Report

2. Extract data to Excel - Strategic Impacts Report

3. Remember to save
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4. Create Pivot Table

5. Copy Table to Document Use Paste Special ( Picture (Windows Metafile)
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6. Provide commentary about the key impacts in text of document

· Effect on the base
· Effect on the maintenance plan
Step e) Contribution Factors and Maintenance Standards
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Key Steps
1. Run Maintenance Standards Report

2. Extract data to Excel - Strategic Impacts Report

3. Remember to save
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4. Create Pivot Table

5. Format Pivot table in Excel e.g. column width, dollar figures etc

6. Copy Table to Maintenance Plan - Use ‘edit’ ‘Paste Special’ ‘Picture (Windows Metafile)’
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7. Provide commentary that describes and validates the figures in the table.

a) Do these figures make sense?
b) Why are there blanks?
Explain blanks in Maintenance Plan

Step f) Establish 5 Year Funding Requirements
· After workload balancing exercise has been uploaded to DEMS
· Repeat Work Requests report extract to excel 
· start year is next bid year 
· Create pivot table for Funding Requirements By Priority…
· Pivot table that shows Sum of Planned Cost (data fields) Intended Year (columns fields) by WR Priority (rows fields) 
· Paste into Plan - Use Paste Special ( Picture (Windows Metafile) – 
· Create pivot table for Funding Requirements By Trade …
· Pivot table that shows Sum of Planned Cost (data fields) Intended Year (columns fields) by Trade (rows fields) – Refer figure 11
· Paste into Plan
· Create pivot table for Funding Requirements By CF …
· Pivot table that shows Sum of Planned Cost (data fields) Intended Year (columns fields) by CF (rows fields)
· Paste into Plan
Step g) Planning Assumptions

· Document in Plan, reviewing and updating existing assumptions

· National Planning Advice 

· Funding constraints

· Priorities

· Regional Themes

· Base Priorities

· Type of works, i.e. Heritage, LIA, Environmental 

· Other

· Basis of grouping works

· Use or exclusion of multi year projects

· Special notes, etc

Step h) Delivery Strategy
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Key Steps
1. Create Excel Spreadsheet of all Work Request

2. Use ‘Autofilter’ in Data menu to select First  Year of Plan

3. Use arrow button at top of each column to look at groupings of work request eg
a. By Trade type
b. By structure
c. By priority
d. By current use
4. Where Works Requests are logical to group together Edit/Populate ProjName column with Potential Project name (temporary)
Step h) (cont) Create Year 1 Work Packages
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1. Once all Year 1 works are assigned a potential project

2. Describe works in each work package in summary form on the Delivery Strategy (Work Packages) section of IA Maintenance Plan document

3. Refresh data on pivot table

4. Create New Pivot Table showing Projects, Cost and Intended Year Copy and paste this table into the Delivery Strategy (Work Packages) section of IA Maintenance Plan document

Step h) (cont) Naming Convention

· Risk Managed Works, Contractual Commitment & Work Planning Fees
· Location/Establishment – Facility/Unit –Activity, where 

· Location/Establishment = three letter acronym for the base

· Facility/Unit = Location identifier within the base eg building, precinct

· Activity = Short description of the works including Contribution Factor(s) of the facility and Priority(s) of the works as identified in the IA process.

· CF3, P3 - RBW -Training Facilities– Bldg 392 & 393 - Flooring and Painting Repairs”

· For project at RAAF Base Wagga consisting of repairs to identified training facilities, all of which have a common contribution factor or 3 and priority of P3 “asset preservation”). 
Step h) (cont) Resource Planning

1. Consider and document the resources required to manage and deliver each proposed package of work for year 1.

a. Consider workload for Estate Support Officer and CMS Project Manager.  

b. Forecast how each project is to be governed, managed and procured.

2. Consider and document Constraints

a. Timing, access constraints where known

Step i) Attachments
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Key Steps

1. List the works for each proposed project

2. Excel Extract – Auto Filter on Intended Year 

3. Sort By Project

4. Hide unnecessary columns to suit page formatting

a. Eg Property Id, Property Name

b. Current Use, Status

5. Paste from Excel into IA Maintenance Plan document 

Stage 4: Consult Stakeholders

· Remember….“No plan survives first contact with the enemy”1

· Ensure Base Users & Others review the draft plan and comment

· Include technical input e.g. environmental issues, asbestos etc.

· Present Plan at Base liaison meeting to seek input of REDM.

· Plan to be summarised at the subsequent Base Facilities Conference (BFC).

· Allows the BFC to focus on validation and prioritisation of new works bids.

Stage 5 Sign Off plan

Step 5: Complete the Plan and Sign Off
· Authorisation 

· As DSG is responsible for delivering estate maintenance, the Base Maintenance Plan is authorised by DSG on behalf of base occupants.  

· The plan is to be authorised by 

· the author, 

· the Base Service Manager * and 

· Regional Estate Development Manager 

* Base Services Manager sign off represents consultation wit base customers.

Only Authorised Plans can be used to substantiate CSIR bids



















































Step 2 Use Auto filters
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