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Introduction:

An office location is urgently needed to support the work of the full-time staff Executive Director, additional staff and volunteers.  The following criteria matrix seeks to identify specific requirements of such an office, and to facilitate the selection process based on requirements.
I would like to preface this discussion with a note of sincere appreciation to Steve Barker and Eagle Creek for their generous donation of office space.  Unfortunately, the limited hours of access (no evening or weekend access) preclude my efficient work there, as does the lack of SMTP (outbound email) service and POTS (plain old telephone system) phone line.

Statement of Need:

Under the current office arrangement, staff has no access to files when they are needed most: evenings and weekends.  I am forced to carry sensitive documents with me in my vehicle and day pack, which is unsafe.  Documents that I have with me or stored at home are not accessible by key volunteers such as Leonard and the Bookkeeper.  The lack of a functional office space makes it impossible to recruit office volunteer support – a need which is rapidly becoming urgent as my work load increases and clerical demands multiply.

Availability of funds for rent is pending finalization of a 2006 year budget, currently in progress.  An ideal office would be donated at no cost to TECC.  Note that if TECC opts for co-locating our administrative office at the proposed EFRR Interpretive Center – as I recommend – the need for office space would be short-lived, approximately 12 – 18 months.
Board members are encouraged to refer to this document frequently, print it, and personally engage in this important effort to identify a base of operations for TECC.

Geoffrey Smith, MA

Executive Director

January 7, 2006

	
	IDEAL OFFICE
	Eagle Creek 
	200 W. Grand

(DeLanno Office)
	Sewing Machine Place on Greand
	Old Titlist Golf Club on Mission
	EFRR Interp Center
	Habitat West/Gigi Hurst
	
	
	

	Status
	
	Existing
	Pending,
doubtful
	Walked in met with leasor; Seemed uninterested, but wants proposal


	Leonard
researching
	Pending POU and design and BOD decision
	Mezzanine area tenant improvement, est construction complete by April 06
	
	
	

	Rent
	0
	0
	700, sublet
	?
	?
	0 monthly/ 50k upfront
	?
	
	
	

	Sq Feet
	500
	100
	~400
	~150
	?
	?
	~500
	
	
	

	$ per foot
	0
	0
	1.75
	?
	?
	?
	?
	
	
	

	Location
	Escondido/Harmony Grove
	Vista
	Esc on Grand
	Esc on Grand
	Esc
	HG
	Esc on Andreason, in bus. Park
	
	
	

	Access by Volunteers
	Excellent
	Poor
	Good
	Excellent
	?
	Excellent
	Good
	
	
	

	Utilities
	provided
	Provided
	?
	?
	?
	Pro rate
	?
	
	
	

	Store Front (Y/N)?
	Y
	N
	N
	Y – right on Broadway
	?
	Y
	N
	
	
	

	Where in 

Bldg?
	
	Way in the back
	Off of lobby
	Storefront
	?
	2nd floor
	2nd floor mezzanine
	
	
	

	Commute Distance for staff (from Mira Mesa)
	<20 mi
	30 including surface streets
	18
	18
	20
	25
	18

	
	
	

	Hours of Access
	7/24
	M-F, 0700 – 1830; Closed Wknds
	7/24?
	724
	?
	7/24
	7/24?

	
	
	

	Security
	High
	High like Fort Know
	High
	Risk of breakin via glass window
	?
	Isolated
	High
	
	
	

	Internet -
	
	
	
	
	
	
	
	
	
	

	 Cable
	
	
	
	
	
	
	
	
	
	

	 T1
	
	X
	
	
	
	
	
	
	
	

	 DSL
	X
	
	
	
	X
	
	
	
	
	

	 Dialup
	
	
	
	
	
	X
	
	
	
	

	 Cell Data
	
	Weak
	X
	X
	X
	Weak
	X
	
	
	

	 SMTP server (needed for email and contact database)
	X
	NONE
	
	
	X via DSL
	
	
	
	
	

	Cell service (Verizon)
	
	Weak
	X
	X
	X
	Weak
	X
	
	
	

	Telephone

Line (POTS) for FAX, Voice Mail/ Autoattendant/ SMTP
	X
	Propriety PBX
	X
	X
	X
	X
	X
	
	
	

	Shared

Copier
	X
	X
	X
	No
	?
	?
	X
	
	
	

	Shared

Receptionist
	X
	X
	X
	No
	?
	?
	X
	
	
	

	Shared

Shredder
	X
	X
	X
	No
	?
	?
	?
	
	
	

	Shared

Fax
	X
	X (server)
	X or our own
	No
	?
	?
	X or our own
	
	
	

	Meeting Room
	X
	X
	X
	No
	?
	X
	Likely shared or our own
	
	
	

	Desk Space

For Vols/2nd Staff
	X
	Marginal
	X
	X
	?

	X
	X
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


