
CULTURAL SPACES / INFRASTRUCTURE 
Organization Readiness  
 
 
Executive Summary 
 
Organization: 
Discipline / Sector: 
 
Project Lead / Contact Person: 
Executive Director / CEO: 
Other Project Team Members: 
 
 
Address: 
Website: 
Phone/fax: 
Email: 
 
Type of organization: 

 Not-for-profit society     For-profit social enterprise 
BC Registration #_________   Non-profit co-operative   

 Charitable #    _________   Other (describe) 
 

Year Founded: 
 
Mission / Mandate: 
 
 
Staff (FTEs): 
Annual Global Budget: 
Year’s Deficit Free: 
Current Facility-Related Budgets (per annum): specify total amount 

 Rent or mortgage payments: 
 Utilities: 
 Facilities maintenance: 
 Other facility-related expenses (property taxes, etc …): 

 
Organization Balance Sheet Assets: specify total amount 

 Endowment (amount): 
 Restricted assets for building purchase: 
 Restricted assets for building recapitalization: 
 Other (describe): 

 
 
Current situation 

 Own current space; terms ________ 
 Lease current space; terms _________ 
 Rent month to month; terms _________ 
 Building Programme (forecasted space needs 10 years out); year _______ sqft ________ 
 Facilities Master Plan (for existing building); year ________ 
 Other pre-planning or feasibility work completed (list): 

 
 
Desired situation 

 Own a space 
 Rent / lease a space 
 Co-locate with others  a) Organizations from same or similar practice / discipline  Y / N 

    b) Organizations from different practices / disciplines   Y / N 
 
 
Proposed Space Needs 

 Tenant improvements at existing site 
 Building renovations / retrofit at existing site 
 New space 

 
Square foot projections for new space being sought (per current use): 

 Program & services delivery space ____sf  
 Admin, volunteer, support space  ____sf 
 Production, storage space  ____sf 
 Meeting space    ____sf 
 Library/resource space   ____sf 
 Kitchen/amenity space   ____sf 
 Other     ____sf 

Total space required, being sought:  ____sf x 20% gross up for circulation/walls/etc= ______sf 
 



Specialized needs     
 Near transit       Street front / storefront   
 Presentation – visual arts/museum    industrial production 
 Presentation – performing/media arts    large scale rehearsal 
 Specialized building systems (HVAC, soundproofing,…)  specialized equipment  
 Preferred neighbourhood 
 Other: list      

 
 

Demand for Proposed Space          
   

 Demand Analysis completed: date ________ 
 
 
 

 Local supply (list existing spaces): 
 
 
 

 Regional supply (list existing spaces): 
 
 
 

 Colleague institutions /organizations with similar programs & services:  
 
 
 

 Other infrastructure space planning / requests underway with relevance to this proposal? 
 

 
 
 
Resources & Partnerships 
 
Resources Organization has for the Project: 

 Fundraised dollars 
 Operating reserves 
 Restricted capital funds 
 Grants 
 Other 

Details: 
 

Cash Flow 
 History of positive cash flow 

Details: 
 
Flexibility of Organization Operating Budget 

 Strength and flexibility to take on additional operating costs 
Details: 
 

Organizational Tools 
 Strategic planning process; date of most recent plan: _________ 
 Financial statements prepared by: 
 Staff capacity to work on location project: Y / N 
 Management experience or outside partner to lead project: 
 Board approval for space project: 

 
 
Risk Assessment 
 

Risk Impact Mitigation strategy 
    
    
    
    
    
    
    

 
 
 
 
 


