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Welcome to today’s Presentation:

Managing and Rightsizing Your 
Portfolio

March 18th, 2026

The presentation will start at 
1:00 pm Eastern
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Note: 
❏ Phones are automatically 

muted during the 
presentation. 

❏ You can send questions to our 
presentation team via your 
Q&A pane and team will 
answer as many questions as 
possible during the 
presentation. 

❏ All questions will be 
responded to in writing in a 
formal Q&A document, posted 
along with the slide deck and 
session recording, on our 
website, 
http://www.gsa.gov/ces

http://www.gsa.gov/ces
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01 Prioritizing the Right 
Occupancy Projects

Section Divider  Prioritizing the Right Occupancy 
Projects
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Occupancy Planning - What Drives Our Engagement?

Moving BEYOND lease expiration as the trigger for planning
Evaluating more risks and opportunities

New Requirements

Mission-priority agency 
space needs not currently 

in GSA’s real estate 
inventory

Dispositions

Relocating an agency due 
to a GSA building 

disposition

Low Utilization

Leased and federally 
owned occupancies with 
costly low utilization and 

occupancy metrics



Detailed Planning for Targeted Occupancies
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● Client Strategist leads planning and occupancy 
prioritization discussion

● Agencies partner to prioritize the right projects
● Agency submits targeted strategic requirements in 

space intake portal Drive solutions that 
meet your mission, 

promote cost-
effective space 
utilization, and 

leverage shared 
spaces where 

possible. 

Engage

Comprehensive 
Analysis

● Client Strategy and SMEs review and analyze your 
overall space needs and strategic requirements

● Partner to improve WRDA (USE IT Act) and OMB 
Memo M-25-25 alignment (Executive agencies 
only)

Housing 
Strategy

● Identify optimal space solution (federal backfill, 
intra-agency consolidation, new lease, etc.)

● Complete a Client Project Agreement outlining 
high-level space parameters and housing strategy

https://www.congress.gov/118/plaws/publ272/PLAW-118publ272.pdf?utm_medium=email&utm_source=govDelivery
https://www.whitehouse.gov/wp-content/uploads/2025/02/M-25-25-Implementation-of-the-Utilizing-Space-Efficiently-and-Improving-Technologies-Act.pdf
https://www.whitehouse.gov/wp-content/uploads/2025/02/M-25-25-Implementation-of-the-Utilizing-Space-Efficiently-and-Improving-Technologies-Act.pdf
https://www.whitehouse.gov/wp-content/uploads/2025/02/M-25-25-Implementation-of-the-Utilizing-Space-Efficiently-and-Improving-Technologies-Act.pdf
https://www.whitehouse.gov/wp-content/uploads/2025/02/M-25-25-Implementation-of-the-Utilizing-Space-Efficiently-and-Improving-Technologies-Act.pdf
https://www.whitehouse.gov/wp-content/uploads/2025/02/M-25-25-Implementation-of-the-Utilizing-Space-Efficiently-and-Improving-Technologies-Act.pdf
https://www.whitehouse.gov/wp-content/uploads/2025/02/M-25-25-Implementation-of-the-Utilizing-Space-Efficiently-and-Improving-Technologies-Act.pdf
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Verify

● Client Strategist partners with you to verify there’s 
no elevated risks or significant opportunities

● Agencies share intel and inject top priorities
● Agree to low-resource strategies for specified 

portfolio 

Simplified 
Documentation

● Low touch, no full requirements development
● Bundled / programmatic CPAs
● Programmatic cost analysis

Execute
● GSA’s project execution business lines work to 

expedite solutions
● Bundling, brokers and bots
● Pivot when strategy busts

Use minimal 
resources to protect 

occupancy and 
continue existing 

cost-effective 
spaces.

Programmatic Approach for the Remaining Project Portfolio



● Improved utilization 
● Cost avoidance
● Realistic budgeting and move readiness 
● Resource efficiency
● Fewer, yet timely, requirements
● Soft-term cost-saving opportunities
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Client Agency Benefits
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02 Working Together On Your 
Targeted Occupancy 
Projects

Workin together on your targeted occupancy projects 



PBS Project Lifecycle Closeout 

● Final inspections/punch list
● OA finalized to begin rent payments
● Facilities Management administers the 

occupancy

Identification

● Agency submits strategic requirements 
into the Space Intake Portal

● Determine future housing plan and 
finalize CPA 

● Obtain Internal /external agreement on 
the CPA

Initiation 

● Project Manager assigned
● Project team develops project charter 

and develops technical requirements

Execution 

● Determine final requirements package
● Request lease/RFP issued
● Approved OA prior to contract award
● Project award/design/construction

Planning

● Finalize the Program of Requirements
● Finalize project management plan, schedule, and budget
● Obtain funding commitment

5 1

2

3

4

Presenter Notes
Presentation Notes
The GSA space project lifecycle consists of five main steps: Identification, Initiation, Planning, Executiosn, and Closeout.
Identification: We look at your current space and work with you to find ways to use it better and save money. This phase begins when you submit your requirements in the PBS Space Intake Portal. Once the project parameters and space strategy are agreed upon, they are finalized in a Client Project Agreement, or CPA.
Initiation: A project manager is assigned, and they work with you to refine details about what you need.
Planning: Your agency’s requirements are finalized, then we’ll develop a schedule and budget, and provide it to you to obtain funding commitment.                                                                                                                                        
Execution: Final requirements packages are determined, a lease request or Request for Proposal is issued, your agency approves the OA and funding prior to contract award, and the project is awarded.
Closeout: Final inspections are conducted, punch list items are completed, the OA is finalized to begin rent payments, and GSA Facilities Management administers the occupancy.
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Process: Occupancy Planning through Identification 

Space Needs Identification

Your agency requests and gains 
access to the portal to submit your 
initial space needs. 

Refine Strategic 
Requirements 

We collaborate with your agency 
to refine and validate your 
strategic requirements. 

Finalize Strategic 
Requirements

Agreement on project parameters 
is reached between GSA and your 
agency. 

Transition to Project 
Management

With the CPA finalized, a Project 
Manager is assigned to lead project 
implementation, transitioning from 
planning to execution

● Receive a project specific link to 
the portal

● Submit your agency’s strategic 
requirements through the 
portal link

● Our Client Strategists (CS) work 
with your agency to refine your 
requirements

● We conduct a comprehensive 
review of your submission

● Assist your agency in meeting 
occupancy and utilization metrics

● A housing strategy is 
determined

● A Client Project Agreement 
(CPA) is completed and shared 
with your agency

● Your agency acknowledges 
project parameters and 
approves the CPA

● The project transitions to 
execution with PM assignment. 

● The PM sets up a meeting with 
your agency to begin 
developing technical 
requirements.

Occupancy Planning & 
Prioritization

Annual partnership optimizing your 
footprint and mission through 
strategic analysis and occupancy 
prioritization.

● Prioritize the right occupancy 
projects

● Determine programmatic stay 
in place occupancies

If you have a new requirement or 
expansion need, notify GSA through 
the new requirement request form

Presenter Notes
Presentation Notes
This process map outlines five key elements of the identification phase of the project life cycle.   Since we've already covered Occupancy Planning & Prioritization, let me walk you through the remaining phases that show how we move from identifying your needs to project execution
As we discussed earlier, the process begins with our annual Occupancy Planning & Prioritization meetings.  Once we’ve identified and prioritized your space needs, we move into the formal request process.  

In Space Needs Identification begins with your agency submitting your strategic requirements through the space Intake Portal. You will receive a project-specific link to access the portal.  If  you have a new requirement or expansion need you can notify GSA through the new requirement request form and you will receive a link to the Portal.  

After submission, we collaboratively work with your agency to refine and validate your strategic requirements.  This involves: 
A Client Strategist working directly with your agency to refine requirements
Conducting a comprehensive review of your submission
Assisting your agency in meeting occupancy and utilization goals or metrics. 
Determine the housing strategy for your project.  

Next we reach formal agreement on project parameters and a completed Client Project Agreement is shared with your agency.  Your agency acknowledges the project parameters by approving the CPA, setting the foundation for successful project execution.  

Finally, we transition to project management.  With the CPA finalized, a project manager is assigned to lead project implementation, transitioning the project from planning into execution.  

Throughout this process, we maintain open communication and partnership with your agency. 
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Space Intake Portal

What: 
● Critical entry point for agency space requirements
● Initiates strategic planning process
● Qualtrics survey 

Why: 
● Streamlines space requirement submissions
● Gather comprehensive data to inform housing strategies
● Develop a tailored housing strategy, identifying optimal space solutions

Who:
● Federal agency real estate decision-makers and their authorized delegates

When:
● Unique links will be sent once occupancies have been identified to begin planning activities

Presenter Notes
Presentation Notes
The Space Intake Portal is how you will submit your initial space requirements to GSA, which will kick off the strategic planning process for your space needs. 
Which projects go through space intake will be based on partnership discussions between GSA and your agency.  
We developed this portal for two main reasons: to make the submission process simpler for you, and to help us collect complete, high-quality information in one place. 
This information allows us to create a customized housing strategy, including potential space match opportunities,  and find the best space solutions for your agency. 
Federal agency real estate decision-makers and anyone they authorize can submit space requirements. To ensure the right people have access to submit requirements, our Client Strategists will partner with you to identify the authorized points of contacts for your project.
The portal is built as a structured survey with specific questions and the ability to upload supporting documents. You don't need special system access – just the unique link GSA will send you for your specific project
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Space Intake Portal Adapts to You

Dynamic: Like a “choose your own adventure,” the portal asks different questions based 
on your specific needs
No One-Size-Fits-All: You indicate the space needs and unique requirements which 
trigger relevant questions- others are skipped entirely.  
Efficient Experience: Ensures a streamlined and efficient process, saving you time and 
effort

Examples:
● Have special space USF needs? Get special space questions
● Have office only USF needs?   Don’t get special space questions 

Bottom Line: Every agency’s journey through the portal is different because your space 
needs are different.  

Presenter Notes
Presentation Notes
The portal captures the strategic data you would typically have in a client project agreement, or CPA.  
We gather requirements on key contacts, space square footage needs, and projected occupancy and utilization.
This also includes identifying any unique needs such as security, operational or access needs and location or space constraints.  A  few examples would be if you have shared space restrictions, require a backup generator or setback requirements.  
The system allows for easy upload of all necessary supporting documentation.  
This data is essential for GSA to develop a housing solution to fit your needs, including potential space sharing opportunities.  
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Space Requirements for New and Existing Occupancies

Existing OccupanciesNew Requirements
Agency initiated through a 

new requirement request form
Identified through occupancy 

planning discussions

You will receive a  unique link for your 
project when GSA is ready to receive 

your requirements.  

Presenter Notes
Presentation Notes
New requirements include requests for new space that is not currently located in GSA’s real estate inventory (i.e. a new office location or returning delegation) or an expansion of an existing space in GSA’s Real Estate inventory.  

If you have a small need for space due to Return To Office needs and are looking to space match, we are asking that you hold off on sending us those requests.  Currently, we do not have the supply to meet the needs of shared space requests and are unable to implement shared space solutions.  Once we have supply to offer, we will provide an update on availability.  





1. Complete the request form 
2. GSA may contact you for 

clarification
3. Request received by the 

3rd week of the month will 
receive a unique link to the 
portal the following month
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Submitting a New Requirement Request

New Requirement Request Form

Location of space need

Agency/Bureau name

Agency POC

Timing

Space need description

OA # (expansions only)
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Submitting Your Requirements to GSA

Click to Add Content

Presenter Notes
Presentation Notes
Reminder:  all  of this is on the site so you know what is needed before you submit.
The portal captures the strategic data you would typically have in a client project agreement, or CPA.  
We gather requirements on key contacts, space square footage needs, and projected occupancy and utilization.
This also includes identifying any unique needs such as security, operational or access needs and location or space constraints.  A  few examples would be if you have shared space restrictions, require a backup generator or setback requirements.  
The system allows for easy upload of all necessary supporting documentation.  
This data is essential for GSA to develop a housing solution to fit your needs, including potential space sharing opportunities.  
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What to Expect After Submission

Communicate
Comprehensive 

Analysis
Housing 
Strategy

● Client Strategist will reach 
out to begin discussions 
on your project

● We will review and analyze 
your requirements

● Evaluate WRDA (USE IT Act) 
and OMB Memo 25-25-
Executive level agencies only

● Develop a housing strategy, 
identifying optimal space solutions

● Provide you with Client Project 
Agreement, outlining high-level space 
parameters and housing strategy

Goal: To drive solutions that meet your mission, ensure optimal utilization and leverage 
existing spaces and shared spaces where possible. 

Presenter Notes
Presentation Notes





● 2 or more 
agencies in the same 
building
● Agency-specific 
operational control 
where necessary
● Fully shared 
spaces or separate 
work areas
● New lease or 
consolidation
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Housing Solutions For Your Occupancies

● Space Match 
program
● Commercial Co-
working
● Typically less than 
20 seats needed

Shared Space

● Owned/ Existing 
Lease with Vacancies: 
For urgent, long-term 
space; significant 
lease term left.

● Active Dispositions 
with Vacancies: Only 
for short-term 
emergency space.

Vacant Space 
Backfill

If no federal housing 
solution is available to 
fulfill the space request, 
GSA will consider a new 
lease request. 

New Lease Co-locations & 
Consolidations
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Transition to Project Management

● Approve the CPA: This acknowledges your agency agrees on the project parameters 
● A Project Manager will be assigned to your project who will set up a meeting to begin developing 

your technical requirements.  

Presenter Notes
Presentation Notes
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03 How GSA can help with 
your underutilized/excess 
space

How GSA canhelp with your undertilzied/excess space
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1

Space Releases 
(OASIS)

Optimizing Your Underutilized Space 

2

Underutilized Space 
Identification Portal

● Full or partial reduction of your 
space

● Space is in marketable blocks
● OA is not non-cancelable
● At least 16 months into the OA term 

(leased occupancies only)

● Want to partner with GSA to identity 
and recommend potential strategies 
to help drive better utilization and 
occupancy levels

● GSA-controlled space only

Presenter Notes
Presentation Notes
We just talked to you about your space needs.  We now want to talk with you on your existing space and how we can work together to help you achieve your occupancy and utilization metrics. 

There are two paths you can take.  

1.  Release of space (go through OASIS) - If your space is not needed in the market, you may be able to release all or a part of your space.  Our Pricing Policy requires that the space be marketable, the OA is cancelable and for leased occupancies, you are at least 16 months into the OA term.  If this applies to your occupancy, you can submit a release of space request through OASIS. 

2. Underutilized Space identification portal - If you aren’t ready or unable to release your underutilized space, you can notify GSA through our Underutilized Space Identification Portal.  This gives us a full understanding of your space needs.  We will partner with you to recommend potential strategies to optimize your space.  Only submit underutilized space in GSA - controlled leased and owned facilities.   
	Examples:  Reporting data- construction data to change and make it marketable…
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Optimization Strategies for Underutilized Space

1. Space Match
a. Interagency space-sharing program
b. Provides supply for agencies looking for space
c. Increases your utilization

2. Consolidation
a. Evaluating your multiple occupancies in the market
b. Potential to combine one or more of your occupancies into your space

3. Space Release
a. Evaluate costs and options for releasing your space
b. Partial or full releases

Presenter Notes
Presentation Notes
Some possible recommended optimization strategies we will discuss with you include space sharing, consolidations and space releases.  
Space Sharing options include offering your underutilized space as supply for our Space Match program which is interagency program designed to share space. We have seen a significant number of requests, typically fewer than 5 people, due to return to office mandates.  To meet this demand, we need agencies  to offer underutilized workspace for space sharing.  This program benefits you by:   
Helping  to optimize your space by improving your occupancy and utilization
Reducing your rental costs
Providing a flexible options, allowing you to keep your space until you determine your long term plans 
The Consolidation strategy evaluates your space in the market to identify multiple occupancies and combine them into one optimized space. 
You may be able to Release your Space.  We can help to evaluate your space and provide possible solutions and costs to make your space marketable for a release.  
There may be other optimization strategies available depending on other opportunities that may arise.  
Together we will partner to determine the strategy that fits best for your agency and the taxpayer.  
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04 Keys to Successful 
Occupancy Planning

Section Divider - Keys to Successful Occupancy 
Planning

Presenter Notes
Presentation Notes
Partnership is key to successful occupancy planning.

Here is what we will expect from you!



Your agency’s role in successful occupancy planning:

Submit Comprehensive Space Requirements
● Provide detailed needs upfront
● Reduce need for clarifications

Engage Early in the Planning Process
● Communicate space needs proactively
● Maximize available options

Collaborate to Optimize Space Utilization
● Identify efficiency opportunities
● Align space with workforce needs
● Maximize operational effectiveness
● Leverage our joint expertise
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Working together for a successful result

Presenter Notes
Presentation Notes
Submit complete and comprehensive space requirements - this reduces the amount follow up emails and conversations necessary to fully understand your space needs.
Notify GSA of your space needs early - this maximizes the potential solutions available to meet your needs.
Collaboration with GSA to optimize space - it’s everyone’s responsibility.
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05 Resources: Things to 
“Bookmark”

Section Divider Resources: Things to “Bookmark”

Presenter Notes
Presentation Notes





● Portfolio Planning website (gsa.gov/portfolioplanning)
○ Space Intake Portal training videos
○ Underutilized Space Identification Portal
○ New Requirement Request Form

● Occupancy and Utilization Guidelines (gsa.gov/real-estate/use-it-
act-and-occupancy-data)

● PBS Points of Contact (gsa.gov/real-estate/pbs-points-of-contact)
● Previous CES information: GSA website, YouTube channel

Resources for you 
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Presenter Notes
Presentation Notes
Carrie



http://www.gsa.gov/portfolioplanning
http://gsa.gov/real-estate/use-it-act-and-occupancy-data
http://gsa.gov/real-estate/use-it-act-and-occupancy-data
http://gsa.gov/real-estate/use-it-act-and-occupancy-data
http://gsa.gov/real-estate/use-it-act-and-occupancy-data
http://gsa.gov/real-estate/use-it-act-and-occupancy-data
http://gsa.gov/real-estate/use-it-act-and-occupancy-data
http://gsa.gov/real-estate/use-it-act-and-occupancy-data
http://gsa.gov/real-estate/use-it-act-and-occupancy-data
http://gsa.gov/real-estate/use-it-act-and-occupancy-data
http://gsa.gov/real-estate/use-it-act-and-occupancy-data
http://gsa.gov/real-estate/use-it-act-and-occupancy-data
http://gsa.gov/real-estate/use-it-act-and-occupancy-data
http://gsa.gov/real-estate/use-it-act-and-occupancy-data
http://gsa.gov/real-estate/pbs-points-of-contact
http://gsa.gov/real-estate/pbs-points-of-contact
http://gsa.gov/real-estate/pbs-points-of-contact
http://gsa.gov/real-estate/pbs-points-of-contact
http://gsa.gov/real-estate/pbs-points-of-contact
http://gsa.gov/real-estate/pbs-points-of-contact
http://gsa.gov/real-estate/pbs-points-of-contact
http://gsa.gov/real-estate/pbs-points-of-contact
http://gsa.gov/real-estate/pbs-points-of-contact
https://www.gsa.gov/about-us/events-training-and-request-a-speaker/our-training-programs/training-for-federal-employees/client-enrichment-series?gsaredirect=ces
http://youtube.com/playlist?list=PLvdwyPgXnxxXtIR2l3cSAtkf9h32Ul3r5&utm_medium=email&utm_source=govDelivery
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06 Q&A

Section Divider – Q&A

Presenter Notes
Presentation Notes
Eric
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Join us for our upcoming VIRTUAL CES session

Meeting the Needs of Workplace in an Evolving Environment
Wednesday, April 15

1:00 PM ET
Register Now

Watch CES sessions on 
Bookmark and binge watch all your favorite CES sessions! 

www.gsa.gov/ces

clientenrichmentseries@gsa.gov

CES Promotional Slide 

https://gsa.zoomgov.com/webinar/register/WN_SAR5KzveTXO83E4M1dt5qw#/registration
https://www.youtube.com/playlist?list=PLvdwyPgXnxxXtIR2l3cSAtkf9h32Ul3r5
EricMFulton
Inserted Text
l
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