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STARBUCKS LICENSED STORES SSR ASSIGNEE 
SCOPE OF WORK
Quality Control
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INTRODUCTION TO PROJECT:
Welcome to the “Starbucks Due Diligence” Project with FSU!
These are the minimum requirements for the due diligence report. The current sites are located in but not limited to, strip centers, single story buildings, or a multi-unit building. They are acquisitions or updating an existing site, all information provided will need to be documented in its entirety and cited in the report as noted in the Starbucks Licensed Stores SSR Training Manual. Any documentation such as downloadable pdfs, screenshots, or printed websites are to be collected in a ‘Research” folder. This Scope of Work provided is a base requirement for every site. 

	DDR ASSIGNEE CRITICAL PROJECT INFORMATION:

	Turnaround/Upload Time Frame:
	Review in Quickbase

	FSU Project Contacts

	Project Manager:
	Review in Quickbase
	Scheduling:
	Review in Quickbase

	Project Manager phone:
	303-355-7274
	Scheduling phone:
	303-355-7274

	Project Manager email:
	Project Manager’s Email
	Scheduling email:
	scheduling@fsusurveyor.com

	FSU Project Escalation:
		Items from Scope of Work missing or Deliverables are late. 




	1. Project Manager:
	Review in Quickbase

	2. Vice President of Operations:
	Review in Quickbase

	3. After hours contact:
	Project Manager’s Cell Phone

	DDR Assignee Responsibilities:
	· Thoroughly review the Scope of Work and address any questions with the Project Manager prior to survey
· Download the current DDR Template and Scope of Work from Quickbase
· Contact Project Manager with any site issues or concerns 
· Upload all documentation/deliverables to QuickBase within the required timeframe, send notification to Project Manager. Note: all deliverables must be completed in full prior to upload, partial deliverable uploads will not be accepted



	DDR ASSIGNEE SCOPE OF WORK:

	DDR Template
	SBUX_SB2_XXXXX_CityST_DDR Template_2024 V1.0

	Template type
	Version Q3FY21

	Delivery to FSU
	Quickbase vendor portal

	Report Details
	1 PROJECT DATA
2 BUILDING CODES & PERMITS
3 ZONING & SITE INFORMATION
4 UTILITIES
5 BUILDING INFORMATION 
6 FACILITY/JOB SITE MANAGEMENT
7 SEISMIS PLAN (OPTIONAL)
8 SITE PLN (OPTIONAL)



	DDR ASSIGNEE DELIVERABLES PACKAGE:

	The following items will be uploaded by the DDR Assignee:
· Due Diligence Report
· Research Folder

	

I. DDR Deliverables to QuickBase

	DDR Assignee Responsibilities
	· Upload completed documents to the ‘Survey Docs Tab’ in QuickBase.



	II. Due Diligence Report

	
	· Follow the tabs from right to left filling out the information and researching the local jurisdictional requirements applicable for each section. 






	

III. Project Information 

	Project Information
	· Project Address (Street Name/Number, City, State, Zip)
· Market Business Unit (Use this document)
· Project Name (	The Project Name can be found in ‘Site Name’ field of the ‘SITE INFO’ tab at the site level in QuickBase.)
· Project Number 
· Project Type

	Critical Findings
	· The information for these fields will reflect the corresponding fields in the body of the report and will be filled out when the report is complete. 

	Project Data

	· General Information Elements
· Project Description (site notes section in QB).
· Building/Tenant Area (site notes section in QB).
·  Zoning Type
· Construction Type
· Occupancy
· Int. Seating
· Sprinklers
· Other (site description)

	Location Maps


	· Location Map Elements
· Area Map
· Location Map
· Emergency Locations Map

	Contacts
	· Contacts Elements
· Landlord Contact
· Building Department 
· Fire Department                                                                      
· Electric
· Cable/Telephone
· Water
· Sewer
· Health Department

	Building Codes and Permits
	· Building Codes and Permits Elements
· Building Codes
· Permits
· Building
· Fire Resistive Requirements
· Egress
· Restroom Requirements
· Health Code Requirements
· General Accessibility Requirements
· Seating

	Zoning & Site Information


	· Zoning and Site Information Elements
· General Zoning and Use Requirements
· Site Signage Requirements
· Parking
· Drive-Thru Site Requirements
· Site Amenities

	Utilities

	· Utilities Elements
· HVAC
· Electrical Service
· Water Service
· Sanitary Sewer Service
· Cable Service
· Fire Sprinkler

	Building Information

	· Building Information E Elements
· General Information
· Storefront and Windows
· Exterior Doors and Frames
· Building Exterior
· Roof
· Columns
· Demising Walls
· Existing interior Walls
· Floors
· Ceilings / Soffits
· Lighting 
· Stairs
· Restrooms
· Security


	Facility/Job Site Management

	· Facility/Job Site Management Elements
· Construction
· Other
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