Clemente Soto Velez: Cultural and Educational Center Internal Questionnaire
This questionnaire will be distributed to all of the individuals and organizations currently occupying spaces within the CSV facility.  It will be used as the basis for one on one discussion that will be conducted by the Master Planning team.  Answers can be filled out in advance or brought to meetings to be used as guide for discussion.

It has been organized into three sections:

· one section of general questions for individual artists

· one section of general questions for organizations

· one section concerning the website for both groups to respond to

Clemente Soto Velez: Cultural and Educational Center (“CSV”) Master Planning Project Statement of Intent 

CSV, with funding from the Lower Manhattan Development Corporation, has selected a team to develop a Master Plan that will guide both the physical and philosophical growth of CSV, allowing CSV to define goals to expand its programs and modify its facility in a stable and sustainable manner.  This process includes: 

· Measuring and creating CAD drawings of the building interior to identify current common and tenant spaces and their usage and function, including unused basement space and roof.

· Conducting a series of in-depth interviews with the users of the CSV common spaces to determine suitability of those spaces and to identify current, projected and potential needs.  Examples of these common spaces include exhibition spaces, studios, offices, and theaters.
· Completing a series of in-depth interviews to survey Lower East Side Latino and multicultural not-for-profit and for-profit organizations, including key individuals, arts and non-arts groups in order to understand current and projected community service needs and collaborative opportunities for CSV.
· Developing, coordinating, and managing a design charette. The charette will be attended by CSV and community members and other relevant parties.  It will examine existing common and tenant spaces in the context of present and future needs of both CSV and those of the community.
· To expand community outreach and awareness, work with CSV and a marketing firm with web design skills and strong connections to the Puerto Rican/Latino community  to improve and expand the organization’s website, and to develop a comprehensive “list serve” and media contact data base, as well as other functions that will complement and strengthen CSV’s mission and programs.
General Questions for Individual Artists
1. Artists name


2. Briefly review/confirm the location(s) and list of the existing building spaces you occupy (DBPA will provide).
3. How long have you been a tenant and/or involved at CSV?

4. Describe the characteristics of your own space that you enjoy.

5. Describe characteristics of your own space that you would like to see enhanced.

6. Describe characteristics of the shared or common spaces that you enjoy and/or think should be preserved or developed.

7. Describe characteristics of the shared or common spaces that you would like to see changed or enhanced.
8. Describe the most important spaces within the CSV facility, their uses and how other spaces interact with them.

9. Identify any adjacencies that are important between your spaces or another tenant's spaces.

10. Describe your storage requirements, both existing and ideal.
11. Describe any special mechanical and equipment needs (e.g. plumbing, ventilation, hazardous materials use).

12. Identify some of the features of the CSV facility you like.


13. Identify some of the features of the CSV facility you do not like.  

14. What is the relationship of your spaces to the street, if any?

15. What is the public's relationship to your spaces, if any?

16. Describe typical circulation patterns starting from the entrance and between your spaces. Consider tenant and public access.

17. What information/impression do you think is important for tenants to encounter upon entering the building?

18. What information/impression do you think is important for visitors to experience upon entering the building?

19. What security concerns do you have regarding your spaces or the building in general?
20. How would you adapt to the need to relocate in order for construction to be phased?

21. List any additional shared facilities/amenities desired.

General Questions for Organizations
1. Name of organization

2. Briefly review/confirm the location(s) and list of the existing building spaces you occupy (DBPA will provide).
3. How long have you been a tenant and/or involved at CSV?

4. Describe the characteristics of your spaces that you enjoy.

5. Describe characteristics of your space that you would like to see enhanced.

6. Describe your storage requirements, both existing and ideal.
7. How much office/clerical space do you need? Describe any staff groupings that may be required.

8. Identify any adjacencies that are important between your spaces or another tenant's spaces.

9. Identify any spaces within your program that have multipurpose functions currently or could have in the future.

10. Identify some of the features of the CSV facility you like.


11. Identify some of the features of the CSV facility you do not like.  

12. Describe characteristics of the shared spaces that you enjoy and/or think should be preserved or developed.

13. Describe characteristics of the shared spaces that you would like to see changed or enhanced.
14. Describe the most important spaces within the CSV facility, their uses and how other spaces interact with them.

15. What are some of the aspirations you have for reorganization or expansion of these facilities? Specify the type of additional space desired.

16. Identify any potential spaces that could be shared with other tenants.
17.  Are you currently sharing space?  If so, please list some of the pros and cons of this shared arrangement.
18. What spaces require acoustical privacy, in order of most important to least important? Outline spaces that must be isolated from one another and indicate for what reason they must be isolated.

19. Describe any specific communication, data, and audio/visual needs in working spaces.  Please indicate which, if any, of these needs could be provided by CSV as the central administrator for the building.  
20. Describe theater and rehearsal space technical requirements.

21. Describe the major items you store and how you want to access them.  Also, describe an ideal storage solution for your organization.
22. Are there spaces that you need that would benefit from natural light or a view? And/or in what ways should natural light be controlled?  
23. What is the relationship of your spaces to the street, if any?

24. What is the public's relationship to your spaces, if any?

25. Describe typical circulation patterns starting from the entrance and between your spaces. Consider tenant and public access.

26. What information/impression do you think is important for tenants to encounter upon entering the building?

27. What information/impression do you think is important for visitors to experience upon entering the building?

28. What security concerns do you have regarding your spaces or the building in general?
29. Outline hours of operation, typical building occupancy shifts, access needs and/or any schedule information that seems relevant.

- day time?

- evening?

- night time?

30. What is your performance season or peak use time, if applicable?

- daily?

- weekly?

- monthly?

- annual?

- rehearsal?

- performance?

31. Describe any special mechanical and equipment needs (e.g. plumbing, ventilation, hazardous materials use).

32. How would you adapt to the need to relocate in order for construction to be phased?

33. List any additional shared facilities/amenities desired.

Questions for all Artists and Organizations to Respond to
1. How important is the CSV website to you in regards to your engagement?  

2. How important is the CSV website to its engagement with the community?

3. What type of features would you expect to see on an expanded, upgraded website? 
4. Are there museums or other cultural organizations whose websites that serve as good

models?

5. Are there organizations you think the CSV should partner with to offer programming?

If so, name some

6.  How would you define CSV’s mission?

7. Are you involved with or do you serve on any boards of other cultural and/or community organizations?  If so please list them 
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