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1. PURPOS This directive establighes policy and procedures
for the acquisition of office and related supplemental space by
Headquarters and Field Unit Managers. Thia directive supplements
425 DM 1-4, Eeal Property, Space Management, and supersedes
Directive ADS-13, dated March &, 15&85.

2. SUMMARY, Thie directive reflects the following changes to
the Office of Surface Mining Reclamation and Enforcement’s
Directive ADS-13 dated March &, 13885,

a. Field Offices are now required to submit to the
Headgquarters Space Manager, the original and one copy
of the 5F-81, Reguest for Space, SF-81A, Space
Requirements Worksheet, and the Space Requirements
Development Guidelines and Cueationnaire.

|38 The Space Manager ie responeible for reviewing
gquarterly Standard Level Usger Charge (SLUC} bills based
on ceytification of their accuracy by Field QOffice
Directors (FOD) and the Chiefs, Administrative EBervices
Divieione, Eastern Support Center {ESC) and Western
Support Center (WSC}, as well as resolving SLUC bill
discrepancies and communicating the resoclution in
writing to the appropriate manager.

c. If repairs or alteraticns are required for CGeneral
Services Adminietration {(GSA) leased space, the
Headguazrters Space Manager is notified and a completed
original GSA form 2957 Reimbursable Work Authorization
{(RWA) is submitted to him/her to obtain the appropriate
approvals/signatures, when the eatimated cost of the
work exceeds ten thousand dollare, which is the maximum
dollar amount the FOD is authorized to approve {(OPM-E,
section 3.2.(2)ip)}. If the estimated cost of the work
is within the FOD’e approval authority, a copy of the
completed RWA signed by the FOD should be submitted to
the Headguarters Space Manager.

d. In addition to providing general instructione for
the SF-81, Appendix A illustrates a completed generic
SF-81/8F-812 for a typical office with 20 employees.
Appendix B provides inetructicns for completing an SF-
Bl. Appendix C provides instructions for completing an
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SF-81A. Appendix D provides space allowances extracted
from the GSA Space Regquirements Development Guidelines
and Questionnaire.

e, Relinquishment of office space requires a 120 calendar
day written notifilcation to GSA. Effective 120 days
from the date written notice is received by GSA, the
space will be released from the respective assignment.
If GSA is able to backfill the space or terminate that
particular portion of the lease prior to the effective
date, the ppace assignment will be adjusted to reflect

the change.
2, BEFINITIONS.
a. Federal Property Managemepnt Requlations (FPMR). Pertain

to the management of defense material, public building and space,
supply and procurement, public utilities, transportation,
utilization and disgposal of property, and other programs and
activities of the GSA which relate to Federal agencies and the
public. FPMR are issued by the GS8A Administrator pursuant to the
provisiona of the Federal Property and Administrative Services
Act of 194359, &3 SBTAT. 377, as amended, or other applicable law.

b, Primary office Area. Refers to the perscnnel cecupied

area in which an activity’s normal cperaticnal functions are
performed.

c. Office Support Area. Refere to secondary/shared

workstations, extraordinary circulation space, and theose aspecific
and discrete areag constructed as office space and used to meet
mission needs outside the agency’s reguirements for housing
personnel. This includes space for mission needs such as
reception/waiting areas; hearing, meeting, and interview areas;
file areas; central storage areas; processing areas; and library
and reference areas. Such space is most comt-effectively
gollocated with normal cffice space. Illustrations are contained
in 41 CFR secgtion 101-17.6.

d. Qg;upigh;gﬁa;ggﬁ Rafers to that portion of the gross
area which is available for use by an cccupant's personnel or
furnishingse, as well as space which is available jeointly to the
various occupante of the buildings, such as auditoriums, health
units, and snack bara. Qacupiable area includes that space
available for an occupant’s personnel and furnishings which i=s
uged to provide ¢irculation, whether or not defined by ceiling
high partitions. Dccupiable area deoes not include that space in
the building which is devoted to its operations and maintenance,
including craft shops, gear rooms, and building supply storage
and isaue rooms.



e. GSA-controlled Space. Refers to space assigned to an
agency by GSA by authority of the Federal Property and
Administrative Services Act of 1243, as amended, or by authority
of any other statute. It includes any space for which an agency
pays GSA directly.

f. BAgency-ceontrolled Space. Refers to Federally owned,
leased, or contrelled space acquired or used by Federal agencies

under any authority other than the Pederal Property and
Administrative Services Act of 1549, as amended. It also
includes apace for which authorities for acquisition, use, or
dispesal have been delegated to an agency by GSA.

Standard Level User Charges (SLUC). Refers to the rate

g.
charged for asgigned gpace in Gowvermnment owned or leased property
for which GSA has assignment respensibility. The user charge
approximates commercial charges for comparable space and
Bervices,

h. Space for Short-Term Use. Refers to an agency need for

facilities for short-term use, such as conferences and mestings,
Judicial proceedings or emergency situations.

4., EBOLTY ROCEDTTRE

&. Concept, The goals of the Office Space Management
Program are to provide adequate gquality office space for all OSM
employees; and provide for a professicnal workplace environment,
while achieving cost effective space reductione where appropriate
to comply with the current FEME.

b. Pgligy. The 0SM space management policy is derived from
the following authorities and sources:

(1] 41 CFR 101-17.101

{2) Executive Orders;

{3} FPFMR Temporary Regulation D-76;

{4} 425 DM 1-6, Real Property, Space Management; and

{5) Administrative memoranda, directives, and documentse
-of a permanent or temporary nature pursuant to the above
authorities,

¢. Scope, The 0SM Space Management Program applies to all
permanent and temperary office spage and associated real property
acquired for official purposes by GS8&, the Department of the
Interior (DOI} or OSM through interagency agreements.

d. OCrganization. The OSM Space Management Program is
established in the office of the Asgaistant Director,
Adminigtrative Services under the Chief, Divieion of Management
Services. The purpoaes of the Space Management Program is to
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engure adherence with the guidelines set forth by GSA and any
other policy direction provided for by DOT.

e. Respongibilitieg.
{1} The Space Manager. niiiﬁigg of Management Services,

is responsible for the following:

-- Reviewa and cocordinates all requests for space
with GSA;

-- Provides ﬁdvice regarding the preparation of
requests for space and/or alterations to space;

-~ Achieves agency-wide gpace management goals and
cbjectives, and represents the interests of OSM at the
Department;

-- Reviews gquarterly SLUC bills following
certification of their accuracy by the FOD's; and Chiefs,
Administrative Services Divisione in ESC and WSC;

-- Resolves BLUC Lill discrepancies with GSA and
communicates the resclution in writing teo the appropriate
manager ;

-- Negotiates with GS8A or the Department for the
acguisiticon of office space. The Chilef, Diviaion of Management
Services, may make exceptitns, on a case-by-case basis, where
direct negotiations between a Field Office and/or Administrative
Support Center and, the GSA may be advantageous to the agency:
e.g., if an office’s lease is expiring and it is certain that a
new lease will be negotiated at the present location, the FOD
might better determine and express his space needs toc GSA.
Unless epecifically authorized by the Chief, Division of
Management Services, Field Cffices are not to coordinate apace
reguirements with GSA directly;

-- Receives completed RWA'e for repairs or
alterations to occupied space or for above standard alterations
to new space acquisitions if the estimated cost of the work
exceeds the dollar ampunt the FOD is authorized to approve;

-- Porwards RWA'e for Pield or Area Offices, te the
Chief of Staff, Field Operaticns for appropriate
apprcvalsfslgnatures, 2.q. by Budget Office, Assistant Director
or Deputy Director;

-~ Receives signed RWA from the Chief of Staff,
Field Operationse, and forwards it to GSA;

-- Receiven a copy of the completed and signhed RWA's
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if the estimated cost of the work to be performed does not exceed
ten thousand dellars and, is therefore within the FOD's approval
authority.

-- Receives completed original RWA's for ESC or WSC,
signed by the Assistant Director (ESC or WSC) and submits to GSA
for execution.

{(2) The
are responsible for the following:

-- Completes the Request for Space, SF-81, and the
Space Regquirements Worksheet, SF-81lA, in accordance with the
inetructions provided in this directive {Appendices B & C); and
completes the Space Requiremente Questicnnaire;

-- Prepares and forwards unsigned RWA's to the
Headgquarters Space Manager when the eatimated cost of the work
exceeds the dollar amount of their approval authority;

-- Prepares and forwards a copy of signed EWA'se to
the Headgquarters Space Manager when the estimated cost of the
work is within their approval authority; and

-- Reviews each guarterly SLUC bill and either
gertifies in writing to the Headgquarters Space Manager that the
SLUC bkill accurately reflects the amount of space in each
classification category; or reports to the Headquarters Space
Manager, in writing, for resolution, any discrepancies bhetween
the amount of space shown in the SLUC bill for each space
category and the actual space occupied.

{3) The Deputv Director may upeon regquest, delegate
gpecific sgpace procurement authority to other 0OSM staff on a
location-by-locaticn basis.

i4) The Chief Division of Mapagement Serviges, is

regponsible for the following:
-- Approves and sigms SF-81, Request for Space; and

-- Delegates authority to a Field Qffice or
Administrative Service Center to enter into direct negotiations
with GE8A.

i5) The Chief of Staff. Field Operations, is responsible

for the following:
--Receives RWA's from Headquarters Space Manager for

appropriate approvals/signatures, when the estimated cost
exceeds the FOD's approval authority of ten thousand dollars; and
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_ -- Obtains approvals/eignatures from the Budget
Office, Assistant Director, or Deputy Director and returns signed
RWA to the Headguarters Space Manager. '

f. Procedures, ERequests for space originate at the FOD or
Division Chief level and are approved by the appropriate
Assistant Director. The orilginal and one copy of the Standard
Form 81, Request for Space; the Standard Porm 81A, Space
Requirements Worksheet; Space Requirements Development Guidelines
and Questionnaire and any additional documentation to fully
support the space reguest are submitted to the Headgquarters Space
Manager, Divigion of Management Services. In addition to
providing general ingtructions for completing an SF-81, Appendix
2 illustrates a completed generic SF-81 and SF-81A for a typical
office with 20 employess. . Appendix B provides instructions for
completing an S5F-81. Appendix C provides instructions for
gompleting an SF-81A. Appendix D provides space allowances
extracted from the GEA Spate Requirements Development Guldelines
and Questionnaira.

If repairs or alteratione to occupied space and/or above standard
alterations for a new space acguisition are reguired in ESC or
WSC, the Assistant Director (ESC or WSC) should submit a
completed original signed RWA to the Headquarters Space Manager.
The RWA iz forwarded to 38A by the Headquarters Space Manager for
execution.

I1f repairs or alterations. to cccupied Bpace and/or above standard
alterationa for new apace are required in a Field or Area office,
the cognizant FOD should submit a completed original unsigned RWA
to the Headquarters Space Manager when the estimated cost of the
work exceeds the dollar amcunt the FOD is authorized to approve.
The Headquarters Space Manager immediately forwards the RWA to
the Chief of Staff, Field Operations, for appropriate
approvals/signatures; e.g. by Budget office, Assistant Director,
or Deputy Director. The FOD sheould inform the Chief of Staff,
Field Operations, that an RWA is being forwarded to the
Headguarters Space Manager and will socon be coming to the Chief
of Staff for approval. If the estimated cost of the work is
within the FOD's approval authority, a copy of the completed RWA
Bigned by the FOD should be submitted to the Headguarters Space
Manager. The amount cbligated will be the amount shown in
Section II, Block 15. Additionally, ensure the following lines
are completed:

{1} Sectiocn I, Block 4, Agency Identification Number.
Record a 5 digit number f£rom your assigned procurement numbers.

{2) Section I, Bleock 5, Agency Accounting Data., Enter
the 10 digit ABACIS account numher fnllow&d by the 4 digit cbject
class code.



When the invoice ie recelved, the Division of Financial
Management (DFM) will charge the account listed on the EWA. DFM
will then forward a copy of the invoice to the ordering coffice
requesting verification that the work waz performed. Thie form
must be signed and returned toc DFM as soon as possible. The
Headquarters Space Manager will communicate all permanent changes
to leased space to GSA so modifications to the existing lease can
be made.

The Headguarters Space Manager should be notified in writing 10
calendar days prior to the 120 ralendar days notice regquired by
38A for relingquished space. The Headquarters Space Manager will
notify G8A& in writing and monitor the SLUC bill until the
relinguiahed space assignment is terminated. The appropriate
manager will be notified in writing when the space assignment is
deleted from the SLUC bill.

gpace for short-term use, such as conferences and meetings,
judicial proceedings, or emergency situations is obtained by
submitting to the Headgquarters Space Manager a completed original
uneigned SF-81 and a written justification detailing the
necessity and period of time the requested space will be
occupied. The Headguartere Space Manager cbtains the approval
and signature from the Chief, Division of Management Services,
and forwards the SF-81 to GSA for action. If GSA is unable to
locate Gowvernment-controlled facilities, the Headguarters Space
Manager is notified and informed that OSM may arrange for the use
of privately owned facilities for a period not toc exceed 180
days. The Headgquartere Space Manager will assist the requesting
office in locating and acquiring privately owned space.
Extensions beyond 180 days must be approved by GSA.

5. REPORTING REOUIREMENTS. As required.

&. EFFECT ON OTHEE DOCUMENTS, Supersedes OSM Directiwve ADS-13,
March 6, 1985,

7. EF N{E
41 CFR 101-17.101
425 OM 1-6 Real Property, Space Management
{FPMR Temporary Regulations D-76)

8. EFFECTIVE DATE. Upcn Issuance,

9, CONTACT. Division of Management Services, Branch of Policy
and Evaluation, 202-343-5447,

10. KEYWORDS. Office Space, Support Space, Special Space, and
Space Reguirementa.
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Office Support Aveaa

File Room 250
Reception 100
Supply Room 100

Shared Worksetaticng 100
550
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SF-81 Tnstructions

Approximately 18 months pricr to the termination date of a
Field/Area Office lease the GSA will forward blanks of the SF-51
(Request for Bpace), SF-81lh {Space Requirements Worksheet), and
Space Requirements Questicnnaire to the Headgquartere Space
Manager for completion by the appropriate office within 30 days
after receipt. The Space Manager forwards the entire package to
the affected office for completion and return toc the Space
Manager. Each office should adhere to the following
instructions:

INSTRUCTIONS
Submitting the SF-81

Submit the SF-81 (Request for Space), accompanied by a completed
SF-81A (Space Regquirements Worksheet), Space Regquirements
Development Guidelines and Questionnaire, and any additional
documentation to fully support the gpace requirement. Failure to
provide complete and acourate information will delay proceasing
and may result in return of the SF-8l1 for correcticn, update, and
resubmission.

In aceoordance with FPMR Bection 101-17.208 {(b), a GSA form 2957
RWA should be submitted when above-standard alterations are
required. Above-standard alterations are alterations beyond what
is necefssary Lo prepare an agency’s apace to meet a particular
classification {e.g., ocffice, storage, or special) and permit
cccupancy. Standard alteratione are descrilbed in Appendix A of
41 CFR Part 101-17.101 (FPMR Temporary Regulation D-76).

Line 1. Date form is prepared.
Line 2. Agency established request number.

Line 3. Name and phone number of the local agency official who
is knowledgeable of the reguest and will serve as the agency’s
point of contact for this project.

Line 4., HName and phone number of the agency representative who
will work with GSA 1f a market survey is conducted. This
individual must have the authority to determine acceptability of
the building and/or gites and their location,
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Line 5. GSA regiocnal office which hae jurisdiction for
geographical area where space is2 reguired.

Line &, Name and address of the organization making the request.

Line 7. Name of agency, and bureau code {available from your
servicing personnel office) of the crganlzation which will occupy
the space (e.g., regional pffice, district office, field office}
if different than infédrmation provided in line 6. City and State
where the space 18 regquesmted,

Line 8. Type of request. Initigl: A regquest for new space that

is not assoclated with an existing assignment. Expangjon: A
request for additional apace associated with an existing
asgsignment. Continuing reguiremente: A space action required

for a lease renewal, succeeding lease, lease extangion or move,
Reductipn; A space actlion that requires regicnal Real Estate
Division effort to effect the partial or total terminaticon of an
assignment. :

Line 8a. Geographlc Serxvice Center ie the geographic area the
agency will service from the reguested apace or for which the
agency/bureau has operatiocnal respongibility (give State, City,
County, 2ip Code).

Line Sbk. Delineated Area: Specify the borders within which the
requested space must be located. GSA review of the delineated
area shall be limited to ensuring that the delineated area will
permit adequate competiticn and to ensuring the maximum use of
existing Government contreolled space {(see Line 14, Agency
Certification).

Line 10, Period of time the crganization will use the space and
the suggested number of years for a firm term period. This time
period must be repregentative of the longest period for which the
agency can commit. "Indefinite® and "ASAP" are not acceptable
regponges,

Lige 11. Total number of perscnnel to occupy the reguested
space. ("Personnel" means the peak number of persons to be
housed, regardlees of how many workstations are provided for
them, In additicn to permanent employees of the agency,
perscnnel includes temporaries, part-time, seascnal, contractual
employees, and budgeted vacancies.)
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Lipe 12, This porticon of the 8F-81 is used to identify the
agency’a gguare footage requirements by type of space. All
information should be supported by a detailed explanation on the
Space Requirements Questionnalre and SF-B1A.

Line 12, lipe a, Thies line identifies the Qffice Space Subtotal.
The COffice Space Subtotal is determined by entering the amount of

apace required for the primary office area and adding this to the
amount required for the office support area. The primary office
is determined by multiplying the teotal number of employees by
125. The office support area ise calculated by taking 225 of the
primary office area. "Primary Qffice Area" is the primary,
people cccupied area in which an activity’s normal operational
functione are performed.

"Office Support Area" refers to the areas constructed as office
space and used to meet needs cutside the agency’s primary work
area requiremente {(e.g., reception, meeting, file, libraries,
hearing, interview, and sec¢ondary work areas). Office support
areaz2 should be clearly identified on the attached SF-814 and
Space Requirementa Queaticonnaire.

Amount of general and warshcouse storage
gspace regquired, (See Item 12, line o for ST 2 inside parking}.

Line 12, line d. Total amcunt of storage space required {add
lines b and c).

Line 12, lines e-k, Amount of special space reguired.

Lipe 12, line 1. Total amount of epecial space required {add
lines e through k}.

Lige 12, line m, Total amount of Office, Storage and Special
space required {add lines a, d, and 1).

Lige 12, lipg n, Total acres needed. For amounts less than 1
acre, 1 acre aguals 43,560 square feet.

Line 12, lines o, p, Agency’'e ineide and cutside parking
requirement. Certification that the parking is necessary for the

efficient operation of the agency missicn is reqguired. One
parking space equals 300 sguare feet, Please indicate the number
of spaces.
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Li 12 ne Total parking spaces required (add lines o
and p).
Line 13. This item refers to the specific architectural,

mechanical, electrical, structural, and other special
requirements related to each of the types of space requested in
Line 12. These include security; electrical; HVAC; floor
loading; sound conditioning; fire and safety; and the need for
after hours building accegs, utilities, and cleaning services.
Such regquirements must be fully defined by area, including
computer rooms, laboratories, conference rooms, etc. These
requirements muat be specified in detail on the Space
Requirements Quastionnaire and SF-81A. Check box in Line 13 teo
jindicate if this information is attached.

2 C ifi ion

Line 14. The certification must be signed by an authorized
agency official.

Line 15, G8A will evaluate the request in terms of the space
available in itse inventory and determine the appropriate action.
If GSA determines that space requested i1g unique agency space,
GSA will take no action until the agency has concurred with that
designation. ©SA will agsign a space request number which will
he u=zed te track the requeet until it 18 satisfied.

Name and phone number of the GSA regional official who is
knowledgeable of the requeat will serve as GSA's point of
contact.
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SPACE ALLOWANCE GUIDELINES
Pripary Workstations

Primary workstations are locations which provide a working area
for personnel within office type space assignments for cne or
more perscns during a single 8-hour shift. The number of
workstaticne in an office space assignment ie the number of such
locations that must be provided to aupport the maximum number of
perscnnel housed in that cffice epace during any 8-hour shifg,
including contractor employees, temporary and part-time workers,
and studant aids/interns.

Hox) ion Tvbical

The table below lists workstation Bizes typically used for
functione performed in office gpace. These typicals are used to
develop actual workstation requirements based on building
configuration; furniture and equipment needs, the mission of the
client agency, the function of the person cccupying the workspace
and other on-site conditicns. The range incorporates a low
number which reflectes the use ¢f furniture systems, and a high
number which reflects the use of conventicnal furniture.

PRIMARY WORKSTATION SQUARE-FOOTAGE GUIDELINES (INCLUDING CIRCULATION} :

SIZE RANGE
GRADE¥ FUNCTION (g0, FT.)
1-8 Receptionist/clerical/ 45-30
gecretarial
E-12 Paraprofesseicnal/ 60-120
administrative
9-13 Technical/ &60-130
profegssional
14-15 ' Supervisory/ a0-180
managerial
15-8ES Executive 150-300

NHormal horlzontal circulation ie included in the "space typlcals"
develcoped by the GSA. Tf, in the GSA's judgement, there is an
extraordinary circulation requirement (e.g., for safety, code, or
security purposes) which exceeds the normal allowance, then the excess
amount will be regarded as support space. .

*The gpace allowance guidelines generally apply to these GS grades.
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SUPPORT SFLCE
CATEGORY A - RECEPTION/WAITING AREAS

EQUARE FOOTAGE ALLOWANCE PER VISITOR
AVERAGE # CENTRAL - CONPERENCE PRIVATE SECTURITY

oF Public OFFICE*+*
VISITORS Admin. Serv.

1-4 : 17 20 s 17 : 17 ; 17

5-9 : 17 20 1 17 : 17 : 17
10-1% H le 18 : 16 : 15 : 16
20-1% : 14 ls : 14 : 1% : 14
30-389 : 13 15 : i3 . 15 : 13
40* : 12 14 : 12 t 15 ! 12

* Public Service reception sguare footage is higher than that for
Administrative reception, because of the need for additiecnal facilities
such as counters, displays, and writing areasg.

** Add 3 square feet per person if area serves primarily high level
visitors. '
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SUPPORT SPACE

CATEGORY C - FILE AREAS+

IXEE OF EQUIPMENT  NO,

Lateral File - If

less than 20

cabinets

If
or

Vertical File - It

20 cablnets
greater

leses than 20

cabinets

If
ar

File Shelving Unit 2&"
Rotary File
Spape Savers File - 8
12
18
20
24
Safe - 1 door
2 door
Plan or Map File
Worktables - 24" x 36"
30" xS5O0
Je™ x TF2an
Counter
Microfiche Reader

20 cabinets
greakter

increments

ft.
ft.
ft.
ftr.
ft.

Microfiche Reader Printear

Migrofilm Reader
Terminal

Brinter

Other

TOTAL REQUIREMENT

ALLOWANCE

15

12

1l

1z
35
55
go
110
140
170
15
22
27
15
30
40
40
18
28
23
35
17

Appendix D
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TOTAL

*Tare should be taken to verify that floor loading is adequate to
accommodate the indicated flle concentration.
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SUPPCRT SPACE
CATEGORY D - PILE AREAS+

ALLOWANCE TOTAL
TYPE OF EQUIPMENT NO. 80. FT. 8Q. FT.
STORAGE CARINET 1f lessa than 20
cabinets 15
If 20 cabinets
or greater 1z
SUPPLY CABINET If less than 20
cabinets 15
If 20 cabinets
or greater 12
LATERAL FILE If lesg than 20
cabinets 1%
If 20 cabinets
or greater 1z
VERTICAL FILE If lesa than 20
cabinets 11
If 20 cabinets
or greater g
SHELVING UNIT 26" Increments
12" deep 12
26" Increments
: 18" deep 15
FLAN OF MAPF FILE 27
Copier - w/o collator 45
w/ collator 60
SAFE - 1 door 15
2 door 22
BULK STCRAGE - Furniture *
Equipment *
Supplies *
Other

TOTAL REQUIREMENT

*Allowance equals actual floor area of items and 35% for circulation and
warehousing techniques.
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BUOPPCRT SPACE
CATEGORY E - PROCESSING AREAS
ALLOWANCE TOTAL
E UIP NO. 8Q. PT, 80Q. FT,

Copier - : 46%*
Copier w/collator Fo*
Supply Cabinet 15
Storage Cabinat 15
Mail Cart ' 7
Mail Bin 14
Mail Scale 7
Mail Folding Machine 765%
CPU/Disk Drive 40%
Termingal** i
Printert# i
Word Processor** 25
Keypunch#*#* 35
Drafting Table 48
Graphice, Lettering 14
Plan Printing Machine 60*
Microfiche Reader iB
Microfiche Reader/Printer 28
Microfilm Reader 23
Microfiche Camera an0%
Shelving - 36" Increments 13
Standard 0ff. Machine

18x18 &

18x24 10

2436 14
Plan/Map File 27
Mail Sorting Station 40
Worktables

2436 - 15

30xXe0 EYH

3ax72 40
Lateral File 15
Vertical File 11
Other _—

TOTAL REQUIREMENT

* These allowances are for general planning purpeses only.
Manufacturer‘s specification should be consulted’'to determine exact
space reguirements.

** Includes the table on which the item is located.



SUPPCRT SPACE

CATEGORY F - LIBRARY/REFERENCE AREAS

ITEM HO,

Library Shelving Unit:
- A&™ Increments
Bookcasge
Dicticnary Stand
Card Catalog
Microfiche Reader
Microfilm Reader
Terminal*

Printer+

Check-out Counter
Fublic Counter

Work Area (per perscn}
Other

TOTAL REQUIREMENT

¥+ Includes access and aisle gpace.

* Tncludes the table on which the item is located.

ALLOWANCE
Eg II ww

iz
12

22
lg
23
35
17
40
40
20
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TOTAL
B0. FT.







