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1. PURPOSE. This directive eatabllishes poliey and procedutresa for the
gcquigition of office and related supplemental apace by Headquarters and Field
Unit Managers. This directive supplements 425 DM 1-&, Resl Property, Space
Managenent.

2, SUMMARY. This directive reflects the following changes to OSMRE Directive
ADS=13 dated February 16, 1988,

a, Fleld 0ffices are now vequired to submit Request for Space to
Headquatrtets instead of Administrative Setvice Centers.

b. Assfiatant Diractors and Fleld O0ffice Directots ate now requited to
certify the gquarterly Standard Level Users Charges (SLUC) bills for their
respactive locations.

3. DEFINITIONS.

a. Federal Property Management Regulatioma (FPMR). These regulations
apply to regulatory materizl pertaining to the management of archives and
records, defense material, public building and space, supply and procurement,
telacommunications and public utilities, transportetion, utilization and
disposal of property, and other programs and activiries of the Genaral Services
Adwinistration {GSA} which are applicable to other Federsl agencies and the
public, TFPMRe are igsued by the Adminigtrator pursunant to the provislons of
the Faderal Property and Administration Service Act of 1949, A3 Stat, 377, as
amended, or other applicable law.

b. Administrative Support Space. This term refers to offlce space that
is required In addition to work station space to house equipment and/or
funetions which an agency requiras to proparly petform its missfion., Examples
include: reception, waiting areas) conference, hearing, uweeting, interview
areas; file areas; central storage areas; ptocessing areag, referenca/study
areas; computar/central processing unit areas.

c. Occuplable Ares. This area represents the portion of the gross area of
a building avallable for use by z2n occupant's pearvsemnel or furnishings,
ineluding ceiling-high corrviders in single tenancy space which are removable
and space which 13 available jointly to the varicus occcupants of the building,
such ag auditoriuma, health vnits, and snack bars. Oceuplable area does not
include
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that epaca in the building which 1s devoted to its operationa and mailntenance,
ineluding craft shops, geayr rooms, and building #upply storage and isaue roome.

d. Permanent Space Aasignments, This is a requirement for space for
ninety {90) dayg or more utilizing established GSA procedures and ragulationa.

_ e. Temporary Space Assignments. Thie 15 a requirement for apace for lass
than one hundred elghty {180) days. This {5 an OSMRE procurement subject to
the concurrence of the Department and GSA.

f. Standard Lavel Useras Charges (SLUC). These charges ineclude the
agency's rental assessment for apace in G3A controlled facilities,

4. POLICY/PROCEDURES.

d. CunceEt.

The goals of the Office Space Management Progrsm are to provide adequate
quality cffice space for all OSMRE employees; echance employee productivity;
and achleve cost-affactive space reductions while providing for a professional
workplace environment,

b. Palicz.

The Office of Surface Mining Reclamation and Enforcement’s {OSMRE) space
management poliey is derived from the following authorities and acurces:

(1} 41 CFR 101-17.101-1;

(2) Executive Orders;

{3) Faderal Property Management Regulatfona {FPMR)} of a parmanent and
fempotary nature;

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

(5) Administrative memoranda, direectives, and documents of a temporary
and permanent nature pursuant to the above authorities.

i Scoge.

The OSMRE Office Space Management Program applies to all permanent end
tamporary office space and aasociated reazl property acquired for official
purposes by the General Services Adwinisttation {GSA}, the Dapartment of the
Interior or OSMRE through intergovermmental/agency agreements.
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d. Organizatiom.

The OSMRE Office Space Management Program is established in the office of the
Assgigtent Director for Budget and Administration under the Chief, Management
Services Pivision. The purpose of the Space Management Program is to ensure
adherence with the guidelines set forth by the General Services Administration
and any other policy direction provided for by the Department of the Interior.

a. BResponalbilities.

{1) The Space Manager, Division of Management Satvices, 1s rasponsible
for the following:

—— the cootrdination of all requests For apace;

-~ providing advice regarding the preparation of
requests for aspace and/or alterations to space:

== achleving agency-wide spsce management goale and objectives,
and representing the interests of OSMRE at the Department; and

—— negotiating with the GSA or the Department for the acquisition
of office space, The Chief, Division of Management Services, may make
exceptions, on a cage=by-cagse basia, where direct negotiatione between a Field
Office and/or Administrative Service Center and the GSA may be advantageous to
the agency.

{2) The Aasistant Directors and Fleld Office Directors ars ragponsible
for:

-— completing the Request for Space, SF-81, and the Space
Requirements Worksheet, SF-8l4, In accordence with the instruction provided in
this directive [Appendix A); and

-— the certification of the quartarly Standard Level Usera Charges
(5L0C) bills which raflects the Office's rental agsessment for space for their
resgpeotive locatlona.

(3) The Deputy Director, Administration and Finance, may upon request
delegate a apace procurement authority to other OSMEBE staff on 2 location-by-
location bamia,
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f. Procedures.

Bequeate for apace originate at the Field Office Diractor or Division Chief
level and are approved by the appropriate Assistant Director. Two coples of \J
the Standard Form 81, Raquest for Space, and one copy of the Standard Form 814,

Space Requirementa Workahaet are submittred to the Space Manager, Management

Services Divieion., Appendix A 13 an example of & completed SF-81 and required
attachments. Requesta for apace should be originated at least 120 days before

the requested apace is neadad for accupaucy.

It the event that repalts and/or alterationms to GSA leased bulldings are
naeceggary, submit G8SA Form 2957 to Denver Finance after the appropriata
authorized officials have signad the form., YThe amount obligeted will be the
anount ghown in Saction TI, Block 15j., Additionally, ensure the followlng
blocks ate completed:

{1} Section I, Bloek 4, Agency Identification Numbet. Racord a five
digit numeric number frome your assigned procurement numbera.

£2) Section I, Bloek 5, Agency Accounting Data. Entar the ten digit
ABACTS account number followed by the four digit ebject class code,

When the involce 1g receivad, DFM will charge the account lieted op the RWA,
DFM will then forward a copy of the invoice to the ordering office requesting
varification that the work was performed. This form must be signed and
returned to IFM as soon as poasible.

5. REPORTING REQUIREMENTS.

45 required,

6., EFFECT ON OTHER DOCUMENTS

None
7. REFERENCES.

40 USC Section 486, at al.
41 CFR 101-17. 101=-1
425 DM 1=-6 Real Property, Space Management

B. EFFECTIVE DATE

Upon Isguance
9. CONTACT

Divigion of Management Services, Branch of Policy and Evalusetion, FTS 343-5447.



Appendix A

Ingtructiong for completing the Standard Form 81, Requaest for Space, are ligted
helow, A completed sample 1z attachad,

1., Completed by Management Services Divigion {DM3) — date sent by Space
Manager, Pelicy and Evaluation Branch, te the Department or the General
Bervices Administrationm.

2. This is a sequential number provided by DMS.

3. If thies i1s a firat time request, mark initial requeat; if requesting
additional space, mark supplemental request; and if requesting relosation, mark
teplacement of existing #gpace,

4, Name location affected, to he completed by applicable offica.
5. Addrezs of appliceble GSA Regional Office to be completed by DMS.
6, Nemes and address of OSMRE Headquarters.

7. Name of office to be housed in requested space o be completed by
applicable office.

8. WName and address of Denver Finance Center,
%, WName and Address of OSMRE Headquartera.
10, ZLength of egtimated time of accupancy, to ba sompleted by DMS.

11. Completed by Applicabla OFfficea. In the column for "office type” space, we
are only entitled to an average of 1395 square feat of space per person. In the
golumng for "gtorage” and “special” space a statement is required Justifying
tha nead for this type of apace. Storage space means space generally
conaisting of concrete, woodblock, or unfinished floors; unfinished ceilings,
and gimilar coustruction contalning minimal lighting and heating (includes
attics, basementsg, warehouses). Special space Is space which has unique
architectural features, ragquires the Installation of speclal equipment, or
necessitates the expenditure of vatying sums ta comstruct, maintaln, and/or
operate as compared to office and stovage space (includes lab and clinie,
conference/training room). This justification should appear on the reverse
slde of the form in item 14.

12. Requesting office’s account number, to be completed by applicable office.



13. If there is a requirement for accesgs to and/or for services in the gpace
requestad during evening or over weskends, 1t should be noted and fully
explained in item 14, to be completed by applicable office,

14. Justification for storage and apecial space, as well as justification for
extended operational requirements, to be complated by applicable offica.

15. Completed by appropriate Agpistant Directkor,
16, For GSA use only,

The Space Manager, Menagement Services Divigion, can provide specific puidance
in interpreting GSA regulations on space management.
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o el Rk GroUE O W DEgE.
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MWhmhmﬂhmwh“hMIM.
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mumnmmmmmmnmmmwmm
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mmmﬁm.lmnmummmmuu
ECUENY et recuired.

Step 3: Les the symboly shown within Pu Busications: abovs in Secton 110 #emize urmishings and squipment on
smtmmmrmwmmnmmumhhmmmm
ehde the line aniry approprixisy.

m«mg;hmmvummwmmﬂummm.qﬁmmw

(4) Descrig, in Remarks, at special nieds such &5; wiNgit of heavy ems. speciel uitites, senvics
BECEEE NETMTINtS, Subplemenin) HYAD, e, Dovelop & separals npaciicetion shet T receseary.
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SECTION 1 METRUCTIONS, STANDARDS AND SYMBOLS

N Lo P
Btandars Desk TZRM0 zmn “,“.
O 830 T ST
I C]
) i T |
____ Library
= ) il |
= Typist Dask ™ Taby., Meciom
Bcocda M tas Drawing Boards
U 'fum'-w s =] Table, Smail Of-5 8040
Mg ® DB-& T3
IE :__ m Moduar Tabie Unil w S+ Biool
[ty Unkized Desk SEx 1B Bl —— —
uﬁu BOR30
D wiLatt or Righl Tabls, Round 3 e
| toundl Relum s4" ¥ Map Cabingt
oo Contarence g Table. Round ) L ———d
L Crange. 42 Coxtmar 12.-Hanper
J 72¢36 SN {4
Table, Round @ Cowlumm S-Hanger
—_——— 3" 3020 (B}
rer- sy
b E iy Fitr, Latar EI Tabie, Hon Gax18
[ I sl ad 1528 4218 T -
....... . i) E Table, End O] Open Acan
E r—v- -Th: 18x24 B 1 Prwass Ahkis
w L.i-E_LJ: Fiie, Lagal z Drvan of Sofa F|_SemiPriveia Area
| 18226 z T340 ERCLOBURE TYPE BYMBOLY.
T Ll - Ciing-High Pertition
o ——— Latars! Filg Gipast Chadr Privacy Sorean
- 15 ] @ EI _ Lounge Clair ] Open
—— e ——1
. snid ] [BEcTion 2 FROGRAMMING INSTRUGTIONS

(t]ﬂrgui:nhuliltupwﬁnqmruwulhﬂmimatmgm.ﬂhmmwtmmmﬂmbqh
Thi il work Qroup on 4 Niey pige .

(2) Ther requasiing agency is responyible for descrbing M iollowing wivkapace sievents of e Space Rsqimmenty

» Workstations e indicated by empioyse name, funclional tibe and grade for sach suthorized id
Bucgafed posltian. ¥ e suThOrized pORUoN [ vacant, 80 indicale Squsrs 3 reduired sni determnined by
hryoun design on SF-81A_ Part 2.

+ Common Funclion spacey are indicated Dy Iha appmoprists nama of the SxrKEpace [COMMNcY, reosption, mc.)
#nd the symbcl C/F in e grade column. Squans Jet ragquissd e Siterming by Jayout design on SF-814, Part 2.

* Adminiattative Bupport spaces sre wihar DantRiiTed (RS oF MIBEEMIOUS BUIDmENT {1.8., costume s, an exira
bovkcasa) not approprialsty comained within ottwr workspeoss. Indicats A/S In the grade column. Square lesl
riquined Mary D cabinmingd bry mullipled of ihe sllowance indicaied i { ] In Section 1 kbows,

(20 Dwvelop the spece requinerments pragram in the foliowing mnines:

Piop 1: List al wormpscs shemanis described in (2] sbows i mn onder deisnmined by MGacency FeRToneips.

thm.mlmmhﬁWMBHmPﬁ!mmm«

commen function wornispace semen. indicaly the Smemions of the workspaos and caloutiie the

aquars isst requined. !

p 3: Line the symbots shomm within the Mumsraiions. sbove in Section 1 1o Kemize kanistings &nd Squipme on

SFIA. DO NOT LIST EXCESS. Hemized Wstings nesd not be shown for #ne Weme previously stendardied. Simpty

Cinder the bra entry appropriaisly.

Biag: 4z Comphie tha lina {am antry by Indioating Spack Ang enclosfs type, squais ket requited and

workepacs oode NG,

{4y Duscribe, in Remerky, sl special nesds Such ax: weighl of heavy #eme. speciel utikties, servce
© BECREE Mequicsmants, duppismenisl HYAG, wic. Develop 8 sepanis speciication shewt N neosssmry.
[ The nformation provided on o workshasts is 10 be summanizes on SF-81, Request lor Space, and subenitled
aitacad theralo. :
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[aEcTON 1 INSTAUCTIONS, STANDARDS AND SYMBOLS ]

o ool Table, Conjersnce I l @ Wmm
Standard Deek : 6 Mxtl ‘J
T | e =
Stangard Table 3
_____ T 80e M E a0
* Mxd
Tﬁ Typin Desk ™ Tabiy., biadiam 2
i - 034 4534 bes Dwiewing Boards £
wiLeTt or Fi
D Typing B.T m Tabéw, Small — D8.5 BOn0 :
B ® 8= S0 Jf
: Madular Table Uni
W T Unitizad Desk T 8518 |
ul B30
D wl."ul't or Fighl _— Tabie, Round g -, -
~unit Astum 54 ] Cabinet
_____ 36x18 g §l = o
[] 1
& aoce g Tatly, Round | ' - "
t — Dask ‘2 Costumer 12Hange
72236 E1x20 {14}
Tabdy, Pound # Coxturmet Gebtangl
———— =" 3030 (B
H S - T o
' P Fita, Lakinr able, Hoxt 8x18
“"};l"“' 15020 4bi1b SPACE YYPE FYMBOLS:
ol mmmmaaa . i} El Tabha, End O Cpen Argy
E R e T 1834 P | Privaoe Arys
G - 5 LR | T LT
§ | 18028 Z 72340 ENCLOBURE TYRE SYMBOLS:
2 ————— - L] En Casiing-High Parilon
-—= Latacat Flin ' Giuns! Chair B] Privacy Screen
-=d e E @ Lounge Chak £2] Open _____I ot/
[0C T BECTION 3 PROGRAMMNG NS
L

{) Orpinize the dula supporiing your raquest by funclional work Groups. Whan one work group hea besn describad begin
Ihe et woHk QrOUD Of 8 N e,

(2} Thir requesiing SQency i nesponaibie for descrining 1he following workspacs slsmanis of s Space Aequiremens
Program,

= Waorketslions are inticated by employes name, funcliondl itk and grase 1ot sach siiiorized a
bucgeted position. If it suthorized pozilion Ip vacan), S0 indicare. Squars teet required are delermined hy
liryout design on BFA1A, Par 2,

= Common Fundction apaces ara indicated by 1he appropriste nama of He worksnace (conmisrsnce, racaption, afe.)
& tha pymbol GIF in 1he grade colamn. Squars et requirsd are deternine by Lyyout desgn of BEE1A, Pan 2.

* Adminitsirative Bupport soaces ra sither contradin Mea or miscalaneous squUipmant (ie., costumins, un sxire
bookoase] hot appropristsly conmined within othar workepacas. el A5 in the grsde tolumn, Squars Jeet
Mcpares mary be daternined by muttiples of the Sikdessnos indicaled in { ) in Section 1 above.

{3 Deveiog: the space fecuicemsnts program in the iflowing manne:: '
m::mmmmmmhmmmmmmwmm_
Bisp 2 Ax necassary, (epare & wlandurd workkpace design on SF1A. Pant 2 for pech workstation o
mmMMMMIMM1MMdimmmumm
By bt requined. .
m::wmmmmnhmmmmnmmmmwmmm
EF-BIA.DQHDTLISTEHCEBB.MMWMMMMHMMHM siandarcized. Simpty
ooce [h Hiwk STy BpRIODTINisy.

Bieg 4: Complate the Nne dem sniry by Indicating space and anciosure lype, squars jest requinsd and

workiosies cogn Mo,

{4) Describe, in Aemacks, alf specint Pecs buch RE: wiight of hamvy bema. wpecls) uliities, senvice

Scass meguirements. supplemanisl HYAC, stc. Drasiop & separie specification shest H necassary.
(%) Ther informariion provided on These workshests i to D8 Summarized on SF-81, Requell for Space. and submted
Sachad thareto,

— . o A N
4 OPC: TkA—a7E 80N Franbafn FORM B1-4 (HHER ALK

-

.



