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MEMORANDUM LETTER HEAD 

Subject:
ACTION:  Interim Administrative Space Standard Policy

From:

Associate Administrator for Research and Acquisitions, ARA-1

To:

The Management Board

Date:

September 14,1999

This memorandum establishes the "Interim Administrative Space Standard" for all administrative space requirements located in FAA controlled and General Services Administration (GSA) controlled buildings and facilities nationwide.  Due to significant program reductions throughout the agency and the Administrator’s memorandum (February 3, 1999) on spending restrictions for the fiscal year 1999 budgets, the interim space standard policy listed below for utilization rates will be used in all FAA administrative space.  This standard utilization rate (i.e., total square footage of administrative space divided by the total number of personnel in the administrative space) was established by evaluating data collected from FAA facilities.  The FAA must promote the efficient utilization of space while meeting the mission needs and functions of each organization.

Interim Administrative Space Standard Policy

The average utilization rate for all administrative space in facilities occupied by the FAA will be 152.5 occupiable square feet (sq. ft.) per person.  The 152.5 sq. ft. per person originated from GSA’s Temporary D-76 Federal Property Management Regulations.  This utilization rate includes the following administrative types of space:  all office areas (closed or open), shared workstations, conference rooms, reception areas, files areas, processing areas, library and reference areas.  Note, joint use space, such as shared conference space, is not included in the calculation of utilization rates.

Technical operating space and small stand-alone field offices with eight or fewer staff will not be required to meet the standard average utilization rate, yet should be housed as efficiently as possible.  Technical operating space is defined as space required to house the installation or operation of air traffic control and navigation facilities and/or to house activities incidental to the establishment, maintenance, or operation of these facilities.  Furthermore, labs and training classrooms will not be subject to this policy.

Any Line of Business (LOB) or Staff Office (SO) requiring additional administrative space over the 152.5 sq. ft. must submit a written justification to the regional logistics division and headquarters operations (ASU-140/400) for review and approval.  If the request for additional space is approved, the LOB/SO must pay the additional rental cost over the 152.5 sq. ft. 

Furthermore, LOB’s/SO’s must also fund all space occupied by contractors in FAA or GSA controlled space regardless of the amount 

or utilization rate.  In addition, as of the date of this memorandum, LOB’s/SO’s will fund any new increases to GSA rent.  

Preliminary space surveys indicate an average FAA-wide utilization rate of 172 sq. ft. per person for GSA controlled administrative space.  The current average space cost for GSA controlled administrative space is $24.68 per square foot.  A space utilization rate of an average of 152.5 sq. ft. per person will yield a potential cost savings to the FAA of approximately $6.6 million per year based on the 1999 FAA space census of GSA controlled space.

Currently, ASU, in conjunction with the LOB’s/SO’s, is developing the final space standard policy with supporting guidance, which will replace this interim space standard policy.  The final policy and guidance is expected to be published within the first quarter of 

FY 2000 in the FAA Acquisition Management System Toolset (FAST),  available at www.fast.faa.gov.  This guidance will assist LOB’s/SO’s in planning their space requirements.  Additionally, transferring the GSA budget allocation, in FY 2001, to each LOB for its management is being considered.

All questions regarding the new policy should be directed to Susan Freericks, ASU-140, at (202) 267-8374, or Aimee Johnson, ASU-420, 

at (202) 267-8868.

Steven Zaidman

