Federal Aviation
Administration

Memorandum

Dane: 0cT 26 M0

To: Managers, Executive Operations
Logistic Service Area Managers

_ Real E 3.
e i N
From: Mamie rr(, wector] Aviation Logistucs Organization, ALO-1
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The Administrative Spaceholder’s Management Council (ASMC) was established to
effectively manage and maintain quality work environments for staff and management
personnel. The first priority was establishment of the Stamndard Operating Procedure (SOFP)
for Administrative Space Guidance (FAST/Acquisition Management System (AMS) at 2.4.1.1,
Appendix A). Subsequently, Space Order 4665.4 was signed by the Administrator and has
been submitted to the FAST/ Acquisition Management System (AMS),

Lines of Business or Staff Offices seeking ASMUC approval for adminisirative space projects
will adhere to Order 46654 Appendix A Standard Space Guidelines. Any requirements that
change the leased space (either increase or decrease the leased area) or any reconfiguration of
curren! leased space will require a Business Case. Facility projects are classified in two
general categories; Major Projects (page 6 of the Onder) that have expected costs in éxcess of
500,000 over the entire term of the lease are submitted to the Director, Aviation Logistics
Organization (ALO-1) for review prior 1o submission 1o ASMC for approval. ALO-1 will sign
when approved. Minor Projects {page 7 of Order) that have expected costs under $500,000
over the entire term of the lease and are submitted to the Regional Space Council for review
and approval

At the present ime. 8 Business Case is nof reguired lor offices that contain Administrative
Space where all of the following conditions apphy:

the lease 15 expinng and there 18 a continuing need established by the LOB,

the leased space location remains the same,

the leased space remains configured the same,

the lease terms and conditions remain the same, except where the Real Estate
Contracting Officer (RECO) determines that:
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o compensation could change (remt paid),
o the lease term will change (beginning and ending dates)
This procedure could change if the ASMC determines a change is needed.

Census data (number of employees and contractors in leased space) is required from the Real
Estate Contracting Officer (RECO) or Executive Operations personnel responsible for GSA
leases. The Facilities Management Division (ALO-100) requests that the census data be
attached to and become part of an existing GSA operating agreement. At the present time,
non-GSA direct leases will require census data by the end of FY-2011. Census data will
include:

e only personnel on board as of the date of submission,

* only personnel assigned to the oflice location submitting the count,

» only vacanl or proposed new positions that are approved, funded and verified by ABU

will be provided to the RECO by the Line of Business responsible for each office.



U.S. DEPARTMENT OF TRANSPORTATION ORDER
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SUBJ:  FAA Administrative Spaceholder’s Management Council Standard Operating Process,
Procedures and Guidelines

1. Purpose of this order. The purpose of this order is to define the processes and procedures for
ensuring a consistent application of the FAA's guidelines on standard administrative office space in
order to achieve the agency’s target wtilization for administrative office space.

2. Audience. This order applies to those individuals who occupy administrative office space and to
those who are respansible for planning, implementing, or maintaining FAA administrative office
space. This order also applies to grantees, consuliants, licensees, and any other person or entity,
domestic or foreign, who has a formal written agreement with the FAA to plan, implement, or
maintain FAA administrative office space.

3. Where can 1 find this order? You can find this order on the Directives Management
Information System (DMS) Website: https://emplovees.faa povitools_resources/orders notices

4. Explanation of policy. This order defines the operating process and procedures for the FAA
Administrative Spaceholder’s Management Council and its subordinate Councils in the Regions and

5. Assumptions and Critical Success Factors. Underlying assumptions for successful
implementation of the Administrative, Regional, and Center Spaceholder's Management Councils
include:

a. Establishment of and participation in Spaceholder’s Management Councils at FAA
Headquarters, FAA Regional Offices, the ATO Service Areas, the William 1. Hughes Technical
Center (WIHTC), and the Mike Monroney Aeronautical Center (MMAC)--the primary FAA
organizations that use administrative office space

b. Participation by all lines of business (LOBs) and Staff Offices
¢. Open and candid discussions

d. Consistent standard business case assessments to justify administrative space requests and to
demonstrate their alignment with corporate needs

e. A clearly defined organizational mission in each business case
f. Development and implementation of a strategic, agency-wide master space plan

g Council meetings conducted quarterly (but the chairs of the ASMC and of the Regional Space
Management Councils (RSMC) have the authority t convene an out-of-cycle council meeting)

h. Supplemental council meetings scheduled as necessary to address time-critical projects or to
avoid creating a backlog of projects
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6.  Administrative Spaceholder's Management Council Membership and Structure.

a. Representatives from the organizations with the larpest populations comprise the core
membership of the ASMC. Additional members will be drawn from smaller LOBs and staff
offices, as necessary. Membership is limited to the Senior Vice President (SVP) of the Air
Traffic Organization (ATO), Associate Administrators, and Assistant Administrators or their
deputies. Each member has ane vote in decisions regarding administrative office space within
the entire FAA. The ASMC should adopt a consensus-based decision-making process. The
Assistant Administrator for Regions and Center Operations (ARC) will serve as the Chairperson,
and the Director of Aviation Logistics Organization (ALO) will serve as the Secretariat for the
ASMC. The SVP and Assistant and Associate Administrators (or deputies) listed below will
serve as core members of the ASMC,

1) Air Traffic Organization (ATO) SVP
2) Associate Administrator for Airports (ARP)
3) Associate Administrator for Aviation Safety (AVS)
4) Assistant Administrator for Financial Services (ABA)
3) Assistant Administrator for Human Resource Management (AHR)
6) Assistant Administrator for Aviation Policy, Planning, and Environment (AEP)
7} Assistant Administrator for Security and Hazardous Materials (ASH)
8) Assistant Administrator for Information Services (AIQ)
b. The following LOBs and staff offices may be asked to serve on the ASMC, as
NeCessary:
1} Assistant Administrator for Civil Rights (ACR)
2) Chief Counsel (AGC)
3) Assistant Administrator for Government and Industry Affairs (AGI)
4) Assistam Administrator for Communications (AOC)
5) Assistant Administrator for Intemational Aviation (API)
) Associate Administrator for Commercial Space Transportation ( AST)

Note: The FAA must comply with all of its statutory and contractual bargaining obligations related to
workspace size and/or moves. Although the intent of the guidelines in this order is to use administrative
office space effectively, the guidelines on workspace size in no way diminish the Agency's bargaining
obligations on this issue.

¢. The ALO will provide cost estimates and technical and logistical assistance and
guidance, as requested.

=2
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d. Administrative Spaceholder's Management Council Organizational Chart (See Figure 1),
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Figure 1. Administrative Spaceholder’s Management Council

7. Regional/Center Spaceholder's Management Council Membership and Structure.

2. Representatives from the Regional or Center organizations with the largest populations (for
example, MMAC and WIHTC) will eomprise the core membership on the Spaceholder's
Management Couneils. Additional members will be drawn from smaller LOBs and staff offices, as
necessary. Membership is limited to the representatives from the Regional or Center Management
Team. Each member has one vote in decisions regarding administrative office space within the
Regional or Center workplace. The RSMC/CSMC should adopt a consensus-based decision-making
process. The Deputy Regional Administrator and Center Directors will serve as the Chairpersons of
their respective Councils. The Regional Logistics Representative (RLR) will serve as the Secretariat
for the RSMC, and the Center Facilities Manager (CFM) will serve as the Secretariat for the CSMC.
Each RLR will be appointed by the RSMC/CSMC Chair. The individuals listed below will serve as
core members of the RSMC/CSMC:

1) Deputy Regional AdministratorRegional Executive Manager/Center Director

2) Regional/Center Representative for Air Traffic Organization (ATO)

3) Regional/Center Representative for Airports {ARP)

4} Regional/Center Representative for Aviation Safety (AVS)

5) Regional/Center Representative for Security and Harardous Materials { ASH)

) Regicnal/Center Representative for Human Resource Management (AHR)

b. The following LOBs and Staff Offices may be asked to serve on the Spaceholder's Council, as

NECESSAry:

7) Regional/Center Representative for Assistant Administrator for Civil Rights (ACR)

8) RegonalCenter Representative for Chief Counsel (AGC)

Note: The FAA must comply with all of its statutory and contractual bargaining obligations related to
workspace size and'or moves. Although the intent of the guidelines in this order is to use administrative
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office space effectively, the guidelines on workspace size in no way diminish the Apency’s bargaining
obligations on this 1ssue.
c. The ALO will provide cost estimates and technical and logistical assistance and
guidance, as requested.

d. Regional, MMAC, and WIHTC Spaceholder's Management Council Organizational Chart
(See Figure 2).
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Figure 2. Regional/Center Spaceholder’s Management Council

8. Spaceholder’s Management Council Determination and Review Processes, Figures 3, 4, 5,
and & illustrate how a project is categorized as being either "major” or "minor” and how the project's
business case 15 submitied for review and approval by the ASMC or RSMC/CSMC. The Business
Case Justification (Appendix C) captures relevant information about the project. The
KLR/CFM/Executive Operations Representative (herein afier referred to as the Exec Ops) can use this
information in a decision tree (displayed below) to determine which type of project should be
submitted for review and approval.
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A, Decision Tree - Differentiating A Major Project from a Minor Project { The decision tree
should be used by ALO, the Regional Logistics Representative, the Center Facilities Manager, or the
Executive Operations Representative and recorded in the Business Case Justification. ) (See Figure 3)
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Figure 3. Decision Tree for Determining Project Type
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9. Project Size and Complexity. Facility projects are classified into two general categories: major
projects and minor projects.

a. Major Project. A major project is a project that is expected to cost $500,000 or more, For
leases. GSA or FAA-Tirect, this threshold is to be applied to the entire term of the lease, including the
option years. Major projects include all GSA prospectus projects, GSA or FAA space acquisitions,
and space renovation projects that meet the cost threshold, Major projects require a formal review and
approval by the ASMC. The figure below depicts the approval process for a major project (See
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Figure 4. Major Project Process Flow (Projects Requiring ASMC Approval)
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b. Minor Project. A minor project is & project that is estimated to cost less than $500,000.
Minor projects require a formal review and approval by the RSMC/CSMC. A consolidated fist of
minor projects approved at the Regional level must be presented in summary to the ASMC during
quarterly meetings. The figure below describes the approval process for a minor project (See Figure
5).
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Figure 5.  Minor Project Process Flow (Projects Requiring RSMC/CSMC Approval)

Note: Funding for projects is the responsibility of each LOB/Staff Office unless corporate funding is
requested and is available. The RLE/CFM/Exec Ops is responsible for elevating major projects to the
ASMC for its review.

10, Decision and Appeals.

a. Decisions of the Administrative and Regional/Center Spaceholder’s Management
Councils. Within 15 days following the guarterly meeting of each Council, a summary Record of
Decisions (ROD) wall be provided to Council membership. The Council will notify the SVF,
Associate/ Assistant Administrator, Center Director, or Representative affected by the decisions of the
Council of actions to be taken and provide a tentative schedule or indicate when a schedule will be
provided for the work to be accomplished,
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b. Appeals to the Decisions of the Administrative or Regional/Center Spaceholder’s
Management Councils. Any ROD may be appealed 1o the Assistant Administrator for Regions and
Centers for ASMC decisions, the Regional Administrator for RSMC decisions, or the Center Directors
for CSMC decisions within 10 days of the date of the ROD announcement. Appeals for each ROD may
only be heard once by the respective Council.

¢. Council Responsibilities. Each Council will be responsible for making decisions consistent

with agency policy, guidance, and standards or other regulations affecting the utilization of
administrative office space and building infrastructure within the FAA workplace, including the
MMAC and WIHTC. The quanerly Council meetings will focus on analysis-driven decision making.
Detailed analyses of the space management portfolio of the LOBs and Staff Offices will guide the
decision-making process. During its meetings, the Council will be responsible for:

|} Ensuring consistency in the application of corporate guidelines for space allocations;

2} Approving or disapproving new space acquisitions, renovations, and lease renewals:

3} Reviewing the status of major and minor projects, as appropriate, to ensure that
timelines, costs, and resources are maintained within the bounds of the approved project budget;
and

4) Reviewing the feasibility, affordability, and timelines of emerging space projects.

d. Responsibilities of ALO/RLR/CFM/Exec Ops. Prior to scheduled meetings, the
ALO/RLR/CFM/Exec Ops staff and support personnel will analyze the space management portfolio
and develop recommendations for the Council to consider, if so requested. Specific responsibilities of
ALO/RLRACFM Exec Ops will include;

1} Reviewing and analyzing baseline administrative space portfolios of LOBs/Staff
Offices:
2} Requesting specific requirements for space from LOBs/Staff Offices:
3) Reviewing the business cases. completing an evaluation and forwarding a
recommendation to headquarters;
4) Obtaining feedback on recommendations from LOBs/Staff Offices;
) Overseeing work on the “FAA Administrative Space Management Plan,” including:
a. Reviewing operational requirements and providing recommendations to
LOBs/Staft Otfices on the “FAA Administrative Space Management Plan,”
b, Working with the LOBs/Siaff Offices to implement the “FAA Administrative
Space Management Plan,™ and
c.  Monitoring and updating the “FAA Administrative Space Management Plan”,
as necessary, and using information for future space management decision making; and
6) Ensuring that building infrastructure issues are analvzed and that recommendations are
prepared for the Spaceholder’s Couneil consideration and approval.

¢. This information will develop the basis for how the Council accomplishes its tasks of
approving or resolving issues relating 1o administrative office space within the FAA workplace.
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11. Responsibilities of the Secretariat
a. Prepare agenda and coordinate quarterly meetings
b. Administer and maintain action items fist
¢. Prepare briefings for the Chairman

d. Receive, for the purpose of coordination and meeting planning, briefings and presentations of
other Council members and/or working group chairs in a timely manner

e. Retain LOB-provided business cases for historical record

Manage, arrange, notify, and publish Council meetings and schedule

Provide meeting minutes to all salient parties within 10 business days

Provide oversight and management to support contractor team, as required
Receive and disseminate minutes and other information from ASMC and RSMC

j- In the case of the RSMC/CSMC Secretariat, provide information about the status of its work
to the ASMC Secretariat, as required

k. Provide administrative support and maintain ROD database or files
L. Suppon development of agency's five-year facility/space management plan

™~ Fm

12, Requesters (LOBs/Staff Offices)

a. Overview of Requesters’ Responsibilities. L.OBs or Stafl Offices secking approval for
modified workspace, additional workspace, or new workspace are responsible for working with ALO
in headguarters, with RLR and/or Executive Operations for Regions/Centers or Field Offices, and
with facility management offices in MMAC and WIHTC who manages the space.

h. Specific Responsibilities of Requesters.

The requesting organization will:

1} Develop and justify space requirements for new or modified space assignments for
presentation to the Spaceholder’s Management Council.

2) Contact the appropriate offices to determine the requirements for information technology,
telecommunications support, equipment and furnishings, and physical moves.

3) Look at other FAA offices with the intent of sharing resources such as conference rooms
and telecommunications equipment.

4) Consider such issues as movements affecting bargaining unit employees and
sccommadations for persons with disabilities. ALO will utilize the business case provided by the
Region/Center to present the new request to the Council.

13. The Space Acquisition™odification Business Case Justification.

a. Preparation of Business Case. LOBs and Staff Offices seeking approval for space
projects will provide a completed Space Acquisiion/Modification Business Case Justification
(hereinafter refemed to as the Business Case) to their respective RLE. CFM. or Exec Ops, who
will make a presentation to the appropriate Council during the next quarterly meeting, The
micetings are informal.
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b. Presentation of Business Case,

1} The purpose of the presentation is 1 provide information to the Council and to seek support
for the space that is being requested.

2) A sample format for a business case that describes the requirements and provides
justification can be found in Appendix C (FAA Form 4665-7 located
https:/femployees. fan. govitools_resources/forms”). The LOB or Staff Office making the request
can provide any additional backup data or information that will support the business case
presentation.

3) For all major projeet business cases, the RLR/CFM/Exee Ops representative will
torward the business case to the Council's Secretariat for review 2 weeks prior to the announced
meeting date, The Secretariat will, in tum, provide copies of the business case to members of the
Council prior to the scheduled meeting,

4) For all minor project business cases, the RLR, CFM, or Exec Ops, who acts as the
Secretariat for their respective Regional and Center Council, will present the case to the
Regional/Center Council with support from the requesting LOB. The RLR/CFM/Exec Ops
representative must then report the decisions made by the RSMC/CSMC to the Secretariat of the
ASMC.

¢. Supporting Documentation: Floor Plan. A floor plan, if available, showing the location of
various offices, workstations, conference rooms, and commeon areas should be included with the
business case. The floor plan should identify the space classification for each area on the floor plan. The
purpose of the floor plan is to give the Spaccholder’s Council a visual understanding of what the
organization's goal and vision are relative to the request. Refer to Appendix B (Basic Space Guidelines)
for general information regarding the standard sizes of office space, workstations, conference rooms, and
COMITION &reas,

d. Cost Estimates. The business case requires a rough cost estimate for construction, equipment,
furniture, communications enhancements, and other amenities. The estimate provides an initial
assessment regarding the scope and magnitude of the work to be accomiplished. In addition, it creates an
awareness of the funding requirements for both the requesting organization and other organizations
affected by the plan. Each LOB or Staff Office is responsible for developing a plan for finding unless
corporate funding has been requested and is available. Real Estate Contracting Officers (RECOs) are
expected to collaborate with LOB representatives to complete business cases, a5 the LOB will not likely
have access to all cost information and analysis (market surveys, available existing space, lease costs,
construction costs, ete,) that would support the recommendations found in the business case,

€. Discussion. Following the presentation, issues such as funding, space guidelines, assumptions,
and dates can be clarified through discussion. The ALOVRLR/CFMExec Ops will provide information
regarding the design, construction, fumiture, and equipment installation processes. In addition, they will
explain applicable General Services Administration (GSA) regulations and governing procedures.

f. Content of the Business Case. The following material deseribes the various elements that must
be included in the Business Plan. See Appendix C for an example of a Space AcquisitionModification
Business Case Justification.

|} Executive Summary. Briefly summarize the problem statement, altematives
considered, expected results, and recommenxdation, This section should not exceed one-half page.

10
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1} Background. Provide any background information or course of evenss that led to the
neeyd for this business case and the associated decision/recommendation.

3} Mission Need and Requirement. State the need and requirement of this business case
andd justify why the proposed solution should be implemented (e.g., requirements, telecommuting,
storage requirements, cost analysis breakdown, altematives, length of occupancy, annualized dollar
amount, square footage, staifing numbers, compliance with space standards, floor plan drawings,
ete.).

4) Assumptions. List and deseribe any assumptions relevant to achieving the
recommended solution.

) Constraints. List and deseribe limiting factors or constraints relevant to achieving the
recommended solution.

6) Cost Analysis. Provide a supporting cost estitmate for implementing the propased
recommendation/solution, Include, if available, a cost comparison of different altematives for the
solution.

T} Space Fees and Other Expenses. Provide a description of the various fees and expenses
that the arganization will have 1o sustain under the proposed recommendation/solution. Examples
include: shell rental-rate increases, operating-cost increases, lease expirations, the impact of step
increases, PBS fee charges, parking increases or decreases, joint-use changes, estimated tax
increases, basic security charges, building-specific operating security charges, etc.

8) Implementation Schedule. Provide the implementation timeline and duration of the
proposed recommendation/solution.

9} Recommendation. Provide recommendations based on the analysis above. Fnsure that
vour conclusion touches upon the business objectives, outlines all of the decision criterda included,
and explicitly states the metries, results, and findings.

10} Basic Project Information. Provide basic project information that describes the
proposed effort, including estimated project cost, start date, end date, duration, and U/R impact;
total usable square feet affected; total usable square feet added or removed; workstation space
requirements exemption (Y/N}; and type of space: major or minor project.

11} Summary of Disposition. Provide a summary of the review/approval of the project from
the Couneil.

12} Approvals, Provide names, dates, and signatures of the sponsor who submits the proposal
and the Council chair whe approves it

14. Scheduling and Planning.

a. After a major project has been approved, the Center Secretariat {See Section 8a above for the
identification of the different secretariats) will manage all aspects of the project and will keep the
customer organization informed of the project status, schedule, and cost changes through a mutually
agreed-upon communications plan. Ifthe project is a new Regional Office prospectus, it will be
handled by both the logistics organization and Exec Ops,

b. The staff will use the Lease Template Action Plan (LTAP), & Microsoft® Project tool, to
report project progress and as the basis for all execution plans. Staff can modify the LTAP as needed,
based on the scale and scope of the project.

11
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¢ Acopy of the project plan will be provided 1o ALO. Logistics or Exec Ops for Regions and
Centers or Field Offices will maintain liaison with ALO throughout the life cycle of the project. The
Design and Consiruction Project Plan, in Appendix A, depicts a typical planning summary, Soft
copies of the LTAP must be posted on the Space Management KSN Site:
https:/ksn. faa. govkm/arc/Logisticsrealproperty/default aspx

d. Onee the project plan has been developed and the engineering drawings have been completed
and approved, any changes requested may cause considerable and undesired delays in the project
timeline. In addition, changes to construction contriscls may result in increased project costs that Ay,
in tum, jeopardize future work for other organizations.

e Dnce a project has been approved, changes that result in major cost increases or excessive
project delays may need to be reviewed by the Spaccholder's Management Council. The requirement
for this review will be eoordinated among the requesting office, ALO and/or Exec Ops - Building
Services Team.

Note: The LTAP will be reviewed annually, and any significant changes and/or updates will be vetted
through the Spaceholder’s Management Council.

15. Background.

a. The FAA continues to strive to be one of the federal government's most desired places to
work. It achieves this goal by effectively managing and maintaining quality work environments for
staff and management. The FAA currently occupies approximately 8 million square feet of
administrative space. Managing a portfolio of this size requires the implementation of standard
policies, processes, and procedures that leverage FAA corporate resources. The Administrative
Spaceholder’s Management Council (ASMC) plays an important role in this process by providing
guidance, oversight, and stewardship of administrative space and its efficient use,

b. Intoday's complex environment the efficient, fair, and equitable distribution of space can only
be accomplished through a corporate management approach that best serves the Agency. It is the goal
of the Spacehalder's Management Couneil o assist in planning for the efficient and effective use of
workspace in crowded surroundings and to develop a process that provides a simple, but fair,
corporate-wide solution. This approach to managing workspace can only succeed with the assistance
and cooperation of each organization within the FAA,

¢. The Acquisition Management System (AMS) Real Estate Guidance Paragraph 2.4.1-Appendix
A: Administrative Space Guidance will be updated annually to incorporate the standard sizes outlined in
Appendix B.

16. Distribution. This order is distributed 10 FAA Headguarters, FAA Regional Offices, and other
FAA facilities (including the WIHTC and the MMAC), and to all LOBs and Staff Offices that accupy
administrative office space,

12
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Appendix A

Appendix A: Sample Design and Construction Project Plan

The figure below depicts a sample project schedule that outlines the steps and stages that are included
in a major space project and the approximate days needed to complete each milestone. The sample
project plan included is that of a GSA prospectus-level project.

WBS | Task Nome Duration | Start | Finish
| Lense Process Stan Dute 1 dmy I Tha L/IADOT | Thu §1507
2 | GSA Lease Process 4% days | Thi IAISAT | Tuwe 7511
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2.2 |  LOB Requirements (ieneralicn G days  The IIMERAT | Thu 103107
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TE11 | Dhewelop justification stalement Lday | Thu l/LT08 | Thu 117008
1312 RECO provides 5F-81 and Business Case {justification package) to ALC- 100 | diry Fri 171804 Fri 111808
2303 | Assessment frem Headqesriers LOBs | Midays | Tho 52208 | Wed 671808
134 Develop Adminzsrative Spree Prodeet Document LAS P wich |08 | Ddm | Thuil508 | Thu hiIB0E
23 0F Prirvide ASPLY 1o the L5 AM fir reviow 1 day Fri f/20604 i B200E
&3.15 LA approves ASFD sl lorwands 1o ALD- Iuﬂl'.'l 1day | Mon 673374 Mlom ARITE
2107 MUELESTUSE: Reguiremsents Fuchnge Lday | Thu [1FE0GT | Thu | 1IL5A0T
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242 Determine if RECO meeds o provide clanliesion of the project documentation Idmy | Thu 1170507 | Thu | L1307
| 2422 | Lipdnte Praject Document with clarification (i spplicable) | Vdwy | Fm 11607 | F 11607
[ 2433 ALO-100 forwards recommendation to A1 -1 | 42dims | Mon 1171807 | Tue Litsio8
243 | ALO-I Review of Requiremesis Package Bl days | Wed 1608 | Wed 52108
1431 Aulheeize the RECO o sign the GSA draft DA Tdsy | Wed VIGNE | Wed 11608
2432 Incorporase drafl (14 £ 1o t Pdmy | Tho W1708 |  The 171708
2433 | Awhorizs (54 w0 procesd wilk Prospectus _ldduys | Fri 0RO | Wed 2008 |
| 2434 ARC- | brief the unions on the project B0 days Towa 28 | Wed 430508
14355 ALL-1 provides ARC-LO approval b incorpormse ling ilenis inle Bussiness Case 14 days Thes 5108 | Thu 32008
PR MILESTONE: AEC-1 Apprisal of Reguirements Package Dy | Wed H2I0B | Wed 82104
idd | ALO-1 works with ABL b approve Bunding for inclusion iseo ARC budger 1 dax Th &/19408 This 61518
245 |  ARC- preserss husiness ease b the CFO and ll LOBs I day Frio2006 | Fri 620108
146 | ALO-I notified ALO-|00 of fanding spproval Tdays | Mon 230K | Tee ML
147 ALCHLE moxifies LSAM of Randing level apgeuved by ABL Tdoys | Wed W25E | Thu 70008
248 | RECO forwards draft OA o ALD-100 20 days | Fri TE0K Frl &B0%
244 Fresent to Spueeholders Munngement £ ouscil Bar Aaprsal 0 dms Fri RA&E Fri B8
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Appendix B: Standard Space Guidelines

Workspace is apportioned based on: (1) the availability of floor space, (2) the mission need to be
mldressed in a particular location or facility, and (3) the desire for comiguous space assignments
across the organization. In addition, to ensure a level of standardization for workstations, the general
guidelines and dimensions listed below apply to all administrative office space within all technical
facilities, including but not limited to Terminal facilities, Technical Operations facilities, En Route and
Oceanic facilitics, and Svstems Operations facilities.

The assignment of administrative office and support space 10 an organization is based upon an
average of 132.5 square feet per person. The policy that governs Administrative Space Standard
requirements is the Acquisition Management System (AMS) Real Estate Guidance, Appendix A
(Administrative Space Guidance), Paragraph 2.4.1. The following guidelines are consistent with
AMSE standards,

2. Non-supervisory personnel, including J, K, and L Bands, and GS-14 and (G3-15 employees
are not authonzed private office space without an approved business case justification.
Justifications that do not meet the standards set forth herein must be approved by ALO-1.

b, Ifan office assignment exception is approved, based on a business case justification, private
office assignments may not exceed B0 square feet in total size.

¢. Offices and conference rooms may not be constructed on exterior glass areas of buildings
except in Executive Sujtes.

d. A conference room of 300 square feet will be assigned to an SES Director and above. If an
LOB or Staff Office provides acceptable justification for additional dedicated conference
room space, and if the exception is approved, the size of such conference roomy(s) will be
dictated by available space on a case-by-case basis and must be constructed within the existing
space assignment. Shared-use conference space will be made available to the maximum extent
that floor space will allow.

€. The current office and cubicle sizes are considered standard. FOB-10B offices and cubicles,
however, differ from the above sizes in certain instances.

Note: Workstation Locations: Every attempt should be made 1o situate workstations along windows o
provide maximum natural light and to maximize air flow throughout the workspace.
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Administrative Space Guidelines

Workspace Staff Level Space Guidelines

Executive Directors
Executive Division Managers

Executive Deputy Division
Executives Managers 225 square feet

{Band 02/03) ATO VPs at Band 02
I Deputy Regional Administrators

Chiefl ScientistsTechnical
Advisors

Directors a:{d Supervisors
Division Managers

LM Band Deputy Directors | 150 square fest
K Band Group Managers (K)

Deputy Regional Administrators

Logistics Service Area Managers

Branch Managers
k() Band : 100 square feet
Supervizory Team Leads

Standard is 8 x 8", This accommodates
a work area {desk), chair, under-desk
filing cabinets, over-station storage area,
pencil drawer, and computer keyboard
tray.

Waorkstations

**Note: Currently, FOB-10A is the
only approved exception to the 8' x §°
| standard, and other facilities will be
. evaluated as business needs dictate.

L.OBs and Staff Offices set their
| requirements for conference rooms
within the facility space allocated to
their organizations. Generally, large
conference rooms (20 people) do not
exceed 300 square feet and small
conference rooms (8-10 people) range
from 150 to 200 square feet.

Conference Rooms
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Administrative Space Guidelines

Workspace Staff Level Space Guidelines

Break rooms, supply rooms, storage
ronms, and other special-use rooms will
be sized based on the availability of
overall floor space assigned to the LOB
Common Arcas or Staff Office. They will be constructed
according to the needs of the
organization and general space
requirement guidelines established by
GSA.
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Appendix C: Space Acquisition/Modification Business Case Justification

Business Case Justification Form

| Region:

| Business Case Name: . ) _. . , -

Rnui.l'ng_ﬁl\-'mhﬂ-l: | Room #:
Phone: ] ) | E-mail:
 Project Sponsor:

| Other: ) :| .

b ITLE0 11 Ty

PO e sicdement, cllernniives conpsider e CXTNL fed resaloy, cond recompmendialion. N

e o events il e o Ee i

Mission Need and Requirement

FAA Form 4665-7 (07/10) - Electronie Form
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4. Assumptions

Listicimed A T £ril |.|'.':-'-.’l.'n':‘lf.-‘.rjil.ll.\ redeveint in aCiiey [ [ EL |'.I|'h'.l.l.'|'r':'.'f:;'rlI

Constraints

LESE fvel edeworihe el |'.'-'-'r.'.’|'.'=.: FEACTORY OF COYIraings Felévonl th il‘n'.'."].':'l'].ln'!_' i P e W PR TR |'IJ o Ser o,

CHPRFL

ey o The

.'|..'|'|.'|..'I i

FAA Form 4665-7 (07100 - Electronic Form
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8. Implementation Schedule

rovicle the .'-'I'i]'.‘n'n_-'n'l.'n_ Frfea e fiked e ool oftnkend fond o fhe

3, Recommendation

Froviade recommendaions besed on the anahais ahove. Emsare (hat vour coBcinsi e o the bisiness

e ; T S e . ; LR T
eyectives, enlines cll of the decision ceiteri fncided. amd it alantes fine amernicy. resilils, oind i iTFEy

1. Basic Project Information
|

L ro e ) r. b7 F -+ S s e e it At (RS i
I FOWTNE DESEC paie T iR et ie s W e sc iimve's T i ieeel oot

Workstaiion Space
Requiremcnt Exempoion[s}*
s . P e 5 ¥R
l'sial 1 teakde SF Est Bl Dlaie

— AP — | | Thypee o Speacs:

| : | —1 P e

Est. Prnect Cost | Es. Saan Dag

AP : T e | ——
| | Totnl Lisghle S Est. Druration S —
- 4 AdidedBorneved e re— BefaprMlowr Progedt

| Est LVR tmpaci |

11, Summary of Disposition

|r :'|l'| PN .'I: o s T T I.':'| of IF [ ".'|. LV AT |'.II i I M TNOECT 1 I.'I.III FEIFEATER { R .'..'I

FAA Form 4665-4 (07/107 - Electronic Form

19



07/13/10

4665.4
Appendix C

Submiitted by:

{Print, Sign)
Line of Business (Project Sponsor)

_Daie-

(Print, Sign)

Aviation Logistics Organization/Regional Logistics Representative/
Center Facilities ManagerExecutive Operations Representative

Approved by:

(Print, Sign)
Administrative Spaceholder’s Management Council
Chairperson

{Print, Sign)

| Regional/Center Spaceholder’s Management Council Chairperson

Diae

Diate

FAA Form 4665-7 (07/10) - Electronic Form
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ALO Aviation Logistics Organization
ARC Administrator for Regions and Center Operations
ASMC Administrative Spaceholder's Management Council
ASPD Administrative Space Project Document
CFM Center Facilities Manager ]
CSMC Center Spaceholder’s ]'-.-lﬂnagmnem Council
M5 Diirectives Management Information System
GSA General Services Administration
LOB Lines of Business )
LSAM Logistics Service Area Manager
MMAC Mike Monroney Aeronautical Center
0A Occupancy Agreement
RECO Real Estate Contracting Officer
RLR Regional Logistics Representative
ROD Record of Decisions
RSMC Regional Spaceholder’s Management Council
SVP | Senior Vice President
TWIHTC William J. Fughes Technical Center
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