
Part II                                                                                                                                         STATE OF TENNESSEE                                                                                                  
Office Space Needs Worksheet

(MUST BE ATTACHED TO DEPARTMENT OF GENERAL SERVICES, REAL ESTATE ASSET MANAGEMENT SPACE ACTION REQUEST TRANSMITTAL)
NOTE:  SQUARE FOOTAGE AMOUNTS FROM THIS WORKSHEET ARE SUBJECT TO ADDITIONAL DESIGN PROGRAM CALCULATIONS AND SHOULD NOT BE RELIED UPON FOR AGENCY BUDGETARY PURPOSES
	Dept.: 
	Bldg. Name/Floor #(if applicable): 
	City: 
	Preparer’s Name: 

	Division: 
	Street Address: 
	
	Phone Number: 

	BUSINESS UNIT: 
	County: 
	Zip Code: 
	Date: 

	(1) Occupancy Code:

“P” = Person Assigned to

Space

(Complete columns 1-10.)

“N” = No Person is Assigned

to this Space 
(Complete columns 1,3,4,5, 9 & 10.)  List each space

separately or note in column 10

if quantity is more than one

(2) Personnel Classification Code:

(Use only if space has, or will have, person assigned to it.)

Enter the five digit Personnel Classification Code pertaining to the job title.

Note: This information may be obtained from your department personnel office.


	(3) Job/Function Category:

	(4) Office Type Code:
	(5) Space Guidelines (SF):


	Notes for Items 6, 7, & 8:

Use only if space has, or will have, person assigned to it.
(6) Number of Staff:

Enter the total number of staff for the specific Job Title that is listed in column 3 below. Dual columns accommodate current and future fiscal year planning, with years identified in subheading (“20__”).
(7) Staff Time in Office Code:

A = 75 - 100%                             C =    25 –  49%

B = 50 –  74%                             D =      0 –  24%
(8) Supplemental Space Requirement:
List the additional square footage needed for a specific job or function when the space need exceeds guidelines shown in item 5. Use column 10 for explanation. Enter “None” if no supplemental space is needed. 

(Supplemental space entries will not be used to increase the size of an individual office, but will be used to determine overall space needs.)
	(9) Total Square Feet:

Add amounts in columns 5 and 8, then multiply the sum by number shown in column 6A; enter result in column 9A.

Add amounts in columns 5 and 8, then multiply the sum by number shown in column 6B; enter result in column 9B.
( Support Space Guidelines: (
Break Areas: 

4 - 12 persons = 30 SF per person

Conference & Meeting Rooms:

1 – 10 persons = 17.5 SF per person

11+    persons = 15.0 SF per person

Example: 15 individuals

10 @ 17.5 ea. + 5 @ 15.0 ea. = 250 SF
Computer Classroom:

1 – 15 persons = 40 SF per person

Training Room:

1 – 30 persons = 30 SF per person (all persons seated at tables; no computers)

Waiting Areas:

20 SF per person

Central File Storage Areas: See attachment A-1

	
	Commissioner
	H-1
	195 SF
	
	

	
	Deputy or Asst. Commissioner
	H-2
	195 SF
	
	

	
	Director of Statewide Functions
	H-3
	144 SF
	
	

	
	Executive  (Requires Justification) see notes
	H-4
	120 /144 SF
	
	

	
	Management
	O-1
	49 SF
	
	

	
	Staff
	O-2
	49 SF
	
	

	
	Clerical, Support
	O-3
	36 / 49  SF
	
	

	
	Field, Hotelling (In office < 25% of the time)
	O-4
	36 / 49 SF
	
	

	
	Student, Volunteer
	O-5
	36 / 49 SF
	
	

	
	Support Space (H)
	H-SP
	See “Support Space Guidelines” (
	
	

	
	Support Space (O)
	O-SP
	See “Support Space Guidelines” (
	
	

	
	No Office Space Needed
	XX
	N/A (Included with Another Function)
	
	

	
	Notes for Items 3, 4, & 5 Above:

· H = Hardwall (Floor to ceiling, traditional room construction.)

· O = Open-Office (Landscape systems furniture OR Non-Hardwall Open Space)

· Square footage or hardwall office selection, where multiple choices are given, should be based on preparer’s department space standards.

· (Requires Justification) Submit pay grade verification of executive level position with approval from the appointing authority that this is a consistent department-wide standard
	
	

	Each column below must be completed to identify all office needs per location whether for a new lease, a lease renewal, or for an increase or decrease in office space needs.
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	Item No.
	Occ.

Code
	Personnel

Class Code
	Job Title

or 

Space Function
	Type Office Code
	Space GuidelineSQ. FT.
	Number of Staff
	Time in Office Code
	Supplemental Space 
	Total

Square Feet
	Remarks

Use this space for further explanation to include quantities of Occupancy Code “N” if more than one

Attach additional pages if necessary



	
	
	
	
	
	
	A
	B
	
	
	A
	B
	

	
	
	
	
	
	
	FY20__
	FY20__
	
	
	FY20__
	FY20__
	


	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Page Total
	
	
	Page Total
	
	
	Page  1  of
	
	


(FA 0997)                                                                                                                                                                                                                                                                                                                                                                                                                     (REV 03-2008)
STATE OF TENNESSEE
OFFICE SPACE NEEDS WORKSHEET

(MUST BE ATTACHED TO DEPARTMENT OF GENERAL SERVICES, REAL ESTATE ASSET MANAGEMENT SPACE ACTION REPORT TRANSMITTAL)

NOTE:  SQUARE FOOTAGE AMOUNTS FROM THIS WORKSHEET ARE SUBJECT TO ADDITIONHAL DESIGN PROGRAM CALCULATIONS AND SHOULD NOT BE RELIED UPON FOR AGENCY BUDGETARY PURPOSES

	
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10

	Item No.
	Occ.
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	Job Title

or 
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	Time in Office Code
	Supplemental Space 
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Square Feet
	Remarks

Use this space for further explanation to include quantities of Occupancy Code “N” if more than one

Attach additional pages if necessary
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