Part III                                                                                        Office Space Needs Worksheet / Attachment A-1                        
Support Space Guidelines 
NOTE:  USE ONLY FOR ESTIMATING CENTRAL FILE STORAGE AREAS.  DO NOT USE FOR ESTIMATING INDIVIDUAL OFFICES.  ADD ADDITIONAL PAGES IF NECESSARY.
	Description: Usually double swinging doors with lock, typically 18 to 24 inches deep, freestanding cabinet used to store sensitive supplies or equipment
	STORAGE CABINETS 

16 sq. ft. per unit including access space.


	ADDITIONAL WORKSPACE

	Front view

Storage
	
	(No. of units)
	x 16 sq. ft. =
	(No. of sq. ft. needed)
	
	

	Cabinet
	
	

	
	
	

	
	
	

	Description: Usually with lock, always with fixed front pull-out drawers, typically 28 inches deep and 15 or 18 inches wide, freestanding cabinet used for filing letter or legal size paper
	VERTICAL FILE CABINETS

10 sq. ft. per unit including access space.


	

	Front view

Vertical
	
	(No. of units)
	x 10 sq. ft. =
	(No. of sq. ft. needed)
	
	

	
	
	

	
	
	

	
	
	

	Description: Usually with lock, fixed-front pull-out drawers or roll-out drawer with flipper door, typically 18 inches deep and 36 or 42 inches wide, freestanding cabinet used for filing letter or legal size paper
	LATERAL FILE CABINETS

16 sq. ft. per unit including access space.
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	(No. of units)
	x 16 sq. ft. =
	(No. of sq. ft. needed)
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	Description: Multiple stacking shelves, open without fronts, typically 12 to 18 inches deep and 36 inches wide, used for rows of high density filing or library books to maximize storage height
	OPEN SHELVING and/or BOOKCASES 

Single Sided: 14 sq. ft. per unit including access space.


	

	
	
	(No. of units)
	x 14 sq. ft. =
	(No. of sq. ft. needed)
	
	

	Side view
	
	

	Single depth
	Double Sided: 28 sq. ft. per unit including access space.
	

	                                                         Side view
	
	

	                                                         Double depth
	
	(No. of units)
	x 28 sq. ft. =
	(No. of sq. ft. needed)
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