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1. GENERAL

1.1 Purpose. The purpose of this section is to establish policies,
respousibilities, and procedures for acquiring space for the Bureau of
Indian Affairs in the Washington, D.C., metropolitan area, field locations
and specified Area Offices.

1.2 Authority. Space management requirements are authorized by FPMR
.~.101-17, Subchapter D - Public Buildings and Space, and by 425 DM 1 - 5,
Real Property - Space Management.

1.3 Policy. It is the policy of the Bureau of Indian Affairs to control
and manage acquisition and disposal of space in accordance with Federal and
Departmental regulations.

1.4 Requirements. The Department of the Interior is required by General
Services Administration Regulation 41 CFR 101-17.101-1 to submit Standard

Form 81, Request for Space, (hereafter referred to as SF-81) - (Illustrationm
1), and GSA Form 1476, Space Requirements Worksheet - (Illustration 2), to the
appropriate GSA Regional Office to fulfill space needs.

1.5 Acquisition of Office Space. SF-81 and GSA Form-1476 are initially
prepared by the requesting Bureau or 0Office.

A. Division of Space Management, Office of Administrative Services
(DSM-PMO) Controlled Areas. Space requests for all Secretarial and
Departmental offices (nationwide) and Bureaus in the Washington metropolitan
area and specified regiomal cities (see BIAM Supplement 5-1.6) will be
submitted to PMO through the BIA Division of Property Management, for review,
approval, and coordination with GSA. The Director of PMO (or designee) is the
only official authorized to deal with GSA on space acquisition matters in
these areas. Illustration 1 of this supplement provides a sample SF-81 and
instructions for its preparation in these instances. ' ' T "

B. Other Areas. All Bureau requests for space outside the metropolitan
areas listed in 43 BIAM Supplement 5-1.6 should be submitted directly to the
appropriate GSA Regional Space Management Division. Information copies of all
such space requests will be maintained by the Bureau's Division of Property
Management. The Chief, Division of Property Management will assist with any -
space problems when requested to do so.

C. Acquisition by GSA. GSA will perform all functions of leasing
building space, and land incidental thereto, for Federal agencies except when
a specific delegation of authority has been granted by the Administrator of
General Services. (See paragraph 1.5 E).

Supp. 5, Release 1, 4/5/84
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D. Bureau Contacts with Lessors, Offerors, or Potential Offerors. At
no time before or after a space request is submitted or after a lease
agreement 1s made are Bureau personnel to make direct or indirect contact with
lessors, offerors, or potential offerors, for the purpose of making oral or
written representation, commitments, or agreements with respect to the terms
of occupancy of space, tenant improvements, alterations and repairs or payment
for overtime services unless specifically requested by GSA space management
personnel. Because unauthorized contacts may compromise GSA's ability to
effect lease contracts which are in the best interest of the Government, it
may be necessary for GSA, when such contacts are made, to defer leasing action
until its nature and impact can be determined. If, in the judgment of GSA,
contacts are detrimental to the Government's interest, further leasing action
will be suspended for a time to eliminate or minimize the impact. Contacts by
lessors, offerors, or their agents must be referred to the space management
division of the appropriate GSA Regiomal Office.

E. Delegations of Authority. The Administrator of General Services may
delegate the leasing authority set forth in the Federal Property and
Administrative Services Act of 1949, 63 Stat. 377, as amended, to heads of
other Federal agencies.

(1) 1In order to obtain a delegation of authority the request must be
submitted in memorandum form to the Deputy Assistant Secretary - Indian
Affairs (Operations), Attention: Division of Property Management. The
memorandum will be reviewed, and if satisfactory, a request for delegation
will be submitted from the Bureau to the Administrator of Genmeral Services.

(2) 1In the instance of Indian tribes, a request from the tribe for an
exception from GSA leasing policies and procedures can be originated with the
assistance of the local Agency and forwarded through the Area Office, Central
Office, and the Department of the Interior. A copy of the request for
approval of delegation for leasing authority should be filed with the GSA
Regional Office having jurisdiction in the area of the proposed leasing
action. GSA will then be required to negotiate the lease with the tribe.

F. Leasing of Tribally-Owned Space. Occasionally, Bureau offices are
requested by Indian tribes to lease tribally-owned space to fulfill Bureau
space requirements pursuant to the "Buy Indian Act”, 25 U.S.C. 47. Such
leases are possible only with the approval of the General Services Admin-
istration and can be accomplished either by GSA Regional Office or by
Bureau Area Offices when a delegation of authority is granted. Area Offices
should first pursue GSA Regional Office assistance in eatering into such
leases. If GSA declines to assist at the local level, then a delegation of
authority should be sought by the Area Office. In the event that a delegation
of authority is obtained for Area Office direct leasing of tribally—owmned
space, the Area Office must provide for funding for payment of the lease
through normal budget procedures as such payments will not become part of the
Standard Level User Charges (SLUC) process.

Supp. 5, Release 1, 4/5/84
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G. New Federal Buildings. All Bureau and office requirements
for space in newly constructed Federal buildings, regardless of location
(city), shall be submitted to the Director of PMO, through the Chief, Division
of Property Management for review, approval, and forwarding to GSA on Form
GSA-144 - (Illustration 3).

H. Funds Availability. Requests for space will not be forwarded
to PMO or GSA unless the availability of funds is assured in accordance with

‘~the administrative control of funds procedures required by Part 345 of the

Departmental Manual - (Illustration 4).

1.6 DSM-PMO Controlled Regional Cities.

A. The GSA regional cities (and their metropolitam areas) for which
all Bureau and office space requests will be submitted to PMO through the
Chief, Division of Property Managememt, are as follows:

GSA Region City

Boston, Massachusetts

New York, New York
Philadelphia, Pennsylvania
Atlanta, Georgia

Chicago, Illinmois

Kansas City, Missouri
Fort Worth, Texas

Denver, Colorado

San Francisco, California
Auburn, Washington
Washington, D.C., and
metropolitan area

HOWONGWLSWN K

=

B. In additiom, all Bureau office space requests in the following
metropolitan areas where there are significant Department of the
Interior activities will be submitted to PMO, through the Chief, Division of
Property Management, for review, approval, and coordination with GSA:

Minneapolis/St. Paul, Minnesota
Albuquerque, New Mexico
Santa Fe, New Mexico

- Billings, Montana
Salt Lake City, Utah
Phoenix, Arizona
Menlo Park, Califormia
Sacramento, California
Portland, Oregon
Seattle, Washington
Anchorage, Alaska
Fairbanks, Alaska

Supp. 5, Release 1, 4/5/84 Juneau, Alaska
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SPACE MANAGEMENT
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2. FEDERAL BUILDING FUND

2.1 Requirements. The Department is required by Public Law 92-313,

Public Buildings Amendments of 1972 - (Illustration 5), to pay into the Federal
Buildings Fund (FBF) for all space assigned by GSA whether leased or
Federally-owned and for services incidental thereto as required by the

Federal Property Management Regulations (FPMR), and as specifically outlined
in 41 CFR 101.21. These payments into the FBF for space and services are
defined as Standard Level User Charges (SLUC).

2.2 Procedures.

A. Quarterly Bills. Quarterly bills for SLUC are sent by GSA
to the Office of the Secretary and Bureau headquarters offices. Payment of
the Departmeat's billing for space and services will be in accordance with
procedures prescribed by the Treasury Fiscal Requiremeats Manual, Part VI,
Chapter 5000 - (Illustratiom 6), and the method of payment is defined as
Simplified Interagency Billing and Collection (SIBAC). See 41 CFR 101-21.6
for procedures om billing credits, reviews, and appeals, etec.

B. Assessments. The quarterly billing reflects changes and corrections
entered into the system prior to the cut-off date and informs the
Department of amounts transferred from appropriated funds to the Federal
Buildings Fund. Bureaus and offices are also assessed for space withim a
given assigmment (location). Assignments for Departmentally controlled space
are determined by PMO and assessments are made by the Division of Fiscal
Services, Office of the Secretary.

c. Projected Space Costs. During the second quarter of each Fiscal
Year, the Bureau is required to review all space assignments and to project
requirements for the next 18 months. Anticipated changes in space assignments
will be submitted to the Director, Office of Administratiom, Attention: Chief,

..Division of Real Property Management ip. accordance with iastructioms,.for ... . ,

transmittal to PMO and the GSA.

D. Annual Printout. GSA will provide the Bureau with a printout
of projected space assigmments and costs based on information submitted under
425 DM 2.2C. This listing will be distributed by PMO to the Bureau. It should

- .be used in preparation.of annual budget.estimates. .. .-.. .. .. ... ... e e

2.3 Corrections. The Bureau is feSponsible for initiation of corrections to
listings of Departmentally-assigned space. All changes to the listing should
be made in a timely manner to eliminate erroneous charges to the Bureau.

2.4 Procedure. GSA Form 2972 (Agency Request for Adjustment to FBF SLUC

Billing) - (Illustration 7), can be obtained from GSA supply sources. GSA Form
2972 should be submitted to the appropriate regional office of GSA. All

Supp. 5, Release 1, 4/5/84
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corrections concerning space in the Washington metropolitan area or regional
cities (43 BIAM Supplement 5-1.6) should be submitted to the Chief, Division
of Property Management, for forwarding to DSM-PMO for review, approval, and

ultimate transmittal to GSA.

Supp. 5, Release 1, 4/5/84
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3. SPACE UTILIZATION

3.1 Requirements. The Bureau is required to assure that space is economically
utilized and to furnish GSA with information about the use of space occupied.
DSM-PMO must be notified on a timely basis of space in excess to the needs of
the occupants (41 CFR 101-17).

3.2 Assignment of Space. Requests for space should be reviewed carefully
to insure that all assigmments are in conformance with GSA guidelines as

"~stated in 41 CFR 101-17.3.

A. Work Station Allowance. The square footage allowances for general
schedule personnel as shown in 41 CFR 101-17.304.1 are normally sufficient to
house executive agency functioms. These guidelines should be used to formulate
all requests for space. Also, 41 CFR 101-17.308 should be used to formulate
all requests for space to executive schedule persoanel (Levels I through V).
Space allocation to individuals may vary within an organization due to
building structure or other organizationmal requirements. However, it should be
within ten percent of the GSA guideline shown for that grade or level.

B. Administrative Support and Special Requirements. The Bureau should
review GSA guidelines im 41 CFR 101-17.304/305/306 in determining
administrative and other special requirements. Particular emphasis should be
placed on requirements for automatic data processing equipment (ADPE).
Organizations planning to install such equipment in office-type space should
use guidelines shown in FPMR 101-17.101.5 and 101-20.116 3 and 4 in
formulating their requests.

C. Departmental Guidelines. DSM-PMO has established several useful
internal guidelines to assist managers in determining space requirements and
assessing whether space is used efficiently. '

(1) Office Space. ..An overall allowance of 140 to 150 . . .
square feet per person usually indicates good space utilization. However,
application of GSA standards previously mentioned in 3.2 A and a layout of the
space will determine the actual requirement.

(2) Administrative Support. Reception areas, conference rooms,
small copying facilities, file and supply areas,. normal publicatioms and
reference storage areas and mail rooms should be included within the 140 to
150 square feet per persom allowance. Administrative support requirements
should not exceed=10 to 15 percent of the total space assignment. Other
special space requirements such as large ADP facilities and libraries,
storage, warehouses, yards, labs, etc., are not considered when determining
office space utilization.

Supp. 5, Release 1, 4/5/84
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(3) Private Office Assignment. Private offices should not be
assigned below GS-15 unless their duties demonstrate significant supervisory
responsibility and need for frequent meetings with three or more persons.

A review of the position description will confirm whether assignment of a
private office is justified. Supervision of clerical employees is not
sufficient reason for assigoment of a private office.

3.3 Open Office Planning. The open office planning concept offers a variety
of plans using carpetidgj'draperies, acoustical screens and partitions, and
other contemporary equipment. This concept provides a pleasant working
environment and can promote more efficient space utilization. Open office
planning should be used when the structural configuration of the space
(building) will permit, and when its use will result in a more efficient and
better working environment for the organization.

3.4 gtilization Surveys. -

A. GSA, in cooperation with all Federal agencies, maintains an
automated monitoring system to determine space assignments which are under-
utilized. Space used inefficiently is surveyed by GSA, and DSM-PMO and BIA
will participate in such surveys when possible.

B.  DSM-PMO/BIA will conduct utilization surveys of designated Bureau
office space in the Washington metropolitan area and selected field locations.

C. In addition, on an "as needed basis,” an AD HOC Committee may be
established by the Director of PMO to conduct utilization surveys of one or
more Bureaus/Offices or to assist DSM-PMO and BIA in developing other studies
and reports of an urgent nature.

Supp. 5, Release 1, 4/5/84

~



43 BIAM SUPPLEMENT 5 4.1

SPACE MANAGMENT
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4. NATIONWIDE SPACE ASSIGNMENT & PERSONNEL DATA SYSTEM

4.1 Purpose. This section establishes a comprehensive nationwide listing

of all Government-owned and leased space assigned to the Department, and
controlled by GSA. When fully implemented, the system will provide Department
and BIA managers and others with space and personnel data in a variety of
formats and will improve and expand the capability for managing and
utilizating space efficiently.

.~-<4.2 Responsibility. The Space Assignment and Personnel Data System (SAPDS)

will be administered and maintained by DSM-PMO. BIA will be required to
submit changes, additions and deletions to PMO for review and transmittal to
the servicing ADP facility for entry into the system. (A semi-annual printout
reflecting revised space and persomnel data will be forwarded to BIA).

4.3 Procedures.

A. Printouts provided by DSM-PMO will be reviewed by the BIA Area
and Agency offices and additioms, changes, and deletions made in accordance
with DI Forms 1891-A - (Illustration 8), and DI Form 1891-B - (Illustration
9). Supplies of the forms can be obtained in the Storage and Shipping Sectionm,
PMO, Main Interior Building (Report Control Symbol 3-DOI-80-039).

B. One copy of all changes, additions, and deletions will be submitted
to PMO by April 30 and October 31 of each year.

c. By May 31, and November 30 of each year, DSM~PMO will distribute a
revised Space Assignment and Personnel Data System printout to the Bureau.

Note: Additions, changes, and deletions can be made at

any time, however, the semi-annual review is
mandatory.

Supp. 5, Release 1, 4/5/84
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5. ACCOMMODATIONS FOR THE PHYSICALLY HANDICAPPED

5.1 Responsibility. The Bureau is charged with certifying that all buildings
under its jurisdiction which are subject to the provisions of 41 CFR 101-19.6
are designed, constructed, or altered in accordance with the minimum standards
in the "American Standard Specifications for Making Buildings and Facilities
Accessible to and Usable by the Physically Handicapped,” Number A117.1-R1971.
(See IPMR Part 114-19).

"7"5.2 Reporting. The semi-annual report required by 41 CFR 101.19.607 shall be

prepared in accordance with the instructions contained in 41 CFR 101.19.607,
on the reverse side of GSA Form 2974-A ~ (Illustration 10) and submitted to
the Division of Property Management, BIA, on or before March 5, and September
5 respectively, for review and submission to the Director, Office of
Acquisition and Property Management, U.S.D.I. for approval.

Supp. 5, Release 1, 4/5/84
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6. IDENTIFICATION SIGNS

6.1 Requirements. All necessary signs on office rooms of Department
activities located in multiple occupancy buildings with other agencies or
non-government occupants should show U.S. Department of the Interior, plus
Bureau or Office name. The lettering should be of a size and kind to conform
with other lettering used in the building. This regulation also applies to
signs located on the outside of buildings. General Services Administration
regulations set forth standards which are applicable.

6.2 Officials Named on Commemorative Plaques or Tablets. GSA regulations
established the policy for the selection of offlcials to be named on plaques
or tablets at major structures or installations comstructed by the Department.
Such officials may be named in recognition of their official contribution to
the accomplishment of the project.

A. On any such plaques or tablets only the names of the following
officials with their titles shall appear:

President of the United States
Secretary of the Interior

Administrative Head of the Bureau or other Agency (Administrator,
Commissioner, Director)

Principal area administrative official of the Bureau or other
Agency, if any (Regional Director or Area Director)

Principal technical official of the Bureau or other Agency or
" 'the unit ‘thereof, sponsoring the structure or installation
(Chief Engineer, Chief, Branch of Health, etc.)

-;dffiéiéi afiééﬁlf"in‘ﬁhﬁfgéﬂof‘cdﬁstfﬁéﬁféﬁ*(prjééﬁfﬁead;’"“””?“'"
Construction Engineer, Supervising Engineer, or Supérvising
Architect)

B. While incumbents of the positions listed above are the only

. 0fficials .to be named, more than one individual may be named under each

position if that position was held by more than onme incumbent during the
period of construction or development. The names of the assistants to the
positions and other subordinate officials will not be shown.

C. In addition to the officials named, the name of a sponmsoring,
underwriting, or contributing agency or organization may be included when its
participation is such as to merit such recognition.

Supp. 5, Release 1, 4/5/84
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D. This regulation applies to tablets or plaques on which the names of
persons appear. It is not intended to prohibit or interfere in any way with
the placing of official signs which include govermment organization
designations or statistical data to identify structures, projects, or
installations, but on which no individuals are named. The regulation also
does not restrict the naming of a structure, project, facility, or feature for
a person, or the placing of suitable commerative plaques including such names.

E. Exceptions to the provision of this regulation, such as the inclusion
of 6ther names in addition to those indicated, will be referred to DSM-~PMO

through the Chief, Division of Property Management, BIA, on an individual
basis with the recommendation of the Head of the Bureau.

Supp. 5, Release 1, 4/5/84
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SPACE MANAGEMENT
Smoking in Public Buildings

7. SMOKING IN PUBLIC BUILDINGS

7.1 Purpose. This section establishes comprehensive guidelines for
controlling smoking in facilities occupied by the Bureau of Indian Affairs,
regardless of geographic location. This includes GSA-owned or leased,
Department of the Interior-owned or leased, GSA delegated buildings, and
Bureau owned/or leased motor vehicles. For the purpose of this section,
smoking is defined as a lighted cigar, cigarette, pipe, or any other 1lit
tohacco product.

7.2 Policy. The Bureau's policy on smoking in all Bureau controlled and
occupied space is to recognize the rights of all individuals (employees and
visitors) by providing smoking and no smoking areas. In multi-tenant
buildings, Bureau occupants will abide by the guidelines established by the
principal tenant when they are more stringent than those of the Bureau.
Contracting Officers are encouraged to negotiate inclusion of the guidelines
in this section into contracts or grants which include the use of Bureau owned
or leased space. The Departmental Manual and applicable sections of the
Federal Property Management Regulations are incorporated by reference and
shall be used as basic regulations with BIAM Supplement 5 "Space Management”
providing Bureau of Indian Affairs' directives for implementation and
clarification.

7.3 Responsibility.

A. The cognizant Bureau and/or Office of Indian Education Programs line
officer (i.e., the official in charge of each installation and/or building),
is responsible for the establishment of guidelines to control smoking in
buildings and facilities occupied by Bureau and/or Office of-Indian Education

Programs as required by 41 CFR 101-20.105-3.

*.(ii-:éeﬁfréiwd%fiéé;V:iﬁéfbéfﬁtiééffp iﬁé:égéigiaﬁx Séc}éﬁéi§ 5ﬁa'ﬂ”

vtﬁe.Directors, Office of Administration, Office of Data Systems, and Office of

Facilities Management shall be the cognizant officials for space assigned for
use by their respective organizational umits.

"B, Bureau-and/or Office ‘of Indian Education Programs -managers and -
supervisors or their designees are responsible for ensuring compliance with
the guidelines in this section as well as any additional Bureau/office rules
and regulations deemed appropriate for specific locations and for ensuring
that appropriate disposal receptacles and prominent signs are furnished within

all designated smoking areas under their jurisdictionms.

Supp. 5, Release 2, 10/28/87
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C. The General Services Administration is responsible for ensuring that
"No Smoking Except in Designated Areas™ signs are posted on or near entrance
doors of buildings under their control. Bureau and/or Office of Indian
Education Programs line officers or their designees will emsure that
appropriate signs are posted in Bureau-owned and leased space. 43 BIAM
© Supplement 5, Illustration 10 (attached), can be copied locally and used for
the purposes of this requirement.

D. In recognition of the needs of smokers, smoking areas should be
dezipnated within buildings which are convenient, do not negatively impact on
worker productivity, and do not impinge on the health of those who do not
smoke.

7.4 Guidelines. ‘All line officers, managers and supervisors or their
designees will adhere to the following guidelines:

A. Sm&king will not be permitted in the following areas:
(1) Auditoriums
(2) Gymnasiums
(3) Conference Rooms and Classrooms
(4) Elevators
(5) Gift Shops
(6) Libraries

(7) Medical Facilities

P ‘-..,..':

(8) -Record/Storagé Areas . ..

(9) Hazardous Areas — All areas containing flammable and/or highly
combustible materials

° (9) " Corridors, Lobbies and ReBtrooms, except as permitted under- .
41 CFR 101-20.105-3 (c)(2)(iv)

(10) Stai;;ays :

(11) Work Areas, except as permitted umder 41 CFR 101-20.105-3
(e)(2)(1iD)

Supp. 5, Release 2, 10/28/87
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B. Smoking will be permitted in the following areas:
(1) cCafeterias as outlined in 41 CFR 101-20.105-3(c)(1)

C. Smoking may be permitted in other areas subject to the following:

(1) Office space.

(a) For employees desiring to have their office/room
designated as a smoking area, generally such approval will be granted if all
occupants of the office/room in question freely agree to have the location so
designated.

: (b) When office/rooms designated as smoking areas are
frequented by persons who may or may not be smokers, it shall be incumbent
upon resident employees to respect the rights and concerns of visitors by
refraining from smoking while visitors are present, and/or offering to meet
with them in an area designated as non-smoking.

(c) Other offices/rooms may be designated as smoking areas
provided that the office space is configured so as to limit the involuntary
. exposure of nonsmokers to secondhand smoke to a minimum; i.e., the office
space must be large enough and sufficiently ventilated to provide separate
smoking and nonsmoking sections which protect the nonsmokers against
involuntary exposure to smoke.

(2) Vehicles. Line officers indicated in 7.3.a shall make the

" determipation concerning smoking in Bureau owned/leased vehicles used by
employees under their jurisdiction in accordance with the procednres set forth

e e dne this-supplement for. effice. BPHCEa e C - .

(3) Union Consultation/Nggotiations. Consultation and negotiations
concerning Bureau-wide implementation of the policy and procedures contained
herein have been completed with the Bureau of Indian Affairs Council of
Consolidated Locals National Federation of Federal Employees (NFFE) The only

" matter now subject to negotiation with NFFE Ldcals s the designation of - o
smoking areas, other than those where smoking is prohibited under 7.4A.

(4) Exclusive union representation other than NFFE. Bureau
activities who have units of exclusive union representation other than NFFE
are reminded of the need to fulfill their labor-management obligations with
the applicable union representative(s) prior to implementation of this policy
and procedures.

H
.-/

Supp. 5, Release 2, 10/28/87
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E. Designation of Smoking Areas. Employees desiring designation of
private offices or areas of open space as smoking areas shall submit a written
request through their immediate supervisor to the cognizant Bureau or Office
of Indian Education Programs line officer who, after consideration of the
request and the guidelines set forth in this manual part and other applicable
Federal regulations, may issue written approval designating the requested area
as a smoking area. The immediate supervisor of the requesting employee(s)
shall then post a "Designated Smoking Area” sign in a conspicuous location
within the approved smoking area. (See 43 BIAM Supplement 5, Illustratiom 9,
attacked). That Illustration can be copied locally and used for the purposes
of this requirement.

(1) Private waiting/reception areas. If designated as smoking
areas, appropriate disposal receptacles will be provided.

(2) Waiting/Reception Areas in public space. When space allows,
public areas should be divided into smoking and no smoking areas, otherwise
such areas shall be designated as nonsmoking.

7.5 Identification of Smoking Areas. All smoking areas, as described in this
section or designated by line officers or their designees must be
appropriately identified. All other areas are considered nonsmoking.

7.6 Penalties. Violation of the directives contained in this supplement
shall be handled in accordance with Departmental and Bureau guidelines
governing employee disciplinary action. (See 44 BIAM Addition to FPM 735 -
Employee Responsibilities and Conduct). Following are suggestions for
implementing the above referenced guidelines:

A. First Offense — Employees in violation of the smoking policy should
at a minimum be informally counseled.

. . B. Second bffénéé'-'Diééiﬁliyéti‘&ctidh for 4 sécond offense should .- -
range from an official reprimand to a one-day suspension. IR

C. Third Offense - Disciplinary action for a third offense should range
_from a one—day suspension to a three—day suspension.

Supp. 5, Release 2, 10/28/87
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ILLUSTRATION
Page 2 of 2

INSTRUCTIONS FOR PREPARATION OF SF-81

Item No

1. Leave blank.

2. To be completed by PMO.
3. As appropriate.

4. As appropriate.

S. Appropriate GSA Region.

6. Department of the Interior
Office of Admirnistrative Services
18th & C Streets, N.W.
Washington, D.C. 20240

7. As appropriate.
8. As appropriate. .
9. Same as item 6 above.

10. Use realistic dates in terms of time required to obtain space.
(Allow at least 180 days for acquisition of leased space).

11. As appropriate. Bear in mind that space allowances listed on
SF-8l are not necessarily used as the rule in assigning space to
individuals, but rather as a guideline to determine the portion of
space required for work stations. Space required for administra-
tive support should also be stated. :

12. Use appropriation symbol. No requests for space will be comsidered
unless accompanied by an appropriation symbol.

13. See Item 3 of GSA's instructions on reverse Side of SF-81l.

14, Use this space and an attached sheet as needed to fully explain
requirements. )

1s. To be signe¥ by the Director of Administrative Services.
Requests must include an original and seven copies of SF-81
and original and seven copies of other attachments, including
sufficient justification, and should be accompanied by a
covering memorandum of transmittal signed by the Area Director.

Supp. 5, Release 1, 4/5/84
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43 BIAM SUPP.
ILLUSTRATION 2
Page 2 of 2

5

TS~ USE THE FOLLOWING P crer OM G
N SYMBOLS TO ITEMIZE FLANITURE AND EQUIPMEM: ON GSA FOHM 1476. CESCRISE OTMER
iYMRoL:. CSREQUIREMENTS IF NOT SHOWN. ® INOICATE CIMENSIONS IN PROPLR COLLMN IF NOM.STANGARD OR NNT SHOWN. ATHAOLS
STaRoarDy STANQARD
ILLUSTRATION SYNSOL DESCRIPTION SIJE (LLUSTRATION SYMBOL QESCRIPTION - S128
D STAm0an0 312¢ OCsa 34260 BOOKCASE SECTIONS BC 3 | Sramnaso sizc ncawcssc 1434
l CD | Conrenence ocan 40x78 =3 BC4 | (imoscare wo or veens) Max
o '~
SPD | simare PCOCITAL DEIK 34248 - ':' :j ST STORSGL CABINCT 28 ] 1823%
-t - >
- () TOL | Tvervairen oesn = - SS | Stetu sweuves $TEg| 1%
> J4x60 - T R
el TOR | (1meicarc verr oa nicur) 2l el TC | Tevcrwowe casener | | 18224
L3 —
UDL | Uniti2eo ocse virw rixgo - + -+ Mar Tace -
-
310¢ vmiv, 68x66 w3 CM O | Costumen 21230
fowrrzzo] | UOR | (1mercare Lerr on micwr) =3 ] R3] ('mercarc 6 on 12 mamecn) [
2 MoouLaa TasLE umiT - DBS | 0rawine scaao - 5 roor 40260
] ==
3= | HOIvIoUAL m DB6 | Oaawinc soano - & roor 5272
a=s 2 s
*D - MAP CaBINCT OR FLAT PLaN
s g @ CR Cacognza 1IN0V IOUAL 18266 ; E MC '“-‘-A ’ 42254
-
4 - Oivam, 30ra, COucw, °
. ‘..:; TABDLES T;NF SYAnGARG 3120 vasLC 34260 ':‘ o1 LounGe, €TC.
= | l.—— it Ba72 = E s Sarc (aLso sce sarc ricc) ¢
5= Ts 3maLL 312¢ Tasne 24x%
- - a3 OCSCRIGL OTNCA FURANIININGCS P
== D = — s kb oTHERS wecoo. OR CQuiIsmEuT 1IN NOTLS
; TT | Terermwome tamt 18224
TWT | Tvrcwmaiven tascc 18242
l [ l F LETTCR 382C PirngC 18227 SPACE 3sTHSOLS UTILITY SYNBOLS
s E | LF |izeal si2x rine 18227 O | 0rew anea @ | Ousex ourier, 110V,
-~ GA SF | sart riee. - PO | Paivarc orrice P | Tccowome ourier
= O c ALL CXCEPY LOUNGE TYPLs. - ) ® t::::::':’:::;l; on
= CLILING=niIGH PARTITION
= IPLCIAL ALV RCNCNT )
= |a”"
» Lc craras * BT { Bana-rvec sanrivion
=]

Fumnism 5 OCTAILED LISTING OF SPACL ACOUIRINCATS 0A3C0 On FPRIGCEMN AUTHORIZITOD FGA CURRCNT FiSCay rLal,
Of RLOUCTICLE weiCm =as BCLM INCLUGLD '™ QUOGET RCOUIACMENTS FOR Twl ~CET 2 vCans,
WCLPFUL 1 ASSENELING 1NFOANATION.
ROCKH, UNET, CA VORK STATION; ANO TYPC OF 3PACL ANO PARTITIONING.

GENERAL 12STRUCTIONS

PLEASE 10CNTIFY $PECITIC NLLOS:

L T4 ]

PLUS Anv (Xram3iOn

C 8vaILABLL, CCCUPANCY GUIDLS anC

SHOWING ORGANI ZATIONSL UNIT, ARCA ANLLOCD FOR (agln
{Scc sammic scucv.)

SHCY aLL AUTHORIZLD POSITIONS, LISTING PLRASONNCL BY Wanl, GRAOC Am0 3Cx (F-7 ram remerl, Me7 rea maLl, LVC.), 380 TiITLL.
IF 2031TiICHN 1S VACART, INOICATC 17 IT 13 AUTHORIZLO 1w CUMRENT F13CAL VTR CLILING OF FOR wniCn vCAR 1T wila B8C BULOGLTID.

LiSY FuRNsTURL ww.CH wiLL 8C PROVIOLD FON [aCH CwPLOYCC, PO3ITION, Of AOOM, USING TH( APPROPEIATL STYWNOOLS (l' 40D T 1 SnaL
ALSO LI3T ACOMS wiT® NO PLRICANLL 2SSIGNCD, AAD Tal FUANI- -
°I-(b)l°.3 SHOULD BL S»OWN FCR AONSTANCARD 1T(ms,

SYNEOLS ARMC NCCLSSARY, PLEASE OLICHISC AT BLTTOM GF SwCALT).

TusC 7om SamC.

NOTE SPECIAL REQUIREMENTS IN
HEAVY ITEMS WHICH MIGHT AFFECT

NOTE WEIGHT

OasT FUANITURL wwiCx 1S TO BC Or3I»VSCD OF .

or

LAST COLUMN AND OESCRIBE AT
LOADING.

FLOOR

80TTOM OF FORM,

. ~ i
- Sacx Soot \)J_ J/ LE‘ ., W
samt o0 tmmovet ] - y caoref_orms S M @ prrsir] l‘l"‘:'.';:l‘ e ':::,:‘::::'
Suppese st 13 oo Tine 3| ne =[5 < B B - colca tememsory
- e 1
2| ¢ el i 11O I e Kyt et
ADOXISTRATIVE | | Jotm Doe PO | 225 foD Bl oj2| v | @
DTYISION ) Division Chief |CB x
Secretary 7 | Miss Nary Jowes ol | ™ o 31| ™ st | o8
5 [~ clerhestemo -
Proertion Na . °f 1o x ] oa2 gf&"
Conference Ma - ] 6¢
ca 150 Py T CCnF .
OFERATIONS BRARCK | N [ Jim Joxos 1501 D x 2 = x *
13 Branch Chief
Cilerk-Steno ? | Mi1dic itles o 651 T 1
»
Statisticsl r Vacant ot rsi»o ¢l 2 * N
L Clerk T | seatistieal ci. ry 972
 — — T 1 Tttt T 1T
. 1T
% b confrrency 1th . - .
g } Locats o con o M, vm?e.eamelm doors. (2) Serarmte from -sners) office by rafl
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ILLUSTRATION 3

GENERAL SERVICES ADMINISTRATION

PUBLIC BUILDINGS SERVICE
NET SPACE REQUIREMENTS FOR FUTURE FEDERAL BUILDING CONSTRUCTION

Page 1 of 2

CITY ANO STATE

CONTE'LATED BUILDING TITLE

PART |

NET SPACE NOW OCCUPIED

A.

IN GOVERNMENT-OWNED BUILDINGS

BUILD ING NAME (1)

12)

{3)

TYPE OF SPACE AREA (3Q. FT.)

NO, OF PERSONNEL

AREA (SQ. FT.)

NO. OF PERSOMNEL

AREA (SQ, FT,)

MO, OF PERSONNMEL

OFF iCE

FILE

STORAGE

OTHER

TOTALS

IN LEASED BUILDINGS

BUILD ING NAME i)

12)

(3)

ADDRESS

TYPE OF SPACE AREA (30, FT,)

NO. OF PERSONMNEL

AREA (S0, FT,)

NO. OF PERSONNEL

AREA (50, FT.)

NO. OF PERSOMNEL

OFFICE

FILE

STORAGE

OTHER

TOTALS

ANNUAL RENTAL

LEASE EXPIRES

MOT ICE TO CANCEL

PROBABLE OCCUPANCY

PART I NET SPACE REQUIREMENTS (including A and B of PART 1)
PROPOSED USE OF ROOMS NUMBER AREA OF TOTAL . . PERSONN Fl.
(List according to plan arrangement and OF EACH SPACE e PER ;::!SGCSOALS:N
continuity desired) ROOVS ROOM REQUIRED MALE |FEMALE [PERSON E
TOTALS
OEPARTMENT OR AGENCY BUREAU OR OIV1S 108
APPROVED 8V TITLE DATE
(Signeture)
GSA WASH DC €3-14821 (See Instructions on reverse) GSA Fomm 144

Supp. 5, Release 1, 4/5/84
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ILLUSTRATION 3

Page 2 of 2

INSTRUCTIONS

This report is to provide information ss a basis for the design of the Federal building
specified on the face of this form.

Additional copies of the form, or attachments on plain psper with sppropriate headings,
should be used if necessary to furnish complete information. If apace is not desired in
the proposed building, enter a statement to that effect at the bottom of Part II of this
form.

PART |

A and B: NET SPACE NOW QCCUPIED. Enter complete information for esch kind of occu.
paocY. Use s separate column for esch building. Enter the building name in the space pro-
vided, and give the aggregate of each kird of space occupied in the building., The dimen-
sions for computing net space are taken from the inside faces of exterior mils to the faces
of corridor walls, and from center to center of croas partitions (or the faces of partitions
separating net assignable areas from other areas).

PART Il

NET SPACE REQUIREMENTS. The entries here should indicste the net space requirements
based on staffing permitted by current sppropriations or authorizations. Space sllowances
for additional staffing based on future programs will be allowed by GSA only if such pro-
grams have Bureau of the Budget approval. Space ultimately will be assigned in sccordance
with GSA Reg. 2-II, with due regard to the allowsnces set forth in section 502.00 of that
Chapter. Agencies should be guided accordingly in stating est imated net space require-
ments. Exclude estimsted space requirements for temporary or emergency expansion.

PROPCSED USE OF ROOMS: List the types of occupants such as "Executives”, "Junior Ex-
ecutives”, "Secretaries”, and "Clerks” in the order of planning srrangement, or in the
order of preferred arrangement if no plan has been made. If enyof the following types of
rooms or facilities sre needed, give the additional information required for each;

Conference or meeting room - Number of persons to be seated.

Counters - = Length and location. : : : : -
File Room - Nurmber and type (letter, legsl or special) of file cases.
Laboratory - Quantity and dimensions of fixed equipment.

v "Library T *T o Tt SeNumbeéF of ‘volumes and resders. - Coree -
Service platformand yard - Numbeér and size of vehicles and extert of shipping active

" itjes.
Storage and supply room - Quantity and type of material stored and extent of
sctivity,

Vaults - Size and purpose.

A special justification is required, explaining the need in detail, for any unusual re-
quests for space.

-

Complete and accurate dsta must be entered in Part II; the size and cost of the contempiated
building will depend upon these data.

Supp. 5, Release 1, 4/5/84
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43 BIAM SUPP. 5

Department of the Interfor  LLLUSTRATION 4

PAGE 1 of 4
DEPARTMENTAL MANUAL
Financial Administration Part 345 Administrative Control of Funds
Chapter 1 Statute, Responsibility, Violations 345.1.1

.1 Purpose. The purpose of these instructions is to insure that
Department of the Interior programs are executed and funds expended in

. accordance with the intent of Congress in granting authorizations. This

Part establishes administrative control of obligations and expenditures
against apportiomments or reapportionments and fixes responsibility for
making any obligation in excess of such apportionments and reapportion-
ments pursuant to subsections (g) and (h) of Section 3679 of the Revised
Statutes, as amended, (31 U.S.C. 665-666; 64 Stat. 767-768).

.2 Scope. The instructions in this Part apply to the head of each
bureau; the Director, Office of Saline Water; and the Assistant
Secretary--Management, who has this responsibility for all Secretarial
offices and Departmental offices except the Office of Saline Water
which is separately noted in this paragraph.

.3 Statutory Requirements. Subsections (g) and (h) of Section 3679 of
the Revised Statutes, as amended, provide as follows:

"(g) * * * The officer having administrative control of any such
appropriation available to the legislative branch, the judiciary, or
the Digtrict of Columbia, and the head of each agency, subject to the
approval of the Director, Office of Management and Budget, shall pre-
scribe by regulatiom, a system of administrative control (not incon-
sistent with any accounting procedures prescribed by or pursuant to
law) which shall be designed to (A) restrict obligatioms or expendi -
tures against each appropriation to the amount of apportiomments or
reapportiomments made for each such appropriation, and (B) enable such
officer or agency head to fix responsibility for the creation of any
obligation or the making of any expenditure in excess of an apportion-
ment .or reapportionment. e

"(h) No officer or employee of the United States shall authorize

"-or create any obligation or make any-éxpenditure {A) in -excessvof am- -

apportiomment or reapportiomment, or (B) in excess of the amount
permitted by regulations prescribed pursuant to subsection (g) of this
section.”

N Responsibility.

A. The head of each bureau or office shall submit for approval of
the Director, Office of Budget, his recommendations for the allotment
of funds to the various budget activities or projects (if in lieu of
activities) within the limitations of apportiomments made by the Office
of Management and Budget, which will be considered "base" allotments.
The Director, Office of Budget, shall be responsible for determining
that the approved base allotments are within the amounts of apportioned
‘funds. Transfers between such base allotments may be made only with
the prior approval of the Director, Office of Budget.

2/1/74 #1613
Replaces 9/15/71 #1338

Supp. 5, Release 1, 4/5/84



43 BIAM SUPP. 5

Department of the Interior ILLUSTRATIZ?N 4_
DEPARTMENTAL MANUAL Page 2 of
Financial Administration Part 345 Administrative Control of Funds

Chapter 1 Statute, Responsibility, Violations 345,1.4B8

B. The head of each bureau or office for whom a base allotment of
apportioned funds has been approved shall designate officials as appro-

C. Each bureau or office head shall insure that designated officials
—..are charged with individual responsibility for any overobligation or any
expenditure in excess of allotments or any subdivision thereof and
further each of them shall insure that:

(1) Allotments or subdivisions thereof are not made in excess
of the amounts of approved base allotments.

(2) Obligations are not incurred or expenditures made unless
funds therefor have been allotted, suballotted (approved programs), or
otherwise authorized.

(3) Obligations against allotments, or suballotments (approved
programs), involving reimbursements, transfers, income, etc., are
restricted so as not to exceed the amounts which will actually be

- realized.

(4) No obligation shall be incurred until the obligating docu-
ment has been cleared with the official responsible for determining the
availability of funds, unless other sound methods are in effect in the
bureau or office to provide such assurance.

.5 Violations. Section 71.1 of Office of Management and Budget
Circular No. A-34, July 1971, provides for the reporting to the
wP;esideq:,.through the .Director of the. Office of Management. .and. Budget, . - -
and to the Congress of violations of the .law (Section .3679 of the B
Revised Statutes, as amended) information on violations of the following

character:

A. "Any case where an officer or employee of the United States has
made or authorized -a disbursement from or created or authorized an- -
obligation under any appropriation or fund, including revolving funds,
in excess of the amount available therein., (For expired accounts, the
"amount available therein" includes amounts available for restoration
to the account.)

Supp. 5, Release 1, 4/5/84
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Department of the Interior ILLUSTRATION 4

DEPARTMENTAL MANUAL Page 3 of 4

Financial Administration Part 345 Administrative Control of Funds
Chapter 1 Statute, Responmsibility, Violations 345.1.5A (Cont.)

"Any case where an officer or employee of the United States has
involved the Govermment in a contract or other obligation for the pay-
ment of money for any purpose in advance of appropriations made for such
purpose, unless such contract or obligation is authorized by law.

"Any case where an officer or employee of the United States has
accepted voluntary service for the United States or employed personal
services in excess of that authorized by law, except in cases of
emergency involving the safety of human 1ife or the protection of
property.

"Any case where an officer or employee of the United States has
authorized or created an obligation or made a disbursement in excess of
an apportionment or reapportiomment.

"Any case where an officer or employee of the United States has
authorized or created an obligation or made a disbursement in excess of
the amount permitted by the prescribed and approved administrative
control system."

Real violations of the above nature which are one-half dollar or less
and which are apparently absolved through rounding need not be reported.

Violations involving subapportionments relating to allocation accounts
will be reported by the agency which administers the allocation account.
B. Where a violation of Section 3679 of the Revised Statutes, as
amended, or of this Part, occurs, the responsible bureau or office head

shall furnish immediately a report in the form of a letter tec the
Secretary. The opening sentences of the letter will identify it as
" * % * a report on a violation of section 3679 of the Revised Statutes,
as amended." The letter will set forth the following data, preferably
in the sequence named: , '

(1) The titlé and symbol (including the fiscal year) of the
appropriation or fund account, the amount involved for each violation,
and the date on which the violation occurred.

.(2) The name and position of the officer or employee respon-
sible for the violation.

(3) 4ll the pertinent facts of the violation, including the
type of violation (e.g., overobligation of allotment, overocbligation
of apportionment, overexpenditure of an appropriation, etc.) the
pPrimary reason or cause, and any statement of the responsible officer
or employment with respect to any circumstances which he believes to
be extenuating.

2/1/74 #1613
Replaces 9/15/71 #1338

Supp. 5, Release 1, 4/5/84
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Department of the Interior ;ELZSZR‘SEISN 4

DEPARTMENTAL MANUAL &
Financial Administration Part 345 Administrative Control of Funds
Chapter 1 Statute, Responsibility. Violations 345.1.5B(4)

(4) A statement of the administrative discipline imposed and
any further steps taken with respect to the officer or employee, or an
explanation as to why no disciplinary action is comsidered necessary.

(5) A statement of any additional action taken by, or at the
direction of, the head of the agency, including any new safeguards pro-
vided to prevent recurrence of the same type of violation.

.6 Approval of System of Administrative Control of Funds by the. Office
~.2f Management and Budget (formerly Bureau of the Budget). The system
of administrative control of funds as prescribed herein was approved by

the Director of the Office of Management and Budget on November 21, 1952,
as required by 31 U.S.C., 665-666.

Supp. 5, Release }, 4/5/84



43 BIAM SUPP. 3
ILLUSTRATION 5

TapSR dsakEGroNAL
AGENCY REQUEST FOR ADJUSTMENT TO FBF SLUC BILLING OFFICE USE ONLY
{See Instructions on reverse. Subm:t in duplicate.) CONTROL NUMBER
SECTION | — TO BE COMPLETED BY THE CUSTOMER AGENCY
1. AGENCY AND BUREAU NAME 2. GSA 4-0i1GIT CODE 3.SIBAC 8-DIGIT SYMBOL
4
28
5 : 4. ADDRESS OF ASSIGNMENT SA. REGION [5B.CITY !ASSIGNMENT) [|SC. STATE (ASSIGNMENT)
22
QO 'G. BUILDING NUMBER 7A. QUARTER OF BILLING 78. BiLL NUMBER 7C. AMOUNT OF ADJUSTMENMNT
<5 REQUESTED
- S
8. CHECK APPROPRIATE BOX TO EXPLAIN THE CORRECTION REQUESTED
D {b) ASSIGNED SPACE (c} AGENCY/BUREAU NAME D
(a) SPACS CLASSIFICATION IN SQUARE FEET AND/CR GSA 4.0iGIT CODE (@) OTHES
8-
e
[
WU
2
[=]
w
o
i g
2
w
s
-
N
2
3
]
<
U
o
W
C
>
-
o
9A. CUSTOMER AGENCY'S NAME AND ADDRESS 98. CUSTOMER AGENCY CONTACT (Typed name}

9C. CUSTOMER AGENCY CONTACT (Signature)

90. TELEPHONE NUMBER 9E. DATE

SECTION 11 - TO BE COMPLETED BY GSA REGIONAL OFFICE AND RETURNED TO ABOVE ADDRESS

10. THE ABOVE MENTIONED ADJUSTMENT ACTIONS HAVE BEEN REVIEWED AND THE FOLLOWING ACTIONS HAVE BEEM TAKEN:
i i {Include effective date of adjustment)

L_j e 11. "'HE ABOVOENG;ENTIONED ADJUSTMENT ACTIONS HAVE BEEN REVIEWED AND NO ACTION WILL BE TAKEN FOR THE FCLLCW-

D 12. OTHER ACTIONS TAKEN:

13A. CERTIFYING QFFICIAL (Typed name) 138. TITLE (Typed)
13C. CERTIFYING OFFICIAL (Typed name) 130. TELEPHONE NUMBER 13E. DATE
GENERAL SERVICES ADMINISTRATION Supp. 5, Release 1, 4/5/84 GSA rorm 2372 (REV. 3-82)



43 BIAM SUPP. 5
ILLUSTRATION 3
Page 2 of 2

GENERAL INSTRUCTIONS — SECTION }
Section | of this form is ta be compieted by a GSA customer agency whenever it requests an adjustment of the agency’s
Federal Buildings Fund Standard Level User Charge (SLUC) bill, one form for each assignment in question. The customer
agency should then forward two copies of the form to the appropriate GSA regionat office, which will review the request for
SLUC billing adjustment. The GSA regional office is responsible for completing Section 1l of the form and returning one
copy to the originating agency.

SPECIFIC INSTRUCTIONS — SECTION |

To be completed by customer agency requesting SLUC billing adjustment. All information requested may be found in the
detailed assignment portion of the customer's SLUC bilt.

A, GENERAL INFORMATION
1. Enter the name of the customer agency and bureau 1o which the assignment is billed.
. Enter the GSA 4-digit Agency/Bureau Code for the agency /bureau concurred.
. Enter the 8-digit SIBAC station symbo:.
. Enter the Building Address for the assignment in question.
. Enter the number of the GSA region, the city, and the State for the assignment in question.
. List the building numbper.

. List the £Y quarter, the bill number, and the amount of adjustment regquested for the assignment in question.

W 9 oo O, & W oN

. Check the appropriate boxes to indicate what adjustment action shouid be taken. Sxplain the adjustment request in
more detail in the space below, c

3. TYPE OF ADJUSTMENT REQUESTED

Fill in the specific amounts and classifications for the adjustment you are requesting if the entire assignment is erroneous.
Please explain the problem in the explanation block provided.

9. The agency requesting the adjustment’s address and person to contact in the agency in case of questions of clarification.

GENERAL INSTRUCTIONS — SECTION 1!
The GSA regional office will reczive two copies of this form with Section | aiready completed by the agency requesting the
adjustment. The regional office is to review the reguest, paying special attention to those items checked under 8. TYPE OF
ADJUSTMENT REQUESTED. snd twake any adjustment action that is necessary. Section Il is then to be completed and one
copy returned 10 the customer agency. .

SPECIFIC INSTRUCTIONS — SECTION It

10. If any adjustment has been made, check the first box and explain the nature of the adjustment. Also include effactive
date of adiustment,

11. 1f any adjustment request has been Cenied, check the second box and explain the reasons for the denial.
12. 1f some other action has been weken, check the third box and explain the nature of the action taken.

13. The signature of the certifying official, the typed name and title, the telephone number, and the cate are required

Supp. 5, Release 1, 4/5/84
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DEPARTMENT OF THE INTERIOR

SPACE DATA INPUT FORM ~ CARD

(See Instructions on Reverse)

5

1. CARDTYPE A

A D ¢
2. ACTION: ADD D DELETE D CHANGE D

e~

aesasweno| [ [ [ [ [ ] [ 1.

s suneav cooe [ ]

5. SEQUENCE NO. E]]

6. GSA REGION ED 7. BUREAU REGION Dj

__B. BUREAU/OFFICE u ' ] | ]

9. SUBUNIT Dj:]

10.. BLDG. NAME

etmestacopess. | | [ L L LT T T T T T TTT01]

reonwave . [T T T TTTTTTTT1]

|

.

13._COUNTY NAME

_14. STATE r_—l_]

—sswsanavel | LI T TTTTTTT]

. 16. PERSONNEL DATA
‘ !
_ A Full-Time_
— Permanent
—————————

assmma [T

_3._STORAGE SPACE

No. Pers. In:

Supp. 5, Release 1, 4/5/84
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1. Card Type. A
2. Action fype. Check only one. A—~Add, D—Delete, or C—Change.
Definitions.

A—Add. This action will be used to enter aif new assignments into the system. 1t should not be used to enter additional
data to the existing record. Complete Card Types A and 8.

+ D=Delete. This action will be used to remove an entire assignment from the system. It should not be used to delete
individual items from the existing record (assignment). Complete oniy Card Type A, items 2, 3,and 4. ltem 5

{Sequence) must be compieted if a series of records (assignments) exists for the same organization and building
{location).

e~

C—Change. This action will be used for a/f modifications to an existing record (assignment), including square footage,
personnai, rates per square foot, classifications, exc. Enter changes as they are to appear. Do not enter unnecessary
information. Enter onfy the item to be changed. EXAMPLE: |f the rate per square foot has changed, the correspond-
ing square feet assigned should not be entered, unless it has changed, too. Oniy the Card Type pertaining to the actual
change should be completed.

3. GSA Building Number. As shown in GSA Standard Level User Charges {SLUC) billing.

4. Bureau Code. Using the 4-digit accounting code assigned by the Treasury Department (1409—Bureau of Indian Affairs,
etc.}, enter the last two digits which identify your organization.

5. Sequence Number. Organizations having more than one record {assignment) for the same building must use the sequence
number, i.e., 01, 02, 03, a5 shown on the printout. If only one record exists for 3 building, use 01.

6. GSA Region.-Use appropriate GSA Region Number.
7. Bureau Region. Must be numeric code, if appropriate.
8. Bureau Name. Limi-t © 5 positions. Use appropriate acronym.
9. Subunit. Use bureau or office subdivision, if appropriate.
10. Building Name. As shown in GSA SLUC billing.
11. Street Address. As shown in GSA SLUC billing.
12. City Name. As shown in GSA SLUC billing.
13. County Name. As appropriate.
14. State Code. Use appropriate state abbreviation.
15. SMSA Name. As appropriate. _

16. Personnel Data. Show authorized personnel in categories of space as indicated. Utilization rate will be computed auto-
matically.

Supp. 5, Release 1, 4/5/84



i

' arrice (T (T

DEPARTMENT OF THE INTERIOR
SPACE DATA INPUT FORM — CARD____

[See Instructions on Reverse}

43 3IaM SUPP, 3
ILLUSTRATION 7

Page 1 of 2

1. CARDTYPE B

2. ACTION: ADD D DELETE D ' CHANGE D

——

aesaswano. [ T T T T | 1] 4. BUREAU CODE D:]

5. SEQUENCE NO. D]

17. SLUC COST DATA ~ ASSIGNED AND JOINT USE SPACE

Type Assigned Amount in S.F. Joint Use Amount in S.F,

Rate Per S.F.

LTI T 1]

|
5._sENERAL STORAGE OOIITT1] O (T[T
. WAREHOUSE STORAGE O 11 ] [T T[T
1 [ [T [TTT1]
C [ |

D.. LAB & CLINIC, a |
l

£, FOOD SERVICE

L] [

1T |

[ 1] l

[ [ 1] | |
£ STRUCTURALLY CHANGED Ll T TT] T T T
LIITTTTT] [T LT 17
ncoNETANG. L ITTTT] OO0 TT
L UGHT INDUSTRIAL L, , l ' ' lj L, ' I ’ | 1 U | ﬂ
| 1 INSIDEPARKING HEER L] OO T TTT 1007171
K. QUTSIDEPARKING L1 T TT] N HEEN LT T
L OPEN LAND LTI T I I
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INSTRUCTIONS ge 2 of

1. Card Type. B
- 2. Action Type. Check only one. A—Add, D~Dejete, or C—Change.
Definitions.

A—Add. This action will be used to enter a// new assignments into the system. It should not be used to enter additional
data to the existing record. Complete Card Types, A and B.

D~=Delete. This action will be used 10 remove an entire assignment from the system. It should not be used to delete
individual items from the existing record (assignment). Complete only Card Type A, items 2,3, and 4, Item S
{Sequence) must be completed if 3 series of records (assignments) exists for the same organization and building
(location). :

C—Change. This action will be used for a/l modifications to an existing record {assignment), including square footage,
personnel, rates per square foot, classifications, etc. Enter changes as they are to appear. Do not enter unnecessary
information. Enter on/y the item to be changed. EXAMPLE: 1t the rate per square foot has changed, the corre-
sponding square feet assigned should not be entered, unless it has changed, too. Only the Card Type pertaining to the
actual change should be completed,

3. GSA Building Number. As shown in GSA Standard Level User Charges (SLUC) billing,

4, Bureau Code. Using the 4-digit accounting code assigned by the Treasury Department (1409~Bureau of Indian Affairs,
ete.), enter the Jast two digits which identify your organization,

5. Sequence Number. Organizations having more than one record {(assignment) for the same building must yse the
sequence number, i.e., 01, 02, 03, as shown on the printout. 1f only one record exists for a building, use 01,

17. SLUC Cost Data—Assigned and Joint Use Spacs (23 shawn in GSA SLUC billing). Enter square feet and rate per sgquare
foot assigned in each category. '

Supp. 5, Release 1, 4/5/84
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1. Card Type., A
2. Action Type. Check only one. A—Add, D—Delete, or C—Change.
Definitions.

A—Add. This action will Be used t0 enter 2// new assignments into the system. {t should not be used 10 enter additional
data to the existing record. Complete Card Types A and 8.

D—Delete. This action wiil be used to remove an entire assignment from the system. It should not be usad to delete
individual items from the existing record (assignment). Complete only Card Type A, items 2, 3, and 4. ltam §
{Sequence} must be completed if a series of records (assignments) exists for the same organization and building
(iocation).

C~—Change. This action wiil be used for a/f modifications to an existing record {assignment), including square footage,
personnei, rates per square foot, classifications, etc. Enter changes as they are to agpear. Do nct enter unnecessary
information. Enter only the item to be changed. SXAMPLE: |f the rate per square foot has changed, the correspond-
ing square feet assigned should not be entered, uniess it has changed, too. Only the Card Type pertaining to e actual
change should be compieted.

3.'GSA Building Number. As shown in GSA Standard Level User Charges (SLUC) billing.

4. Bureau Code. Using the 4.digit accounting code assigned by the Treasury Department (1409-8ur=au of indian Affairs,
2tc.), enter the last two digits which identify your organization.

5. Sequences Number. Organizations having more than one record (assignment) for the same building must use The sequence
number, i.e., 01, 02, 03, as shown on the printout. If only one record exists for a building, use 01.

8. GSA Region, -Use appropriate GSA Region Number.

N

. Bureau Region. Must pe numeric code, if appropriate,
8. Bureau Naxﬁe. Limis 0 3 positions. U;e appropriate acronym,
8. Subunit. Use bureau or office subdivision, if appropriate.

10. Building Name. As shown in GSA SLUC billing.

11, Street Address. As shown in GSA SLUC billing.

12. City Name. As shown in GSA SLUC biiling.

13. County Name. As appropriate.

14, State Code. Use appropriate state abbreviation.

15. SMSA ﬁamc. As appropriate.

8. Personne! Data. Show authorized personnel in categories of space as indicated. Utilization rate will be computed auto-
matically.

Supp. 5, Release 1, 4/5/84
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DESIGNATED
SMOKING AREA
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5

=

NO SMOKING
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