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MINERALS MANAGEMENT SERVICE MANUAL

Administrative Series Part 425 Space Management
Chapter 1 Policy, Responsibilities,

and Management 425.1.1
1. Purpose. This chapter establishes program policy,
responsibilities, and management for the Minerals Management
Service (MMS) space management program.

2. Authority.

A. Title 41, Code of Federal Reg ulati
Subchapter D, Public Buildings and Spac
101-21.

w
»)

epartmental Manual (425 DM Space Management) .

C. Rural Development Act of 1972 (86 Stat. 674) (42 U.S.C.
1322(b)).

0 %N «r

s the policy of the MMS to:
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3. icy. It

management program for acqulsltlon and utilization of space
required to accomplish the MMS mission. This program will
conform to all applicable policies, regulations, and laws.

A. Establish and maintain an active and continuing space

PR T e TSI YA 125 of

B. Forecast MMS space require
consistently throughout the MMS.

C. Collocate offices when possible, preferably in the same
building or complex of buildings, depending on the availability
of Government-owned or -leased space.

D. Support a system of review and analysis to confirm
productive and prudent utilization of office space required to
perform the MMS mission.

E. Promote the General Services Administration's (GSA)

policy of providing a quallty workplace environment that supports
program operatlons, preserv1ng the value of real property assets,
and reduc1ng Federal work space to basic minimum requirements.

F. Determine the suitable geographic area for facilities and
verify the decision is consistent with the req ements of the
Rural Development Act of 1972 (86 Stat. 674) (4 .S.C. 1322(b)).

G. Report any excess space to GSA for assignment to other
Agencies in a timely manner.

OPR: Support Services Branch
Management Services and Security Division
Office of Administration and Budget
Office of Administration
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Chapter 1 Policy, Respon51b111t1es,
and Management 425.1.4

4. Responsib ties.

(1) 1Identifying space requirements within their program
areas based on approved staffing levels.

(2) Coordinating space requirements with the Bureau
e Manager (BSM) or respective Administrative Service Center
\' M
) ¥

(3) Ensuring compliance with MMS-established space
management procedures and implementation requirements.

B. he Deputy Associate Director for Administration is
responsible for:

(1) Establishing Bureauwide space management policy.

(2) Providing Bureauwide management of the Space
Management Program.

3) Provi
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C. The Chief, Management Services and Security Division is
responsible for:

(1) Furnishing Bureauwide management and direction of
the MMS Space Management Program by conforming to established GSA
and departmental guidelines.

(2) Designating an individual to serve as the BSM.

D. The Chief, Support Services Branch (BSM), Management
Services and Security Division is responsible for:

rganizing, focusing, and coordinating the MMS Space
nen rogram relative to real property acquisition and
management including the support and coordination of all
activities related to the requirement for new space/buildings and
alterations/repairs.

(1) O
Management Pro

{(2) Developing and maintaining policy and
a

ai
guidance related to real property management.

(3) Serving as the primary MMS spokesperson with Federal
Government officials, engineers, architects, and builders

Supersedes Release No. 25
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Administrative Series Part 425 Space Management
Chapter 1 Policy, Responsibilities,

and Management 425.1.4D(3)
concerning matters of construction, acquisition, renovation,
repair, and improvement of real property at Headquarters.

(4) Providing liaison with GSA on all space matters

7

relating‘to Headquarters space and space matters which cannot be
resolved at the appropriate ASC level.
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(6) Conducting annual soace utilization surveys to
ensure that assigned space is being used efficiently,
economically, and in accordance w1th established departmental and
GSA policies.

(7) Acquiring approvals for commitments of funds, as
necessary, for requirements such as rental of space, renovation
and moving costs; and coordinating with the Budget Division to
ensure that Congressional budgets and operating plans include

adequate funds for all MMS space requirements.
(8) Overseeing the Bureau RENT bu preparing the
annual Workspace Management Plan. The an is
forwarded to GSA through the Department. (Refer to Federal
Property Management Rpmﬂa'honq (FPMR) D-73 [41 CFR 101-17,

Appendlx D] for procedures Dertalnlnq to preparatlon of Plan )

(9) Ensuring that the applicable safety codes and

regulations are applied when renovating or altering space
{(including the Hanalcappea Accessibilities Standards and the
AmAari~anca rridh Nicala 4y A~d fADNAN
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(10) Establishing smoking guidelines in buildings and
facilities occupied by MMS.

(11) Reviewing and approving all requests for space.

(12) Reviewing and approving all alteration projects with
a total dollar amount exceeding $25,000 except maintenance-type
alterations such as re-carpeting and re-painting.

(13) Reviewing and approving any action involving the
reclassification of space.
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(1) Administering the
within their respective areas.

S Space Management Program
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(2) Designating responsible Space Officers within their

areas of responsibility.

(3) Coordinating all movements and/or relocations of
assigned space at the earliest possible time.

d approv1ng any altera
icati

ions up to
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(5) R
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e maintenance-type alterations
such as re-carpe

ing
ng at any dollar level.

(6) Reporting any assigned space which is no longer
needed to GSA and the BSM.

(7) Designating smoking areas (in conjunction with
Regional Directors in the field) in cafeterias, lobbies, or other
space not specifically prohibited in MMSM 310.2.

F. The ASC Space Officers are responsible for:

Performing all field space management £

(1
e areas of responsibilities.

)
within their
(2) Planning, directing, and implementing the MMS Space
Management Program in accordance with GSA policies and depart-
mental and Bureau direction. This includes the coordination of
all activities incident to the acqulsltlon of new space, space

utlllzatlon, and alterations and repalrs to MMS- cupleu
buildings.

(3) Ensuring compliance with appropriate policy and
procedural instructions related to real property management.

(4) Ensuring compliance with MMS-established space
management procedures and implementation requirements.

(5) Serving as the principal MMS representative with
Federal Government officials, engineers, architects and builders
concerning matters of constructi on, acquisition, renovation,

repair, and improvement of real prcperty in their respective
areas of responsibility.

(6) Monitoring space utilization to ensure that assigned
space is being used efficiently and economically.

(7) Furnishing technical assistance and advice to MMS
program officials on space management matters.

....... ) -~ ~ o m o~ -~
Supersedes Release No. 25
Date: July 12, 1993 (Release No. 213) Page 4
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Chapter 1 Policy, Responsibilities,

and Management 425.1.4F(8)
(8) Coordinating all space matters for departmental

regional cities within their respective regions through the B3N,

Support Services Branch, Management Services and Security

Division.

(9) Acquiring approvals through the BSM for all
commitments of funds, as necessary, for requirements such as
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rental of space, relocations, renovations, and moving costs
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(11) Ensuring that the applicable safety codes and
regulations are applied when renovating or altering space

(1nc1ud1ng the Handicapped Accessibilities Standards and ADA).
(Refer to FPMR D-73 (41 CFR 101-17, Appendix D] for procedures
pertaining to preparation of Plan.)

G. The Designated Official is the highest ranking official
or the alternate highest ranking official appointed in writing by
the Associate Director for Administration and Budget. The
purpose of appointing a De51gnated Official is to have uniformity
in dealing with all occupants in an office. The De51gnated

fes
Official will consult with the other organizatﬁon heads prior

Dersons or propertv, such as fire, explosion, or the discovery of
an explosive device. This individual is responsible for:

(1) Coordinating the release of employees due to

inclement weather conditions

(2) Coordinating building evacuations resulting from
fire or other situations where remaining in the building would be
detrimental to employee safety and/or health.

(3) Serving as the approving official for waivers for
the consumption of alcoholic beverages on the grounds.

Space Requirements Questionnaire; and SF 81 A, Space Requirements
Worksheet, to the appropriate GSA regional office in order to
fulfill space needs. All requests for space will be coordinated
with the BSM prior to submission to GSA for action.

5. Reguests for Space. The MMS is required by FPMR, Subpart
101-17.2, to submit Standard Form (SF) 81, Reguest for Space; a

s. The Office of Administrative
gement and Budget, Office of the

A. PMO-Controlled Area
Services (PMQ) , Po]icv Mana
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Q
(D
(8]
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Secretary, controls space acquisition in the following cities:

A1 i
Ailpugquerque, New MexlcC

Anchorage, Alaska
Atlanta, Georgia
Billings, Montana
Boise, Idaho

Boston, Massachusetts
Denver, Colorado
Menlo Park, California
Mlnneapglls/"s‘frr Paul, Minnesota
Phoenix, Arizona

Portland, Oregon

Sacramento, California

Salt Lake City, Utah

cO
19

San Francisco, California
Santa Fe, New Mexico
Metrop politan Washington, D.C., area

CLaLQll NWNQo222l2ly 1; 1 & ~—

The Director, Office of Administrative Services (PMO), or
designee, is the only official authorized to approve space
requests in these cities. All requests ror space in these cities
will be forwarded to the BSM for coordination of the PMO
Director's authorization. Once the space acquisition process has

started, day-to-day coordination with GSA is handled by the
origin atin a Space Manaqer or Officer. Correspondence on major
decisions will be channeled through the BSM to PMO.

B. Other Areas. All requests for space outside the PMO-
- 4=

Controlled Areas will be coordinated directly with the
appropriate GSA regional office. These requests will be
forwarded to GSA by the BSM after the av vailabilityv of funds has

been certified. The BSM will be notified in advance of the SF 81
submission on requests exceeding 465 square meters or 5,000
square feet. Once the actual acquisition is started, day -to-day
coordination with GSA is handled by the originating Space Officer
or the BSM for Headquarters activities.

C. New Federal Buildings. Requirements for space in newly
constructed Federal Buildinos regardless of geographic location,
d

space to GSA.

D. Space for Short-term Use. Offices having a need for
outside facilities for short-term use (i.e., conferences,
mee tlngs, and emergency situations) will submit their needs to

the servicing ASC or the BSM for Headquarters requests.
Inquiries must be made to GSA on the availability of Government-
owned or -leased facilities prior to private contracting with an

upersedes Release No. 25
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Chapter 1 Policy, Responsibilities,
and Management 425.1.5D
outside source. If no Government-owned or -leased facilities are
available, privately-owned facilities may be acquired for a
period of up to 180 days. All metropolitan Washington, D.C.,
area requests should be approved by PMO prior to making actual
arrangements.

E. Funds Availability. Requests for space will be forwarded
to the BSM for funds certification. Space requests must be

forwarded as soon as the need is known. Requests for additional
space which are not forwarded at least 18 months in advance may
rami1ira DrAamryam fiimAinsa 1mmtil Fiainde ~ran ha hiidaeted faor the
Lc\iu.&&.c fLV\j‘Lultl Lullu.&.ll\j Wil 4 4 e VAL INA WD il E A IS MANA Y e e S A B - a A
space.

F. Location of Space. 1In accordance with FPMR 101-17.205,
MMS is responsible for determining the delineated area where its

facilities are to be located. 1In satlsfylng space requirements
in urban areas, GSA will review requested delineated areas to
ensure that the areas are within the centralized community
business areas (CBA's) and adjacent areas of similar character.
When developing delineated areas, first consideration should be
given to CBA' In cases where the delineated area is a non-CBA

location, the requestor will be required to provide adequate
justification to support the delineated area. For the Washington
metropolitan area, location decisions will be considered on the

most cost-effective basis, in conjunction with regional policies
established by the National Capital Planning Commission and
consistent with the general purposes of the National Capital
Planning Act of 1959, as amended.

6. Space Requirements. It is MMS and GSA policy to provide a
quality workplace environment that supports program operations,
preserves the value of real property assets, and reduces MMS work

space to essential minimum requirements. FPMR Temporary
Regulation D-76, Assignment and Utilization of Space (Part 101-
17), outlines policies for assignment and utilization of space.
When requesting new or expansion space, the following guidelines
must be followed:

A. Office-type Space. New office space will be assigned in
accordance w1th FPMR b-76 (10 7 2) The utilization rate for

ge of
e
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pius a :
utilization rate of 14.2 square meters or 152.5 square f
person. Requests for Space (SF 81) must conform to this
standard. New assignments for eight and fewer personnel are to
be requested at the most efficient utilization rate possible and
are not subject to the above targeted utilization rates.

Supersedes Release No. 25
Date: July 12, 1993 (Release No. 213) Page 7
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(1) Prlmary office space is the personnel- occupied area
in which an activity‘’s normal operational functions are

perL Orm meu .

(2) Office support area is office-type support space
which includes all secondary/shared workstations, extraordinary
circulation space, and those specific and discrete areas
constructed as office space and used to meet mission ne
outside the requirement for housing personnel, includin
receptlon/waltlng areas; hearing, meeting and interview areas;
processing areas; library and reference areas; conference rooms;

Qi y creellice

s; libr
general storage areas; and general file areas.

B. Special-type Space. Spec cial-type space includes storage,
laboratory, cllnlcs/health facilities, food service, structurally
changed, automatic data processing, conference/training rooms,
and light industrial space. Under normal circumstances, total
special-type space should not exceed 26 to 31 percent of the

total office square meters or square footage for the type of

operations in which MMS is involved. Requests for quantities

beyond this level will require justlflcatlon. All structural,

electrical, and other spe01a1 requlrements tor the space should
S dadnn Mmr~Amnd

be thoroughly detailed in the request to facilitate prompt
delivery and proper functioning of the space.

C. Space for Automatic Data Processing (ADP) and Telecom-—
munications Equipment. When plannlng space requirements,
particular attention should be given to ADP and telecommuni-
cations needs. Spec1f1cally, Requests for Space (SF 81 and 81-3)

should include the following additional information (FPMR 101-
17.101-5):

(1) Type of equipment (including make, model number,
manufacturer, and number of units of each);

(2) Space and environmental requirements, including:
(a) Floor weight (kilograms or pounds);

Machine dimensions (width, depth, and height in

(c) Service clearance (front, rear, right and left

sides) ;

(d) Power in voltage and kv.-a. (starting loads and
operating loads) ;

(e) Heat dissipation in B.t.u./hr. and air flow
(cfm) ;
Supersedes Release No. 25
Date: July 12, 1993 (Release No. 213) Page 8
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(f) Environmental factors of temperature range (F)
and relative humidity:; and

(g) Need for raised floor, acoustic ceiling, and
air-conditioning;

(3) Related requirements, such as storage space for
supplies, tapes, and disks; work space, including desk and aisle
space; and

S
-
/
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D. Funding for Move Situations. GSA policy requires MMS to
fund above-standard alterations as well as telecommunications
costs in cases of relocation as the result of lease expiration,
Agency expansion, and Agency-initiated consolidations. 1In cases

where relocation is necessary as a result of expansion of another
Agency, the expanding Agency is responsible for above-standard
alterations, moving costs, and telecommunications costs. 1In
cases of GSA-initiated consolidations, emergencies or

dis placement as a result of GSA repalr and alteration project,

GSA is responsible for existing above-standard alterations,
moving, and telecommunications costs. Generally, it is GSA
policy to fund for those alteratlons necessary to prepare tne

adversely affected and/or delivery delaye

7. Space Utilization Requirements. The MMS is required to
h GSA through the Offlce of inist S i

Bureau mission. Space which is excess to program needs should be
reported to the BSM as soon as it is identified.

A. Space Utilization Rates. The MMS will maintain an
average space utilization rate of 14.2 square meters or 152.5
square feet per person at all locations except those with eight
or less employees. Specifically, utilization rates will be
calculated as follows:

(1) A primary office area average utilization rate of
11.6 square meters or 125 square feet per person will be achieved
at all locations. The primary office area is the personnel-
occupied area in which an activity's normal operational functions
are performed. The utilization rate is calculated by dividing

Supersedes Release No., 25
Date: July 12, 1993 (Release No. 213) Page 9
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and Management 425.1.7A(1)

the total occupied primary office square meters or square footage

by the total number of people in the space

(2) The office support area should not exceed 22 percent
of the primary space. The support area consists of secondary/
shared workstations, extraordinary circulation space, and
spe01f1c areas constructed as office space and used to meet
mission needs outside the requirement for housing per onn

as conference rooms, general storage areas, processin r
libraries, and file areas.
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B. Space Utilization Surveys. The BSM and/or GSA and PMO
will conduct space utilization surveys to promote and ensure
efficient utilization and may request release of excess space.
Additionally, actions may be suggested to improve utlllzatlon as
a result of surveys be provi ded with a
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improve ich are planned.

MMS is required to conduct two space utilization surveys annually
and report results and recommended actions to PMO prior to the
end of each fiscal year.

C. Services. GSA will prov1ae professional space
programming and/or layout services for an initial space
assignment, expansion of an existing assignment,; or for a GSA-
directed move at no cost to the agency, recognizing that such
planning is necessary to achieve optimum space usage. Space
programming, layout, and interior design services for
reconflguratlons of ex1st1ng a551gnment lteratlons
reductions, consolidations, requested r cati
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8. Federal Building Fund. The MMS is required to pay into the
Federal Buildings Fund (FBF) for all space as51gned by GSA
(whether leased or Federally owned) and for services incidental
thereto. These payments into the FBF for space and services are
defined as RENT.

A. Determination of RENT Rates. All GSA-controlled
buildings are appraised every 5 years in order to establish a
rental base. On an annual basis, actual cost increases or
decreases are passed through in the form of an adjustment to the

RENT billing.

(1) OQuarterly Bills. Quarterly bills for RENT are sent
by GSA to the BSM. Payment of the billings for space and
services will be in accordance with procedures prescribed by the

Supersedes Release No.
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Adninistrative Series Part 425 Space Management
Chapter 1 Policy, Responsibilities,

and Management 425.1.8B(1)
Treasury Fiscal Requirements Manual, Part VI, Chapter 5000. The
method of payment is defined as Si*p ified Interagency Billing
A AATT AamdiAanm QTDANY
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(2) Assessments. The quarterly billing reflects changes
and corrections entered into the system prior to the cut-off date
established by GSA, and it informs the MMS of amounts transferred
from approprlate funds to the FBF. MMS is also assessed for
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(3) Projected Space Costs. GSA will provide annually a

printout of projected space a551gnments and costs. This listing
will be distributed by PMO to the MMS. These projections should
hm 31 fon dehha Ao e 3 A S birAdwndt aAactkimatracs anAd FAar

be udeu 111 Ll plrocpalaltlull Ul Spale Duuyrtsoe TcotLldiiavceo aliv L va
long-range space planning.

(4) Corrections. MMS is responsible for initiating
corrections to RENT billings. PMO will initiate changes to
billings for departmentally assigned space. Bllllngs w1ll be
sent to the ASC's for rev1ew each quarter.
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and GSA Form 2972 (Aqencv Request for
Adjustment to FBF SLUC Bllllng) can be obtained from GSA supply
sources. Form 2970 should be submitted to the Central Offlce_of
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copies to the BSM. All corrections concerning space in the
Washington metropolitan area or regional cities should be
submitted to the BSM for submission to the Division of Space and
Facilities Management, PMO, for review, approval, and transmittal
to GSA.

9. Workspace Management Plan and Budget Justification. MMS is
required by GSA and the Office of Management and Budget (OMB) to

prepare an annual Workspace Management Plan/Budget Justification

(GSA Form 3530) as outlined in 41 CFR Part 101-16. This process
facilitates the development of projected space requirements and
associated funding. This Plan will establish square meters or

square footage targets, report progress in achieving work space

management goals; and will be organlzed to support the MMS'
annual budget request to OMB. Also included in the Plan will be
estimates of utilization rates, personnel workstations, work

space, and RENT and related obligation amounts for the fiscal
year covered by the corresponding budget cycle. This Plan will

Supersedes Release No
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be prepared by the BSM with input from the ASC
all MMS space.

10. General Services Administration's Delegation Program. GSA's
program of delegation of authority offers real property
management responsibilities to selected Agencies where these
Agencies occupy at least 90 percent of the bulldlng offered for
delegatlon. This program is a nationwide initiative including

all major Federal Agenc1es. The program is administered by GSA

h the (PMO) prnV‘ld'lnd
h
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A. Request for Delegation of Authority for Operation and
Malntenance (O&M) . Requests for delegatlons of operatlon and

[ T 2 TN

the to¢¢ow1ng conditions are met: (1) e
3

T
a

3 +a
primarily on percentage of occupancy

90 percent); (2) satisfactory performance of program
responsibilities or demonstrated capability/capacity to perform
the function(s) proposed for delegation; and (3) cost
effectiveness of the proposed delegation.

-

g

b
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e

(1) Procedures. Requests for delegation of O&M
authority are to be submitted to the BSM. The BSM will get the
concurrence of the Associate Director for Administration and

Budget and forward the request to PMO. Agreement in principal by
the Administrator of GSA will be followed by negotiations between
MMS and the appropriate GSA region to establish funding and

resources. The GSA Administrator will then submit the delegatlon

to the Department for concurrence by the Secretary. GSA may also

propose O&M delegations, and the same basic procedures will be
followed

FRLC s VAL .

(2) Resources for 0O&M. Upon approval of O&M delegation
for a specific building, GSA transfers resources to the
Department including appropriate FTE and funding through an

o~ IV VPl

allocation account. Funds are then disbursed to MMS. MMS is
then responsible for accountability pursuant to the delegation.

(3) Accountability. MMS is responsible for financial
and other reporting requirements as indicated in the delegation
agreement. PMO will provide oversight in the development of the
annual delegatlons budget which calls for an evaluation of GSA's
proposed funding and submission of documentation and justifi-
catlons for add1t10nal funding that may be required by MMS to

.
T1i1+ioc
LliiLviTS.

B. Request for Delegation of Lease Management Authority
Lessor Fully-Serviced Leases - Contracting Officer Representative
(COR) Authority. Lease management responsibility was delegated

age 12



DEPARTMENT OF THE INTERIOR
Administrative Series Part 425 Space Management
Chapte Policy, Responsibilities,
and Management 425.1.10B
to the Department by a Memorandum of Understanding (MOU) signed
by the Secretary in 1986. The purpose of delegating lease
management respon nsibilities to tenant Agencies is to enhance
service delivery and provide more efficiency in the management of
Government-controlled facilities. Requests for Lease Management

authority are granted when MMS is the single tenant with 90
percent or greater occupancy in the lease and GSA certifies the
MMS' COR.

(1) Procedures. Requests for Delegation of Lease
Management authority and nomination of a COR are initiated by the
appropriate ASC. Regquests will be forwarded to the BSM for
concurrence of the Deputy Associate Director for Administration.

With concurrence, the request will be forwarded to the
appropriate GSA region, pursuant to the MOU. Acceptance of the
COR comes from the GSA regional office after the nominee has
completed a self-instructional training course and been certified
by GSA.

—~

ns When lease management (COR)
sted, MMS assumes respon51b111tv to observe,

2 sp
authority is qu
monitor lessor performance, ensure lessor compliance with GSA
lease contract provisions, document lessor non-performance for
action by GSA Contracting Officer, and contract for 1ease

alteratlons and space a551gnments in acc
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C. Delegation of lLease Acquisition Authority. Lease
acquisition authority is granted by GSA for specific one-time

delegations for unusual circumstances and/or special purpose
space or blanket delegations for specific geographical areas.
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(2) Responsibilities. The BSM will forward the request
to PMO for evaluation and transmittal to GSA's Central Office.
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