U.S. Department of Agriculture
Washington, D.C. 20250

DEPARTMENTAL REGULATION | e

3901-001

sussect: Service Center Technology
Modernization Project (SCTMP)

DATE:

September 21, 2006

Space Standards for Information ori: The Office of the Chief Information Officer
Technology Services (ITS) (OCIO) ITS - Administrative Management Division
Personpel at Service Center (AMD), Asset Management Branch (AMB)
Agencies (SCA)

1 PURPOSE

The purpose of this regulation is to provide general space requirements and
guidelines for ITS personnel located in SCA managed space.

SPECIAL INSTRUCTIONS/CANCELLATIONS

a Effective Date. The ITS Space Standards will become effective immediately
upon approval.

b Series Replaced. Not applicable.

c Directives Rescinded. Not applicable.

AUTHORITY/REFERENCES

a DM 3510-01, Physical Security Standards for Information Technology (IT)
Restricted Space.

b DR 1620-002, USDA Space Management Policy.

POLICY

The goal of ITS is to provide space that allows employees to efficiently perform
their duties, complies with Departmental regulations and at the same time keeps
space costs to a minimum.

The contracting officer of the lead SCA should work closely with the ITS Group
Manager and Realty Specialist to ensure that the appropriate requirements for the
space and wiring are included in the solicitation offers prior to issuance.
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5 BACKGROUND

On November 28, 2004, ITS became a separate entity with unique space
requirements. As the SCA began to plan for new or renovated space, it became
apparent that requirements were needed in order to standardize ITS space across
the country. Additionally, it was necessary to incorporate new IT security
requirements into all space planning.

6 SCOPE

The standards in this notice shall be used for all OCIO-ITS space planning. The
ADP room standards will be applied to all offices receiving ITS services,
including those offices where no ITS staft is co-located.

NOTE: Previously negotiated Union agreements for employee work space shall
take precedence over these standards for employees covered by such agreements.

7 ABBREVIATIONS/DEFINITIONS

ADP Automated Data Processing

DM Departmental Manual

FTE Full Time Employees

IT Information Technology

ITS Information Technology Services

SCA Service Center Agencies

SCTMP  Service Center Technology Modernization Project
TSD Technology Support Division

a ADP Room. All areas that house telephone and/or computer equipment.

b Public Areas. Areas open to all individuals, including visitors. Examples are
reception rooms, training rooms, cafeterias/vending areas, and rest rooms.

¢ Shared Space. Space, such as a break room, that is shared by more than one
agency within a given office.

d Service Center Agencies. Farm Service Agency (FSA), Natural Resources
Conservation Service (NRCS), and Rural Development (RD) are collectively
referred to as the Service Center Agencies (SCA).

e Large Offices. For definition see OCIO-ITS Equipment Security Procedures
Manual, Chapter 1, Section 5.
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8 SQUARE FOOTAGE

DR 3901-001

a General. The standards below show the maximum square footage that will
be used in any space request. Requests for deviations from these standards
should be sent to the ITS, AMD, AMB Realty Specialist, who will forward
them to the appropriate Division Director for approval on a case by case
basis. In offices with no ITS staff, the ADP room shall be a minimum of 75
square feet and a maximum of 100 square feet, and the standards in this

notice will apply.

b Shared Space. The cost of shared space shall be allocated based on the
number of FTEs. For example, in an office with 20 employees, one of which
is ITS, then ITS shall be charged for 1/20™ of the square footage of the
common use space. Examples of common use space are break rooms and
mail rooms. ITS shall not be charged for a portion of any space that they do
not use, such as common storage rooms and aerial photography rooms.

TYPE OF SPACE 1ITS 1-3ITS 4-6 ITS 7-9 ITS
OFFICE - The same square footage as | =or <150 SF | Allocated sq. | Allocated sq. | Allocated sq.
comparable grade level offices of the ft. times no. | ft.times no. | ft. times no.
SCA staffs in the building, not to exceed of of of
150 square footage storage for IT employees employees employees
equipment.

ADP ROOM - This room is for IT and 75-100 SF 75-100 SF 75-100 SF 75-100 SF
telecommunication equipment including
the AS400. The room shall be large
enough to allow three feet for
accessibility around all sides of the
equipment. If this calculation is more
than 100 square feet, contact the ITS
Realty Specialist who will forward them
to the appropriate Division Director for
approval on a case by case basis.
STORAGE - Storage space cannot be 50 SF 50 SF 100 SF 150 SF
shared with SCA nor located within the
ADP room.
WORK/SETUP AREA 50 SF 50 SF 100 SF 150 SF
175-200 SF | 275-300 SF | 375-400 SF
Maximum Total Square Footage 325-350 plus office plus office plus office
(not including Shared Space) SF space space space
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9

10

11

LAYOUT OF OCIO-ITS SPACE

a General. It is preferred that all ITS space is adjoining. Each room or suite
shall have four ceiling to floor walls and a lockable door.

b ADP Room. The ADP room must be a separate, lockable room used only for
telecommunications and computer equipment. No storage of any kind is
allowed in this room.

¢ General ITS Room/Suite. Only ITS personnel will be issued a key to this
space. This space will serve as the ITS employee cubicles/offices,
work/setup area and storage.

d Space for Division Directors, Branch Chiefs and Group Managers. At
locations where private offices are allocated for SCA managers, Division
Directors, Branch Chiefs and Group Managers will have a private office with
a lockable door. This office may be within or adjacent to the general ITS
room.

e Private Offices. When a location’s existing configuration has non-
supervisory personnel occupying private offices, the possibility exists that the
non-supervisory employee may have to vacate the office for a supervisor.

SPECIFICATIONS FOR LARGE OFFICES

Since the requirements of large offices are unique, the requirements will be
defined on a case by case basis at the time of a major renovation or solicitation of
new space. Large offices must adhere to all USDA security standards.

The square footage of offices for supervisors and top management may be larger
than the 150 square feet as outlined in Section 8. The size of these offices shall
be decided on a case by case basis and will be based on the size of comparable
grade level offices at the location, with the goal of staying within Departmental
standards.

SPECIFICATIONS FOR THE ADP ROOM

The specifications listed below shall be followed when requesting new space or
making major renovations to present space. Requests for deviations from these
standards should be sent to the ITS Realty Specialist, who will forward them to
the appropriate Division Director for approval on a case by case basis.
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a Doors. The number of entrances to the ADP room will be kept to a minimum
as required by local fire code. Every entrance into an ADP room must be a
solid core, lockable door. A managed process will be utilized to control all
access to the room. The process can be electronic or manual (key access,
door bell with escort and sign-in, etc.) and the process must be documented.
One key or code will be assigned to an individual from each SCA. All
computer room doors shall be removed from the master key system of the
facility. Exterior doors must have either interior hinges or exterior hinges
with non-removable pins.

b Windows. There will be NO WINDOWS in the ADP room, even if a portion
of the room has exterior walls.

c Flooring. The flooring will be anti-static hard surface; no carpet.

d Temperature. The ADP room shall be cooled at all times. The temperature
control shall be managed within the room, including point of contacts for
emergency situations. The ADP room shall have access to temperature
readings within the space. Air conditioning must be controlled on the week
ends as needed to maintain the minimum temperature in the room.

e Shared Space. The ADP room shall NOT be designed as a multi-use room.
Only ADP and telephone equipment shall be in this room. Mail machines,
printers (unless specifically for the ADP equipment), faxes, file cabinets,
shared storage, copiers, plotters, etc. shall be located outside the ADP room.
ITS storage will NOT be in the ADP room.

f Plumbing. Because of the danger of water damage, the ADP room shall not
be located in areas where water bearing pipes would be overhead.

g Fire Suppressant Systems. A sprinkler system will be installed when local
building codes require it. A dry-pipe system is preferred. Sprinkler heads
shall be placed so that they are not directly above any equipment. Each ADP
room shall be equipped with a 6 pound FE-36 fire extinguisher. An annual
inspection must be performed on the fire extinguisher.

h Telephone System. The building contractor shall attach to one wall a sheet
of % inch 4 x 8 plywood, painted with fire retardant paint. This will be the
extended demarcation point and for the installation of phone equipment, etc.

i Design Approval. In SCA offices, the Group Manager shall review the
electrical section of the construction drawings to ensure that the location of
the phone jacks, data ports and electrical outlets will be accessible once
systems furniture is installed. In all other offices, the appropriate Division
Directors shall review and approve the floor plans. All final floor plans for
the ADP room and general space shall be approved by the ITS Realty
Specialist before construction begins.

j Public Areas. Where possible, the ADP room shall be within the interior of
the building and away from public areas. Where possible, ensure that all
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computer rooms are not located either above or below public areas in multi-
story buildings.

k Mailrooms and Loading Docks. Where possible, the ADP room shall not be
located in close proximity to mailrooms or loading docks.

1 Signage. Ensure that all signs identifying the ADP room are removed from
public view. Directories or building maps that identify the location of critical
or sensitive asset locations shall not be displayed.

12 ADP ROOM EQUIPMENT OUTPUTS

Refer to the manufacturer’s requirements for all equipment that will be located in
the room.

13 ADP ROOM WIRING
Cable plant specifications will be provided by the appropriate ITS Division.

14 POINT OF CONTACT

For further information, please contact Lynn Williams, Realty Specialist,
Administrative Management Division, Asset Management Branch at (970) 295-
5452.




<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /All
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.5
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness false
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages false
  /ColorImageMinResolution 300
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages false
  /GrayImageMinResolution 300
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages false
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile (None)
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /Description <<
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000500044004600206587686353ef901a8fc7684c976262535370673a548c002000700072006f006f00660065007200208fdb884c9ad88d2891cf62535370300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef653ef5728684c9762537088686a5f548c002000700072006f006f00660065007200204e0a73725f979ad854c18cea7684521753706548679c300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /DAN <>
    /DEU <>
    /ENU (Use these settings to create Adobe PDF documents for quality printing on desktop printers and proofers.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
    /ESP <>
    /FRA <>
    /ITA <>
    /JPN <>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020b370c2a4d06cd0d10020d504b9b0d1300020bc0f0020ad50c815ae30c5d0c11c0020ace0d488c9c8b85c0020c778c1c4d560002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken voor kwaliteitsafdrukken op desktopprinters en proofers. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /PTB <>
    /SUO <>
    /SVE <>
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /BleedOffset [
        0
        0
        0
        0
      ]
      /ConvertColors /NoConversion
      /DestinationProfileName ()
      /DestinationProfileSelector /NA
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure true
      /IncludeBookmarks false
      /IncludeHyperlinks true
      /IncludeInteractive true
      /IncludeLayers false
      /IncludeProfiles true
      /MarksOffset 6
      /MarksWeight 0.250000
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /NA
      /PageMarksFile /RomanDefault
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /LeaveUntagged
      /UseDocumentBleed false
    >>
    <<
      /AllowImageBreaks true
      /AllowTableBreaks true
      /ExpandPage false
      /HonorBaseURL true
      /HonorRolloverEffect false
      /IgnoreHTMLPageBreaks false
      /IncludeHeaderFooter false
      /MarginOffset [
        0
        0
        0
        0
      ]
      /MetadataAuthor ()
      /MetadataKeywords ()
      /MetadataSubject ()
      /MetadataTitle ()
      /MetricPageSize [
        0
        0
      ]
      /MetricUnit /inch
      /MobileCompatible 0
      /Namespace [
        (Adobe)
        (GoLive)
        (8.0)
      ]
      /OpenZoomToHTMLFontSize false
      /PageOrientation /Portrait
      /RemoveBackground false
      /ShrinkContent true
      /TreatColorsAs /MainMonitorColors
      /UseEmbeddedProfiles false
      /UseHTMLTitleAsMetadata true
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


