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CHAPTER 4 - GSA ASSI GNED SPACE

4.0 Purpose and Scope

Thi s Chapter establishes DOC policy and procedures for the
assignment, utilization and managenent of GSA-controll ed space to
house DOC Operating Units (QU).

4.1 Authorities and CGuidelines

Qperating Units are responsible for conplying with all applicable
DOC policies and Federal statutes, regulations, directives and
Executive Orders (EO pertaining to the assignnent, utilization,
managenent, and reporting of GSA-controlled space. The follow ng
are the major authorities and guidelines that apply to GSA-

assi gned space:

(a) Federal Property and Administrative Services Act of 1949, as
anmended (41 U . S.C. Section 251 et seq.) authorizes the
Adm ni strator of General Services to assign and reassign
space in Governnent-owned and | eased buil dings to Federal
agencies, and to charge, or exenpt agencies from rent rates
whi ch approxi mate commerci al charges for conparabl e space
and servi ces.

(b) EO 12072 - "Federal Space Managenent” requires Federa
agencies to give first consideration to the Central Business
Area (CBA) when locating Federal facilities in urban areas.

(c) EO 12411 - "Governnent Wrk Space Managenent Reforns"
requi res Federal agencies to establish prograns to produce
and maintain an inventory of work space, reduce the anpunt
of work space used or held to essential mninuns, and report
to the Adm nistrator of Ceneral Services any hol di ngs not
necessary for the m ssion of the agency. This EO al so
del egates to the Adm nistrator authority to conduct surveys
and establish agency-w de objectives for each Executive
agency in devel oping their work space nmanagenent planning
progranms. (GSA CGeneral Reference Guide for Real Property
Policy, April 1998)
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(d) EO 12512 - "Federal Real Property Managenent” directs GSA to
provi de Governnment-w de policy oversight and gui dance for
Federal real property nanagenent; to establish standards and
procedures for Federal agencies’ review of their real
property hol dings; to conduct utilization surveys; and to
provi de | eadership in the devel opnent of property managenent
i nformati on systens.

(e) EO 13006 - "lLocating Federal Facilities On Historic
Properties In Qur Nation’s Central G ties” encourages
Federal agencies to |locate Federal facilities on historic
properties in our Nation’s central cities.

4.2 Roles and Responsibilities

CGeneral roles and responsibilities are included in Chapter 2 of
this Manual. Detailed roles and responsibilities for OQUs and Real
Property QOperations Ofices (RPOOs) are sunmari zed as fol |l ows:

4.2.1 Operating Unit (QU) Responsibilities

(a) Pronote the optimum use of space for each assignnment at
the m ninum cost to DOC, provide quality workspace that
is occupied in a tinely manner, and assign space based
on m ssion requirenents;

(b) Use GSA-controlled space to the maxi num ext ent
practical ;

(c) After considering the availability of GSA-controlled
space, extend priority consideration to avail abl e space
in buildings under the custody and control of the U S.
Postal Servi ce;

(d) Informprogramofficials and enpl oyees of the policies
relating to the assignnent, use and managenent of GSA-
control |l ed space;

(e) Identify and dispose of all work space and ot her real
property found to be underutilized or excess to their
needs;
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(f)

(9)

(h)

(i)

(k)

(1)
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Ensure that all space requests submitted to their
servicing RPOOs are consistent with DOC policy, and
that the anpbunt of office space requested is the
mnimumrequired to carry out program functions and
transact official business;

Ensure that all space requests are properly prepared
and signed by an authorized requesting official and
submitted in a tinmely manner to enable the RPOO and GSA
to acquire the requested space as needed,;

Cooperate with the RPOO and GSA to provi de any
i nformation or assistance required concerning the
request ed space;

Mai ntai n conpl ete, up-to-date assignnment plans that
show t he anobunt and type of space assigned to various
conponents and their current workspace utilization
rate;

Measure and classify all DOC assigned space and provi de
this data to their appropriate Federal Real Property
Managenent Systemnm(Federal RPM Users G oup nenber for
entry into the Federal RPM

Devel op pl ans, when appropriate, and send copies to the
DOC O fice of Real Estate Policy and Maj or Prograns
(OREPMP), for forwarding to the appropriate RPOO

These plans nust identify, by |location, the anmount of
space involved, tine frames, costs and strategies to be
enpl oyed; and

Ensure that the personnel information to be entered
into the Federal RPMis conplete and accurate. To
facilitate, OREPMP wi |l annually provide each QU with a
Federal RPM Systemprintout of its field space
assignnments, acconpani ed by a request to review the
personnel information and provi de OREPMP with any
updates. OREPMP will then forward the updated
personnel information to the appropriate database
manager for entry into the Federal RPM

4.2.2 Real Property Operations Ofices (RPOOs)
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Responsi bilities

(a) Mnitor the space utilization of all QUs within their
respective service areas and work with QU program
officials to resolve situations where space i s not
being utilized efficiently;

(b) Review QU space requests to ensure that the anmount of
space requested is in conpliance with DOC policy; in
i nstances where the space request exceeds DOC policy,
the requests shall be brought to the attention of the
QU for additional justification. Requests exceeding
t hese requirenents shall not be processed w t hout
sufficient justification. Copies of the justifications
shall be maintained in the appropriate RPOO fil es;

(c) Provide advice and technical assistance to OUs to
hel p them reduce their work space and better utilize
their existing space. The advice and assi stance
shal | include space planning, |ayout and interior
desi gn services; selection of systens furniture;
redesign and alteration of existing space to make it
nore efficient; and devel opnent of plans to
establish, close, relocate or consolidate
or gani zati onal conponents.

4.3 DOC Policy

(a)

(b)

(c)

Acqui re Federal work space that supports and inproves the
productivity of DOC s staff and the prograns housed in the
space;

Provide a quality workpl ace environnent for enployees that
supports program operations, preserves the value of real
property assets, and reduces Federal work space to the
essential m ni mum requirenents;

Mai ntai n plans and i npl enent prograns to reduce the anount
of work space to that anobunt which is essential for known
DOC activities;
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(d)

(e)

(f)

(9)
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Acqui re new space only when such space is essential to
exi sting or planned prograns and when existing Governnent -
controll ed space is not available to satisfy the need;

Cooperate with and support GSA in inplenenting policies
relating to the use, assignnent and managenent of GSA
space;

Make full and efficient use of all work space and ot her
real property and pronptly dispose of all work space and
ot her real property for which there is no current

f oreseeabl e need in accordance wth the policy and
procedures contained in Chapter 10 of this Mnual;

Fol |l ow and adhere to the relevant GSA policy in assigning,
classifying, utilizing and di sposi ng of GSA assigned
space.

4.4 Space Assignnent or Acquisition Processes

4.4.1 GSA Space Assignnent Process:

(a) The QU requiring space shall submt a nenorandumto
their servicing RPOO with the signature of the
requesting official who certifies availability of
funds by providing accounting data. The QU s space
request shall include the followng: a) the type and
anount of space needed; b) when space will be needed
and termof lease; c) the delineated area with
supportive justification explaining the basis for the
del i neated area; (d) nunber of personnel and official
Government parking required; and e) any speci al
m ssion-related requirenents for the space. GSA's
Standard Form (SF) 81, “Request for Space” or
equi val ent docunent shall be used to communi cate the
space request information between the QU, RPOO and
GSA.

(b) If GSA develops the QU s space requirenents, GSA' s
analysis will center on the foll ow ng conponents of
general purpose office space: a) the primary office
(or personnel -occupied) area, and b) the office
support area. The requirenents devel opnent process

DEPARTMVENT OF COMMERCE
REAL PROPERTY MANAGEMENT MANUAL
July 2003 4-6



(c)

(d)

(e)

(f)
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is intended to define the functions of the space to
be designed; identify special agency requirenents;
revi ew exi sting conditions; analyze spati al

rel ati onshi ps and adj acency requirenents; and,

t hrough applications of the accunul ated dat a,

formul ate the optimum solution for neeting the total
space need.

The space all owance for the support area will be
devel oped on the basis of professional standards and
practices, and normally should not exceed 22 percent
of the primary office space requirenent. Space
requests should be within the area of 125 square feet
per person for primary office space plus 22 percent
for support space.

The above utilization targets will not apply to new
assignnments involving eight and fewer personnel.

After all the QU submtted information has been
assenbl ed and anal yzed, GSA will establish ‘typicals’
for work stations, support space and space required to
nmeet the special needs for the requesting QU activity.
This data will then be aggregated by space type to
devel op the QU s space requirenents. Once agreenent is
reached with the QU on its total space requirenents,
GSA wi Il begin the space acquisition process.

GSA will first canvas its inventory to see if there
is any GSA-controlled space available that will neet
the QU s requirenments. |If so, GSA will arrange for
the QU to inspect the space for acceptability. |If
the space is acceptable, GSA will assign the space to
the operating unit and build-out the space to neet
the QU s requirenents.

4.4.2 Location of Space

(a)

QUs are responsible for identifying their geographic
service areas and for determ ning the delineated
area(s) within which they wish to | ocate specific
activities consistent with their m ssion and program
requi renents, and in accordance with all applicable
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(b)

(c)
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statutes, regulations and policies. QUs nust also
give first priority to the location of new offices
and other facilities in rural areas (7 U S.C. 2204b-
1), unless their mssion or programrequires a

| ocation in an urban area.

QUs nust conply with the requirenents of EO 12072
that all new activities in urban areas be | ocated

wi thin central business areas (CBA) and adj acent
areas of simlar character, including other specific
areas which may be recommended by | ocal officials.

If the selected delineated area is outside the CBA,
in whole or part, the requesting QU nust provide an
adequate justification to support the selected
delineated area. GSA can provide a description of
the CBA in the urban area under consideration.

QUs are required to consider the inpact of the

soci oeconom ¢ factors when determ ning the delineated
area for prospectus |evel space projects where their
m ssi on does not dictate a specific geographic area.
In such situations, QOUs nust provide a sunmary of
their analysis of each factor and fully discuss the
rational e used to determ ne the delineated area.

4.4.3 GSA Move Policy

(a)

(b)

(c)

| f an agency agrees to participate in a consolidation
upon expiration of an OA, the relocation expenses
w Il be addressed in the new QA negotiated by GSA and
t he agency. The agency generally pays such costs.
(41 CFR 102-85. 85)

I f the agency or GSA determ nes relocation is
necessary at the expiration of an QA for either
Federal ly owned or | eased space, the custoner agency
is responsible for all costs associated with

rel ocation at that tinme. (41 CFR 102-85.210)

| f a GSA custoner agency, or GSA, forces the
rel ocati on of another agency prior to the expiration
of their OA the “forcing” agency is responsible:
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(1) For all reasonable costs associated with the
rel ocation of the agency being “forced” to nove,
i ncludi ng architectural -engi neering design, nove
coordi nati on, physical relocation, and
t el ecommuni cati ons and ADP equi pnent rel ocation
and installation;

(2) To GSA for all of the relocated agency’s unpaid
tenant inprovenents, if any; and

(3) To the “forced” agency for the undepreciated
anount of any |lunp sum paynent that was al ready
made for alterations. (41 CFR 102-85. 215)

(e) In enmergency situations, possible relocation of an
agency to alternate space maybe required. GSA may
serve as the central coordinator in such energencies
and funding responsibility will vary, based on the
situation. (41 CFR 102-85. 225)

4.4.4 \Wllness/Physical Fitness Facilities:

In accordance with 5 U S.C. 7901, Federal agencies nmay
all ot space in Federal buildings for fitness prograns.
Federal agencies nmust address certain el enents when

pl anni ng fitness prograns; see 41 CFR 102-79.35 for
addi tional information.

QUs desiring to establish a facility in a GSA-controlled
bui | di ng nust submt (through the RPOO to GSA a SF-81,
“Request for Space”, and a plan for the proposed fitness
programthat identifies the scope and goals of the
proposed program After approval by GSA, GSA will acquire
t he necessary space and build it out in accordance with
the alterations standards. The requesting QU wll be
responsi bl e for paynent of GSA Rent charges for the space,
the initial purchase of all exercise equipnment and

| ockers, all above-standard alterations, as well as al
above-standard services such as extra cl eani ng, HVAC,
etc., that it desires for the facility. QUs nust foll ow
these sane criteria in establishing facilities in DOC
control |l ed space.
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4.4.5 Child Care Centers

In accordance with 40 U S. C. 590(b), Federal agencies nmay
all ot space in Federal buildings to individuals or
entities who wll provide child care services to Federa
enpl oyees if specific requirenents are net; see 41 CFR
102-79.25 for additional information. The GSA Ofice of
Child Care can assist in all areas of establishing a child
care center. In addition, the GSA Ofice of Child Care
website contains useful information, including a Federal
Child Care Center Design Cuide.

QUs desiring to establish a Child Care Center shal
perform a needs assessnent indicating enployee interest
and forward a request along with the needs assessnent
(through their RPOO to GSA. After receipt and approval
of the request, GSA will acquire space (if necessary) and
build out the space. The requesting QU will be

responsi ble for all above standard alterations and for
paynent of GSA Rent charges for the space. The cost to
establish the Child Care Center will be the sole
responsibility of the requesting OQU. QUs nust followthe
sane process to establish facilities in DOCcontrolled
space.

4.5 Pricing Policy for GSA-Assigned Space

(a) GSA' s Pricing Desk Guide and 41 CFR 102-85 describe the
policies and principles that GSA uses to price real estate
and rel ated services for the assignnment and occupancy of
space under GSA control
Space that is managed by an agency under a del egation of
authority fromGSA is al so subject to the provisions of 41
CFR 102- 85.

(b) Definition of Terns - See 41 CFR 102-85.35 for a

definition of ternms applicable to GSA pricing policies,
i ncludi ng rentabl e square footage, initial space
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alterations, space allocation standard, and tenant
i nprovenent al |l owance.

(c) Basic Policies for Charging Rent for Space and Services -

(1) The major conponents of the pricing policy are:

(A) An Cccupancy Agreenent (OA) between the agency
and GSA;

(B) Tenant inprovenent allowance; and

(C The established Rent the agency pays to GSA
based on the QA for

(1) Leased space, a pass-through to the agency
of the underlying GSA | ease contract costs,
and a GSA fee; or

(2) GSA-owned space, Rent determ ned by
appr ai sal .

(D) For certain projects involving new construction
or major renovation of Federally-owned
bui l dings, a return on investnent pricing
approach if an appraisal-determ ned rental val ue
does not provide a mninumreturn on the cost of
the capital investnent.

(d) Occupancy Agreenents (OQA) - The financial terns and
condi tions under which GSA assigns and an agency occupi es
GSA-control | ed space nust be docunented in a witten OA
An QA is required for each agency space assignnent. The
QA describes the actual space and services to be provided
and all associated actual costs during the term of
occupancy. Only authorized DOC officials who can conm t
or obligate funds nmay execute an OA. Higher |eve
signatories may be appropriate from both agencies for
particul ar space assignnments. See 41 CFR 102-85, Subpart
B, “QOccupancy Agreenent” for additional information.
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(e) Rent Charges -

(1) Shell

Rent -

(A)

(B)

(2) Tenant

Federally Omed Space - Rent for Federally-owned
space i s based on market appraisals of fully
serviced rental values for the predom nant use
of space in a building. Anortization of tenant

i nprovenents, parking fees, and security charges
are cal cul ated separately and added to the
apprai sed shell Rent to establish the Rent
charge. Agencies also pay a pro rata share of

j oi nt use space.

Leased Space - Rent for space |leased by GSA is
based on the actual cost of the |ease, including
the costs (if any) of services not provided by
the I essor, plus a GSA fee, and security charges
and parking (if not included in the |ease).

| nprovenent Al |l owance (Tl All owance) -

(A)

(B)

(O

GSA establishes a tenant inprovenent (TIl)

al l omance for the agency to design, configure
and build out space to support its program
operations. The allowance is based on | ocal
mar ket construction costs and the specific
bureau’s historical use of space. (41 CFR 102-
85. 90)

The Tl allowance is anortized over a period of
time specified in the OA, not to exceed the
useful life of the inprovenents, and is added to
the shell rent and cost of services for the
space.

If the cost of tenant inprovenents exceeds the
Tl all owance, the anount exceeding the TI

al lowance is paid in a one-time |lunp sum The
agency nust certify that |unp sumfunds are
avai l abl e prior to GSA proceeding with the work.
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(f)

(9)

(h)
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(3) Additional Charges - In addition to the shell Rent
and anortized tenant inprovenent allowance in
Federal | y owned space, the Rent charges al so include
operating costs, extra services, parking, charges for
security, joint-use space, and other applicable
rental charges (e.g., antenna site, |and, wareyard).
In the event space is GSA-|eased, additional charges
woul d include real estate taxes and a GSA fee for its
servi ces.

Standard Levels of Service -

(1) The standard |evels of service covered by GSA Rent
are conparable to those furnished in comerci al
practice. They are based on the effort required to
service the agency’s space for a 5-day week (Monday
to Friday), one-shift regular work schedule. GSA
wi || provide adequate building startup services,
before the begi nning of the regular one-shift work
schedul e, and shutdown services after the end of this
schedul e.

(2) Tenants may use their assigned space and supporting
automatic el evator systens, lights and small office and
busi ness nachi nes, including personal conputers, wthout
addi tional charge, unless stated otherwise in the QA (41
CFR 102-85.165 - 102-85. 185)

Special Services - GSA will provide special services, such
as overtime HVAC, etc., on a cost-reinbursabl e basis.
Agenci es that extend their regular work schedul e through
flexitime and other alternate work schedul es may be
required to reimburse GSA for its approxi mate cost of the
addi tional services required. (41 CFR 102-85.195 and 102-
85. 160))

Changes in Rent - GSA normally provides an estimate of Rent
i ncreases approximately 2nonths prior to the agency’s

O fice of Managenent and Budget (OVB) subm ssion for the
fiscal year in which GSA will charge Rent. This gives the
agency an opportunity to budget for an increase or
decrease. However, GSA nust obtain the concurrence of OVB
for such changes prior to notifying the agency. See 41 CFR
102-85.160 for additional information. Also see 41 CFR
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(i)

(i)

(k)
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102-85. 140 for information on changes in Rent and how t hey
are reflected in OAs.

Agency Responsibilities for Rent - Agency responsibilities
for Rent charges vary according to the type of space
occupied, i.e., cancel able or non-cancel abl e space. See 41
CFR 102-85. 145 for additional information.

Conti nued Cccupancy, Rel ocation and Forced Myves -

(1) Unless stated otherwise in the OA, an agency within a
GSA-control | ed, Federally-owned building has continued
occupancy rights at the end of the QA termfor the
occupi ed space. However, a new OA nust be negoti at ed.

(2) In leased space, the OA generally reflects the
provi sions of the underlying | ease and will specify
whet her or not renewal options are available. |If the QA
does not include a renewal option, agencies should
assunme relocation will be necessary upon QA expiration
and budget accordingly.

(3) GSA and tenant agencies should initiate discussions at
| east 18 to 24 nonths in advance of OA expiration to
address actions necessary for the replacenent or
conti nued occupancy of the existing space assignnment.
This all ows both agencies tine to budget for the work
and the cost. (41 CFR 102-85.200(c))

(4) See paragraph “GSA Move Policy” (4.4.3)above for
i nformati on on forced npves.

Revi ew and Appeal of GSA Rent Charges:

(1) |If an agency does not agree with the way GSA has
determned its Rent obligation, the agency may appeal
its Rent bill to GSA

(2) Agencies may at any tine request a regional review of
t he neasurenent, classification, service |evels
provi ded, or charges assessed that pertain to the space
assi gnnment without resorting to formal procedures. Such
requests do not constitute appeals and shoul d be
directed to the appropriate GSA Regi onal Adm nistrator.
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(3) If an agency wants to pursue a formal appeal of Rent
charges, they may do so, with specific limtations. See
41 CFR 102-85. 155 for additional information regarding
t he appeal process.

Terni nation of Space Assignnents -

(1) Agencies can term nate any space assi gnnment, except
t hose designated as non-cancel able, with specific
stipulations as identified in 41 CFR 102-85. 75,

i ncluding, but not limted to the foll ow ng:

(A) The agency nust give GSA witten notice at |east
four nonths prior to termnation

(B) The agency is responsible for reinbursing GSA for
t he unpai d bal ance of the cost of tenant
I nprovenents.

(C© An agency may term nate a GSA space assignment with
| ess than a four-nmonth advance witten notice to
GSA in specific situations. (41 CFR 102-
85.75(a)(5))

4.6 Annual Space Reports

(a)

(b)

Space Budget Justification - OVMB Circular A-11 requires
agencies to conplete the Exhibit 54 *“Space Budget
Justification” electronic report for rent paynments to GSA or
to others (e.g., other Federal agencies, or commerci al

 andl ords) in excess of $5 million annually for space,
structures and facilities, land and buil ding services. This
report provides a justification of DOC s budget request for
rent. Instructions and downl oadable formats are found at the
foll owi ng website: ww. gsa. gov/ exhi bit54.

See Chapter 11, “Real Property Information Systens” for
addi tional information.

4. 7 Reports

The following is a listing of the various reporting requirenents
that DOC QUs have in this area:
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http://www.gsa.gov/exhibit54

(a)

(b)

(c)

(d)

CHAPTER 4 -

Report:

Aut hority:
Due Dat es:

Submt To:

Report:

Aut hority:
Due Dat es:
Submt To:

Report:

Aut hority:
Due Dat es:
Submt To:

Report:

Aut hority:
Due Dat es:
Submit To:

GSA ASSI GNED SPACE

Space Budget Justification
OMB Circular A-11, Exhibit 54
Wth budget submi ssions in
Sept enber of each year

OREPMP

Federal Real Property Managenment (RPM System
Updat es on Personnel
DOO 20-1, Section 3 (a)
March 1 of each year
OREPMP

Real Property Owmed by and Leased to the
United States (GSA Form 1166)

41 CFR 102. 84

Novenber 15 of each year

OREPMP

Summary of Nunber of Installations Owmed by
or Leased to the United States (GSA Form
1209)

41 CFR 102. 84

Novenber 15 of each year

OREPMP
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