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26-00-10

A.

B.

scorn

This part prescriber  the nct?mclr  h-f uhkh  the 6*?araL Services
AdministraSion  provi.dss  f u r  eatsbliaharnt  o f  rcstrnllzed service0  i n
GSA controlIcd  Fed6ral  Buildings  nccupied 5~ a numbcc af executive
8gcnciea.

APPLICABILITY

The tegulatfono  in ttj.6 p6rt l p?l:l :rr  ~1.t  crxaccl:Lvo l gancice thr\t
occupy space In, o r  a r e  proa-eCtFvt  occapants  o f ,  rrrltloccnpRnt
GSA controlled Fedtrrl  lx~lT.-i-Ln~e  fncatd  in !!:e llnitcd  Statee.
In appropriacc circumatancce, the cer\trel?.md  srrvicea  pmvided
pursuant to this  p*rt zxmy )?t extended t.,- ajvmcf.ea  occupy’inq  nearby
Federal buildfnga. For purqoma  nf ?hC#  part, refctrence to Federal
buildings my be deem4 tn inzbrrdn,  when apyro~.~rj ate,  leased
buildings under the control nf GSA.

Ceneralfzed  aervices  means those cencrnl  rupportinq  services and
f8cilitics  provided to occupying agencies  in  Federal buildings in
lieu of each agency  provid& che bame aervtcart  or faciZitiea  f o r
its own me. It does not !.nclude  uuch do-n bu:ldfngr  features
as cafterfas, blind ntantis, auditoriuma, dumbwaiters, in$ineratore,
loading  plat  forma, o r  similar  facilltia3. i?xc luded. also, are
interagency wtor  vehlc  lc: v.33.1.

.-



26-00-15 GSA WLICY

To the extent practicable, GSA  &I.11  provide or arrange for the provision
o f  Centraliztd StmYiCts whencwi 13ucb  sarvkto tnrurt  increa8cd
efficiency and economy to echo Cc~verntnent  without hampering progr8m
activities vr  asuentfal  Pnternn?  arhjniatration  of the aganci88  to
be nerved.

26-00-20 EcOtWMZC  FEASYBTLITY  0%’  CED&R~?XJZE!D  SERYICES---

A. Genera  1

GSA is currently providfng  vtirkms ,:entrc:lkztd uervicts  to Federal
agencies ln ouch fieldo  m offfrr: n-d atorvgt  8pace. suppli88 and
msteAa18,  cumnunicotPonn, rcxo~  ds manag-sent,  and eraarportreion
EtrViCC8. Centrahizotiom of other  suapporting  services or accivitie8
such a8 health e-its, printing and duplicating plante, use of training
devices and facilitfee,  and central facilities for receipt and dirpatch
of rail, io frcqumtly  feasible %Ti.  th iwau 1 t ing economies in personnt 1,
tquipmmt,  and epace. Oppnrturtl  I i.e$ to effect econoaleu  through
planned consolidaeioa  orf  ouch ~:c~cvicc s occur particularly during the
design oeage  of the conotmceion  of new Federal building8.

B. B88iS  for Eetenining  @co?:omkc  v~a3si3illty- - -

1. Whenever postsible, detsminc:ton  of the ticonomfc  fearibility  of
a proposed central?zed  ueE”r&:e  HhaPl be ba8ed  upon rtandard  data
on the relationship of tha ubze of the Federal building, the
nuwher of occap8nts,  SocatGo,z,  and other factor9  pertinent to the
typt  of centralized service  being rolr8idtred.

2. Hn the abaenct of ctmclard  i!.xtn  on whick  a determination of
economic fcaoibilfty  ac3y be :xwed,  or where such data 8use  be
supplemented by additiocual  fuccual information, a formal fea8i-
biltty &study  vlll  bu mPdt by GSA prior to a fin81 determination
eo proceed with the furnishC\:g  of 8 centtalired  service. Generally,
a formal  feasibility stuirg  lrlj:I be made only if provi8ion  of the
propooed centralized 8erviclJ  Ilntnid  involve rhe pooling of staff,
equipmmt,  and 8pace  vhich cccupying agencies otherwi8c wuuld  be
required to utiljlze  in providin;~  the service for theaWelve8.
ERomplee  of centraPized  aervfceo which require foraS  8tudit8
include  printgnc  tmd  dGplic;.iriaf; plants, self-service 8tores,
and aimdlar facilktlcs,

3. On the ba8&a,  of experience rrrader  the centrulized  rervicts program,
GSA will develop criteria as to cost covnpari8ons.  production nttdt,
building populatim, number rrf  ogencfce involved, and other
appropriate factorlr for consrdcration  in deteminrng  the practi-
cabilicy of establishing various types of centralized 8ervice8.

m AlB4INISTRATION - - - -  -
--. _ - --
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C: D6ta Rcaolr@mmto  for Feaeibilttr  Studier
4

1.

2.

3.

The data requirements for fmrtbllity  acudler  my  vary  from pmgrana
to pt-oRram,  but shall  be otrndatd  within my  ringla  program. Such
data  rhdl ertrbllsh  the corm  reoulttng  from  prov’lston  of the
8ervFfe  on a canttalicad bari a8 compared to th6 68~ rsrvice
providrd ropaeataly  by t6ch of thr occupying 88ancie8, including
the colt8 of p8rronnal  688ignOd  to provide the ItrViCt,  cumparative
8pm l need8, c@fJWKlt  Utili88tiOn , and my  other  pertinent f6ctors.

Whcrorrr  f668ibla  and  appropriate, &ta will  ba obtained directly
from the prorp6ctiv6  occupying 886n~i68,  subject  to ntCcl8t36ty
verific6tLon  procsdure6. Suit6ble  8tand6rd  forvts  a n d  nccesrarp
iMtruCtfOM  for 8ubri88lon  of  data  vi11 be prerctibtd  in
6ppltc6blc  fr8u6racar.

Agcncicll required  to 8ubait  d6ta  for 6 f888ibility  8tudy wi l l  be
furnl8htd  with copier of the yre8crlbcd  rcporttng  form6 and
8uch arri8tmce  68 m8y  be needed to 668urt  their tCCuratt  and
tttttl~  CO9pl8tiOZI,

D. Scheduling Pcarib%Pity  Studitc

Tha  schedule of B8asibil:lty :tudfcs  will be coordinated by GSA with
it8 construction,  8pmct  nnrligemtnt,  and building8 arpnagemtnt
prog came. Before initiatlrg  the ottady,  the Administrator of
General  Services, or hie authorlrcd  designee, will give at least
30 dayr’notict to the head of each agency that wuld be strvtd  by
the propo8ed  centralized facility. Such n o t i c e  will contain an
indication o f  tht coot tltwntr involvedmd the general procedures
eo be followed in the study.

E . Dcrinnatlng  Agency Representative8

The head of each agency receiving a GSA notice ragarding  a txheduled
feasibility study wEll  he rtqutsted  to designate one or more
officials  at the location where the eeudy will  be made who may consult
with  authorized GSA representatives. Such informatlon snd  assle  tance
aa is required or pertinent for an adequate review of tht ftasfbilttv
of tt!e  proposed centralized service shall  be nude  mvtilablt  to GSA
through the designated agency rtprtetntativeo. The Dfvision of
General Services, OA will  coordinate studies within  the Dcpc  rlment.

F . Conduct  o f  Pta8ibllity  Studiee

An initial  meeting of the representatives of  prosptctivt acupying
aKrncier  wi l l  be held to discus8 the objectives end  detailed pro-
cedures to be followed ~II  the conduct of each ftasibllity  study.
ArrangeInept  will be made at thlr ~ttiag for obtaining 811 nece88ary
dat6 In accordance with suhaectPon C. abbvt.



CENTRALIZED SHRVICBS lN FEDERAL BUl[LDINcS  - GENERAL

(26-00-20  continued)

c. Administrator’s Uaterminetion
4

1. The Adainirtrator of General Servicer will determine, on the basis
of the foeeibil4ty  study,  uhothet provieion  of l centreliaed
service weta the cricirie  for increeeed ecoeemy,  efficiency,  end
l ervico, with due regetd  to the prcarem  end intemel  l dminietretive
requireaento  at the agenctw  to bo  uerued. Thr  Director of the
Bureeu  92  t&e,)udBet  md the head of rach  qeocy  aft-red  will
be l dviqea pf $h#  Admlpistrator’r  determinetioa  end oL the
rcaaonr  there for. Gucb Qtewinition  to provide 8 centrelieed
l ervice l hell iacludo  a forvl  rdport  ccbat8iainu  8n  SrtphMtiOn
of the l dventelee to be aefned, u ccrpbriron  o f  ratimtod  *mual
Costa bet-en  the proposed ccntrml~rrd  operation and separate
agency optrationo,  and a l tstemmnt of the data the centralized
facility will be fully operetionel.

2. While l form1  appeal@  prwzedure  is Dcrt  prescribed, Bureau of
the Budget Circular No. A-68 provides thet any l gency desiring
to explain its inability to partlciprtk  in the use of a
centralfzed  service suy do so through  l letter t,o the Mrector
oi the Bureau of the Budget, .rtlth  l copy to the Admiaietretor  of
Cenet8  1 Services.

?h-00-30 OPERATION OF THE CENTRALIZED FACILITY

A. CSA  will  continually appraioe  the operatim of the centralized
facilities to ensure their continued juetiffcation  in tams  of
economy and efficiency. Centralized l =rvlcee provided pursuant to
this teftulation  may  be discontluuer!  or curtelled  if no actual
savings  or operating lmprovemntr  l ke realized after a minimm
operating period  of one year. Occupying  l genciee will be consulted
reRardinR the timing of curtailment  or diecontlmmtce  of any Centra-
lized services and the heads of euch  l ,cncler notified at least 60
clays in advance of such action.

n. Vhere  nutual 8greement  fs ‘reached, an agency 0the.r than GSA uy  be
designated by the Administrator of Generai Servicer td administer
a centralized service.

C. Arrangements with regard to flnenciug  will conform to the special
requirement0 of each type of centralized oervicc  and to existing
law. Ncrrrnrlly, rcimburresxmt  will  bc aade  for the use of eetrblishcd
setvices  except utwre  the cost is nuaiail  or where reimburamat  wy
not be practicable.
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2640-35

- - A.

B.

C.

i
../-  -’

D.

E8 t8bli8hmnt

An occupying ag~rncy  coanittee  will  ba l rtablirhad by GSA to arrist
ft,  or ruch  othar  l 8eacy l wny be raaponaibla,  in  tha  coopar8tivO

utilltation  of tha centr8fited  l atica8, a8  defined 11% 26~GO-loA,
provldad in a Fedaral,building. Gamrally,  8uch a camittae  rill be
l otabll8had *an  tha problaw  of l ddnfatrat~oa  end coordination
nacerrltata  a forvl  mathod  of coruultation  atd diaaaaaioa  mly
OCCupyil?$~  l Balda8.

Uambarrhip

Each occupyins  agency of e Pedaral  building  18 entitled to marehip
on an l ffancy comdttaa. ltte chairmen  of arch 8uch cowtttaa  ahall  be
a GSA aaployae da8igmt.d  by the l ppropri8ta GSA Raglonal  Adminimtretor,
except  th8t  if another agency ham bean da8lgrwtad to l dmSniet8r the
centralized aarvlca, the chaitsun  ah811 be an amployea  of 8uch other
8gancy  88 deefgn8ted  by coqetant  authority within  that 8gency.

&tivitfce

Agency  committees l hell be advirory  In nature and ohall  be concerned
with the effect&vane88 of centralized 8arPice8 in the building.
Recomnd&tionr  of 8n  rgtncy coumittee  will ba forwarded by the
ch8irMn  to the rppropri8te  GSA offfcl8le  for coaridar8tion  end
deci8ion.

Reporta

A rammu!  of the minutes  of each meeting of l 8gancy conalttec  oh811
be furnirhcd  to l uh asder of the cowdtt88  and to the l pproprl8te
GSA Region81 Adminirtrator.
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CHAPTER s-10

CBNTMLI2ED  FISZLD lRWLICATIlG  SXRVICES

26-10-00

26-10-05

26-10-10

A.

B.

26-10-15

A.

26-10-00 Scopt
05 Applicability
10 Typta of Cantralitad lricld Duplicating

Strvictr
15 lkotoric Ftaaibillty of Ctatraliztd

Field I)uplicatFng  Servicer
20 Optratkon of Ctntralittd Field

DuplLc~tGtg Plants

SCOPE

l’hir chapter atetea general guidtliats aad procedurtm  for the
establishscat  and optration of centralized field duplicatiag  servicer
on a rtilburaabic  basis. There  l trvictt may be provided in ulti-
occupant Federal buildinga.

APPLICABILITY

Thle chapter is applicable to all txtcutivt agcncita that occupy
apace in or art prospective occupants of a arltioccupant  Federal
building Located ia the United St&tea.

TYPES UP CBRTRALfZED  PIELD DUPLICATING SERVlCW

With due regard for the  Govarnmtnt  Printing and Binding Regulations,
the  types of centralized field duplicating rtrvictr made available
by GSA to occupying igtncits in a Ftdtral building will be aa follovs:

Service8  will include various duplicating pro,ctsot8;  photographic
reproduction; photocopying, mailiug  lists, bindery l trvicts, and
other cloatly  related services as ntceraary.

Qualified sptcialista vii1 be available for advice and guidance
oa publications mnagtmtnt.

ECONOMIC  FEASIBILITY OF MRTRALIZRD  FIELD DW'LICATlNG  SBRVICES

Scheduling of Peasibilit'y  Studlea

1. Based upon available data on the proposed aizt, location, the
number of agtncita l chtdultd for occupaacy,  and other factors
pertinent to a propoatd atv Federal  building, GSA will determint
whether or not to provide for a ctatralfrtd field duplicating
plant in the apace directive covering the atw building.

.-_ - .-  - - .-  ---_---  -
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B.

C .

D.

E .

A feasibility ehldy  thereafter vi11 be scheduled  end coordinated
with the Pederel  building program of the Public Buildin~r  Service, -)--'
G%  80 U CO occur during Xhe period  folhv%r@  tha l ppmptiation
of funde by the Coryre8r  for eitc ecquirition  end prior to developlant
of fine1 working dravimo  for the buildi-.  The final daci8ion  to
provide ceatrelieed  f%eld  chplicating  remicoo  in l new Fe&r81
building uill be eebject  to oabrequeat  determi~tlon  by the
Adminirtrator  of General  Service8  baeed  upon the&u1 f~ibilW
E tudy  .

2. Fee8tbtliCr  8ccl)ter 9 be initiated  by GSA io axiN+  F*daal
buildiqgr,  S
88 for agr  bu$l=I

rtud  eta will be colrducted  in the 8r pattern=f
iqo.

IWlflcet~ ?bYibilL&y  Studies.
The Adminl8trator  of General Servicer, or hi8 authoris@  &8iPU,
vi11 g&v8 et lee8t 36 &98' notice to the hud of eech  l ⌧uuttw
l gtncy thet would be 8etvad  b9 8 propo8ad  cmntrelieed  field  &pl%-
ceting  plant, end will  request  the dco&tiaP  of ryency  repm8mUtiM8o

bitf8tfOn  Of Ieaetbllity  Stadie8

Each fearlibility 8tudy  will  be initietod with 8 gonate wmti.aa  of
de8igneted  agency feprweatetive8.

SUrveJ  of PuPlicetinf!s  Setice - Individn~l  Asencr *

Each  agency  covered by a fee8ibility  study will be feqrce8ted.  through
it8 &8SgaMed  local repreoentetiv8,  to complete  end ibrnirh  to the
l ppzmpriete GSA regiaml  office onecop of GSA lore 1927, Survey  of
RtpliCetiw  S8rViCa8  - IndWtduel Agemy  &&lblt%26-10-L).  Corpleted
GSA Four  1927 will  be bre two veako  from the dete  of reque8c.  when
neco88er7, reprmmentetivmr,  of the GSA regfonel  printi~ end publfcation8
activity will be l veileble to l uiet eaenciu  in tha caglotion  of the
GSA Porn 1927. Copies  uf the GSA Fora  1927 will bo  fumtihed  to the
.-- .-4-r il. ewe  ,*,.. ,
c&le tion ie mde.

8 -91 dftcc et !A* time the r8euut  for

Unifotr  S6bece All0uett~88

The 8pUCe  tequiteronts  for printing, dupliceting,  end related @quipPwnt
under individual agency  ~80 a8 compared to WC in l centralized fecility
will be buod upon uniform l pece allowance8  l pplted mqurlly  under
both couditiotu. The Table of Space Allmu 6tilieed  in Mking  thi8
Cqretim auulysjr  is 8et forth in Exhibit xZ6-10-2.

.-- .-
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Page  3 _ CENTEALIZED FIELD DUPLICATING SEEVICES _ 26010.2oA

F . Pooling of Equipment and Personnel

1. Arrangements will be made by the appropriate GSA regional office
with each prospective occupant of a new Federal building in which
a centralized field duplicating plant is to be artablished for
transfer to GSA, without reimburseacnt  to the contributing agencies,
of the duplicating equipment owned by such agencies which otherwise
would be used at that location. Photocopy and addressing
equipsmt, as well a6 reproduction equipment used in systems
operations, arsy be retained by mutual agreement with the owning

ageucies. Transferred equipment which is not used in the centralizec
plant will be held for a periad  of six months at which time it will
be disposed of by GSA in accordance with applicable regulations
governing. the disposal of excess property.

2. Personnel engaged in the duplicating activity of the affected
ageucy will be considered for transfer to GSA upon establishment
of a centralized plant, in accordance with civil service regula-
tions governing transfer of function6 8et forth in the Federal
Per6onuel  Manual.

3. Space for duplicating equipment in Federal buildings where use
of such equipment would duplicate the service6 provided by the
centralized plant will not be made available by GSA to occupant
agencies.

4. The format of Agreement for the Pooling of Equipment and
Personnel is prescribed in Exhibit X26-10-3.

G . Determination of Peaeibilitv

The Administrator of General Service8 will determine the economic
feasibility of each proposed centralized field duplicating plant in
accordance with subsection 26-00-2%.  The Mrector of the Bureau
of the Budget and the head of each affected agency will be advised
of the Administrator's determination to establish a centralized
plant.

26-10-20 OPERATION OF CENTEALIZED FIELD DUPLICATING PLANTS

A . Continuity of Service

Each new centralized field duplicating plant will be established
in sufficient time to assure occupants moving into the building
that there will be uo interruption of duplicating service in
support of their program activities.

TN-m3 (7/2/65) GENERAL ADHINISTRATION
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(26-10-20 continued)
=X!RALIZED  PIELD  DOPLICATIK; SERVICES _ Page 4

B . Aunouncement of Centralized Services

The appropriate- GSA regional office will announce the availability
of a centralized field duplicating plant approximately 90 days in
advance of its activation including:

1. The date service will be available;

2. The services to be furnished, including technical assistance on
reproduc  tfon problems;

3, A current price schedule; and

4. Procedures for obtaining service.

c. Appraisal of Operatious

1. The appropriate GSA regional office will appraise contiuually
the operation of each centralited field duplicating plant.
Proposals to expand, modify, or discontinue a centralized
plant shall be made to the appropriate authorities inthe  Central
Office and aust  be supported by all pertinent information.

2. The Administrator of General Services will give a minimum of 90
days ’ notice to the heads of agencies concerned before any
action to curtail or discontinue centraliscd services is taken.

GltNEBAL AIMINISTBATION ni-128  O/2/65  >
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INSTRUCTIONS FOR PREPARATION OF GSA  PORY 1927
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General Admlnlatration TABLE OF SPACE ALraWAmEs Exhibit X26-10-2

SPACE ALLOWANCES
PRINTING, DUPLICATING, AND RELATED EQUIPMENT

Allowances are based on a single machine operation up to 17-112  x 22-l/2
inches sheet size capacity and include related equipment.

Names of commercial manufacturers and trade names are examples only,
and their inclusion doea  not imply endorsement.

T h e allowances include the following:

Total Work Area:

1 . Actual square feet of the area occupied by the equipment;

2. Work area required to operate and service the equipment; and

3. Aisle area required to transport supplies and completed work to
and from the equipment.

Storage and Office Space:

1 . Storage area needed for working supplies and normal backup
stock; and

2. Office area required for paperwork support of material produced.

Total Work- Storage and
ing Area Office Space Total

(*uare  Feet) (Square Feet) Square Feet

Cold Type Composing
Machines

(Such as Varitype. IBM
Executive, and Headliner)

Cameras - Process,  etc. ,
Lnciuding  Darkroom Space

20 Inches
24 Inches

Arc Lamp, Vacuum Frame,
and Whirler Unit for Plate-
making

20 x 24 Inches
26 x 3 0 Inches
3 0 x 4 0 Intihes

Off set Platemaking Unit,
No Darkroom Required

(Such as Itek. Xerox,
Ektalith, A-M 705, etc.)

Offset Lithographic Press
Small Table Models
lo-314  x 14 and 11 x 17 Inches
Tandem (lo-3/4  x 14 Inches)
14 x 20 Inches
I7  x 22 Inches

Stencil Proces6
Hand-operated
Power-operated

9 5 2 5 1 2 0

665 3 5 790
760 4 0 800

3 5 0 2 5 3 7 5
3 7 5 2 5 400
405 3 0 435

90

5 0 3 0 8 0
8 5 4f! 1 2 5

1 1 0 4 0 1 5 0
1 2 0 5 5 1 7 5
135 6 5 200

4 0 20 6 0
4 5 3 5 8 0

3 0 120



Total Work- Storage and
ing Area

(Squ&e  Feet)
Office Space
(Square Feet)

Spirit Process
Hand-operated
Power-operated

Cutter - Paper - Lever Type
Hand-operated
Power-operated (up to

35-112  Inches)

Collating Machine
Manually-operated
Power-operated

Small Office Type
Sheet and/ or Signatures

Drilling Machine - Paper - Power

Jogging Machine - Power-operated

Folding Machine
Table Top (up to 14 x 20 Inches)
Power (up to 14 x 20 Inches)
Power (over 14 x 20 Inches)

Stitching Machine - Power
(Floor -type, Heavy-duty)

Copy-Processing Machine -
Hand-operated or Continuous

(Such as Photostat, 914 Xerox)
10 x 14 Inches
14 x 18 Inches
18 x 24 Inches

Whiteprinting Machine (Diazo)
Smail
Large (30 to 54 Inches)

Drier, Photo, Print and Film
Table,  Electric or Gas

Floor, Electric or Gas

Packaging and Tying Machines

Addressing and Mailing Machines
(Graphotype, Addressograph,
Elliott, etc. )

4 0 20 6 0
4 5 3 5 8 0

8 0 20 1 0 0

1 0 0 2 5 1 2 5

4 5

9 5
1 3 0

4 5

1 6

1 5

2 5
3 0

1 5

6 0

1 2 0
1 6 0

6 0

4 20

3 0 1 0 4 0
8 5 2 5 110

1 7 0 3 0 200

4 5 1 5 6 0

1 2 0 3 0 1 5 0
1 7 0 3 0 200
1 8 5 4 0 2 2 5

6 0 2 0 80
1 3 0 3 0 1 6 0

3 8
6 5

2 7

1 0
1 5

1 5

4 8
8 0

4L

5 0 3 0 8 0

Total
Square Feet

%~WERAE-A~STRATION
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