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' 7 FEB 1964

MEMORANDUM FOR: Deputy éirnctor for Suppert %fb

THROUGH t Director of Logistic (‘”Qﬁk":
<
FUBYRCT : General Information and Progress

Zeport on Space Requirements
Btaff sctivities

1 Memo to DDS from D/L dated
31 August 1965, subject: agency
Study of Space Renirssents

1. Your office has asked for certain information
concerning the criteris used for analyses and the format:
of the end products to be provided from the 3pace Require-
menta Study,

2. We expect to develop the criteria outlined in
paragraph 3 of reference to provide the basic information
te aspist Agency officials in making appropriate decisions
to meet current and projected space needs. To secure the
besle data, Forme #2205 and 422054, "Space Requirementg"
and “Bquipment®, are being used. The detail called for
in the forms i3 necessury since variations in position,
grade of incunbent and requiremsntis for comson and uncom-
mon furnishings and equipwent will affect space rejuire-
mants. The detalled information likewise perrits develop-
ment of standard factors and criteris esssential to uniform
analysis of all space needs and provides the data needed
by an architect at a later date to develop sowe of the
details of huilding configuration, constructicor and other
engineering considerations.

3. The procedure for use of Space Standards and
Conversion Criteria are shown as Tab A. Some additional
work involving use of data from Forms #2205 is reguired
to further test these atapdards and criteria o insure
conformity to acceptable limits of space use and sllocation.
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25X1A

25X1A

SUBJBCT: General Information and Progress Report on
#pace Requiremants Staff Activities

4. Within the time limit of paragraph 4 of refer.
ance the ragpuired spacs report will be submitted.
Coordination with all related Agency long~range opera-
tional plans will he undertaken, A "spread sheet*
sixilar to the attached draft (Tab B) will he used to
display the data from Forms 52205 snd #22035A and other
scurces. In this manner the current and projected Agency
space needs can be reviewed, analyzed and presentel in
appropriate forms. The narrative report will imclude
axplanation, anslyses and recommendatlions for appropriaste
sotion. PFunctional and support relationships {(as applied
to space locations and arrvangements) will he considered
carefully. Similarly, areas reguiring further study will
be identified (access road, commo, transportation, one
building versus a group of buildings, perhaps-one or more
for special purposes).

Chief
Heal Estate & Construction dvision

Attachmente
Tab A thru Tabh B
{Bxhibites )1 & 2, Tab a)

Diastribution:
Orig. & 1 - Addressee
- /L
- OL/RECD/SRS
- OL/LSD
- OL/REECD Froject
~ OL/RE:LD Chrono

oL/RECD/ I (¢ Februsry 1965)
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TAB A

X.

Asgiets conslst of pergonnsl, furnishings and egquipment
and required space, either inertisl or sotive. Assets
are compiled on Formg 2205 and 22054 im a format degigned
to faoilitate the conversion of assets into Epace needs.
This form was used in developing %h&'ﬁgaaa‘raguirmmaatu for
tha Headquarters buillding and was submitted on the Key,
Magazine and Ases Buildings. The degres of detall asscciated
with the forme reflects the neces$ity to account for signifi.
eant requirsment divergencies hetween functions, grades, fur-
nighings and equinment,

2. BRevelorment of Conversion Criter

a. Assets have certain commonalities which may take
the form of function, grade, desks, safes, tables, sta,
Criteria are being devised ¢o account both for commen.
alities and Alvergencies,

b. The soncept, developed in coordination with
architects, envisages “"core assets” represented by basic
furnishdngs, sisles and doors. In turn, the cors assets
are axpragsed in terms of work positions and “safe
equivalanta®, as thay way be nodified by elther function,
position or other type of dvergency. The use of safes
far this purpose was twofold:s the safes occur with a
higher froguency than other itens: and the space oocapiad
by an open safe (2° x $') can be converted easily into
space for other types of office furnishings,

¢. The development of this concept has bean related
dirnctly to space configuration characteristics associsiad
with efficient engineering design layouts, For mxample,
an effective office space layout i baeically desiuned
in measurements of 25 sguare feeb (5 x 5¢) with poseibhly
& linsal depth of 25 feat betwaen majer traffic corridors
or between a major traffic corridor and the outaide wall
of the building. This type of data can be tranglated
into a range of enclosurs aizes, begimming with a minimum
anclosure of 10 feel » 10 foot,
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4. A sealed layout of possible snclosure slizes
{limited in size only by the dimensions of the building)
in conjunction with the known measurements of furnish-
ings and equigrment form the hasis for ascertaining
factors of asset equivalency 10 any aize of enclosure.
Thus, the anclosure size will impose a constraint upon
the maxime nurber and type of assets {(modified 'w
functions) that can he zllocated to the space.

a. Allowances for office gpace have been developed
for type positions held and for d8-1%'s and adove not
coversd Yy position sllpwances (Bxhibit 1). This criteria
isa aﬁzliauhla except where the clted office furnishings

, the core assets of the enclosure (i.e., & con-
ference area requirsd within a hranch chisf's office).
:iﬂthst situation additional space allowances would be
made.

b. Analysis of all other work stations would be
based on the eriteria attached as Bxhihit 2. The cove
agwets in this instance include the following:

{1} Desk and chair for esach work position.
{2) Tabhles {4 x 3').

{3)] Coat racks as a function of the number
of parsonnel.

{4) Doors as a3 funciion of the size and use
ef the snclosure.

{3} Aisle space as a function of enclosure
size.

{4) Safea equivalents as a function of a
sivxture of safes and other type furnishings.

¢. The procedurs for (b) above is to verify *he
aumber of work positions and check whether the core
assets egqual the reguired furnishings in the coriteria.
If eual the number of safes are counted. There are
then two fioures: number of desks and nwrber of safes.
The desk column is used on Exhibic 2 to ascertaln the
lowest size enclosure which will acconmedate the required
nuwbar of desks and acoorpanving safe smuivalents.

2
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d. If the cited data of Form 2205 Aoces not match
core assots, substitution is performed Yy conversion
of book cases, eyira tables, satc., into limeal feet
of safe equivalents. This, again, results in a stated
nusber of work positions and safe eqmivalents to be
found on Exhibit 2 and vltimately squated with enclosure
size. If core assats Ars greater in number than data
eited in Form 2205, the added difference in spuce i
g;a@ E@ reduce the amount of spase nesded for the nusber
safes. -

Special purpose space consists of communications areas,
laboratories, dark rooms, computer centers, ete. The factors
differentiating specisl purpose from office Lype space invelve
enginesring characteristicas which require 4iffsren: construc-
tian, 2ir conditioning or ventilation loads, utility loads,
Q&!

5. Terms 2205 and 2205a will be reviewed for apparent error.
Oceupied space will be compared with computed space reguirsm-
ments throughout the asset-to-space conversion process to
agsure that significant differences stem from conditions of
overcrowding or from under use of space.
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EXHIBIT 1

Enclosure
S5 BE, . _Size
Dirscior, Central Intalligence agency 500 20 x 25 .
| Depuity Directors éim 20 = 20
oFEise. mm e “7\ e 3?5 151;% i
Divisions Chisf | 300 15 = 20 -
Branch Chief - 2 235 15 x 1%
Section Chlef . | 156 10¢ x 15
f
@5-16 - 18 \ - 306 18 x 20°
38-15 225 150 x 18
&
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EXZIBIT 2

OFFICE SPACE CONVERSION CRITERLA
7O LENGTH 5.7' FER DESK

Roow Size . Bafe
in Yeer 83, ¥t. Besks Eguivalents

15 % 10 150 2 1
1 4

15 x 1% 225 3 ¢
2 3

1 6

1% x 20 300 3 4
2 7

15 2 30 450 6 2
. 5 g

4 8

3 11

15 x 40 600 7 .3
€ 8

5 11

' 14

3 17

15 x 50 ' 750 10 2
9 5

8 8

7 11

5 1¢

5 17

1% x €0 9S00 13 5
12 8

11 11

1o 14

9 17

8 20

ki 23

6 27

10 2 22 200 i 2
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Roons Size
in Feet Sg, Ft. Peska
it x 30 e 3 1
4 F3
) § 7
10 » 40 400 3 1
3 4
2 7
i 1¢
1o = 50 SO0 % 0
3 3
4 &
3 8
2 12
it x 60 £00 é 4
s 7
4 16
3 13
10 = 70 T 8 4
7 7
& 10
- 13
4 16
12 20 BOMG 9 4
8 7
7 10
& 13
s l&
4 1%
L 9
4 12
3 i5
B x 30 7540 a 8
7 i1
& 13
s 18
4 18

€
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Rooxm Size Safa
in Test 8g. Et. Degks Equivalency

2% % 40 1,000 12 4
11 ki

10 10

9 13

8 16

7 1%

3 23

2% x %0 1,2%0 15 4
14 7

13 10

12 i3

11 1€

10 19

9 22

8 25

7 28

5 x &0 1,%00 1¢ 3
is &

17 9

16 12

1% 15

14 i8

13 21

12 24

11 27

7
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13CAL YRBAR 1966

A8 B

Office Space Special Furposa Space
¥ork i1 e Feah . gxitgmm Foat —
Btations In Tae Reouired in Une Resuireq
Componspt | In Lse Langley ;| Qutsids |Total Langley | Outaide | Total
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