Instructions for completion of Administrative Space Utilization Report (Rev 12/22/99)
Notes:

1.   Most recent update/revision is in italics.

2. Per AR 405‑70, exclude civil works project funded space from this report, but include PRIP funded space.

3.  Submission requirements:


a.  Frequency: (updates frequency shown in Policy Letter of Instruction (LOI) 96‑1: Space Management, dated 7 Feb 96, para 4b—see CELO homepage)



1. Commands reporting in the green "current" or "current adjusted" during the most recent CMR report are no longer required to submit quarterly until their utilization rate (UR) exceeds 162 nsf/pn. Your previous input will be carried forward with no change.



2. For those with approved space reduction plans allowing green “plan", no quarterly CMR input will be required as long as there are no changes in personnel authorizations/FTE, administrative square footage, or slippage in any milestone of your approved plan. Your previous input/status will be carried forward. You may wish to submit voluntarily to take credit for good news; e.g., space releases consummated, etc.

3. Annual CMR input will be required in all cases for all commands. It will show 

the status as of the first quarter of the fiscal year for use in the first quarter CMR (subject to change by notification).


 b. Format: Submit your CMR input on the current Administrative Space Utilization Report (available on CELO homepage) electronically or by fax. For those updating their space plans as requested in LOI 96‑1, pare 4b, submit update for progress monitoring of your plan along with Administrative Space Utilization Report.

4. CMR stoplight (red/green/amber) chart will show space administrative utilization rates in 2 categories: 

a. "Administrative space utilization rate current adjusted " to more accurately focus on what space we can manage with consideration for cost as well as compliance. These figures reflect waivers sought and approved (e.g., historic). They also omit our tenant space on military installations, since we occupy them at essentially no cost to USACE.  So, current adjusted = actual admin space minus S.F. for waivers minus space on military installations.


b. "Administrative space utilization rate plan”.  It reflects individual command plan to get compliance with our USACE administrative space utilization target of 162 nsf/pn by their own target date, with known milestones and costs identified.

1. Name of organization: In this field place the name of your organization. (i.e., Kansas City

District or NWK)

2. Installation Number: Use the installation number for your activity provided by CEISC. Only Divisions, Districts, and Laboratories have installation numbers. 

3. Facility Name/Number: A facility is a separate and individual building, structure utility system, tract of land, or other real property improvement. A facility includes the occupiable space it contains, per AR 405‑70.

· For this report, list buildings that contain at least 200 NSF of administrative space. List the name or an address of all existing facilities on this line.

· Indicate the ownership code. State whether the facility is a direct lease, GSA leased, or if a tenant. If Corps owned, state how the facility was acquired (PRIP, MCA, etc.) (i.e. Filia Bldg. 1 5ZHA—owned (PRIP) / 13 Allison Ave. 748AA—Dir. leased / The F. Thomas Bldg. 221KA ‑GSA leased)

4. Total NSF: This field should represent all the space utilized in specific facility. In leased facilities, the various quantities of leased space must be reconciled with the lessor on an annual basis.

5. Office Space NSF: A component of administrative space provides an environment suitable in its present state for an office operation with major function area being a workstation. See AR 405‑70. (This number can no longer be taken directly from the new monthly GSA bill format fielded in 1998.)

6. Office Allocation: Allocations from the latest FY Manpower Guidance assigned to office space (private offices or workstations).

'M' is the total of military FTE allocations and military funded allocations (officer, WO, enlisted personnel).

'C' is the total of civil FTE allocations and civil funded allocations (officer, WO, enlisted personnel).

'T' is the sum of 'C' + 'M'.

7. Special Space NSF: Areas required for common functions such as conference, meeting, automatic data processing rooms, building maintenance facility, duplicating and mail rooms, classrooms, exhibits and reception areas, or space that has unique architectural features. See AR 405-70.

List the type of special space and the NSF associated with each.

8. Storage Space NSF: Space required or used to support the day‑to‑day functions of an office. Included in storage space would be such items as office supplies or copier paper. Storage, in this context, does not refer to requirements for warehouse space, where mission of the organization requires a significant amount of warehouse space. AR 405‑70 App D, D‑ 1. b. 
9. Total Administrative Space: This field represents the sum of office + special + storage space.  See CELD LOI #96‑1 dated 7 Feb 96 for examples of administrative and non-​administrative space. 

10. Building Manpower Allocations: Allocations from the latest FY Manpower Guidance assigned to this building/facility.

'M' is the total of military Fl E allocations and military funded allocations (officer, WO, enlisted personnel).

'C' is the total of civil FTE allocations and civil funded allocations (officer, WO, enlisted personnel).

'T' is the sum of 'C' + 'M.'

11. Other Space:  Non‑administrative space.  In this field list the NSF for each type of space

(e.g., warehouse, internal/external parking) in the appropriate box.  See CELD LOI #96‑1 dated 7 Feb 96 for examples of administrative and non‑administrative space.  Emergency operations space (and the full time personnel assigned there) may be listed under “Other Space”, so it is excluded from Administrative Space Utilization Rate calculations.

12. Administrative Space Utilization Rate: This field represents the actual Total Administrative Space divided by the total  “T" of the Building Manpower Allocation box. (The Corps goal is 162 NSF per building personnel allocation. USACE command guidance on rating criteria is as follows:


           GREEN:  < 162 NSF/allocation 

           AMBER:  > 162 & < 178NSF/ allocation 

           RED:        >178 NSF/allocation

Green/Amber/Red based on LOI #96‑1 approved space reduction plans: (see CELO home pace for suggested plan format and sample)

Green (one or more of the following may apply) 

· CELO approved plan (one showing milestones events, dates, costs to reduce space, and end state that demonstrates compliance with 162 over a reasonable and affordable period of time‑‑e.g., 3 years, costs) and continuing progress toward meeting plan milestones.

· CELO approved plan that grants any special requested waivers to compliance with 162 NSF/PN for administrative space. Such considerations might include:

Cost:

Military installation: Vast majority of space is as a tenant on military installations where space is essentially free other than for utilities, etc. e.g., POJ, POF where host nation or another MACOM provides space. Commit to shed excess space over time in full cooperation with Host.

Inexpensive space: Rent is significantly less that the average for leased space in that GSA region.

     Ownership‑​

          PRIP: Submitted plan must include show continuing efforts to take in tenants or otherwise share facility costs.

          Lease (covered above under "inexpensive space")

Military: If the facility is on a military installation, was MCA funded, and is too big, plan must address leasing out excess space.

Special Character:

      o Historic (implies limited efficiency) space; old vs. new 

      o Extraordinary special use needs, normally out of character with administrative facility

      o Limiting configurations

Amber

· >162 & < 178 NSF/PN allocation and no approved CELO plan to get to “green”

· CELO approved plan as outlined above for "green”  but with milestone dates slipping or not being met. Remedial action plan prepared.   CELO will address problem areas as necessary in CMR.  Will move to "green " after documentation for remedial action is available.

Red

· > 178 NSF/PN allocation, and no CELO approved plan in place to get to green

· Approved plan in place, but with milestone dates slipping or not being mer; no remedial action plan in place or acceptable explanation submitted. CELO will address specifically in CMR as necessary.

· Target administrative space utilization rate is greater than 178 NSF/PN without approved relief, waiver, etc. in place.

Notes:

· If one district is red, that division overall is not necessarily red.

· No individual district plan will be covered in CMR‑‑only division, centers, ERDC, FOAs.

       (District information will be available as backup is required/requested at CMR)

· CELO will present roll up narrative, to include trends, percentages, costs, initiatives, plan updates,

work with GSA, etc.

· If local commander has requested relief or an extension LOI #96‑1 suspense due to mitigating

circumstances, only previous CMR quantitative input received will be incorporated into CMR

until plan is submitted and approved.

· If LOI #96‑1 response not received in time for incorporation into initial laydown for CMR,

previous CMR quantitative input only will be used until plan is submitted and approved.

13. Office Space Utilization Rate:   This field represents the total of Office space divided by the total "T" of the Office Allocation box. (The Army standard is 130 NSF per assigned allocation in office space)

14. Annual Lease Cost: If appropriate, show the total annual rent bill for each facility. In the case of GSA, the information should be taken directly from the GSA rent bill. If appropriate, show the portion of the total rent charged to civil and military accounts.

15. Average Administrative Space Utilization Rate. This is the total of all administrative space (para  9) in the organization divided by the total of all building manpower allocations (pare 10). USACE goal is 162 nsf/pn.

16. Average Office Space Utilization Rate. This is the total of all office space (pare 5) in the organization divided by the total of all office manpower allocations (pare 6).

