Administrative Space Utilization Report


______________________________


______________________________


Name of Organization









Installation Number

FACILITY NAME/NUMBER

(OWNERSHIP - TENANT, LEASED, PRIP)






TOTAL NET

SQUARE FEET






ADMINISTRATIVE
OFFICE

SPACE







OFFICE 
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M
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T







SPECIAL SPACE:

(List each area)















































STORAGE

SPACE








TOTAL ADMINISTRATIVE

SPACE

(Office + Special + Storage)








BUILDING

MANPOWER

ALLOCATIONS
M








C








T






OTHER SPACE:







Warehousing







Internal parking







External parking















ADMINISTRATIVE SPACE

UTILIZATION RATE

(Corps goal is 162 NSF/Allocation)






OFFICE SPACE

UTILIZATION RATE

(Army standard is 130 NSF/Allocation(






TOTAL ANNUAL 

LEASE COSTS







MILITARY PORTION







CIVIL PORTION







AVERAGE ADMINISTRATIVE SPACE UTILIZATION RATE______________
AVERAGE OFFICE SPACE UTILIZATION RATE________________

SPACE REDUCTION PLAN – Project List

What’s Required to Get to “GREEN”

Date Prepared:______________________________

USACE Organization:________________________

Prepared by:____________________________

Office Symbol & Phone:____________________

Current Admin Utilization Rate:________________

Target Utilization Rate:  162



Planned Date to Achieve Target:_____________

Current Rent:________________________________

Civil Works (O&M) $____________________

Military (OMA) $__________________________

No.
Priority

FY
Project Description 
Cost$(000)
Completion Date

Estimated Impact Upon Project Completion













Utilization Rate

Rent $(000)
CW $(000)
OMA $(000)

Sample data

SPACE REDUCTION PLAN – Project List

What’s Required to Get to “GREEN”

Date Prepared:__22 Dec 99________________

USACE Organization:_South Atlantic District


Prepared by:  H. Matheos_________
Office Symbol & Phone:__CESAD-HM____

Current Admin Utilization Rate:_ 198_____

Target Utilization Rate:  162


Planned Date to Achieve Target:_1 Jan 03__

Current Rent:_______ $2,700,076____________

Civil Works (O&M) $_1,800,051____________
Military (OMA) $_900,025.______________

No.
Priority

FY
Project Description 
Cost$(000)
Completion Date

Estimated Impact Upon Project Completion













Utilization Rate

Rent $(000)
CW $(000)
OMA $(000)

1
1

00
Prepare requirements anal.  
10 

3/16/00-6/16/00

NA


NA

NA

NA





(in-house/GSA/A-E)

2 
1

00
A-E design contract (district  
 100

9/16/00-3/16/01

NA


NA

NA

NA





master plan, design dwgs)

3
1

01
Award construction contract
 350

9/16-01-2/11/02

160


2,200

1,540

660





to consolidate/improve space

4
1

02
Provide furnitue & equipment
 1,500

2/11/01


160


ditto

ditto

ditto





Total Project Cost:

$1,960,000.





Total Rent Savings:









$500,000.







Total CW Savings











$260,000







Total Military (OMA) Savings












$240,000.

Note:  While the above project list is only an illustration, it is indicative of the kind of projects that a Corps district or division needs to undertake in order to get its administrative space utilization rate (UR) within the acceptable target of 162 net square feet per person.

