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80.2     Real Estate Standards.

The standards allow specific amounts of space based on position title, number of staff and functional requirements.

Only managers will have private offices.  Exceptions may be made on a case by case basis, such as when space is accepted “as-is,” with existing private offices or when a position requires privacy for mission related reasons.    

All proposed space layouts will be reviewed by a TIGTA Real Estate Specialist and approved by the appropriate Deputy or Assistant Inspector General or his/her designee prior to construction of the space.  The Inspector General (IG) or Principal Deputy Inspector General (PDIG) is the final arbiter for projects that exceed TIGTA standards.

The maximum average utilization rate for offices shall be 157 usable square feet of work space per person.  This square footage includes administrative and common areas such as conference or break rooms, employee workstations, and private offices.  It excludes areas such as restrooms, stairwells, lobbies, storage space, connecting hallways and utility closets.  The utilization rate for each project will be calculated by the TIGTA Real Estate Specialist prior to furnishing GSA with TIGTA’s space requirements.  

A 34% circulation factor will be added to the total space entitlement.  

80.2.1    National Workspace Standards

The majority of private offices are of three sizes as shown in the table below.  The larger offices are for SES- level executives.  The standard office of 150 usf is for non-SES level managers as well as non-managers that have a mission related need for a private office.  Requests for a private office for non-managers must be submitted to the Director, Finance and Accountability by the functional executive for approval.  Workstations shall be 80 usf regardless of position type.  This standard applies to TIGTA headquarters and field offices.  Minor variations in size may be necessary depending on the shape and symmetry of the building floor plate (irregularly-shaped buildings are less efficient than rectangular ones).  The benefit of common workspace sizes is two-fold.  It minimizes construction disruption by providing increased flexibility of existing workspace and eliminates the cost of reconfiguring offices and workstations when there are staffing changes.  Common room sizes enable users to convert existing spaces from one use to another.  For example, a private office can become a conference room or vice versa.  

	TITLE
	SF ALLOWANCE
	TYPE OF SPACE

	Inspector General
	500
	Private Office

	Principal Deputy Inspector General
	375
	Private Office

	Special Assistant to the Inspector General
	320
	Private Office

	Chief Counsel
	280
	Private Office

	Chief Information Officer
	280
	Private Office

	Associate Inspector General
	280
	Private Office

	Deputy Inspector General
	250
	Private Office

	Assistant Inspector General
	250
	Private Office

	Deputy Assistant Inspector General
	250
	Private Office

	Deputy Chief Counsel
	250
	Private Office

	Senior Advisor to the Inspector General
	150
	Private Office

	Counselor to the Inspector General
	150
	Private Office

	Director of Communications
	150
	Private Office

	Congressional/Media Liaison
	150
	Private Office

	EEO Program Manager
	150
	Private Office

	Attorney
	150
	Private Office

	Director
	150
	Private Office

	Assistant Director
	150
	Private Office

	Branch Chief
	150
	Private Office

	Audit Manager
	150
	Private Office

	Senior Executive Advisor
	150
	Private Office

	Special Agent in Charge
	150
	Private Office

	Assistant Special Agent in Charge
	150
	Private Office

	Managers Not Listed Above
	150
	Private Office

	Personal Security Officer
	80
	Workstation

	Personnel Security Specialist
	80
	Workstation

	Personnel Management Specialist
	80
	Workstation

	HR Specialist
	80
	Workstation

	Auditor
	80
	Workstation

	Special Agent
	80 
	Workstation

	Desk Officer
	80
	Workstation

	Team Leader
	80
	Workstation

	Analyst
	80 
	Workstation

	Specialist
	80
	Workstation

	Staff Assistant/Advisor
	80
	Workstation

	Management Assistant
	80
	Workstation

	IT Specialist
	80 
	Workstation

	Office Manager
	80 
	Workstation

	Secretary/Clerk
	80
	Workstation

	Non-managerial positions not listed
	80
	Workstation


80.2.2   Special Use Space Guidelines

In order to maximize efficiency and meet the utilization rate of 157 usf per person, functions that are co-located will share support areas such as conference rooms, and copy areas when the space layout permits.  The size of the conference room shall be based upon the combined total number of employees of all functions at the given location and is provided in the tables below.  Every effort will be made to centrally locate the support areas within the space. The wire closet shall also be centrally located when possible to support all TIGTA functions and shall be accessible only to individuals authorized by OIT.  The wire closet shall be for the exclusive use of OIT and shall not be utilized for storage by any function except OIT.  The list below represents the square footage standards for support space however the inclusion of each room type shall be determined for each location based on actual need.  With the exception of the wire closet, the provision for each room type is not automatic.
Office of Investigations (as sole TIGTA occupant)

	Room Type
	Small Office

(1-3 staff)
	Medium Office

(4-8 staff)
	Large Office

(9+ staff)

	Grand Jury
	N/A
	N/A
	220 usf 

Only if grand jury files are stored on site

	Interview Room
	90 usf
	120 usf


	120 usf



	Evidence Room
	90 usf
	120 usf
	120 usf



	Tech Equipment & Firearms Room
	N/A
	120 usf
	120 to 168 usf

TBD based on specific needs. (e.g. Divisional Firearms Coordinator on site; red man suit storage)


	Digital Forensics Support Group /  Cybercrimes Workroom


	
	
	250 to 400 sf

TBD based on specific needs. Can be located in small, medium or large offices.

	Conference Room
	N/A
	N/A
	280 usf



	File/Supply Room


	N/A
	N/A


	130 to 220 usf 

SF TBD based on specific needs. (e.g. location houses complaints & cases for the division)

	Open Work Area for

Copier, Radio Desk Set, Supplies, Scanner, Fax, Printer
	80 usf
	80 usf
	128 usf

	IT Wire Closet/Telecom

(Field Offices Only)

For use by IT Only
	78 usf
	78 usf
	78 usf


In field office locations where the Office of Investigations (OI) will be co-located in space that is multi-functional, every effort will be made to provide a stand-alone office suite for OI that is subdivided from the other TIGTA functions with a demising wall and door.  The ability to provide a stand-alone office suite shall be dependent upon the efficient use of space.  In instances where the construction of a demising wall will cause TIGTA to obtain square footage that exceeds TIGTA’s space standard by an excessive amount, written approval from the PDIG will be required.  When possible, conference rooms and copy areas shall be centrally located for use by all TIGTA functions on location.
  Office of Audit (as sole TIGTA Tenant)

	Room Type
	Small Office

(1-3 staff)
	Medium Office

(4-8 staff)
	Large Office

(9+ staff)

	Conference Room
	N/A
	120 usf
	280 usf

	File/Supply Room
	N/A
	120 usf
	130 to 220 usf

TBD based on need



	Open Work Area for Copier, Supplies, Scanner, Fax, Printer
	80 usf
	80 usf
	128 usf

	IT Wire Closet/Telecom

(Field Offices Only)
	78 usf
	78 usf
	78 usf


Office of Information Technology (OIT) – Headquarters Only

	Room Type
	Headquarters-Wash DC
	Comments

	Server Room
	438 usf
	

	Wire Closet
	194 usf
	

	Computer Storage
	420 usf
	

	OIT Storage 
	260 usf
	For Laptop Refresh & Misc

	Secure Workspace
	623 usf
	Accommodates 4 workstations plus counter space for testing computers


Office of Information Technology – Field Offices Only

	Room Type
	Number of Systems Administrators

	
	1-2
	3-4
	5+

	Utility/Storage
	200 square feet
	300 square feet
	400 square feet
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