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80.1     Definitions

Alteration refers to any action that will change the configuration of existing space, including items as minor as adding or replacing a lock, installing electrical outlets or re-painting and re-carpeting the space during the term of occupancy.  

CD’s (Construction Drawings) are very detailed drawings which include everything required for the General Contractor to provide a construction estimate for the build out of the space.  They also serve as the road map for the actual build out of the space; everything a contractor needs to know to build out the space is contained in the construction drawings.   CD’s are the final drawings in a project.

Circulation Factor is the space within an office suite used for hallways and walkways (circulation so people can get from one net space to another net space).  The Circulation Factor is expressed as a percentage of the total office space (the usable square feet) that is used for hallways.  It is space used exclusively by a single tenant and it is part of the tenant’s private space. 

Delineated area is the directional street boundaries within which TIGTA requests to be located (e.g. north, south, east and west street boundaries). 

DID’s (Design Intent Drawings) are the first set of drawings and are basic in nature.  They typically only illustrate the walls and general layout of the space although some architects include more construction type detail.  

Expansion refers to acquiring additional square footage in an existing TIGTA location thereby increasing the total square footage for which rent is charged.

New space refers to the opening of a new office and acquisition of space that is new to TIGTA’s real estate inventory.

Reduction refers to the release of square footage in an existing TIGTA location thereby reducing the total square footage for which rent is charged. 

Relocation refers to moving from one space to another (either in the same building or to a different building).  

Rentable square footage (RSF) is the area for which rent is charged.  It includes a pro rata share of the building support and common areas such as building elevator lobbies, corridors, restrooms and mechanical areas.

RWA (Reimbursable Work Authorization) GSA Form 2957 is a funding document that obligates funds from TIGTA to the General Services Administration (GSA) for the cost of alterations or services.

SF-81 (Request for Space) is the form transmitted to GSA outlining TIGTA’s request for space, the amount of square footage required and the delineated area in which TIGTA requests to be located. 

Usable square footage (USF) is the area where employees and/or furniture are housed, plus the circulation around those areas.  It is the “footprint” of TIGTA on the floor plan of the building.

Utilization rate is expressed as a usable square foot per person and is a means of gauging the efficiency of a facility.  

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, Support Services 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 standards 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 (OIT) – 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

	
	
	
	


80.3     Facilities Support.

Facilities support includes coordination of building services, telecommunications, recommending or establishing space standards, construction/alteration to TIGTA office space, space acquisition, furniture acquisition and rent reconciliation.  Per the Memorandum of Understanding (MOU) between TIGTA and the Internal Revenue Service (IRS), IRS continues to provide assistance in locations where TIGTA is co-located.  TIGTA Real Estate provides oversight, guidance and liaison with IRS.  In all projects involving relocations, expansions, reductions, alterations or the opening of a new office, the TIGTA Real Estate Specialist works directly with the GSA and the appropriate building management.

80.4     Building Services.
Building services include cleaning, utilities, heating and air conditioning, etc.  TIGTA field office managers may contact the building management office regarding minor issues.  In multi-functional locations the TIGTA functional manager with the largest occupancy shall be responsible for working with the building management on minor space issues that affect the office as a whole however, in instances where only one function is affected the manager for that function shall be responsible for working with the building management to resolve the minor issue. Recurring problems that cannot be resolved at the local level or issues other than minor should be brought to the attention of Support Services Real Estate for resolution via an email to the TIGTA OMS Space Request Mailbox at:  TIGTAOMSSpaceRequests@tigta.treas.gov
 or a direct email to the TIGTA Realty Specialist.  Building issues at the TIGTA headquarters office in Washington, DC should be addressed through the submittal of a help desk ticket.  Submittal instructions can be found at the TIGTA Headquarters SharePoint Site found at: HQ City Center Helpdesk Tickets.  TIGTA headquarter employees are not permitted to contact the building management office.  In the event of an emergency please contact Support Services Real Estate directly.  
80.5     Parking.
Where specifically noted in the lease or occupancy agreement, and paid for as part of the rent paid to GSA, all parking requirements and issues will be addressed by the TIGTA Real Estate Specialist.  Parking that is not specific to a lease or occupancy agreement and is not paid to GSA, is the responsibility of the functional offices.  This type of parking can be acquired through the use of the small purchase card provided the payments allow for cancellation and do not exceed $3,000 per fiscal year.  If the payments will exceed $3,000 per year the acquisition must be competed and Finance and Procurement consulted for procedural requirements specific to the request.  Such local arrangements must allow for cancellation without penalty.  Any questions regarding the acquisition of parking should be referred to the TIGTA Real Estate Specialist and the Office of Finance and Procurement before the parking is acquired.

80.6     Non-Space Related Activity.
The respective offices may purchase furniture and non-ADP office needs that are not related to space projects by going through the proper approval channels.  In some instances these purchases must be entered into the TIGTA Property Management System.  Refer to TIGTA Property Manual, Chapter 600.100: Personnel Property Management Program.  The purchase of copiers will remain a centralized purchase by the Office of Mission Support - Support Services.  All copier requests must be submitted to the TIGTAOMSSpaceRequests@tigta.treas.gov
 mailbox.  See Chapter 600.40.8: Photocopier Program.  Purchases of office equipment and furniture under $3,000 must be approved in advance by the appropriate Deputy or Assistant Inspector General.  Field Office voice telecommunication needs that are not part of a space project should be submitted, through the head of function, to the  TIGTAOMSSpaceRequests@tigta.treas.gov
mailbox for review, approval and acquisition.  Voice telecommunication needs for TIGTA Headquarters office should be submitted via a Help Desk Ticket.

80.7     Requesting Space Alterations or New Space.
Altering or acquiring space is a multi-step process.  Regardless of whether the request is to reconfigure existing space or acquire new space, all such requests must be submitted through the appropriate Deputy or Assistant Inspector General for approval.  After approval, the request  shall be submitted to the  TIGTAOMSSpaceRequests@tigta.treas.gov
 mailbox using the form entitled “Request for Real Estate Services” found in Exhibit 600-80-1.

The following comprise the major steps in a space project. It includes the roles and responsibilities of executives, functional managers, and the Support Services Real Estate Specialist in accomplishing the projects.  

Except when otherwise noted, these steps apply to both acquisition of new space and renovation/expansion/reduction of existing space.

80.7.1  Roles and Responsibilities. 

80.7.1.1 TIGTA Executives - The TIGTA functional executive approves and prioritizes the space projects for their function.  Projects involving a relocation or the opening of an office new to TIGTA’s inventory requires the functional executive to determine the delineated area in which that office should be located in order to carry out of the mission of the function.  The delineated area represents the north, south, east and west street boundaries within which the office will be physically located.  The delineated area shall be provided to the TIGTA Real Estate Specialist for submission to GSA.  Note however that GSA has authority to approve or disapprove our submission.  Delineated areas should be developed to promote competition.  Narrow boundaries restrict competition and may not be approved by GSA.  In those instances the Real Estate Specialist will work with the functional executive(s) to either expand the boundaries or assist in the development of a written justification supporting the restricted boundaries.  The justification shall be submitted to GSA for approval by the TIGTA Real Estate Specialist.  The final delineated area must be approved by GSA before the project will proceed.   In instances where multiple TIGTA functions will be co-located, the functional executives for each function shall work together and mutually agree upon a delineated area.  The functional executive shall approve floor plans (or delegates’ approval) for their function’s space.  The functional executive and shall resolve any disputes concerning design or utilization of their function’s space. 
 Staffing Changes – To ensure availability of space and effectively plan for future build-outs, the Support Services Real Estate team requires timely and proper notification of staffing increases at TIGTA Posts of Duty (POD).

Prior to initiating a vacancy announcement or relocating an employee to a different Post of Duty, the functional manager must notify the Support Services Real Estate team of any staffing change that will result in a staffing increase at a POD.  Function Heads should be copied on the notification sent to OMS Support Services.  The manager must submit an email notification to TIGTAOMSSpaceRequests@tigta.treas.gov mailbox as soon as the staffing change has been approved by the appropriate officials. 

The notification must include:

· The name of the employee (if known);
· Entry on-board date;
· The affected POD (provide all possible POD’s if the vacancy announcement provides for a choice of locations); and
· Employee’s manager. 

Failure to notify the Support Services Real Estate team in advance may result in insufficient work space needs for the affected employee.  Upon receipt of the email notification the Support Services Real Estate team will respond within 24-hours.    

80.7.1.2 Functional Managers - The TIGTA functional manager completes the form “Request for Real Estate Services” (Exhibit 600-80-1) and forwards it to the appropriate executive for approval.  The functional manager works with the Real Estate Specialist to determine office layout, furniture and equipment needs, assignment of staff to specific workstations and offices, and telephone requirements.  The functional manager also ensures purging/retiring of files (in accordance with the TIGTA Records Disposition Schedule), attends construction meetings as required, and designates a move coordinator when a relocation will occur.  The Real Estate Specialist assures the new office floor plans, telephone, data information and estimated delivery date is provided to the TIGTA Information Technology (IT) staff responsible for the space project.  The IT staff shall insert voice and data outlet locations on the floor plans and shall provide the annotated plans to the Real Estate Specialist.  The functional manager and/or the Real Estate Specialist will attend the final walk through and acceptance of space with GSA to assure that the space has been constructed as specified in the drawings.   The functional manager and/or the Real Estate Specialist shall be on site or will designate the functional move coordinator to be on site during the physical move to resolve any issues that may arise.  The functional manager is also responsible for key disbursement and maintenance of key records.  In the locations where multiple TIGTA functions are housed the local managers shall work together to determine responsibility for disbursement and maintenance of key records.  

80.7.1.3 TIGTA Real Estate Specialists –TIGTA Real Estate Specialists provide oversight, guidance and liaison with GSA for TIGTA real estate projects. The TIGTA Real Estate Specialist determines space requirements and cost estimates, completes the required paperwork, and coordinates and works directly with GSA, the IRS and TIGTA functions as appropriate and necessary.  Specific responsibilities are described in the steps below. 
80.7.2    Request for Real Estate Services
Submitting a Request for Real Estate Services

Requests for Real Estate Services shall be submitted to the  TIGTAOMSSpaceRequests@tigta.treas.gov
mailbox using the form entitled “Request for Real Estate Services” found in Exhibit 600-80-1.  Real estate services include opening new offices, relocations, expansions, reductions, alterations, purchasing furniture, furniture and equipment disposal, phone equipment and/or service, equipment needs and parking. For disposals of furniture or equipment a Form 120 must be completed and submitted to OMS Support Services Division for approval prior to taking action to excess the property.  Refer to Operations Manual Chapter 600-100, Personnel Property Management Program, Section 100-4, PPM SharePoint Site, for additional instructions on the submission of the Form 120.   

The Request for Real Estate Services must have approval signatures from all functional executives whose staff will be housed in the space.

The approving official for each function is as follows:

Office of Audit – Deputy Inspector General

Office of Investigations – Deputy Inspector General

Office of Chief Counsel – Chief Counsel

Office of Information Technology – Chief Information Officer

Office of Mission Support - Associate Inspector General

Office of Inspections and Evaluations – Deputy Inspector General

This approval may be re-designated, but this re-designation must be provided in writing to the Director of Support Services.
The Real Estate Specialists will consolidate the requests for real estate services received in the TIGTAOMSSpaceRequests@tigta.treas.gov
mailbox.  They will prioritize the requests based on their knowledge of TIGTA’s real estate inventory as it relates to expiration of occupancies, GSA building renovations, future GSA federal building strategies and input and collaboration from the function heads as it relates to their operational mission.  The Real Estate Specialist will develop a preliminary cost estimate for each project (including any associated costs such as moving, excessing or purchasing new furniture) and present it along with the prioritized list to the Director of Support Services.

Project Approval and Funding

Projects will be submitted through the Program Management Board (PMB) as well as the Investment Review Board (IRB).  It is recommended that each function submit an all-inclusive request for real estate services encompassing the entire fiscal year when the call for fiscal year financial plans is requested.  Individual real estate services requested sporadically during the year may have a lesser probability of being funded.  All projects are subject to funding availability and no project will begin until funds have been identified.  Support Services Real Estate will budget for all project costs except those relating to OIT support, the retrofitting of a card access reader for HSPD-12 in an existing office and OI radio equipment.  Upon project approval, the Director of Support Services (or designee) will assign the project to a Real Estate Specialist who will begin working with the functional manager to further develop requirements and a preliminary project schedule.  

Once a project has received final approval, any changes that are put forth by the requestor or functional head will stop the project.  The appropriate function head must approve the requested changes, in writing.  If approved, the project requirements and cost estimates will be revised and funds must be identified prior to recommencement of the project.  If GSA cost estimates exceed TIGTA’s preliminary cost estimate by more than 10 percent the additional funding must be identified prior to continuing the project.  

Project Procedures

The Real Estate Specialist will develop and forward a Standard Form (SF)-81, Request for Space, to GSA for action along with preliminary space requirements.  The Real Estate Specialist will work with GSA, OIT, the TIGTA functional manager and any other parties to the transaction to negotiate leases, develop floor plans, coordinate telecommunication requirements, access furniture needs, etc.  The Real Estate Specialist will ensure the functional manager and appropriate function head are kept informed of the progress of the project, and of any issues that arise during the life of the project.  All floor plans and furniture layouts will be approved in writing by the functional manager and appropriate functional head before proceeding with the next project milestone.

If the request for real estate services is for alterations only and does not have an effect on the square footage of the space an SF-81 is not required.  The Real Estate Specialist provides the scope of work to GSA and requests a Government estimate for the alterations.  Upon receipt of the estimate and identifying funding for the project the Real Estate Specialist prepares and forwards an RWA to GSA.  GSA will not begin the project until the RWA is received and TIGTA will not send an RWA to GSA until funding for the project has been identified.  The Real Estate Specialist will work directly with GSA on the alteration project.

After the SF-81 is forwarded to GSA, the Real Estate Specialist will inform OIT that TIGTA is beginning a new space project and ask for OIT’s input to the detailed requirements package to be sent to GSA at a later date.  The OIT representative will provide the Real Estate Specialist with the networking requirements for the project.  The Real Estate Specialist will include the OIT requirements in the space requirements to be provided to GSA.  The OIT representative will be the primary point of contact and responsible party for the OIT requirements for the duration of the project.

The Real Estate Specialist will provide the OIT representative with the GSA point of contact information for resolution of technical issues.  The Real Estate Specialist will keep the OIT representative apprised of important milestone dates during the project (e.g., lease award, build-out start date, construction meetings that the OIT representative should attend, move date, etc.) to ensure IT technical oversight of the project is continuous and to ensure OIT milestones can be met timely.  OIT is responsible for placing the order for a TNET circuit on a timely basis to ensure the TIGTA office has network connectivity at the time of occupancy.  OIT shall also provide the Real Estate Specialist with a schedule for their on-site visit to install the computer equipment and test data and phone lines prior to occupancy.

At the beginning of each project involving the relocation or opening of a new TIGTA office the Real Estate Specialist will inform the Office of Governance and Security in the event they wish to add HSPD-12 physical security requirements.  If HSPD-12 is to be included, Governance and Security shall provide a detailed scope of work to the Real Estate Specialist for timely inclusion in the overall space requirements provided to GSA.

The Real Estate Specialist will create an individual report for each active space project which will provide project details including estimated milestone dates.  The reports should be used by OIT, Governance and Security, and the OI Radio Program Specialist as a planning tool for scheduling their respective functional responsibilities as it relates to each project.  These reports will be available for viewing on the SharePoint Site entitled “Real Estate Projects” http://wss.tigtanet.gov/tigta_ig/TIGTAProjInit/RealEstateProject/default.aspx .  At a minimum, the reports will be updated on a quarterly basis.    
 
 At the beginning of each project involving the relocation or opening of a new office in which the Office of Investigations (OI) will be housed, the Real Estate Specialist will inform the Investigative Specialist in charge of the OI Radio Communications Program of the upcoming project.  The Real Estate Specialist will include a detailed scope of work for the installation of a rooftop antenna and base station in the overall space requirements provided to GSA.  The Radio Program Investigative Specialist will provide technical oversight as needed by the installer for the duration of the project and will be responsible for ensuring the antenna, base station, desk set and junction box are furnished timely to the vendor that will install the equipment.  Funding for the above-mentioned equipment is the responsibility of OI.  The Real Estate Specialist will keep the OI Investigative Specialist apprised of important milestone dates during the project (e.g., lease award, build-out start date, construction meetings that the OI Specialist may need to attend, move date, etc.).

Occupancy in Leased Space
If the new office will be located in commercial space, GSA will prepare a Request for Lease Proposal (RLP) which incorporates TIGTA space standards and build out requirements.  The Real Estate Specialist will carefully review the RLP to ensure all TIGTA requirements, including physical security requirements are accurately stated and included.  The Real Estate Specialist will follow up with GSA on a regular basis to ensure timely development and issuance of an RLP to qualifying building owners.  The GSA acquisition process includes the issuance of an RLP, a market survey of available space, receipt of initial offers, negotiation of offers, request for best and final offers and lease award.  The functional manager and/or the Real Estate Specialist will participate in the market survey with GSA.  Potential sites will be visited and reviewed for acceptability. 

The Real Estate Specialist, with assistance from the functional manager, will determine telephone requirements for the project.  The Real Estate Specialist will either acquire phone service from a local carrier through GSA or, in locations where TIGTA is co-located with the IRS, TIGTA may have the option to be included in the IRS telephone system.    

Occupancy in a Federal Building
If the new office will be located in a Federal building, the RLP is not used.  The Real Estate Specialist will provide GSA with an SF-81 along with space standards and build out requirements.  The functional manager and/or TIGTA Real Estate Specialist shall view the available space in the Federal building for acceptability.  If the space is deemed acceptable the Real Estate Specialist shall work with the functional manager and GSA in the development of design intent drawings and construction drawings.  GSA will generate a construction estimate based on the approved floor plans and TIGTA will provide GSA with an RWA for the cost of tenant improvements prior to the start of the space build out.  

The Real Estate Specialist, with assistance from the functional manager, will determine telephone requirements for the project.  The Real Estate Specialist will either acquire phone service from a local carrier through GSA or, in locations where TIGTA is co-located with the IRS TIGTA may have the option to be included in the IRS telephone system.    

Occupancy Agreements
GSA will prepare and forward an Occupancy Agreement (OA) for the office space to the TIGTA Real Estate Specialist for review and subsequent approval by the Associate Inspector General for Mission Support.  The OA is an interagency agreement which states the terms of occupancy.  OA’s are issued for new occupancies or whenever there are changes to the square footage or federal building rental rates.  Square footage changes can be the result of an expansion, reduction or building re-measurement by GSA.   Upon receipt of the OA from GSA the Real Estate Specialist will provide the OA to the Office of Chief Counsel for review and approval.  Upon approval by Chief Counsel the OA will be provided to the Associate Inspector General for Mission Support for signature.  The signed OA will be returned to GSA.  GSA may submit revised OA’s during the course of the project as more accurate pricing is obtained.

Floor Plans

The TIGTA Real Estate Specialist and functional manager will work with GSA (for Federal space actions) or the lessor’s architect (for leased space actions) to develop the first set of floor plans referred to as Design Intent Drawings (DID’s).  These drawings are basic and typically only illustrate the walls and general layout of the space.  Upon approval of the DID’s by the functional head (or designee) the next set of plans the architect will develop are the construction drawings (CD’s).  The CD’s are very detailed and include everything required for the General Contractor to bid for construction of the space.  The CD’s will be reviewed for accuracy by the TIGTA Real Estate Specialist and functional manager.  Approval of the final construction drawings will be given by the TIGTA Real Estate Specialist to GSA. The DID and CD process can take several weeks for completion depending on the number of revisions that are necessary and the availability of the function heads for review and approval of the plans.  GSA or the lessor (depending on whether the building is Federal or commercial) will bid out the construction drawings for award to a General Contractor.  This process can take a few weeks.  

Cost Estimates

During the course of a project several cost estimates will be developed.  Initial cost estimates will be developed by the TIGTA Real Estate Specialists for budgeting purposes.  Revised cost estimates will be provided by GSA through an Independent Government Estimate (IGE) and still later final cost estimates will be provided by the General Contractor.  The estimate provided by the General Contractor is based on the approved construction drawings and reflects more accurate pricing.  After the construction drawings have been approved and award is made for a General Contractor any changes after that date to the drawings are considered Change Orders and may potentially increase the construction costs.  Availability of funds will always be taken into consideration prior to approving change orders.   

Equipment/Furniture Requirements

Once the approved plans are in hand, the Real Estate Specialist will work with the functional manager to determine equipment and furniture needs, including the need for additional copy machines.

The Real Estate Specialist will determine if certain other services are required such as moving services, surplusing of excess equipment, etc., and will determine the most efficient and economical method for acquiring those services.  Options include paying a vendor directly with a purchase card, obtaining the services from GSA or obtaining the services with a purchase order through the Bureau of Public Debt.  The cost for these services are included with the initial budget estimate presented for approval at the time of project submission therefore additional approval is not necessary.

Systems Furniture
Prior to the physical move of boxes, equipment, and case good furniture (i.e., wood furniture) the systems furniture must be installed.  If existing systems furniture is being relocated and re-installed there may be instances where employees will have to either telework or work in alternate space such as in a conference room at the current location while the furniture is being dismantled, relocated and re-installed.  As much lead time as possible will be provided to the function to allow arrangements to be made for working in an alternate location.   Upon completion of the furniture installation the Real Estate Specialist and/or the functional manager will inspect the installation and develop a punch list as necessary.  The OIT representative will ensure each workstation has network and phone connectivity.  

Physical Move

If GSA is handling the physical move by subcontracting with movers, the Real Estate Specialist will provide GSA with a Scope of Work (SOW).  The SOW will list items that will need to be moved such as the amount and type of furniture (conventional or systems) office equipment such as fax machines, printers, copiers, keyboards, monitors, etc.  GSA will arrange for the movers to conduct a site visit to determine the moving supplies that will be needed to complete the move.  They will gather the information necessary to develop a cost estimate for the move.  GSA will provide the Real Estate Specialist with the cost estimate and the Specialist will prepare an RWA to be sent to GSA to cover the cost of the move.  

The TIGTA office to be relocated will be responsible for packing everything to be moved with the exception of furniture and office equipment.  Computer peripheral equipment such as keyboards, mouse, and docking stations will be packed by the employees in specialized bags to be furnished by the movers.  Laptop computers are to be taken home during the move.  Employees are responsible for emptying all file cabinets and packing the files in crates or boxes.

Prior to the move the Real Estate Specialist will provide the local office with a move checklist which serves as a reminder of what needs to be taken care of prior to the move such as submitting a change of address to the post office and updating PARIS and Outlook with the new address and phone numbers.  The Specialist will also provide the local office with “move instructions” that serves as a list of what can be expected to take place during the move to alleviate last minute surprises.

Acceptance of Space

The Real Estate Specialist and/or the functional manager will accompany GSA and/or the General Contractor on the final walk-through and acceptance of space.  At the conclusion of the walk-through, the Real Estate Specialist and/or GSA will provide the General Contractor with a punch list of items in need of correcting before final acceptance of the space.  The OIT representative should be on-site during the move to connect computers to the network.  The OIT representative should assure at this time that the network connectivity and cabling work is acceptable and that TIGTA will have connectivity upon move in.  If the punch list items are minor, the move can proceed as scheduled and the General Contractor can remedy the deficiencies immediately after the move.

The physical move usually occurs within two to five working days from final acceptance of the space.  Sometimes the delay is longer due to availability of freight elevators and other scheduled moves in the building.  Major office moves in urban areas are usually conducted on weekends, beginning on Friday night with completion on Saturday or Sunday.  Leased facilities typically only allow the move to occur after normal business hours whereas a move into a Federal building requires the move to take place during business hours.  

At the completion of the move process, the Real Estate Specialist will document any work that must still be completed by the General Contractor.  There are usually minor adjustments discovered during the move process.  The Real Estate Specialist will resolve any remaining issues with the moving company or GSA such as missing boxes/crates, or damaged furniture and equipment.  

80.8 Tracking and Payment of Rent.
The Director for Support Services is responsible for the reconciliation of all rent bills for TIGTA, as well as for rent formulation and preparing the “Exhibit 54” Space Budget Justification, required by the Office of Management and Budget as part of TIGTA’s annual budget submissions.

When monthly reconciliation is completed, certification is provided to TIGTA’s accounting office for payment.  

80.9 TIGTA Build Out Standards for Field Offices

The following build out standards shall be followed in all TIGTA field offices.

Demising (Perimeter) Walls

Demising walls shall have slab-to-slab partitioning (drywall) from the floor slab to the ceiling slab unless stated otherwise in the rooms listed below.  Any exception to this must be requested through the Director Support Services and approved by the Principal Deputy Inspector General.    

Suite Entry
Depending on the size and layout of the office an electronic strike release may be considered for the suite entry door.  Inclusion shall be determined on a case-by-case basis.

The suite entry door shall have either an electronic digital push button lock with a key override or a manual push button cypher lock with a key override.  The type of lock installed shall be based on size and need of the office.  The door shall also have either an intercom or a peephole (based on size and need of the office).  A door bell shall also be installed.

If an electronic strike release is installed, an electronic digital push button lock that is compatible with the strike release must be used.

The OI shall determine the post of duties that shall have a camera installed outside the suite entry door.  They shall also provide the camera for installation by the contractor.  

Secondary entrances (if any) shall only have a manual cypher lock.

Floor Covering

All flooring shall be carpet tile except in the wire closet, file room, supply room, evidence room, tech equipment and firearm room and storage rooms.  The flooring in the aforementioned rooms shall be Vinyl Composition Tile (VCT) or equivalent.
Conference Room

The partitioning (drywall) shall extend from the floor slab to the drop (suspended) ceiling.  

Flooring shall be carpet tile.  

The door hardware shall be passage/single keyed (with key on exterior). 

A white board shall be installed on the wall.  The dimensions of the white board shall be determined on a case-by-case basis based on room size.  

An analog phone line shall be installed in POD’s where a Polycom conference phone is used.

File Room

The flooring shall be VCT.  

The partitioning (drywall) shall extend from the floor slab to the drop (suspended) ceiling.  

The door hardware for OI shall be a standard lock and the door hardware for OA shall be a combination lock.
Wire Closet

The flooring shall be VCT.  

The partitioning (drywall) shall extend from the floor slab to the drop (suspended) ceiling.  

The door hardware shall be a manual cypher lock.  

Two dedicated, duplex, 110V, 20 amp electrical outlets, a grounding bar, an analog phone line and a telecommunications demark extension shall be installed (location to be determined during design phase).  Separate dedicated power will be supplied for the Uninterruptible Power Supply (UPS) specified in the “Standard Equipment in Server Room” attachment.  Further, this separate power shall be pulled across the cable management system to avoid any trip or disconnect hazards.  The power should also be kept separate from the data wires/connections to minimize interference.   

A 4-post rack, anchored to the floor shall be installed.  Exact placement of rack shall be made during design phase however the rack shall be positioned to allow access on all sides by a computer technician.  A cable management system shall be installed on the exterior of the rack. 

A supplemental air conditioning unit (Liebert brand or equivalent) shall be installed to maintain continuous and dedicated air conditioning 24 hours per day, 365 days per year.  The size of the unit shall be determined by the lessor’s mechanical engineer in leased locations and GSA’s mechanical engineer in federal locations.  The unit size shall be based on the attached list of equipment to be housed in the wire closet.  The air conditioning should be sufficient for the heat load of the equipment.  BTU’s for the equipment is provided in the attachment.  The supplemental unit must be capable of maintaining the room at 70 degrees Fahrenheit with humidity levels at 45-50 percent at all times.  When possible, the supplemental air conditioning unit shall not be installed directly above rack (in the event of a leak).  The room cannot be located adjacent to electrical transformer or other major sources of electromagnetic interference.  Painted ¾ inch plywood shall be installed on the wall.  The location of the plywood shall be determined during the design phase.
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Voice and Data Cabling

CAT6 wiring shall be installed for voice and data.  

Each location where a jack is required shall have two (2) data and one (1) voice connection jacks.
Cabling for voice and data communications must be installed by a company experienced in comprehensive cabling.

See attached specifications.
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Private Offices

The partitioning (drywall) shall extend from the floor to the drop (suspended) ceiling.  Any wall that abuts a public corridor or another tenant may require sound proofing (STC 50). 

The flooring shall be carpet tile.
Door hardware shall have a push button lock on interior, key lock on exterior.

Evidence Room

The flooring shall be VCT.
The door hardware shall be a manual cypher lock with key override.
The partitioning (drywall) shall extend from the floor slab to the drop (suspended) ceiling and wire mesh shall be installed from the drop ceiling extending to the ceiling slab.  Exception:  Any wall(s) that abut a public corridor or another tenant shall have slab-to-slab partitioning and slab-to-slab wire mesh.

Metal shelving anchored to the wall shall be installed. Dimensions:  36” wide, 24” deep, 72” high.  Suggested manufacturer:  Metal Box International; Mfr Part: METCR3624HP (or similar).
Grand Jury Evidence Room

The flooring shall be VCT.

The door hardware shall be a manual cypher lock with key override.

The partitioning (drywall) shall extend to the drop (suspended) ceiling and wire mesh shall be installed from the drop ceiling extending to the ceiling slab.  Exception:  Any wall(s) that abut a public corridor or another tenant shall have slab-to-slab partitioning and slab-to-slab wire mesh.

Metal shelving anchored to the wall shall be installed.  Dimensions:  36” wide, 24” deep, 72” high.  Suggested manufacturer:  Metal Box International; Mfr Part: METCR3624HP (or similar).


Tech Equipment Room

The flooring shall be VCT.

The door hardware shall be a manual cypher lock with key override.

The partitioning (drywall) shall extend to the drop (suspended) ceiling and wire mesh shall be above the drop ceiling and extend to the ceiling slab.

Metal shelving anchored to the wall shall be installed.  Dimensions:  36” wide, 24” deep, 72” high.  Suggested manufacturer:  Metal Box International; Mfr Part: METCR3624HP (or similar).
Digital Forensic Support Group/Cybercrimes Workroom


The door hardware shall be a manual cypher lock with key override.

The partitioning (drywall) shall extend from the floor slab to the ceiling slab (slab-to-slab) and shall also have slab-to-slab wire mesh on all walls.

The flooring shall be static dissipative tile in either VCT or equivalent.

A minimum of 12 feet of usable counter space per agent (to be determined during design phase).

Electrical outlets shall be installed along the counter just above counter height.  The number of outlets shall be determined during design phase.

Two dedicated circuits are required.
This room must remain air conditioned at all times.  This can either be accomplished by the installation of a supplemental air conditioning unit to maintain continuous and dedicated air conditioning 24/7 or by the building air conditioning system provided it operates 24/7.  The size of a supplemental unit shall be determined by a mechanical engineer.
Interview Room

The partitioning (drywall) shall extend from the floor to the drop (suspended) ceiling.  If any wall abuts a public corridor or another tenant, soundproofing may be required in the walls (STC 50).  The need for soundproofing shall be determined during the design phase.
The flooring shall be carpet tile.

The door hardware shall be standard passage set (no locks).
Rooftop Antenna

A rooftop stick antenna and base radio station shall be installed.  The antenna and base station shall be provided by the OI.

The installation of the antenna shall be done by a professional radio service provider.
See attached specs.
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Keys

All locks (suite entry and interior) shall be keyed separately.  Master keys are not permitted.  TIGTA shall not be on the building master key unless it is required by the lessor GSA.  In those instances measures shall be taken to secure TIGTA’s office keys.
Open Office Equipment Area

Office equipment may vary but generally electrical outlets will be needed for a copy machine, printer(s), fax machine, shredder, and scanner.  An analog phone line will be required for fax machines and a data outlet will be required for the printer.  The list of equipment will be requested for each project.
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		Items

		Watts 

		BTU's

		Amps



		

		

		

		



		Supplier Router

		75

		745

		2



		Cisco Router 2651

		75

		745

		2



		Cisco Switch 3750

		75

		256

		3



		HP Print spooler

		75

		240

		1



		CMS

		5

		170

		1



		Uniguard

		25

		 

		1



		PDU

		50

		170

		1



		APC UPS *

		980

		171

		 



		Dell 2950 NAS

		750

		2697

		55



		Totals

		2110

		5194

		66





The above equipment will generate 66 Amps, 5200 BTU’s/ 2110 Watts 

*This is 120V.  The outlet must be on a dedicated circuit.
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Statement of Work


Treasury Inspector General for Tax Administration


Scope of Work













               LOCATION:
Treasury Inspection General for Tax Administration


DESCRIPITION: Furnish and install a minimum of Category 6 wiring for Voice and and 1000BaseT data network.












1. The contractor shall design and recommend to the government the most cost-effective solution for the installation of a wiring infrastructure in support of a Voice and a 1000BaseT data network based upon a Government supplied Floor Plan.  


2. Minimum design requirements: 


· All materials are to be new and unused


· Category 6 UTP RJ45 T568-A connection jacks (3) at each device location (2-Data and 1 Voice). 


· Category 6 4-pair UTP 24 AWG solid core plenum coated cable


· Category 6 T568-A Patch Panels  


· Category 6 110 blocks


· Data wiring punch downs will be in accordance with the T568-A standard.  


· The wiring system will be installed in accordance to local building codes


· The wiring recommendation will be in accordance to local building management specifications.


· Data Vertical Risers between floors will use multi-mode fiber.


· Data Vertical Risers shall consist of a minimum of 2 pair (4 strands) of multi-mode fiber.


· Rack Mount or Wall Mount LIU’s will be used for the termination of any fiber.


· All fiber connections points will use a SC connection.


· Voice Vertical Risers between floors will use Category 6 UTP.


· 15% growth factor in the building wiring and associated components.


· Appropriate wire labels will be placed on all individual wire runs, patch panels and connection jacks


· The contractor will provide end-to-end wire maps of all horizontal and vertical wire/fiber runs.


3. The Contractor and the Government will jointly review the proposed design and written authorization to proceed with the installation will be provided to the Contractor. 


4. Changes to the design after formal acceptance will be agreed upon jointly by the Contractor and the Government; with the Government providing the Contractor written documentation of the changes.   


5. Testing Process:


· The Government Owner reserves the right to be present during any or all of testing.


· Testing shall be of the Basic Link.  However, Contractor shall warrant performance based on Channel performance and provide patch cords that meet channel performance.


· All cabling not tested strictly in accordance with these procedures shall be re-tested at no additional cost to the Government.


· 100% of the installed cabling must be tested.  All tests must pass acceptance criteria.


6. Standards Compliance & Test Requirements



All cabling must meet the performance specifications: 

TIA 568A-A5 for Category 6

7. Documentation Requirements:


· Test reports may be submitted in hardcopy or electronic format.  Hand-written test reports are not acceptable.



· Hardcopy reports are to be submitted in labeled 3 ring binders with an attached affidavit verifying passing execution of all tests.  Hardcopy summary reports shall contain the following information on each row of the report:  circuit ID, test specification used, length, date of test, and pass/fail result. 


· Electronic reports are to be submitted VIA e-mail or on in CD format.  If proprietary software is used, CD shall contain any necessary software required to view test results.   If the results are delivered in a standard format like Excel, Access, CSV files, etc. then software to read these files are not provided.  Electronic reports must be accompanied by a Certificate signed by an authorized representative of the Contractor warranting the truth and accuracy of the electronic report.  Certificate must reference traceable circuit numbers that match the electronic record.


· Test reports shall be submitted within 7 business days of completion of testing 


· Test reports shall include the following information for each cabling element tested:


· Wiremap results that indicate the cabling has no shorts, opens, miswires, split, reversed, or crossed pairs, and end to end connectivity is achieved.



· For Category 6 cabling: Attenuation, NEXT, PSNEXT, Return Loss, ELFEXT, and PSELFEXT data that indicate the worst case result, the frequency at which it occurs, the limit at that point, and the margin. These tests shall be performed in a swept frequency manner from 1 MHz to highest relevant frequency, using a swept frequency interval that is consistent with TIA and ISO requirements. Information shall be provided for all pairs or pair combinations and in both directions when required by the appropriate standards.  Any individual test that fails the relevant performance specification shall be marked as a FAIL.



· Length (in meters), propagation delay, and delay skew relative to the relevant limit. Any individual test that fails the relevant performance specification shall be marked as a FAIL.



· Cable manufacturer, cable model number/type, and NVP



· Tester manufacturer, model, serial number, hardware version, and software version



· Circuit ID number and project name



· Autotest specification used



· Overall pass/fail indication 



· Date of test


8. Acceptance

Once all work has been completed, test documentation has been submitted, and the Government is satisfied that all work is in accordance with contract documents, the Government shall notify Contractor in writing of formal acceptance of the system.
 


9. Acceptance Requirements

Contractor must warrant in writing that 100% of the installation meets the requirements specified under Standards Compliance & Test Requirements above.

The Government reserves the right to conduct, using Government equipment and labor, a random re-test of up to 100 percent of the cable plant to confirm documented results. Any failing cabling shall be re-tested and restored to a passing condition.  In the event more than two (2) percent of the cable plant fails during re-test, the entire cable plant shall be re-tested and restored to a passing condition at no additional cost to the Government. 

Acceptance shall be subject to completion of all work, successful post-installation testing which yields 100% PASS rating, and receipt of full documentation as described under Documentation.  



10. Warranty

Contractor shall warrant Installation against all product defects, and that all approved cabling components meet or exceed the requirements of TIA/EIA-568A-A5, and ISO/IEC 11801 for a period of 1 year.


11. The contractor shall provide a timeline to the government on the installation.


12. Schedule of Performance: Dates and Times when items are to be accomplished.


Technical Contact:  Alert Newland Jr., 1125 15th st NW, Suite 700A, Washington DC. 20005, (202) 927-0166   Cell: 202-306-3155
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For Additional Information Contact:

Treasury Inspector General for Tax Administration


Prepared: May 2010

Technical & Firearms Support Division


12119 Indian Creek Court

Beltsville, MD 20705

Johnny Johnson

301-210-8733 (phone)

202-285-6106

301-210-8774 (facsimile)

Email:  Johnny.johnson@tigta.treas.gov

Antenna and Base Station Installation

(This is a TURN-KEY install)

The lessor (or in the case of a Federally Owned Building, GSA) will install a small rooftop stick antenna and equipment as stated below.  Installation shall be performed by a professional radio service provider.  


There are seven components that make up a base station installation:


1. The Base Station:  This is the radio transmitter and needs to be located near the roof such as in a telephone room or in a machine room near the roof line.  The base station needs to be powered on a 120 volt line and draws 4 amps of power.


2. The Desk Set (remote):  This is the control device for the base station and needs to be located in the TIGTA office.  The desk set can be wall mounted or placed on a desk.  It needs to be powered on a 120-volt line and draws 1 amp of power.


3. The Antenna Cable:  This is the antenna line for the base station to the antenna.  The cable MUST be 50ohm impedance.


4. The Antenna: The antenna is 8 feet 5 inches tall, and is 1” in diameter.  The weight is 2 lbs.


5. The Junction Box:  (CDN1773A).


6. The Cat5 wiring:  This wire runs from the base station to the desk set and can run up to 600 feet in length.  Each end of the Cat5 wire requires an RJ-45 block.


7. Polyphaser: This is a DC-block coaxial lightning protector

TIGTA will furnish the following equipment (to be installed by radio service provider):


· Base Station (Motorola VHF 50-watt Base Station consolette)


· Desk Set


· Junction Box CDN1337A


· Antenna – Celwave Model BA 1312 (operating at 165.000 to 171.300 MHz).

Radio Service Provider  will furnish and install the following:

· Mounting hardware for the antenna (pipe and clamps).


The mounting pipe is 1” or 1 & 1/2” Ridged conduit.

· Feed line from PolyPhaser to the base station.

· 1 direct run of Category 5 wire from the base station to the remote desk set with RJ-45 blocks installed on the run of cable.  

· Cat.5 jumpers from RJ 45 block at Base Station.

· Cat.5 jumpers from RJ 45 block at desk set.


· A flexible jumper cable from PolyPhaser to Base station.

· PolyPhaser 

Additional Information:

· The base station needs to be located as near as possible to the roof.   It may be installed in an electric room or machine room with CAT-5 wire run pulled into the TIGTA office.  It weighs approx 12 lbs and can be wall mounted 5 to 6 feet from the floor.  


· The desk set will be installed within the tenant’s space at a location to be determined by tenant.  

· There is no need for a special wall outlet.

· Install the Polyphaser near the base station and ground to the nearest steel I beam or grounding point at base station location.



The following pictures are examples of the base station, desk set, mounting clamp sets, cable and antenna. The antenna in this picture is the 4 foot antenna; we will be using the 8 foot tall model.  

The picture of the cable is LDF-50 ½” type.  The clamp set is to be mounted to a wall, an existing pipe or steel I beam on the roof.
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SPECIFICATIONS FOR RACK IN SERVER ROOM



Provide and install one APC-4-post rack and vertical wire management in the TIGTA server room.  Suggested rack is, NetShelter 4 Post Open Frame Rack Threaded Holes, part number AR204.  Ladder rack will be installed as required in the TIGTA server room for the support of the new Category 6 cabling.  The cables will be routed on this rack to the APC cabinet housing the Category 6 workstation patch panel.



All cabinets, patch panels and ladder rack should be grounded via six guage stranded ground wire.  The wire will terminate via mechanical ground lugs.  Provide and install a ground bus bar in the server room.  Ground the bus bar in accordance with local specifications.


