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Introduction

Website Access to Manual and Forms 

The most current version of “The Manual”, Office Space Standards, Office Space Definitions and the Request for Space Forms can be found on DPW’s website http://www.ct.gov/dpw/ or by clicking on the hot links provided throughout this document. 
Available Evaluation Formats

Prior to introduction of the revised Manual, DPW made available three levels of evaluation forms to determine prospective space needs.  The first was based upon minimal information from the “space user”.  The third was based upon relatively detailed information and the second was a hybrid of the two.  

 Level I and Level III Forms

With the introduction of the new Manual there are currently two levels of evaluation available.  

Level I

· The Level I remains as a technique to determine space needs based on minimal Information. This technique is utilized by DPW for general planning purposes.

Level III

· The Level III is the preferred alternative to determine needs based on substantial detail. DPW requires this Level III for final processing of the RFS. The most current version of the form can be accessed on the DPW website (www.ct.gov/dpw/facilities) or by calling 860-713-5736 or 860-713-5731 for information.

RFS Forms – DPW Version and Judicial Branch Version

The RFS form that has been designed for typical space planning is the Request For Space (RFS) Form, “Standard DPW Version”.   Based on the unique requirements of the Judicial Branch a special form has been set up for their use, the Request For Space (RFS) Form, “Judicial Branch Version”.  
Request for Space Form – Standard DPW Level III and Judicial Level III Electronic Format

The revised RFS – Level III referred to in this Section has been developed to provide a uniform set of tools to use when making requests for space to the Department of Public Works based on detailed needs. As mentioned previously, there is a form for Standard DPW facilities and a form which Judicial Branch is required to use. Please call 860-713-5736 or 860-713-5731 to discuss your agencies needs. 

Elements of the Standard DPW Level III RFS Form

The Level III Workbook is comprised of 6 Spreadsheets, which are tabbed as follows:

· Instructions – step-by-step instructions for filling out the forms with hot-links.

· Cover Sheet – a cover sheet of basic information to be used with hardcopy printout

· Personnel – a spreadsheet to be used to input staffing needs

· Support Space – a spreadsheet to be used to input support room needs

· Equipment – a spreadsheet to be used to input special equipment needs

· Summary – a spreadsheet which automatically summarizes the previous data

· Data Tables – a locked spreadsheet of data used to key into DPW standards


Elements of the Judicial Branch Level III RFS Form
The Judicial Branch version is similar to the Standard DPW version. However due to unique space requirements to meet business needs, space requirements vary from the DPW version.

NOTE: 
The Manual and Request for Space Forms may be accessed from the DPW home page.  To obtain the Manual electronically: 
 
1.       Go to the DPW web site: http://www.ct.gov/dpw/
2.       Click Publications on the top bar.
3.       Click on Facilities Management for an alphabetical list of publications.
4.       Click on Space Standards Manual  
5.       Or click here for a direct link:    Space Standards Manual
To obtain the Forms electronically: 

1. Go to the DPW web site: http://www.ct.gov/dpw/
2. Click Forms on the top bar.
3. Click on Facilities Management for an alphabetical list of forms.
4. Click on the desired form.
5. Or click here for a direct link: 
· Request for Space (RFS) form—Judicial Branch version
· Request for Space (RFS) form—Standard DPW version
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