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Preface

This manual is intended to be used as an aide when determining your agency’s space requirements. The information contained in the “Space Standards Manual” (Manual) allows the State of Connecticut Department of Public Works (DPW) to maximize the use of all office space while maintaining a productive and safe work environment. 

The documents contained within this Manual supersede all Office Space Standards, Office Space Definitions, and Request for Space Forms dated earlier than the effective date stated in the Executive Summary below. It is important that your agency is familiar with the overall concepts outlined in the Manual; however, the Designers/Space Planners assigned to your project will still be responsible for designing an appropriate space layout utilizing the information contained in the Manual. 

The “Request for Space Form” (RFS) has been designed to simplify calculations while maintaining the allotted space for each position. Please review the Manual to gather some of the basic required information. Prior to downloading the form, call 860-713-5736 or 860-713-5731 to discuss your agency’s particular needs and assure that you are using the correct form. We are here to help you in any way we can. 

Executive Summary 
The standards and forms contained within this Manual have been published by the DPW and are effective November 23, 2005.  They are to be utilized for all state owned facilities under the care and control of the DPW and all leased facilities. These revised Office Space Standards, Office Space Definitions, and Request for Space Forms are the result of a re-evaluation of earlier DPW standards and forms. 

Section 1 - Office Space Standards

The revised Office Space Standards are to be used as a guideline by designers responsible for the design and layout of any state owned facility under the care and control of the DPW or any leased facility. 

The Office Space Standards are comprised of sections detailing square footages and layouts for offices, workstations, and support spaces; latest trends in workplace philosophies; and ergonomic, ADA, and lighting considerations. 

A number of factors were considered when developing these new standards, including desires to have an overall consistency in office spaces and a reduction in the amount of space reconfiguration that occurs.

Section 2 - Office Space Definitions

An evaluation was performed comparing the space definitions used by various State of Connecticut departments and agencies.  These were also compared to current Industry Standards. It was concluded that differences in terminology and the method by which common space and vertical penetrations were categorized are confusing. 

Executive Summary (continued)

The revised Office Space Definitions establish a single unified set of terms, definitions, and method of measurement that will be utilized for all state owned facilities under the care and control of the DPW and all leased facilities. 

Section 3 –  Request for Space Forms - Introduction
· Request for Space Forms (RFS) - Standard DPW Version

The revised Standard DPW Version RFS – Level III Forms referenced in Section 3 have been developed to provide a uniform set of tools to use when making requests for space to the DPW based on an agency’s detailed needs. This form is an electronic worksheet. Prior to downloading this form call 860-713-5736 or 860-713-5731 to ensure you attain the appropriate form.
· Request for Space Forms (RFS) - Special Judicial Branch Version

Based on the unique requirements of the Judicial Branch a form has been set up for their use, the RFS –Level III Forms - Judicial Branch Version.
This document has been set up in a similar layout as the Standard DPW Version, however it meets the special needs of the Judicial Agency. This form is an electronic worksheet.  Prior to downloading this form call 860-713-5736 or 860-713-5731 to ensure you attain the appropriate form.
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
· 

 HYPERLINK "Level%20III%20RFS%20Programming%20Spreadsheet%20Standard%20DPW.xls" 

Request for Space (RFS) form—Standard DPW version
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