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	Agency:
	

	Division/Work Unit:
	

	Current Address:
	



	Agency Contact:
	

	Telephone:
	

	E-mail:
	



	Date Completed:
	

	Preferred Move Date:
	


Purpose
We use this form to capture, analyze and understand your agency’s space needs in order to develop an appropriate Space Program and square footage estimate for your new space.
· While filling out this form, please keep in mind that your agency’s actual space requirements may differ from your current space.
· If you have any questions, please contact Crystal Bergstrom in Real Estate and Construction Services at Crystal.Bergstrom@state.mn.us or (651) 201-2546.


This form is divided into the following question sections:
1.	Background	2
2.	Individual Space	4
3.	Support Space	5
4.	Adjacency Requirements	8
5.	Security/Privacy	9
6.	Parking Requirements	10
7.	Additional Comments	11

1. [bookmark: _Toc80694794]
Background
A.	Division/Work Unit
· List all divisions/work units to be included in this space analysis.
· If necessary, please fill out a separate form for each division/work unit.
	Division/Work Unit
	# of Employees

	
	

	
	


B.	What is the function of your space? What services do you provide and to whom?
	





C. Describe your current work environment, work group culture and demographics. 
· ie. Style of work.  Quiet or conversational environment?  Individual/closed or collaborative/open work culture? New/progressive or established/traditional employees?
	





D. What about your current work space would you like to change? Why?
	





E. What are your space goals and objectives over the next two years?
· Regarding: Projected staff requirements, functions and tasks; significant turnover rate; change in office operations and work flow; etc.
	








F. What is the image you want your division to portray? 
· ie. Professional, stable, fun, interesting, exciting, successful, secure, loyal, aggressive, dependable, growing, honest, technological, fast-paced, friendly, leader, driven, dynamic, visionary, progressive, challenging, innovative, seeking, receptive, integrity, empowering, accountable, ever-changing, creative, responsible, ethical, efficient, motivated, unique, employee-centered, competitive, conservative, etc.
	








































2. Individual Spaces

A. Is your agency interested in implementing elements of a Flexible Work Environment in your office?
· A Flexible Work Environment results in increased open interaction, natural collaborations, productivity, efficiency, and employee camaraderie.  It encourages a community-based work space according to the resources and composition of each work group, management practices and workplace standards.  It provides a workplace dedicated to supporting employee wellbeing, considering new work processes, matching workspace to work function, reducing workplace expenses and overall real estate costs.  Considered variables include: workgroup culture, functions, and demographics; individual work styles and job tasks; collaborative work environments; multipurpose spaces; assigned vs. unassigned workstations and standards.  Please ask for more details!
☐ Yes		☐  Yes, but I would like more information.
☐  No, because…
	


B. Please complete the work space form below for individual employees:
· Include projected/future employees if applicable. 
	[bookmark: _Toc80694797]Employee Name
	Division/
Work Unit
	Work Space
	% of Work Week Spent Working Out of the Office

* Frequent meetings, work in the field, work from home etc.
	Specific Workstation/Office Requirements

* Please provide justification for workstations larger than 
6’ x 8’ and private offices larger than 10’ x 12’.  These sizes are according to State Guidelines for Workplace Standards.


	
	
	6x6  Unassigned Workstation
	6x8  Assigned Workstation*
	Team Workstation (Space For 2 or More)
	10x12  Private Office *
	
	

	
	
	☐	☐	☐	☐	
	

	
	
	☐	☐	☐	☐	
	

	
	
	☐	☐	☐	☐	
	

	
	
	☐	☐	☐	☐	
	

	
	
	☐	☐	☐	☐	
	

	
	
	☐	☐	☐	☐	
	

	
	
	☐	☐	☐	☐	
	

	
	
	☐	☐	☐	☐	
	

	
	
	☐	☐	☐	☐	
	

	
	
	☐	☐	☐	☐	
	

	
	
	☐	☐	☐	☐	
	

	
	
	☐	☐	☐	☐	
	

	
	
	☐	☐	☐	☐	
	

	
	
	☐	☐	☐	☐	
	

	
	
	☐	☐	☐	☐	
	

	
	
	☐	☐	☐	☐	
	

	
	
	☐	☐	☐	☐	
	


3. Support Space
Office equipment, furnishings and other functional spaces are commonly shared areas and typically accessed by more than one staff person.  These spaces may be open areas (small meeting areas, central filing locations, printer locations) while others may be enclosed by walls (conference rooms, server rooms, secure storage rooms).
Listed below are typical space types.  Please complete Tables A-F to determine support space required by your agency.  If additional/special use areas are required, please list them in Table G at the end of this section.
A. Reception
	# of Staff
	# to Seat
	Specific Requirements
(Security? Client-dedicated restrooms? Conference Room? Etc.)

	 
	 
	  

	
	
	


B. Meeting Space
	Type of Space 
	# to Seat
	Option to Divide
	Video Conferencing
	Projector
	Agency Use Only
	Shared
	Type of Storage
(Freestanding/ built-in cabinetry? Media storage? Modular furniture? Etc.)
	Specific Requirements
(Informal/semi-formal/formal function? Visual/acoustic privacy? Additional work surface? Equipment? Etc.)

	Lg Conference
	
	☐	☐	☐	☐	☐	  
	 

	Sm Conference
	
	☐	☐	☐	☐	☐	
	

	Multi-purpose
	
	☐	☐	☐	☐	☐	
	

	Training
	
	☐	☐	☐	☐	☐	
	

	Collaborative
	
	☐	☐	☐	☐	☐	
	

	One-on-one
	
	☐	☐	☐	☐	☐	
	

	
	
	☐	☐	☐	☐	☐	
	

	
	
	☐	☐	☐	☐	☐	
	


C. Work Areas
	Type of Space
	Quantity
	Estimated Size
(L x W)
	Equipment/
Room Contents
	Electric, Power & Data Req.
	Specific Requirements
(Need secure room? Work surface? Adjacency requirements? Etc.)

	Print Area/Room
	 
	
	  
	
	 

	Copy Area/Room
	
	
	
	
	

	Mail Area
	
	
	
	
	

	Central Recycling
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


D. Filing/Storage
· Does not include individual workstation/private office storage.
Is your agency in the process of purging files that have reached or surpassed their retention date?
☐ Yes		☐  No 	☐ No, but we plan to in the near future.
					Date:  			
Is your agency in the process of scanning files to be used electronically?
☐ Yes		☐  No 	☐ No, but we plan to in the near future.
					Date:  			
	Type of Storage
	Existing Quantity (# / L x W)
	Add’l Quantity (# / L x W) 
	Specific Requirements
(Lockable cabinet? Need secure room? Location? Adjacency to work groups? Specific filing/storage contents?)

	File - Vertical
	 
	
	  

	File - Lateral
	
	
	

	Storage Cabinet 
	
	
	

	Bookcase
	
	
	

	Unfinished Storage
	
	
	

	Cold Storage
	
	
	

	Employee Locker
	
	
	

	
	
	
	

	
	
	
	


E. Amenities
	Type of Space
	Quantity
	Specific Requirements

	Coffee Area
	 
	  

	Kitchenette
	
	

	Break Area
	
	

	Coat Closet
	
	

	Water Cooler
	
	

	
	
	

	
	
	






F. Computer/Server
	Type of Space
	Quantity
	Estimated Size (L x W)
	Equipment
	Electrical, Power & Data Req.
	Specific Requirements
(Specific industry standards? Manufacturer recommended space requirements? Etc.)

	Server Room
	 
	
	  
	
	 

	Computer Assembly
	
	
	
	
	

	IT Work Area
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


G. Special Use Areas
	Type of Space
	Quantity
	Estimated Size (L x W)
	Specific Requirements
(Specific industry standards? Manufacturer recommended space requirements? Equipment? Storage? Work surface? Etc.)

	Laboratory
	 
	  
	 

	Library
	
	
	

	Quiet Rm/Mothers Rm
	
	
	

	
	
	
	

	
	
	
	












4. Adjacency Requirements
A. If an individual or work group should be located adjacent to one another or in a specific area within the space, please list below:
	Employee(s)
	Adjacent To/Location
(i.e. Area of office, next to employee(s), grouped together
	Reason

	
	
	

	
	
	

	
	
	

	
	
	


B. If your division/work unit should be located adjacent to another agency/division or in a specific geographical location, please list below:
	Division/Work Unit
	Adjacent To/Location
(i.e. City/County, Public Transit, State/County/City Offices)
	Reason

	
	
	

	
	
	

	
	
	

	
	
	


C. Would your agency be interested in sharing building space with another state agency?
☐ Yes		☐  Yes, but I would like more information.
☐  No, because…
	


D. Would your agency be interested in participating if a program were developed to implement a multi-tenant Flexible Work Environment?
· A Flexible Work Environment results in increased open interaction, natural collaborations, productivity, efficiency, and employee camaraderie.  It encourages a community-based work space according to the resources and composition of each work group, management practices and workplace standards.  It provides a workplace dedicated to supporting employee wellbeing, considering new work processes, matching workspace to work function, reducing workplace expenses and overall real estate costs.  Considered variables include: workgroup culture, functions, and demographics; individual work styles and job tasks; collaborative work environments; multipurpose spaces; assigned vs. unassigned workstations and standards.  Please ask for more details!
☐ Yes		☐  Yes, but I would like more information.
☐  No, because…
	


E. If you agree to co-locate with another state agency, please check the following areas that could be shared:
· Reduction in the duplication of spaces that could be shared, either within your Agency or with other tenants, is encouraged.  Sharing support space can effectively reduce costs and improve space use efficiencies.
	  Yes      No      N/A
☐	☐ 	☐	Reception	
☐	☐ 	☐	Kitchenette
☐	☐ 	☐	Lunch/Break Room
☐	☐ 	☐	Food/Coffee/Vending Service
☐	☐ 	☐	Print/Copy Area
☐	☐ 	☐	Work Room
☐	☐ 	☐	Central Mail Area	
☐	☐ 	☐	Central Recycling
☐	☐ 	☐	Conference Room
☐	☐ 	☐	Training Room
☐	☐ 	☐	Server Room
☐	☐ 	☐	Filing Room/Area
☐	☐ 	☐	Storage Room/Area
☐	☐ 	☐	Loading Dock
☐	☐ 	☐	Restrooms
	

	


☐	☐ 	☐	Other:  
☐	☐ 	☐	Other:







5. Security & Privacy 
A. Is security required for your division/work unit?
	Type of Requirement
(Key card access? Hard core doors? Security Locks? Attack glass?)
	Location

	
	

	
	


B. Is acoustical privacy required for your division/work unit?
	Type of Requirement
(Hard walls? White noise? Acoustic tile?
	Location

	
	

	
	


C. Is visual privacy required for your division/work unit?
	Type of Requirement
(Moveable panels? Full height walls/panels? Frosted glass? 
	Location

	
	

	
	


6. Parking Requirements:
	


A. Number of stalls for State-owned vehicles:
	


B. Number of stalls for employee vehicles:
	


C. Number of stalls for visitor vehicles:
D. Other parking requirements:
	











7. Additional Comments
	







Thank you for your cooperation in letting us get to know you!
· Your Space Management Team and Real Estate & Construction Services
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