State of Washington
SPACE PLANNING DATA SHEET
Last updated: October 2017
Instructions: This form should accompany the Modified Pre-Design and is to be completed for alf new leases,
purchases, relocations or expansions over 500 square feet. This tool is designed to provide an estimated rentable
square footage. Refer to the State Facilities Workplace Strategies and Space Use Guidelines for more
information.
Data supplied in this document will be used to: .
Evaluate the agency's request for space
Develop the request for proposal or market search for space
Evaluate qualifying proposals ability 1o meet the program needs
Assist in developing a space plan
The following pages include summary instructions at the top-of each page.
Project Summary Information {compiled from the following tables) : )
Project Title: |Dept of Licensing - Relocate Tacoma LSO Date Submitted:l
Existing Facilities Total Square Feet: I 5,800 [
Facility Area Summary " Planned
Square Feet for Workspaces 1,520
Square Feet for Meeting & Focus Space 468
Square Feet for Office Support 1,420
Square Feet for Storage & Files 50
Square Feet for Program Special 400
Occupant Area 3,858
Base Building Circulation (40% of Total Occupant Area) 1,543
Usable (Total Occupant Area + Base Building Circutation) 5,401
. |Building Service and Amenity Areas (10% of Usable Square Feet) 540
Total Rentable Square Feet 5,941
Sguare Feet for Warehouse and Special Equipment (Not in Circulation Area) 3,000
Total Project Square Feet ‘ 8,941
User and Workspace Summary Existing Planned
Resident 28 28
Internally Mobile 0 0
Externally Mobile ] 0
Remote 0 2
Vacant 0 0
Total Users 28 31
Total Offices 2 3
Total Workstations 13 22
Total Mobile Benches 0 0
Total Touchdown Spaces 0 2
Total Workspaces 15 27
Renfable Square Feet Per Users 207 192
Rentfable Square Feet per Workspaces 387 220
Percent of Workspaces to Number of Users 53.6% 87 A%
Planned User Growth 10.7%
Planned Workspace Growth 80.0%

Project Summary







PROJECT TITLE: Dept of Licensing - Relocate Tacoma LSO

Date: 01/01/1904

Definitions are below the table.

Instructions; ldentify the pesition / user type, the curment and planned work pattern type, workspace type and the space allocated for each workspace. Include the number of users and the werkspace count for each space type.

USERS AND WORKSPACES \
USER INFORMATION WORKSPACE INFORMATION
B EXISTING PLANNED SPACE EXISTING BLANNED TOTAL
POSITION / USER TYPE CURRENT WORK | PLANNED WORK | FACILITY USER WORKSPACE TYPE ALLOCATED | FACILITY WORK- PLANNED If requesting an office(s) please describe the work being
PATTERN TYPE PATTERN TYPE USER COUNT FOR EACH WORK- SPACES SQUARE | performed in the space that meets the space guideline
COUNT WORKSPACE | SPACES FEET
EDL L8R 4 {Office Supervisor} Resident Resident 1 1] Office 100 1 1 100
EDL L8R 3 (Staff superviser) Resident Resident 3 3] Office » Shared 120 1 1 120
EDL LSR 2 Resident Resident 24 24]  Workstation 50 13 22 1,100
Technical Training Specialist Resident Resident 4] 1]  Office 00 0 1 100
Touchdown Space Remote Remote 0 Z}  Touch Down Space 50 0 2 106
TOTAL 28 21 15 27 1,520
WORKSPACE TYPE o _moa_yxm FEET RANGH - DEFINITION . L i s
Office 100-150 An enclosed unassigned or assigned space used by a resident user with fioer-to-ceiling walls,
Warkstation 42.84 An open or partially enciosed, unassigned or assigned space used by a resident or internally mebile user,
Mobile Bench 24-36 A workstation in a bench format, unassigned of assigned, used by an internally or externally mebile user,
Touchdown Space 24 An unassigned space that provides open seating in varying forms to conduct work on an irreguiar basis or for short perieds of fime,

Definitiens

User: Any perscn who routinely works at a facllity of any amount of time and may have an assigned workspace.

Resident: A user who typicaily spends more than 30 percent of his/her time at the same workspace in the facility.
Internally Mobile: A user who typically spends more than 50 percent of his/her time in the facflity with as much or more time spent away from their workspace than at it
Externally Mobile: A user who spends at least 50 percent of hisfher time cutsida the facility working in the field, frem home or from other extaral locations.
Remote [ Visitor: A user who is occasionally {one-four days per month} in the facility.

Page 2

Users & Workspaces {1}



Definitions are below the table.

PROJECT TITLE: Dept of Licensing - Relocate Tacoma LSO

Date: 01/61/1904

Instructions: Identify the position / user type, the curment and planned work pattern type, workspace type and the space allocated for each workspace. Include the number of users and the workspace count for each space type.,

ADDITIONAL USERS AND WORKSPACES

USER INFCRMATION

WORKSPACE INFORMATION

EXISTING BLANNED SPACE EXISTING PLANNED TOTAL NOTES
POSITION / USER TYPE CURRENT WORK | PLANNED WCRK | FACILITY USER "WORKSFACE TYPE ALLOCATED | FACIITY WORK. PLANNED [ Ifrequesting an office(s) please describe the work being
PATTERN TYPE PATTERN TYPE USER COUNT FOR EACH WORK- SPACES SQUARE perfermed in the space that meets the space guideline
COUNT WORKSFACE | SPACES FEET criteria.
TOTAL - - - - -
WORKSPACE TYPE |SQUARE FEET RANGH DEFINITION
Office 100150 An enclosed unassigned or assigned space used by a resident user with floor-to-ceiling walls.
Workstation 4284 An open or partially enclosed, unassigned er assigned space used by a resident or internally mobile user.
WMobile Bench 24-38 A workstation in a bench format, unassigned or assigned, used by an intemally or externally mobile user.
Touchdown Space 24

An unassigned space that provides ppen seating in varying forms to conduct werk on an irregular basis or for shor periods of Grme,

Definitions

User: Any person who reutinely works at a facility of any amount of time and may have an assigned workspacs.
Resident: A user who typically spends at least 75% of his/her time in the facility (with more time spent at the workspace than away from it),
Internally Mobile: A user who is away from hisfher workspace or somewhere else in the facility more than 50 percent of the time.

Externally Mo!

Remote / Visitor: A user who is occasionally (one-four days per month} in the facTity.
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1 A user who spends at least 50 pereent of hisrher time outside the facility warking in the field, from home or from other extermal Incations.

Users & Werkspaces (2)



PROJECT TITLE: Dept of Licensing - Relocate Tacoma LSO

Date: 01/01/1904

Instructions: To determine the size of these spaces multiply the number of users by the square feet in the chart below. See the guide below the table for types of space to consider in this

category.
MEETING & FOCUS AREAS
SPACE CALCULATION
NUMBER
SQUARE SQUARE TOTAL FLANNED
TYPE OF SPACE OF _w_mwxm FEET PER | FEET PER omw%“_m_ﬁq% m,_uwﬂumw USERS | SQUARE | NOTES
, SPACE USER SPACE | PLANNED FEET
Conference Room 24 15 360 1 1 24 360 [Multi-use space for conference and classroom training
. Shared space that can accommodate 3 computers to be

Training Reoms 3 38 108 - 1 3 108 |used for all online training, video conferencing
TOTAL USERS 27
TOTAL MEETING AND FOCUS SPACE 468
SPACE TYPE SQUARE FEET PER USER |{DEFINITION S
Conference Rooms 15 An enclosed space for meefings.
Collaboration Space 20 A nonreservable space that is open or semi-enclosed for informal meeting.
Focus Rooms 40 An enclosed space with limited visual and/or aceustical distractions for one to four users.
Focus Foints 40 A nonreservable, semi-enclosed space with imited visual and acoustical distractions for a single user.
Training Rooms 25-35 An enclosed space for recurring specialized fraining.
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Meeting & Focus Space




PROJECT TITLE: Dept of Licensing - Relocate Tacoma LSO

Date: 01/01/1904

Instructions: [dentify the types of other office support areas that are necessary for this facility. See the guide below the table for types of space and thair definitions to consider in this

category.
OFFICE SUPPORT
SPACE CALCULATION
SQUARE FEET EXISTING PLANNED TOTAL PLANNED
TYPE OF SPACE PER SPACE QUANTITY QUANTITY | SQUARE FeeT | NOTES

Wellness room 100 - 1 100

Depending on number allowed either designated men/women or
Staff restroom 100 2 4 400 |unisex

Depending on number aliowed either designated menfwomen or
Public restroom 230 2 2 480 |unisex
Laciafion room 50 1 1 50
LAN/Teleco room 50 1 1 50
Break/lunchroom 360 1 1 360

- 1 -

TOTAL SQUARE FEET FOR OTHER OFFICE SUPPORT AREAS 1,420
SPACE TYPE DEFINITION
Wellness A semi-enclosed or enclosed space provided for staff.

Lactation Space

An enclosed space that is sanitary, safe and private, and net a restroom, that allows for breastfeeding or expressing breast milk:

Break/Social Hub

A multipurpose space that is open, semi-enclosed or enclosed that prevides cpportunities for people to connect with colleagues, perform concentrative or interactive
'work, and enjoy beverages and food.

Shower

Staff Lockers

Print/Scan

Telecom/LAN
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Office Support



PROJECT TITLE: Dept of Licensing - Relocate Tacoma LSO

Date: 01/01/1204

Instructions: identify the types of storage and file areas that are necessary for this facility. See the guide below the table for types of space to consider in this category.

STORAGE & FILES AREAS

SPACE CALCULATION

TYPE OF SPACE SQUARE FEET EXISTING PLANNED TOTAL PLANNED| NOTES
PER SPACE QUANTITY QUANTITY SQUARE FEET (Include any floor loading information)
Janitor closet 50 1 50 |Prefer sink and storage for cleaning supplies and equipment

TOTAL SQUARE FEET FOR STORAGE & FILES

50

SPACE-TYPE -

Supply-Workroom

Storage

Janitor Closet

Files

High Density Files
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Storage & Files



PROJECT TITLE: Dept of Licensing - Relocate Tacoma LSO

Date: 01/01/1904

Instructions: ldentify the types of special areas that are necessary for this Hn:? See the guide below the table for types of space to consider in this category.

Page 7

PROGRAM SPECIFIC AREAS ]
SPACE CALCULATION
SQUARE FEET EXISTING PLANNED TOTAL PLANNED
TYPE OF SPACE PER SPACE QUANTITY QUANTITY | SQUARE FeeT | NOTES
To conduct driver license knowledge exam testing for those customers
that are not able to use standard written or computerized knowledge

Oral Testing Room 100 0 1 100 [tests.

Knowledge Testing area 20 10 Q - |This area is included in the new lobby square foot caloulation.

Locker Room 0 1 - |Lockers will be included within workstations as All-Terrain Towers.
Maintain general office supplies and conduct nightly cash drawer
audits, transmittal and bank deposit. Needs to accommodate two
separate areas for nightly cash drawer audits based on fotal number of

Supply/Checkout room 300 4 1 300 [staff. Hoid large safe used to secure all monies,

TOTAL SQUARE FEET FOR PROGRAM SPECIFIC AREAS 400

SPACE TYPE

Hearing & Interview Laboratery

Health Care Delivery Secure Storage

Service Delivery Lobby Entrance Lobby

Client Restrooms Emargency Operations Center

Program Specific



PROJECT TITLE: Dept of Licensing - Relocate Tacon

Date: 01/01/1904

Instructions: ldentify the types of space outside of the circulation areas that are necessary for this facility. See the guide below the table for types of space to consider in this category.

WAREHOUSE AND SPECIAL EQUIPMENT

SPACE CALCULATION
CONDITIONED/| oy ARE FEET|  EXISTING PLANNED TOTAL NOTES .
TYPE OF SPACE NOT PER SPACE | QUANTITY | QUANTITY | THANNED | ciude any floor loading informati
CONDITIONED SQUARE pegT| nclude any floor loading information)
Metric Formula - 11322 weighted transactions per
month/divided by 2.5 meiric per lobby space = 4532 which
Service Delivery/Lobby 3,000 - 3,000 |exceeds maximum and defaults to 3000 sq. it
TOTAL SQUARE FEET FOR WAREHOUSES AND SPECIAL EQUIPMENT ~3.000

Shop Loading Dock

Special Equipment Storage Secure Vehicle Storage
Emergency Generator System Vehicle Storage
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Warehouse & Special Equipment
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