Space Survey Guidelines

Why conduct a Space Inventory and Functional Usage Study?

The purpose of the Space Inventory and Functional Usage study is to comply with federal regulations as promulgated in OMB "Circular A-21".

   F & A Cost Reimbursement

Conducting a Space Inventory and Functional Usage Survey is critical to the preparation of an F & A cost proposal due to the major driver of facilities related cost being square footage.

Conducting a Space Inventory and Functional Usage Survey is also critical due to:

· The facility component of the F & A rate not being capped.

· All facilities cost pools being allocated on square footage.

· The space survey determining how much space is allocable to the organized research function.

   Complying with OMB Circular A-21:

Office of Management and Budget (OMB) Circular A-21 Section F.2.b.(1) states:
Depreciation or use allowances on buildings used exclusively in the conduct of a single function, and on capital improvements and equipment used in such buildings, shall be assigned to that function.

Office of Management and Budget (OMB) Circular A-21 Section F.2.b.(2) states:

Depreciation or use allowance on buildings used for more than one function, and on capital improvements and equipment used in such buildings, shall be allocated to the individual functions performed in each building on the basis of usable square feet of space, excluding common areas such as hallways, stairwells, and restrooms. 

Office of Management and Budget (OMB) Circular A-21 Section F.2.b.(3) states:

Depreciation or use allowances on buildings, capital improvements and equipment related to space (e.g., individual rooms, laboratories) used jointly by more than one function (as determined by the users of the space) shall be treated as follows. The cost of each jointly used unit of space shall be allocated to the benefiting functions on the basis of:


(a) The employee full-time equivalents (FTEs) or salaries and wages of those individual functions benefiting from the use of that space; or


(b) Institution-wide employee FTEs or salaries and wages applicable to the benefiting major functions…. of the institution.


Space Functional Usage studies must:

(a) be appropriately documented in sufficient detail for subsequent     

       review by the cognizant Federal agency,

(b) distribute the cost to the related cost objectives in accordance with 

       the relative benefits derived,
(c) be statistically sound,
(d) be performed specifically at the institution at which the results are      

       to be used, and

(e) be reviewed periodically, but not less frequently than every two   

       years, updated if necessary, and used consistently.

Tools Often Used to Complete a Space Survey:

· Interviews with Knowledgeable Departmental Personnel

· Summary Room Listing

· Floor Plans

· Room Survey Form

· Employee Listing

· Account Information

· Functional Usage Categories

Knowledgeable Departmental personnel are critical to the success of the 

space study as they have:

(    First hand knowledge of how the space is used in FY 2001    

(7/1/00 - 6/30/01)

· An understanding of the activities performed in the room

· Information on funding sources related to the activities for the space (grants, contracts, departmental funds, etc.)

· Access to the space and occupants of the space

Summary Room Listing:

· Room listing generated from the most recent data contained in the facilities management database will be provided

· Summary room listing will provide an overview of the room currently assigned to your department

· Add/delete rooms as necessary

(summary room listings should be consistent with the floor plans)

Floor Plans:

· A copy of the most current floor plans will be provided

· Ultimately all rooms assigned to your department must be cross referenced to the floor plans

· Room additions and deletions must be documented on the summary room listing and floor plan

· Other modifications to the physical space must be documented on the floor plan

Tools Often Used to Complete a Space Survey

Room Survey Form:

· You will be provided with an individual room survey form for each room assigned to your department

· The following information has been extracted from the Facilities Management Database and is on the form:

· building

· floor

· room number

· room name

· HEGIS Code

· HEGIS Name

· Department code

· Sub-department code

· Area square feet

· Changes should be noted if the data provided on the room survey 

       form is inaccurate, these changes will be passed on to facilities 

       management

· For each room survey form, the following information must be 

       completed:

· functional usage % of assignable space

· FRS account

· function code

· room occupants

· additional comments if necessary

· certification

· A space survey team member will assist you in completing this 

      information throughout the interview process

Room Survey Form -- Account Information

· This section of the room survey form must be completed for each 

room that identifies a Grant Sponsored Funded Activity including Organized Research, Sponsored Training or Other Sponsored Activity 

· Complete the FRS account number and Function Code on the room survey form

Room Survey Form -- Room Occupants:

· List all room occupants for all areas including laboratories and 

Offices

· This section must be completed for each room that identifies a 

       Sponsored Funded Activity

       (i.e. organized research, sponsored training, other sponsored 

        activities and/or department administration )

· List faculty, technicians, graduate students and administrative staff

· Lab Service rooms must cross reference to labs


Functional Usage Categories

    * The functional usage of a room is determined by the activities   

       performed in, or supported by, the room

   * All activities performed in a room should be considered and 

      evaluated

   * If multiple function activity occurs, whether concurrently or at different times,    

      the percent of activity applicable to each functional usage should be carefully 

      considered

   * Room functional usage must be stated in specific percentage terms and should 

      reflect usage for the 12 month period of FY 2001 (7/1/00 to 6/30/01)

   * Functional Usage for each room must total 100%

Functional Usage Categories at UConn

All activities performed within a room should fall within one of the following categories:


* Organized research (OR)

* Departmental research (DR)

* Other sponsored activity (OSA)

* Other institutional activity (OIA)

* Instruction (INST)

* Animal Care Facility (ACF)

* Departmental administration (DA)

* General administration (GA)

* Sponsored projects administration (SPA)

* Service centers (SC)

* Operations and maintenance (OM)

* Student services (SS)

* Library (LIB)

* Auxiliary (AUX)

* Vacant / inactive (VAC)

* Non assignable (NON)

Frequently Asked Questions


Organized Research:

· Sponsored research is research activities that are separately budgeted and accounted for, including cost sharing accounts, and sponsored by federal and non-federal (state government, private sector/corporate) sponsors.

· Sponsored research training are activities involving the training of individuals in research techniques where such activities share the same facilities as other research activities.

· University research is research and development activities that are separately budgeted and accounted for under an internal application of funds.

· Recent Federal publication "Cost Analysis and Rate Setting Manual - for Animal Research Facilities" indicates that the following types of animal care facilities (*see explanation below) should be included in organized research:

(1) procedure rooms,

(2) operating and recovery rooms,

(3) isolation rooms, and

(4) quarantine rooms directly related to research protocols, as well as,

(5) rooms that house animals involved in research that are not generally removed from the facility for conducting research.  

  
Department Research:

· Research and development activities that are not sponsored and are not separately budgeted or accounted for.

Animal Care Facilities:

· Include rooms that house animals routinely removed from the facility for conducting research, cage washing rooms, procedure, operating, recovery, isolation and quarantine rooms for animals removed from facility for conducting research.

· Barns and other related structures that house farm animals maintained for department research, instruction, organized research, or auxiliary activities.

*The survey of animal rooms must identify the rooms (or portions of rooms) used by animals   

   that are not generally removed from the facility for conducting research, as well as the      

   rooms used by animals that are removed from the facility for research studies.  For 

   example, if animals are removed from the facility only on an occasional basis for a special 

   test such as and MRI, but are otherwise kept in the facility to conduct the research, the 

   space they occupy should be classified as research space.  On the other hand, if animals are 

   routinely removed from the facility to investigators laboratories, the space they occupy 

   should be classified as animal care facilities.

Frequently Asked Questions

Functional Usage:

· Space occupied by employees should be functionalized based on the functional activities performed in the area.

· When space is occupied by multiple individuals the frequency and intensity of their presence should be considered in determining the percentage of functional activity.

· Faculty offices typically include assignment to Instruction, Organized Research, Departmental Administration and Other Sponsored Activities as appropriate.

Room Coded as 100% Organized Research:

· Federal Government negotiators pay particular attention to rooms coded as 100% Organized Research.

· A "yes" response to any of the following usually indicates that a room should not be coded 100% Organized Research:

· Are there any students who use the room?

· Are there any lab test performed in the room?

· Does the room house visiting professor?

· Does the PI assigned to the room meet with students?

50/50 Syndrome:

· Federal government negotiators pay particular attention to rooms which appear to be coded arbitrarily, e.g. 50/50 splits.

· Avoid falling into a pattern of assigning rooms arbitrarily without careful consideration of the actual activities and functions being performed.

· In reality, where multiple functional usage exists within a room, the split is rarely 50/50.


Classrooms:

· Classrooms and teaching laboratories are typically classified as "Instruction".

· Classrooms may also involve "Other Sponsored Activities" such as:

· meetings;

· seminars; and

· conferences.

Frequently Asked Questions

Laboratories:

· The room type normally associated with Research activity is a 

       research laboratory.  However, research activity may exist (in 

       varying degrees) in rooms classified as teaching laboratories.  

      Conversely, activity other than research may be taking place in a 

       room classified as a research laboratory, such as teaching, other 

       sponsored or service center activities.  It is the use of space, not 

       the room type that determines the functional assignment given for 

       a particular room.

Office:

· Space associated with department administration offices of the 

      Head/Chair and Dean.  Within these areas, room types generally 

      classified as department administration are Office and Conference 

      Room.  

      Administrative activities associated with department 

      administration are:

· general academic department office functions, including that 

      of Head/Chair and departmental staff;

· administrative functions in academic Dean's offices;

· general academic department services such as mail distribution and electronic and paper processing services;

· proposal review and approval; and

· academic department faculty meetings held in a conference room.

· When assigning the functional classification of Faculty Offices, the 

      range of activities associated with the faculty member should be 

      considered.   A faculty member involved in research, teaching, 

      administrative duties, proposal development and other sponsored 

      activities would have multiple functional classifications for his/her 

      office.  Possibilities may include functions such as Sponsored 

      Research, Sponsored Training, Departmental Research, 

      Instruction, Other Sponsored Activities and Departmental 

      Administration.  Interviewing the faculty member is necessary to 

      determine the appropriate percentages to assign each function.   

Frequently Asked Questions

Graduated Students and Post Doctoral Fellows:

· Graduate Students frequently occupy laboratories where Organized Research is performed.

· If Graduate Students are paid with sponsored research funding,   functional usage is typically coded Organized Research.

· If Graduate Students are paid with institutional funding, the functional usage is typically coded Instruction or Department Research.

· Graduate Students employed by a service center must perform work that directly supports the services offered by the service center, the functional usage is coded to the Service Center.  If they are performing work that directly benefits a faculty's sponsored research project or completing their graduate studies then the functional usage should be coded to Organized Research or Instruction.

Cost Sharing:

· Document Cost Sharing to be Included in Organized Research Direct Cost Base.

· Major Focus of HHS Negotiators and Auditors:

· Indirect Cost Proposal

· Disclosure Statements

· Subject of Recent Qui Tam Suit
· Institution Is Most Vulnerable If Not Capturing Cost Related to Specific Cost Sharing Commitments in Grant/contract Proposals.

· Cost Sharing Policies:

· Institution's Definition of Cost Sharing:

  Cost sharing is defined as the portion of the project costs of a specific   

  sponsored agreement that is borne by the University, rather than the 

  sponsor.   Cost sharing represents a reallocation of department, college or 

  school resources to specifically support an externally sponsored 

  agreement.  Examples of cost sharing include contributions of personnel 

  effort and associated fringe benefits.

· Mandatory and Voluntary Cost Sharing:

  Cost sharing is classified as either mandatory or voluntary.  Cost sharing 

  that is classified as "mandatory" is a cost contribution required and 

  quantified by the grant sponsor in an explicit communication to the 

  grantee as a condition of the award.   This definition includes the 

  "matching funds" requirements typical of federal land grant 

  appropriations and SBA's small business development center awards.   

  Cost sharing is classified as "voluntary" when it is not a requirement of 

  the sponsor and the University voluntarily proposes to cost share an 

  expense.

Frequently Asked Questions

     Cost Sharing Policies:

· Who Approves Cost Sharing Commitments:

         The cost sharing requirement must be indicated on the University of   

         Connecticut Research Foundation's Proposal Record form.  It is intended 

         that the Department Head and Dean must review and approve the 

         proposal to signify the Department, College or School's ability and 

         willingness to provide the required cost sharing resources (e.g. percent of 

         principal investigator's salary to cover the effort devoted to the project). 
· Documentation - Main Federal Concern

· Documentation:

· Professorial and Professional Staff Effort:

  The documentation of contributed professorial and professional activity 

  for sponsored programs is accomplished by the University's work Activity 

  Confirmation system.   At the University "PARS" (Personnel Activity 

  Reporting System) is the common acronym used for this system.   Note:

   all faculty effort on sponsored programs, whether or not they are the 

  P.I., must be considered when determining a rooms total functional use.

· Classified Non-Professional (Student) Staff:

  Contributed effort of classified/non-professional (student) staff  is recored 

  on the quarterly and end of budget period Confirmation form by the 

  principal investigator.  Note: all staff effort on sponsored programs must 

  be considered when determining a rooms total functional use.

· Major or Complex Awards:

  When documenting matching/cost sharing for major or  complex awards,   

   such as federal land grant appropriations,  national undersea research 

   center and sea grant college program, it is required that the cost sharing 

   be recorded in the University's financial records system.   Note: all

   personnel efforts, paid partially or wholly form a University matching 

  account, must be considered when determining a rooms total   

  functional use.  

Service Centers:

· Space for an activity that performs specific technical or administrative services for the University and charges users, based on usage logs, for its services.  There are three types of Service Centers - recharge activities, Specialized Service Facilities and service facilities.

- Recharge Activity:

Space for departmental support services, examples include departmental copying services/tech. support, machine shop, and science illustrator.

Frequently Asked Questions

- Specialized Service Facilities:

    


Space used to provide specialized services internally for faculty 

members who have externally sponsored research projects.

Specialized Service Facilities at the University of Connecticut 

are the following: Booth Research Center, the Institute of 

Material Science , the Environmental Research Institute, the 

Precision Manufacturing Institute and the Photonics Research 

Center.

- Service Facility:

Space used to provide services to external users and departments within the University.  Examples include 

CT Center for Economic Analysis, Center for Marital Therapy, CT Poll Information, Diagnostic Lab & Testing Services, Soil Testing lab - Plant Science, Speech and Hearing Clinic, and User Services - ISI.

Library Space:

· Library space refers to space devoted to the operation and administration of the main UConn library.

· Departmental libraries maintained with departmental budgets should be functionalized as "Department Administration" not "Library".

Vacant and Inactive Areas:

· Includes areas under renovation or vacant rooms that have been idle for 12 months of FY 2001 (7/1/00 - 6/30/01).

· It is rare to find rooms vacant or inactive for the entire 12 months of a fiscal year!  

· Example One:

A room is active for 3 months and inactive for 9 months in 

FY 2001.

· Space is 100% assignable for the 12 months.

· Example Two:

· A room is active for 3 months (used 2 months for Research and ! month for Instruction) and inactive for 9 months in FY 2001:

Functional Usage:

- Research

67%

- Instruction

33%

Frequently Asked Questions


Vacant and Inactive Areas / Moving into a New Building:

· Vacant space resulting from a move into a new building should not be reported as "Vacant Space".

· For employees moving from space within the Institution, report the space you occupied prior to the move and assign the space accordingly.

· All space within the new building will be reviewed separately as part of the cost projections developed for the FY 2001 F & A Cost Proposal Submission.

How Do We Get Started?

Each department will be provided with a space inventory and functional usage binder at the commencement of the interview process.

Included in this binder are:

· Space Survey Guidelines

· Summary of Rooms assigned to the department 

· Individual Room Survey Forms

· Floor plans (where available)

· FRS account listings by department

· Listing of department personnel

· Functional usage categories descriptions

The Space Survey Team will review this information with you during the initial interview.


Point of Contact Nomination Form:

· Please complete the "Point of Contact Nomination Form.

· A member of the Space Team will contact the representative nominated to arrange the initial interview for your department.

· This representative will act as the key coordinator for your department throughout the Space Functional Usage Survey.

· The representative will not necessarily be responsible for completing the detail functional usage information.

The University of Connecticut

FY 2001 Space Inventory and Functional Usage Study

Point of Contact Nomination Form

Department Number:
_____________________________________________

Department Name:

_____________________________________________

Point of Contact:

_____________________________________________

Title:



_____________________________________________

Telephone:


_____________________________________________

Email Address:

_____________________________________________

Building:


_____________________________________________

Room Number:

_____________________________________________

Name of Nominator:

_____________________________________________

Title of Nominator:

_____________________________________________

