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	STATE OF MISSOURI

OFFICE OF ADMINISTRATION

DIVISION OF FACILITIES MANAGEMENT,  DESIGN AND CONSTRUCTION

FUNCTIONAL SPACE ANALYSIS
	

	
	
	DATE

     

	AGENCY

     

	ADDRESS
     

	     

	PHONE NUMBER

     
	FAX NUMBER

     

	NAME OF PERSON MAKING REQUEST

     

	STAFF - OFFICE AND WORKSTATION REQUIREMENT

	Qty. of Appropriated FTE Today
	Agency Position Title
	Title Code
	Private/Open       (P, O)
	Square Footage Per FTE
	Total Minimum Square Footage
	Additional Requirements (provide description, quantity and size of furniture/equipment/storage units which CANNOT be accommodated within space standard allocation
	Addt’l Space Allocation (Sq. Ft.)
	Total Space Requirements

	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     

	FUNCTIONAL SUPPORT AREA REQUIREMENT

	Quantity
	Type of 

Support Areas
	Private/Open (P, O)
	Square Footage per Item
	Total Minimum Square Footage
	Support Areas Accommodating People
	Other Support Areas or Equipment/Furniture (provide description, quantity and size of furniture/equipment/storage units within the support areas)

	
	
	
	
	
	Minimum # of People
	Maximum # of People
	

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	NEW JOB TITLE

	A

Job Title
	B


	C
	D

Equipment
	E

Remarks

	
	Functional Workspace Code
	Private or Open
	Telephone
	Fax
	Adding Machine
	Word Processor
	PC
	Printer
	Typewriter
	5 Drawer Lateral File
	2 Drawer Lateral File
	5 Drawer Vertical File
	2 Drawer Vertical File
	Flat File
	Drafting Table
	Bookshelf
	Other (Describe and
	Dimension in Remarks)
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	A - List all new job titles, classifications or support areas found in your division/department that may require office space.

	B - Reverence the Statewide Space Standards (3-2006) to determine that most appropriate workstation/workspace.

	C - Indicate with a “P” if the personal work area should be private.  Indicate with an “O” if the personal work area should be open

	      If private, list in column “E - Remarks” the reasons why.

	D - Check all equipment typically needed in the personal work area or office.

	E - Use this column to further explain or to describe unique features or equipment found in this personal work area or office.

	


