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Customer Authorization Pre-Visit Questionnaire
Flying Squadrons

-----     Please complete a Questionnaire for each separate Unit.     -----
Please return this form via DoD Safe or encrypted email.  Once the manning data has been added this document becomes CUI.

UNIT TITLE: 
Unit POC’s Information:
	[bookmark: _Hlk95821192]Last Name
	First Name
	Title
	Rank/Grade
	Email Address
	Phone Number

	
	
	
	
	
	



Alternate POC’s Information:
	Last Name
	First Name
	Title
	Rank/Grade
	Email Address
	Phone Number

	
	
	
	
	
	



Unit Mission Statement Please indicate type of aircraft, PAA, crew ratio, and average sorties a month.  Explain any additional missions that may drive more space, i.e. total force integration with the reserves, training requirements, etc.:
	



I. Authorized Manpower: List your unit's “funded” authorization TOTALs for four years out:     Note: Authorizations will be generated by using only funded manpower for a pre-determined fiscal year and quarter. Please answer the following questions based on the Unit Manpower Document (UMD) 4 years out. If your current authorizations differ from the current UMD, please explain. Include specific additions/subtractions, over hires, matrixed, interns, etc. For Contractors, please supply a .pdf file of the contract clause or PWS appendix that details the facility number and/or square footage, if space is defined.
	
	Total Funded Full Time Active-Duty Military / Government Civilians
	IMA Reserves
	Contractors* or staff not on UMD.  Staff that may be matrixed from other units.


	Staff working full time in unit (not in a SCIF)
	
	
	

	Staff working full time in a SCIF (if applicable)
	
	
	

	Staff working shift work
	
	
	

	TOTAL STAFF
	
	
	



II. Occupied Spaces: List ALL Buildings you currently operate in, the office symbol to the flight level that occupies that space, and their purpose. If you share a SCIF space indicate the building number and who “manages” the space.

	Building
	Office Symbol
	Purpose
	Does Space Meet Your Requirement?

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



[bookmark: _Hlk25218601]III. Administrative Office Spaces: List the following Office Space Requirements “needed” by personnel and not necessarily where they sit now. 
PRIVATE OFFICE (SF based on DAFMAN 32-1084) Positions that earn private offices include Commander, Division Chief/Deputy, SEL/Superintendent, First Sergeant, Director of Operations, Military/Civilian Personnel Chief, Public Affairs Chief, Safety Chief, Judge Advocate, Chaplain, Historian, etc. Authorized SF is presented in the Whole Building Design Guide’s (WBDG) FC 6 CG 61 Administrative and Administrative Support Space Table 3.1. at Category 61_Admin and Admin Support Spaces Facility Standard Memo (wbdg.org).  For those who do not meet those criteria, Team “Huddle” rooms will be provided for other personnel needing to conduct private discussions.

	Position Title
	Indicate if they are assigned to Squadron

	(CC) Squadron Commander
	

	(DO) Director Operations or Operations Officer (or CD) 
	

	(CCC) Senior Enlisted Leader
	

	Flight Commander (Indicate how many flights are in Squadron)
	

	(CCF) First Sergeant
	

	(SME) Flight Surgeon
	

	(ISSO) Security Officer (if assigned)
	

	Resiliency Officer (True North, Social Worker, Mental Health) If assigned full time.
	

	
	

	
	

	
	


Open or Shared Office (*SF based on WBGD guidance mentioned below) Please indicate the number of workspaces required. A workspace should be assigned for staff that work 40 hours a week at a desk. It is common for several staff to share a workspace for additional duties. For these shared duties, indicate the peak number of personnel that will work in that section at one time. – Please update the Office Symbol Code (OSC) as needed.
	Administrative Workspaces Required: 
	# workspaces needed

	(CSS) Supervisor
	 

	(CSS) Admin Support (Secretary)
	 

	(CSS) Commander Support Staff
	 

	(CSS) Executive Officer
	 

	(ADO) Assistant Director Operations
	 

	(1DOA) Flight Supervisor
	 

	(1DOA) A Staff
	 

	(1DOB) Flight Supervisor
	 

	(1DOB) B Staff
	 

	(1DOC) Flight Supervisor
	 

	(1DOC) C Staff
	 

	(DOC) Combat Crew Communications Supervisor
	 

	(DOC) Combat Crew Communications Staff
	 

	(DOK) Weapons and Tactics Supervisor
	 

	(DOK) Weapons and Tactics Staff
	 

	(DOS) SARM Supervisor
	 

	(DOS) SARM Staff
	 

	(DOS) Scheduler Supervisor
	 

	(DOS) Scheduling Staff
	 

	(DOT) Unit Training Manager
	 

	(DOT) Training Supervisor
	 

	(DOT) Training Staff
	 

	(DOV) Stan/Eval Supervisor
	 

	(DOV) Stan Eval Staff
	 

	(DOX) Unit Deployment Manager
	 

	(DOX) Mobility and Plans Supervisor
	 

	(SE) Safety Officer
	 

	(UPC) Unit Program Coordinator
	 

	(IN) Intelligence
	 

	(SME) Squadron Medical Element
	 

	(AFE) Aircrew Flight Equipment Manager If collocated
	 

	(AFE) Aircrew Flight Equipment Staff If collocated (Task stations)
	 

	
	

	
	 

	
	 


IV. Admin Special Purpose Space: List the following Admin Special Purpose Spaces you require. This list is developed for several different types of flying squadrons.  Please indicate what rooms are required for your unit to meet its mission requirements. Add any additional spaces not mentioned.
ADMINISTRATIVE SPECIAL PUROPSE SPACE
	Administrative Special Purpose Space
	Qty
	Description

	Administrative Support Space
	AUTO 
	This space is automatically calculated at 8 SF per workspace in the unit.  For more information see Category Group 61 — Administrative Facilities Overview para 3.1. This includes space for working office storage, copiers, working files, printers, scanners, shredders, safes, lactation rooms and facsimile machines.

	Squadron Commander Conference Room
	1
	1 per squadron 150 SF

	Break Rooms (Kitchen/Vending)
	AUTO 
	This space is automatically calculated at 3 SF per full time staff assigned to squadron. For more information see Category Group 61 — Administrative Facilities Overview Table 4, Minimum 50 NSF

	Waiting Areas
	 
	Sq CC waiting area 4 seats standard

	Discussion Room 
	 1
	Each unit will be assigned 1 discussion room for Supervisors to use for private discussions.

	
	
	Do you have part time True North, Social workers, First Sergeants working in the unit?

	
	
	How many are at the unit at one time? 

	Operations Desk (STEP Desk) Only indicate if this is collocated with the flying squadron and not at OSS.
	 
	Does the Unit have a Step Desk?

	
	
	Indicate how many Ops staff man the Step desk.  

	
	
	How many Maintenance staff sit at the Step Desk?

	
	
	How many Weather staff sit at the Step Desk?

	Mass Briefing
	1
	Indicate total full time staff assigned to squadron (One mass briefing room per 2 squadrons)

	Mission planning
	 
	Is the mission planning room in the flying squadron? Average room is 400 SF - 2 worktables, 48sf 15 task stations 300 sf, oversize map storage 40sf

	Boom Operator Integration Center
	 
	Is there a Boom integration room in the flying squadron? Average room is 400 SF - 1 worktable, 48sf 15 task stations 300 sf, training area

	Load Crew Integration Center
	 
	Is there a Load crew integration room in the flying squadron? Average room is 400 SF - 1 worktable, 48sf 15 task stations 300 sf, training area

	Small Briefing rooms (only indicate if not located in OSS)
	 
	Do you require small briefing - debriefing rooms in the squadron?  Average room is 150 SF, to accommodate 7 seats, and includes a viewing area.

	
	
	If yes, indicate how many rooms are needed?

	
	
	How many seats are needed in each room?

	Large briefing room (only indicate if not located in OSS)
	 
	Do you require a large briefing - debriefing room in the squadron. Average room is 240 SF - 12 seats and includes a viewing area.

	
	
	If yes, indicate how many rooms are needed?

	
	
	How many seats are needed in each room?

	SIPR Room, do not count SIPR drops at a desk.
	
	Do you require a SIPR room in the squadron Average room is 20 SF per desk, 80 SF Minimum

	
	
	If yes, how many full time staff work there? 

	
	
	How many task stations are needed?

	Part Task Trainers (PTT)
	 
	Do you have Part Task Training Simulators located in the unit? This space may include space for the server and instructor/observer.

	
	
	How many PTT are in the unit?

	
	
	Estimate the SF for each one.

	Classroom
	 
	Are there classrooms required in the unit? What type of training is accomplished ____________

	
	
	How many classrooms are required?

	
	
	How many seats are required in each?

	Learning Center
	 
	Is there a learning center required for the unit mission?  

	
	
	If yes, how many study carols?

	
	
	If yes, how many bookshelves?

	Standard Evaluation Testing stations
	 
	How many Stand/Eval testing stations are required in your unit. 20 SF each for required Testing Station

	
	
	<add any additional space needed>

	
	
	<add any additional space needed>

	
	
	<add any additional space needed>

	
	
	<add any additional space needed>


Special Purpose Requirements (non-administrative special purpose space) The space below is for additional space required by your unit.  Add additional lines for rooms not listed.  
	Special Purpose Space Title
	Qty
	Description

	Mobility Kit storage (number of Bags stored in the unit, not in LRS)
	 
	Do you have mobility bags assigned to the flying crew that is maintained in the Squadron or by LRS? Average is 3 SF per bag, usually 3 bags per rated crew member

	(AFE) Aircrew Flight Equipment, if collocated with Squadron Operations
	 
	Is AFE collocated with the unit? If yes, indicate how much SF is required for their maintenance area. Sewing Machine, workbenches, tool repair parts, (If collocated with Ops Squadron)

	(AFE) Aircrew Flight Equipment Lockers, if collocated with Squadron Operations
	 
	Indicate the number and size of the AFE lockers for Crew Equipment. Average lockers are 6- 24 SF max per rated crew equipment maintain (If collocated with Ops Squadron). Please count all equipment maintained at the unit.

	(AFE) Aircrew Flight Equipment, if collocated with Squadron Operations
	 
	Are there mobility cases assigned to the unit mission?  If so, and the equipment is maintained at the unit, indicate how much space is required for storage. 

	(AFE) Aircrew Flight Equipment, if collocated with Squadron Operations
	 
	Does AFE need a NVG testing and maintenance room? Average is 100 sf Night vision google testing room (If collocated with Ops Squadron)

	In flight equipment (iPads, laptop)
	 
	Does the unit have EFB?  Indicate the amount of space needed to charge and update. If stored in the unit, Electronic Flight Bag (EFB) etc.,

	 
	 
	 <add any additional space needed>

	
	
	<add any additional space needed>

	 
	 
	 <add any additional space needed>


     --------------------     V. SCIF Space     --------------------
*Only complete the questions below if FULL SCIF Facility Space is required. Note Space will be defined in Unclassified space, Secure Access or SCIF, no duplicated spaces
What building does the unit currently use for their SCIF space?  _________
Who “owns or manages that space”? _________
	SCIF Room Title
	Qty
	Description

	Intelligence Flight Chief
	
	Staff working full time in SCIF

	Intelligence Staff
	
	

	Weapons and Tactics Staff
	
	Staff working full time in SCIF

	Hot desks
	
	For staff to work short term in the SCIF

	Is Mission Planning space shared with other squadrons?
	
	

	Mission Planning
	
	Indicate the size required mission planning average size is 400 SF.

	Mass Briefing
	
	Is the mission planning room in the SCIF? Average room is 400 SF - 2 worktables, 48sf 15 task stations 300 sf, oversize map storage 40sf

	Large Briefing Room
	
	Do you require a large briefing - debriefing room in the squadron?  If yes, indicate how many seats are needed in each room. Average room is 240 SF - 12 seats and includes a viewing area.

	Small Briefing Room
	
	Do you require small briefing - debriefing room in the squadron?  If yes, indicate how many rooms are needed and how many seats are needed in each room.  Average room is 150 SF, accommodate 7 seats, and includes a viewing area

	Admin Special Purpose
	
	This space is automatically calculated at 8 SF per workspace in the SCIF. For more information see Category Group 61 — Administrative Facilities Overview para 3.1. This space includes working office storage, pens papers, copiers, working files, printers, scanners, shredders, safes, and facsimile machines.

	 
	
	 <add any additional space needed>

	
	
	<add any additional space needed>

	
	
	<add any additional space needed>
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