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        Technical and Professional Library. FAC: 6100 


CATCODE: 171356 


OPR: AETC 


OCR: 2AF, AU, USAFA 


1.1. Description. This facility houses technical and/or professional research and 


reference materials required by specialized functional areas. This code is used to identify 


libraries larger than 500 SF and separated by walls or partitions from adjacent 


administrative, medical or other types of space. 


1.2. A defined facility standard is not currently available for this CATCODE.  By default, 


all requirements are user justified until a standard is established or adopted. 
 








 


Recruit Processing.   FAC: 6100 


 


CATCODE: 171822 


OPR: AETC/RS 


OCR: N/A 


 


1.1.  Description. These facilities are used for in processing for basic training programs 


for officers. 


1.2.   A defined facility standard is not currently available for this CATCODE.  By 


default, all requirements are user justified until a standard is established or adopted. 
 
 








Medical Command and Administration.   FAC: 6100 


CATCODE: 510125 


OPR: AFMSA/SG8F 


OCR: N/A 


1.1.  Description. Facility designed for command and administration of medical space. 
Functional space areas include resource management, registrar, medical squadron, 


reception and information, and conference areas. (Usually at a hospital). 
1.2.   A defined facility standard is not currently available for this CATCODE.  By 


default, all requirements are user justified until a standard is established or adopted. 








Patient Welfare.   FAC: 6100 


CATCODE: 510915 


OPR: AFMSA/SG8F 


OCR: N/A 


1.1.  Description.  Medical space used for the convenience of patients while in the 


hospital. Functional spaces include Red Cross, base exchange, chaplain, patient library, 


and lounge. (Usually in a hospital). 


1.2.  A defined facility standard is not currently available for this CATCODE.  By default, 


all requirements are user justified until a standard is established or adopted. 








 


Vehicle Operations Facilities.  FAC: 6100 


CATCODE: 610121 


OPR: AF/A4LE 


OCR: N/A 


1.1. Description. This facility includes vehicle management offices and 


administrative space, dispatch office, an isolated taxi dispatch office, driver 


evaluation and testing classroom, a driver’s ready room, vehicle records keeping 


section, lockers, and secure storage space for operator care items. 


1.2.  Requirements Determination. This facility is necessary for the management, 


operation and control of the base support fleet and U-Drive-It vehicle fleet. 


Reference AFI 24-301, Vehicle Operations, and AFI 23-302. 


1.3.  Scope Determination. Figure 1.1 below is an example of the space requirements 


for a vehicle operations administration building. This is based on supporting a fleet 


of 1,500 vehicles as broken out in the notes to the table. This is an example only; 


the size of the facility depends upon fleet size and local mission and operational 


requirements. For additional guidance see FC-6, CG-61 Administrative Overview 


paragraph 1.7. 


1.4. Dimensions.  See Figure 1.1. 


1.5. Design Considerations. Collocate the facility with the Vehicle Parking 


Operations area (CATCODE 852261) and Vehicle Maintenance Shop (CATCODE 


214425) and situate it so that the dispatcher has visual coverage of the parking area 


and the entry and exit point. 


Figure 1.1. Example of Authorized Spaces for Vehicle Operations Administration. 1 


 
Offices Office Type (see FC-6, 


CG-61 Admin Overview 


Tables 1.2 and 1.2.1) 


Vehicle Operations Officer D  


Vehicle Operations Superintendent D  


Vehicle Operations Administration F (per person) 


Vehicle Operations Support (Shift Supervisor) F  


Special Purpose Spaces m2 ft2 


Vehicle/Taxi Dispatch 37.2 400 


Guard Station 8.4 90 


Drivers Ready Room (Lounge) 51.1 550 


Break Room See FC-6, CG-61 Admin 
Overview Table 1.3. 


Lockers 18.6 200 


Fleet Management (4) 40 432 


Conference/Training Room See FC-6, CG-61 Admin 
Overview Table 1.4. 







 


Equipment Support 16.7 180 


Operator Care/Cleaning 62.2 670 


Storage 43.7 470 


Vehicle Records Keeping Section User justified 


Driver Evaluation and Testing Classroom User justified 


Command and Control User justified 


NOTES: 


1. This is based on a unit supporting a fleet of 1,500 vehicles. Units of a different size 


should justify these quantities, in m2, ft2, or space types. 


 








 


Supply Administration.  FAC: 6100 


CATCODE: 610122 


OPR: AF/A4LE 


OCR: N/A 


1.1. Description. This facility houses the main administrative offices of the Supply 


organization. 


1.2. Requirements Determination. Include space for all assigned personnel whose 


primary duties are performed at a desk, excluding Fuels Management branch 


personnel, data processing, and section/work centers directly involved in the 


management and handling of property. Special Purpose Spaces may include a 


classroom to support supply customer training. The need and justification for a 


separate classroom and its seating requirements should be established under the 


general space criteria given in FC-6, CG-61 Admin Overview paragraph 1.7 and 


Table 1.1 below. 


1.3. Scope Determination. 


1.3.1. Included in this category code are offices for the Logistics Readiness 


Squadron (LRS), Deployment and Distribution Flight, Materiel Management 


Flight, and Vehicle Management Flight. Specific sections are broken out in USAF 


PAD 08- 01 1 May 08. This excludes data processing, retail sales, repair cycle 


support, section/work center personnel, vehicle operations facilities, Cargo 


Movement/Personal Property/Small Air Terminal and Passenger Movement 


facilities, and the Fuels Management Flight because they are included in other 


total space requirements (CATCODEs 442758, 610121, 610142, and 610711). 


1.3.2. Space requirements exclude the space occupied by supply computers, 


telecommunications, and operating personnel. This space is reported under 


CATCODE 610711. Operating personnel are defined as computer operators, 


input/output or production controllers, and customer or field engineers. 


Remaining computer support offices, such as remote locations, and supply 


systems office are included in supply administration. 


1.4. Dimensions.  See Table 1.1 below. 


1.5. Design Considerations.  This facility is usually adjacent to, or an integral part 


of, Warehouse Supply and Equipment (CATCODE 442758). 


 


 


 


 


 


 


 







 


 


Table 1.1. Authorized Spaces for Supply Administration. 
 


Offices Office Type  


(see FC-6,  CG-61 


Admin Overview 


Tables 1.3 and 1.4) 


Fuels Management branch personnel, data 


processing, and section/work centers directly 


involved in the management and handling of 


property 


E-H 


Deployment and Distribution Flight, Materiel Management 


Flight, and Vehicle Management Flight. (Specific sections 


are broken out in HQ USAF PAD 08-01 1 May 08.) 


D-H 


Data processing, retail sales, repair cycle support, 


section/work center personnel, vehicle operations facilities, 


Cargo Movement/Personal Property/Small Air Terminal 


and Passenger Movement facilities, and the Fuels 


Management Flight because they are included in other total 


space requirements. (CATCODE 610711, 442758, 610121 


and 610142) 


E-H 


Operating personnel such as computer operators, 


input/output or production controllers, and customer or 


field engineers (reported under CATCODE 610711) 


F-H 


Special Purpose Spaces 


Classroom to support supply customer training See FC-6,  CG-61 


Admin Overview Table 


1.4 


 












 


Air Force Plant Administration Office.  FAC: 6100 


CATCODE: 610123 


OPR: AFCEC/CFT 


OCR: N/A 


1.1. Description.  See FC-6, CG-61 Admin Overview paragraph 1.7 under “Tenant 


Administrative Offices.” 


1.2. Requirements Determination.  See FC-6, CG-61 Admin Overview paragraph 


1.7. 


1.3. Scope Determination.  See FC-6, CG-61 Admin Overview paragraph 1.7. 


1.4. Dimensions.  See FC-6, CG-61 Admin Overview paragraph 1.7. 


1.5. Design Considerations.  See FC-6, CG-61 Admin Overview paragraph 1.7. 
 








 


Company Headquarters Building.  FAC: 6101 


CATCODE: 610124  


OPR:  


OCR:  


1.1. Description. A building provided for companies, batteries, and troops as space to 


perform daily administrative and supply activities. It is also known as a company 


operations facility. Separate unit headquarters at echelons below company (platoon, 


detachment, contact team, and so on) are reported as 61050, Administrative Building, 


General Purpose. 


1.2. A defined facility standard is not currently available for this CATCODE.  By default, 


all requirements are user justified until a standard is established or adopted. 








 


Company Headquarters Building – Transient Training.  FAC: 6101 


CATCODE: 610125  


OPR:  


OCR:  


1.1. Description. A building provided for companies, batteries, and troops as space to 


perform daily administrative and supply activities to be used by Active and Reserve 


Component units from other installations conducting training at a host site such as a major 


training area. This category of facilities is also known as a company operations facility. 


Separate unit headquarters at echelons below company (platoon, detachment, contact team) 


are reported as General Purpose Administrative Building.  


1.2. A defined facility standard is not currently available for this CATCODE.  By default, 


all requirements are user justified until a standard is established or adopted. 








 


Base Personnel Office.  FAC: 6100 


CATCODE: 610128 


OPR: AF/A1 


OCR: N/A 


1.1. Description. This office houses the military and civilian personnel administration 


function and, where appropriate, the education services function. Military personnel 


management activities cover the following areas: personnel systems management 


administration, career control, records section, quality control, personal affairs, 


processing, and career assistance and counseling. Civilian services include 


administration, affirmative employment, positions classification and position 


management, systems management, employee and labor management relations and 


training, and resources management. 


1.2. Requirements Determination. Space requirement for the office includes the sum 


of military and civilian personnel management space requirements as determined in 


Table 1.1 and Table 1.2. Military criteria are based upon military population as shown 


in Table 1.1. Military population supported by the office may include personnel that are 


stationed off base. The given areas should be prorated according to the actual population 


supported. 


1.3. Scope Determination. Special Purpose Space requirements include a classroom for 


training/orientation; equipment area for desktop computers, printers, and various filing 


and storage cabinets; a reception lobby and waiting area; group activity lounge; and 


counseling rooms. An Education Center (CATCODE 730441) may be collocated with 


the base personnel office using the center’s space criteria. See FC-6, CG-61 Admin 


Overview paragraph 1.1.  


1.4. Dimensions.  See Table 1.1 and 1.2. 


1.5. Design Considerations. Establish a separate and private office (for both Employee 


Relations functions and Labor Relations specialists) so that confidentiality in these 


areas is not compromised. 
 


Table 1.1. Base Personnel Office Space Requirements. 
 


Military Population Net Area 
 m2 ft2 


3,000 1,022 11,000 


5,000 2,230 24,000 


10,000 2,601 28,000 
 


 


 


 


 


 


 


 


 


 


 


 







Table 1.2. Authorized Spaces for Personnel Office Facility. 


Offices Office Type 


(see FC-6,  CG-61 


Admin Overview 


Tables 1.2 and 1.2.1.) 


Military or Civilian Personnel Officer C 


Deputies, Flight Chiefs, Employee Relations, 


and Labor Relations 


D 


Section Chiefs E 


All others   F-H 


Special Purpose Spaces m2 ft2 


Employment Office/Customer Service User justified 


File Room User justified 


Reception/Waiting User justified 


Group Activity Lounge See FC-6, CG-61 Admin 
Overview Table 1.4 


Private Individual Counseling Room 18 190 


Private Group Counseling Room 13 140 


Training/Orientation Room See FC-6, CG-61 Admin 
Overview Table 1.4 


Training Group/Activity Room See FC-6, CG-61 Admin 
Overview Table 1.4 


Civilian Personnel Officer User justified 


Reference Library User justified 








Traffic Management Facilities.  FAC: 6100 


CATCODE: 610142 


OPR: AF/A4LE 


OCR: N/A 


1.1. Description. These facilities house the administrative offices of the traffic 


management personal property sections (inbound, outbound, non-temporary 


storage, direct procurement method, and quality control), passenger section, 


surface freight section, packaging and crating section, and the contract commercial 


travel office (CTO). Non-Aerial Port locations are authorized Cargo 


Movement/Personal Property/Small Air Terminal and Passenger Movement 


sections. Aerial Port locations are authorized Cargo Movement/Personal Property 


and Passenger Movement sections. 


1.2. Requirements Determination. The facility is necessary for the administration, 


shipping, and receiving by rail and truck of military supplies, household goods, 


personal effects, and movement of personnel by air and surface modes of 


transportation. 


1.3. Scope Determination.  See FC-6, CG-61 Admin Overview paragraph 1.1.  


1.4. Dimensions.  See Table 1.1 below. 


1.5. Design Considerations. Customs Sterile Holding Area (authorized for overseas 


areas only), requires an area to accommodate locally generated cargo, with 


controlled access. Security fencing at least 2 m (6.56 ft) in height, topped with at 


least three strands of barbed wire affixed to outriggers is necessary, with floor to 


ceiling fencing preferred. Depending on the type of cargo, some locations require an 


outside Customs Holding Area which does not need to be covered, but does require 


a hard-stand and fenced. Space requirements vary from base to base depending 


on the mission and type of cargo. Each overseas command has different directives. 


Contact respective MAJCOM POC for current guidance. 


Table 1.1. Authorized Spaces for Traffic Management Facility. 


Offices Office Type 


(see FC-6,  CG-61 


Admin Overview 


Table 1.2 and 1.2.1) 


Traffic Management Officer D 


Section Chiefs E 


All others   F-H 


Special Purpose Spaces m2 ft2 


Customs Sterile Holding Area User justified 


Shipping User justified 


Receiving User justified 


Computer/Communications User justified 


Material Handling, Crating User justified 












Munitions Maintenance Administration.  FAC: 6100 


CATCODE: 610144 


OPR: AF/A4LW 


OCR: N/A 


1.1. Description. Facility designed for munitions maintenance squadron administrative 


and control functions. 


1.2. A defined facility standard is not currently available for this CATCODE.  By default, 


all requirements are user justified until a standard is established or adopted. 








 


Orderly Room in Dormitory.  FAC: 6100 


CATCODE: 610241 


OPR: AF/A1 


OCR: AF/A4CA 


1.1. Description. The squadron orderly room space is normally located in the building 


that serves as the squadron's principal place of work and the space is identified under 


the category code of that facility. However, if a squadron elects to locate its 


squadron orderly room in a dormitory, the space used as the squadron orderly 


room should still be categorized under CATCODE 610241. 


1.2. Requirements Determination. Orderly room space should not be duplicated in 


other squadron-occupied facilities. Also, the use should be confined to office space 


and should not include any common use, service, and storage space properly coded as 


dormitory space or other type space. 


1.3. Scope Determination.  See FC-6, CG-61 Admin Overview paragraph 1.1.   


1.4. Dimensions.  See FC-6, CG-61 Admin Overview paragraph 1.1.   


1.5. Design Considerations.  See UFC 4-610-01. 
 








 


Wing Headquarters.  FAC: 6100 


CATCODE: 610249 


OPR: AFCEC/CFT 


OCR: N/A 


1.1. Description.  This facility accommodates the staff offices of the 


headquarters for operational wings, air base wings, or training wings. 


1.2. Requirements Determination.  See FC-6 CG-61 Admin Overview paragraph 


1.1. 


1.3. Scope Determination.  See FC-6 CG-61 Admin Overview paragraph 1.1. 


1.4. Dimensions.  See FC-6 CG-61 Admin Overview paragraph 1.1. 


1.5. Design Considerations.  See UFC 4-610-01. 
 








 


Headquarters Center.  FAC: 6100 


CATCODE: 610281 


OPR: AFCEC/CFT 


OCR: N/A 


1.1. Description. This facility accommodates the staff offices of the various center 


organizations. These include AFMC Centers, AETC Training Wings, and 


miscellaneous centers under USAF, AMC, and ACC. 


1.2. Requirements Determination.  See Headquarters Facilities paragraph 1.1. 


1.3. Scope Determination.  Examples of staff organizations follow: 


1.3.1. AFMC Centers which often include offices of safety, plans and 


requirements, executive services, Comptroller, contract management, and other 


directorates, in addition to the commander's office; 


1.3.2. Air Force Headquarters (CATCODE 610282); 


1.3.3. Major Command Headquarters (CATCODE 610284); 


1.3.4. Numbered Air Force Headquarters (CATCODE 610285); 


1.3.5. Named/Numbered Division Headquarters (CATCODE 610286); 


1.3.6. Named divisions including the various divisions under AFMC's Air Force 


Acquisition Logistics Division; and 


1.3.7. Numbered divisions including air divisions, strategic aerospace divisions, 


and aerospace defense divisions. The headquarters of many numbered divisions 


contain very few personnel and, in the interest of avoiding unnecessarily 


detailed reporting, their space requirements can be combined with that of other 


on-base headquarters. 


1.4. Dimensions.  See FC-6 CG-61 Admin Overview paragraph 1.1. 


1.5. Design Considerations. See UFC 4-610-01. 
 








 


Air Force Headquarters.  FAC: 6100 


CATCODE: 610282 


OPR: AFCEC/CFT 


OCR: N/A 


1.1. Description. This category code applies to building space occupied by the staff 


offices of HQ USAF, including Direct Reporting Units (DRU) and Field Operating 


Agencies (FOA). See AFI 32-9010 for space allocations. 


1.2. Requirements Determination.  See FC-6 CG-61 Admin Overview para 1.1. 


1.3. Scope Determination.  See Headquarters Facilities paragraph 1.1. 


1.4. Dimensions.  See Headquarters Facilities paragraph 1.1 


1.5. Design Considerations.  See UFC 4-610-01. 
 








 


Major Command Headquarters.  FAC: 6100 


CATCODE: 610284 


OPR: AFCEC/CFT 


OCR: N/A 


1.1. Description.  This category  code  applies  to  building  space  occupied  by the 


headquarters staff offices including field extensions. 


1.2. Requirements Determination.  See FC-6 CG-61 Admin Overview paragraph 


1.1. 


1.3. Scope Determination.  See Headquarters Facilities paragraph 1. 1. 


1.4. Dimensions.  See Headquarters Facilities paragraph 1.1. 


1.5. Design Considerations.  See UFC 4-610-01. 
 








 


Numbered Air Force Headquarters.  FAC: 6100 


CATCODE: 610285 


OPR: AFCEC/CFT 


OCR: N/A 


1.1. Description.  This category code applies to building space occupied by the 


headquarters staff offices including field extensions. 


1.2. Requirements Determination.  See Headquarters Facilities paragraph 1.1. 


1.3. Scope Determination.  See FC-6 CG-61 Admin Overview paragraph 1.1. 


1.4. Dimensions.  See FC-6 CG-61 Admin Overview paragraph 1.1. 


1.5. Design Considerations.  See UFC 4-610-01. 
 








 


Named/Numbered Division Headquarters.  FAC: 6100 


CATCODE: 610286 


OPR: AFCEC/CFT 


OCR: N/A 
 


1.1. Description. Named divisions include the various divisions under AFMC's Air 


Force Acquisition Logistics Division. Numbered divisions include air divisions, 


strategic aerospace divisions, and aerospace defense divisions. The headquarters 


of many numbered divisions contain very few personnel and, in the interest of 


avoiding unnecessarily detailed reporting, their space requirements can be combined 


with that of other on-base headquarters. 


1.2. Requirements Determination.  See Headquarters facilities paragraph 1.1. 


1.3. Scope Determination.  See FC-6 CG-61 Admin Overview paragraph 1.1. 


1.4. Dimensions.  See FC-6 CG-61 Admin Overview paragraph 1.1. 


1.5. Design Considerations.  See UFC 4-610-01. 












 


Specified Headquarters.  FAC: 6100 


CATCODE: 610287 


OPR: AFCEC/CFT 


OCR: N/A 


1.1. Description. This is a “collector” category code that accommodates 


miscellaneous major headquarters not otherwise identified. On bases where these 


headquarters are a tenant, the availability of the code reduces the amount of tenant 


space that might otherwise be assigned to the base operating wing or group 


headquarters. The category code should not be used for any headquarters not listed 


above. Requests for additions or deletions should be submitted to AFCEC/CFT with 


supporting information. 


1.2. Requirements Determination.  See Headquarters Facilities paragraph 1. 


1.3. Scope Determination.  The facility accommodates the staff comprising 


the headquarters of the following organizations: 


1.3.1. AFMC's named laboratories and Satellite Control Facilities; 


1.3.2. Named Services including Aerospace Audio-visual, Aerospace Rescue 


and Recovery, and Defense Commissary Agency; 


1.3.3. AETC Numbered Technical School; 


1.3.4. AETC School, Institute, or College located at Maxwell AFB and 


elsewhere; 


1.3.5. USAF School of Aerospace Medicine; 


1.3.6. Health Care Science School; 


1.3.7. USAF Military Training School; and 


1.3.8. AF Wright Aeronautical Laboratories. 


1.3.9. Air Logistics Center Headquarters space requirement are excluded and 


are provided under Depot Operations Logistical Facility (CATCODE 610675). 


1.4. Dimensions.  See FC-6 CG-61 Admin Overview paragraph 1.1. 


1.5. Design Considerations.  See UFC 4-610-01. 
 








Depot Operations Logistical Facility.  FAC: 6100. 


CATCODE: 610675 


OPR: AF/A4LE 


OCR: AFMC 


1.1. Description. This facility accommodates the Air Logistics Center (ALC) 


commander and staff, including the directorate of plans and programs and all 


administrative functions of the following directorates: material management, 


maintenance, distribution, procurement, and production. 


1.2. Requirements Determination. Analyze facility population and provide 


justification for all spaces. 


1.2.1. Excluded are administrative and staff offices within the base operating 


headquarters (group, wing, and so forth) that are properly reported under other 


administrative category codes. Also excluded are servicing offices located in 


ALC operational facilities (production facilities, research, development, test 


facilities, and depot storage facilities). 


1.2.2. Servicing offices are defined as those offices occupied by personnel whose 


primary functions pertain solely to the operation being performed in the 


building. Functions include first echelon supervision, inspection, material 


control, work order processing, workload scheduling, certain phases of quality 


control, and similar duties. Servicing office space is reported under the basic 


facility being serviced. 


1.3. Scope Determination.  See FC-6 CG-61 Admin Overview paragraph 1.1. 


1.4. Dimensions.  See FC-6 CG-61 Admin Overview paragraph 1.1. 


1.5. Design Considerations.  See UFC 4-610-01.   
 








 


Administrative Office, Non-Air Force.  FAC: 6100 


CATCODE: 610811  


OPR: AFCEC/CFT 


OCR: N/A 


1.1. Description. This category code identifies those facilities used for non-Air Force 


administrative space. This space can be used by, but not limited to, the Army or Navy. Can 


also be used for State, ANG, and ARNG space. 


1.2. A defined facility standard is not currently available for this CATCODE.  By default, 


all requirements are user justified until a standard is established or adopted. 








 


Red Cross Office.  FAC: 6100 


CATCODE: 740717 


OPR: AF/A1D 


OCR: AF/A1S, AFSVA, MAJCOM/A1S 


1.1. Description.  The Red Cross Director and his staff provide counsel and act as the 


investigating agency for military dependents in judging hardship discharges. 


1.2. Requirements Determination.  Space allowances are determined under the 


administrative space criteria given in Facility Class 6 of this Manual. There are no 


DoD criteria for the facility; therefore, projects are approved as exceptions to criteria. 


1.3. Requirements Determination.  Contact OPR for latest requirements and 


guidance. 


1.4. Dimensions.  Contact OPR for latest requirements and guidance. 


1.5. Design Considerations.  Office space for the Red Cross may be included in the base 


headquarters or in a similar administrative building. Collocation with the Airman and 


Family Readiness Center (CATCODE 740253), is desirable. 
 








FACILITY CLASS 6, ADMINISTRATIVE 


Category Group 61, Administrative and Administrative Support Spaces. 


1.1.  Introduction and Program Considerations. This chapter identifies program requirements 
for Administrative and Administrative Support Spaces. These spaces support the administrative 
affairs of a military establishment and should be programmed and designed such that it enhances 
the main mission or functions of an organization. In addition to the area requirements, 
administrative and support spaces should be programmed and designed so that these facilities can 
be flexible, cost-effective, and create an atmosphere that increases morale, productivity, and 
collaboration. This Manual provides the data needed when programming Air Force projects using 
UFC 4-610-01, Administrative Facilities. Space authorizations listed herein may be used to 
establish space requirements for new administrative facilities, administrative relocations, or 
administrative space in renovated facilities. Use this manual for administrative facilities or for 
administrative areas that are part of facilities that are not primarily administrative. 


 1.1.1.  Administrative Design Standards and Office Space Measurements. Consult UFC 4- 
610-01 for definitions and general design criteria.


1.1.2.  Establishing User Requirements. When using the criteria given, project planners and 
facility designers should analyze the types and numbers of building occupants. Justify the 
number of offices based on the number of authorized full time equivalents (FTE) in an 
approved manning document. Ensure justifications for additional personnel are accompanied 
by approved plans. This should be followed by an analysis of special purpose space 
requirements taking into account the types of activities being housed and efficient 
(maximized) usage of the space. Justifications for all special purpose space such as conference 
rooms, auditoriums, training, and computer rooms should include information on the number 
of people, recurrence of use, the amount of  equipment, and size of equipment that requires 
floor space. Adjustments in both areas may be necessary to satisfy the criteria, but require 
justification. At installations, justifications should be vetted through CE Asset Management 
officials. 


1.2.  Office Areas. Office areas are generally located in areas designated for administrative work 
and administrative support functions. Offices located within special purpose areas should not be 
counted as Office Space. Offices are typically divided into two main  categories: “private” and 
“open”. Administrative Support Space should be programmed for all offices. Consult AFRCH 32-
1001 and ANGH 32-1084 for variances applicable to Reserve and Guard facilities. 


1.2.1.  Private Offices. Private offices are assigned to individuals based on rank and/or duty 
assignment. These offices are intended to provide visual and sound privacy required in the 
course of the occupant’s duties. These offices typically have full height walls or partitions 
from finished floor to finished ceiling. Calculate the required space by determining the 
number and types of open offices (office types A-D) needed. Refer to Table 1.2 for allowable 
space for private offices. 







1.2.2.  Open Offices. Open offices are programmed and designed to incorporate modular 
workstations and are typically occupied by general administrative and/or functional support 
staff. Calculate the required space by determining the number and types of open offices (office 
types E-H) needed. Refer to Table 1.2.1 for allowable open office area. 


1.2.2.1.  Command Suites. A command suite is an office area configuration that 
typically houses a private office for a Commander, private offices for key staff, open 
offices for support staff, a waiting area, and administrative support space. 


1.2.3.  Administrative Support Space. This space supports the administrative functions and 
includes all such functions not included in personal office space. For Air Force facilities, it 
includes circulation in and around office areas and space for working office storage, copiers, 
working files, printers, scanners, shredders, safes, and facsimile machines. 


1.2.4.  Special Purpose Spaces. Special purpose space is defined as space which may be 
required to meet specific or special organizational functional needs. The type, size,  and 
quantity of special purpose space are project specific. Refer to Table 1.3 for typical special 
purpose spaces. In facilities with multiple organizations, provide shared special purpose 
spaces for efficiency. 


1.2.4.1. Assembly Spaces. Assembly spaces are also special purpose spaces that 
include spaces that may be used for conferences, meetings, and training. Refer to 
Table 1.4 for assembly space calculations. 


1.2.5.  Circulation Space. This is space used to traverse in and around all the 
administrative space types above. Use the multipliers below to establish programming 
estimates of the space needed. 


1.3.  Categories of Administrative Space. Categories of space have been established to define 
space calculations common to administrative facilities for programming purposes. 


1.3.1.  The Net Administrative Area includes all of an organization’s office, administrative 
support, and administrative circulation. A per person average of this can  be used when 
programming, analyzing, or estimating space for relocations or space in renovated facilities. 
1.3.2.  The Net Organization Space is the space defined for a distinct organization that is 
part of a shared facility. It includes the Net Administrative Area, special purpose space, and 
circulation for that organization. This is also called Usable Space and can be helpful when 
establishing the relative percentage of a shared facility that should be attributed to an 
organization. 


1.3.3.  The Average Net Square Foot (ft2) Per Person is a calculation of the Net 
Administrative Area divided by the number of persons/offices. 
1.3.4.  The Rentable Space is the prorated area of the overall building shared by an 
organization, excluding major vertical penetrations and exterior walls. This can be calculated 
by multiplying the relative percentage of a shared facility attributed to an organization by 
the gross area of the building. 







1.3.5.  Net Building Area includes Shared Special Purpose space and Shared Special 
Purpose space circulation. 
1.3.6.  The Gross Building Area includes the entire building measured to the outside walls. 
To estimate Gross Building Area for administrative facilities, multiply the Net 
Administrative Area for all organizations by the programming multipliers below. The 
multipliers below include lobbies, restrooms, shared circulation, shared special purpose 
spaces, and other common shared building functions/spaces. 


1.4.  Metrics. Net Administrative Area Metrics for Programming Administrative Spaces 
(without detailed justification): 


1.4.1.  Use an average maximum of 120 ft2 per person (minimum 90 ft2 per person) for Net 
Administrative Area. NOTE: The minimum 90 ft2 per person space standard is typically used 
for relocations or renovation projects. The mix of office types (sizes A-H) may have to be 
revised to meet these limitations. 


1.4.2.  For Administrative Support Space, use a maximum of 40 ft2 per person, and a minimum 
of 20 ft2  per person. 
1.4.3.  A maximum Circulation multiplier up to 10% may be added to Net Administrative 
Area and Special Purpose (Organizational and Shared) space. 
1.4.4. A maximum Net-to-Gross multiplier of 25% should be added to Net Building Area to 
reach the gross building area. 
1.4.5. Conference Rooms. For organizations up to 49 personnel, provide one team room 
for up to 10 persons. For organizations with 50-99 personnel, provide a conference room for 
up to 25 persons and one team room for up to 10 persons. For organizations  with 100-149 
personnel, provide a conference room for up to 50 persons and two team rooms for up to 10 
persons each. For organizations of over 150 personnel, provide an additional 10-person 
conference room capacity and one additional team room for up to 10 persons for each 
additional 100 personnel in the organization.  Additional conference/team space may be 
justified with projections that demonstrate the space is occupied at least 50% of the time 
during duty hours on an annual basis. 


1.5.  Multipliers. These are used by programmers to estimate the next level of space required. 


1.5.1. Circulation Multipliers are added to Special Purpose (Organizational  and Shared) space 
to account for the space needed to circulate in, and around theses spaces. 
1.5.2. Net-to-Gross Multipliers are added to account for the shared space such as 
restrooms, mechanical, lobbies, vestibules, janitor, etc. It is intended to estimate and 
program the size of an entire building to the outside walls for facilities that are primarily 
administrative. 
1.5.3. Rentable Space may be estimated by adding 5% to the Net Organization Space, or the 
actual prorated areas to be shared by the organization, excluding major vertical penetrations 
and exterior walls. Rentable to Gross add 20%. Actual Rentable Space should be calculated 
based on design or actual building configuration. 







1.6.  Programming Methods. There are three methods shown here with progressive levels of 
accuracy. The method used depends on the availability of programming information (Rank-
Based Programming requires the most information). The three methods are: Rapid Programming 
Method (paragraph 1.6.1), Private/Open Office Method (paragraph 1.6.2), and Rank-Based 
Programming Method (paragraph 1.6.3).  


1.6.1. Rapid Programming. Rapid programming is used for estimating 
space requirements quickly based on an estimated number of occupants and special purpose 
space. For primarily administrative facilities, use the Net-to-Gross Multipliers below 
to determine the gross building area. Note that some CATCODE facilities in the 
610-series have a specific authorized gross building area. 


Table 1.1.  Rapid Programming Method. 


Space Type ft2 Factor/Multiplier1 
All offices (Net Organizational Space)2 Max 120 ft2 /person 
Special Purpose Space 
Add Special Purpose Space circulation 10% 


Net Administrative Area 
Shared Special Purpose Space 
Shared Special Purpose circulation 10% 


Net Building Area 
Net to Gross Multiplier 25% 


Gross Building Area 
NOTES: 
1. Use 90 ft2 per person minimum for relocations or renovation projects.
2. Includes Administrative Support Space and Office
Circulation.


1.6.2.  Private/Open Office Method. The private/open office programming method is 
used for calculating space requirements based on the number of occupants, the mix of 
private and open offices, and special purpose space. 


Table 1.1.1.  Private/Open Office Method. 


Space Type ft2 Factor/Multiplier1 
Number of required Private Office spaces + 150 ft2 /person 
Number of required Net Open Office spaces + 64 ft2 /person 
Administrative Support space + 20-40 ft2 /person
Administrative Space Circulation Multiplier + Max 10% 
Net Administrative Area Max 120 ft2 /person 
Required Special Purpose Space + As Required 
Special Purpose Space Circulation Multiplier + Max 10% 


Total = Net Organizational Space + 
Shared Special Purpose Space As Required 
Shared Special Purpose circulation Max 10% 







Space Type ft2 Factor/Multiplier1 
Net Building Area 


Net-to-Gross Multiplier + Max 25% 
Total = Total estimated Gross Building Area 
NOTES: 
1. These space limitations may be exceeded by 10% for relocation into un-renovated,
existing space to accommodate the required spaces. If the resulting space allocation
exceeds 110% of the available space or the Net Administrative Area per person or if the
resulting space allocation is below 90 ft2 per person; renovate the existing space;
reconfigure the existing space; or program a new project.


1.6.3.  Rank-Based Programming Method. The rank-based programming method is 
used for calculating space requirements based on the number of occupants, the 
detailed office-type (private or open) for each occupant, and special purpose space. 
This information is then used to establish the net administrative area. For facilities 
that are primarily administrative, use the Net-to-Gross Multiplier to determine the full 
building scope.  


Table 1.1.2.  Rank-Based Programming Method. 


Space Type ft2 Factor/Multiplier1 
Net Private Office spaces (sizes A thru D) + See Table 1.2 
Net Open Office spaces (sizes E thru H) + See Table 1.2.1 
Net Administrative Support space + 20-40 ft2/person
Administrative Space Circulation Multiplier + Max 10% 
Net Administrative Space1 Max 120 ft2/person 
Net Special Purpose Space (Tables 6.3/6.4) + As Required 
Special Purpose Circulation Multiplier + Max 10% 


The total Usable Space1 for an Organization 
Sum of all Net Administrative area for all Organizations + 
Shared Special Purpose Spaces (Tables 6.3/6.4) + As Required 
Shared Special Purpose Space Circulation Multiplier + Max 10% 


Net Building Area + 
Net-to-Gross Multiplier Max 25% 


Total = Total estimated Gross Building Area 
NOTES: 
1. Use 90 ft2 per person minimum for relocations or renovation projects.







Table 1.2.  Rank-Based Private Office Area Space Programming1. 
Rank (or Equivalent) Occupant/Visitor Load Type Min Net2 Max Net 


m2 ft2 m2 ft2 
Commander: Center/Wing/ Deputy Occupant plus up to 


four visitors, and a 
meeting area for five. 


A 27.8 300 32.5 350 


Commander: Group/Deputy 
Group; Also, Staff Judge Advocate 


Occupant plus up to 
two visitors, and a 
meeting area for three. 


B 14.9 160 23.2 250 


Commander: Squadron/Deputy 
Squadron/Flight; Command Chief 
Master Sergeant, Contracting 
Chief/ Deputy Reserve Judge 
Advocate /PhD (Tenured Faculty) 


Occupant plus up to 
two visitors. 


C 13 140 13.9 150 


Flight Chief/First Sergeant; Also, 
Civilian Personnel Chief / 
Military/ Civilian Equal 
Opportunity Chief / Public Affairs 
Chief / Safety Chief/ 
Superintendent / Manager 


Occupant plus one 
visitor. 


D 9.3 100 11.1 120 


NOTES: 
1. Consult AFRC references for variances in their requirements
2. Minimum needed to accommodate occupant load and furnishings.


Table 1.2.1.  Open Office Space Programming1. 
Function User Type Min Net2 Max Net 


m2 ft2 m2 ft2 
Section Chief Typically includes Executive Officers, 


supervisors, Historians, JA Staff, 
Group Staff, Squadron, or equivalent 
that can justify additional workspace 
above the standard workstation. 


E3 6 65 7.4 80 


Standard Standard F 4.5 48 5.95 64 
Limited 
Administrative 


Limited functions including 
hoteling/telework [shared] workers, 
reservists, contractors, or 
equivalent (25-50% of full-time 


 


G 2.8 30 3.3 36 


Task Station Focused/limited task workstations for 
reservists, contractors, students, or 
equivalent (less than 25% of full-time 
equivalent) 


H 1.8 20 2.3 25 


NOTES: 
1. Consult AFRC references for variances in their requirements
2. Minimum needed to accommodate occupant load and furnishings.
3. Office Type E may be a private office if justified by job description.







Table 1.3.  Typical Special Purpose Spaces Programming. 


Description Planning Factors1,2 
Vestibule User justified 
Lobby User justified 
Copy Rooms 1/50 occupants – 14 m2 (150 ft2) ea 
Storage Rooms User justified 
File Rooms User justified 
Waiting Areas 1.8 m2 (20 ft2)  per person justified 
Reception Desk User justified 
Shipping/Receiving User justified 
Mail Room User justified 
Coffee Bar User justified 
Break Rooms 
(Kitchen/Vending) 


16% Occupants x 1.7 m2 (18 ft2) (min 9.3 m2 [100 ft2]) 


SCIFs User justified 
Trash/Recycling User justified – refer to current SDD Policy/LEED 


guidelines 
NOTES: 
1. Base actual space requirements on functional analysis. There are no specific space
limitations.
2. These only require justification if the requirement exceeds what is normally included in
the gross area multiplier.


Table 1.4.  Typical Assembly Space Programming. 


Description Planning Factors 
Team/Meeting/Mini Conference 
Room (6-10 persons)1 


1.4 m2 (15 ft2)  per person justified 


Conference Room (up to 49)1 1.8 m2 (20 ft2) per person justified 
Conference Room (50+)1 1.8 m2 (20 ft2) per person justified + 14m2 (150 ft2) 


speaker area 
Classroom (up to 25) 2.8 m2 (30ft2)  per person including instructor area 
Classroom (25-50 typical, up to 75) 2.3 m2 (25ft2)  per person including instructor area 
Assembly/Auditorium Spaces (50+) 1.4 m2 (15 ft2) per person + 18.6m2 (20ft2) 


instructor area 
NOTES: 
1. See paragraph 1.4.5.







Figure 1.1.  Rapid Programming Method Example1. 
Space Description Qty Factor Subtotal Total 


Area (ft2) 
Net Administrative Area2 175 120 ft2 per 


person 
21,000 


Special Purpose Space 5,000 
Special Purpose Space Circulation3 10% 500 
Total Special Purpose Space 5,500 


Total Net Organization Space 26,500 
Shared Special Purpose Space 800 
Shared Special Purpose Circulation3 10% 80 


Total Shared Special Purpose Space 880 
Total Net Building Area 27,380 


Net-to Gross Multiplier 25% 6,845 
Total Gross Building Area 34,225 
Validate: 
Net Administrative Area ft2 per person = 120 
NOTES: 
1. Rapid programming method is based on Max Net Office Area Per Person, for a building
that is primarily an administrative facility housing two organizations with 175 personnel
and 5,800 ft2 of Special Purpose Space (including 800 ft2 of Shared Special Purpose
Space).
2. Net Average of the Administrative Area (including all types of offices, admin support,
and admin circulation) should not exceed 120 ft2 per person.
3. Circulation multiplier cannot exceed 10%.


Figure 1.2.  Private/Open Office Method Example1. 
Space Description Qty ft2 Factor/ 


Multiplier 
Subtotal Total Area 


(ft2) 
Open Office Space 101 64 6,464 
Private Office Space 74 150 11,100 
Administrative Support Space 


(circulation included) 
175 20 3,500 


Circulation Multiplier 0% - 
Total Net Administrative Area2 Max 120 


ft2/person 
21,064 


Special Purpose Space 5,000 
Special Purpose Space 


Circulation3 
10% 500 


Total Special Purpose Space 5,500 
Total Net Organizational Space 26,564 


Shared Special Purpose Space 800 
Shared Special Purpose 


Circulation3 
10% 80 







Space Description Qty ft2 Factor/ 
Multiplier 


Subtotal Total Area 
(ft2) 


Total Shared Special purpose 
Space 


880 


Total Net Building Area 27,444 
Net-to-Gross Multiplier 25% 6,861 


Total Gross Building Area 34,305 
Validate: 
Net Administrative Area ft2 per person = 120 
NOTES: 
1. The private/open office method is based on Max Net Office Area Per Person, for a
building that is primarily an administrative facility housing two organizations with 175
personnel and 5,800 ft2 of Special Purpose Space (including 800 ft2 of Shared Special
Purpose Space).
2. Net Average of the Administrative Area (including all types of offices, admin support,
and admin circulation) should not exceed 120 ft2 per person.
3. Circulation multiplier cannot exceed 10%.


Figure 1.2.1.  Rank-Based Programming Method Example1. 
Space Type Qty Factor Total 


Area 
Space Description (Organization 1) 
1. Open Office Space Supervisor 


(E) 
5 80 400 


Standard (F) 20 64 1,280 
Admin (G) 20 36 720 
Task (H) 15 25 375 


Total Open Offices 60 2,775 
2. Private Office Space Wing/CC (A) 1 350 350 


Group/CC 
(B) 


8 250 2,000 


Sq/CC (C) 16 150 2,400 
First Sgt. (D) 16 120 1,920 


Total Private Offices 41 6,670 
Total All Offices 101 9,445 
3. Administrative Support Space 101 20 2,020 


Office Areas Subtotal 101 11,465 
4. Circulation Multiplier 6% 688 
Net Administrative Area Max 120 


ft2/person 
12,153 


5. Special Purpose Space Break Room 101 16% x 18 
ft2/person 


291 


Team Room 15 ft2/person 300 
Conference - 20 ft2/person -







Space Type Qty Factor Total 
Area 


Conference 50 20 ft2/person
+150 ft2


1,150 


Classroom(1) 25 30 ft2/person 750 
SCIF 1,896 


Sum of Special Purpose Space 4,387 
6. Special Purpose Space Multiplier 10% 439 
Total of Special Purpose Space 4,826 
Total Net Organization 1 Space 101 16,979 
Space Description (Organization 2) 
1. Open Office Space Supervisor 


(E) 
4 80 320 


Standard (F) 15 64 960 
Admin (G) 12 36 432 
Task (H) 12 25 300 


Total Open Offices 43 2,012 
2. Private Office Space Wing/CC (A) 1 350 350 


Group/CC 
(B) 


5 250 1,250 


Sq/CC (C) 10 150 1,500 
First Sgt. (D) 15 120 1,800 


Total Private Offices 31 4,900 
Total All Offices 74 6,912 
3. Administrative Support Space 74 20 1,480 


Office Areas Subtotal 74 8,392 
4. Circulation Multiplier 6% 504 
Net Administrative Area Max 120 ft2 


/person 
8,896 


5. Special Purpose Space Break Room 74 16% x 18 
ft2/person 


213 


Team Room - 15 ft2/person - 
Conference 20 20 ft2/person 400 
Conference - 20 ft2/person


+150 ft2
- 


Classroom(1) - 30 - 
SCIF 1,896 


Sum of Org 2 Special Purpose Space 2,509 
6. Special Purpose Space Multiplier 10% - 
Total of Special Purpose Space 2,509 
Total Net Organization 2 Space 11,405 
7. Total Net Organizational Space 175 28,384 
8. Shared Special Purpose Spaces Recycling 600 


Storage 200 
Net Shared Special Purpose Spaces 800 







Space Type Qty Factor Total 
Area 


Shared Special Purpose Space 
Circulation 


10% 80 


Total Shared Special Purpose Space 880 
Total Net Building Area 175 29,264 
9. Net-to-Gross Multiplier 25% 7,316 
Total Gross Building Area 36,580 
Validate: 
Net Administrative Area ft2 per 
person= 


Org 1 120 


Net Administrative Area ft2 per 
person= 


Org 1 120 


Net Administrative Area ft2 per 
person= 


Org 1 & 2 120 


NOTES: 
1. The Rank-base programming method is based on a Max Net Office Area Per Person, for a
building that is primarily an administrative facility housing two organizations with 175
personnel and 5,800 ft2 of Special Purpose Space (including 800 ft2 of Shared Special
Purpose Space).


1.7.  Administrative Offices. Air Force or non-Air Force tenant organizations or activities that 
require administrative office space on an Air Force installation are provided such space under AFI 
25-201, Support Agreements Procedures, or other type agreements.  The category code and
nomenclature assigned to such space is determined as follows.


1.7.1. Administrative-type facilities that are specifically developed or provided for an Air Force 
tenant activity are assigned the category code appropriate to the activity. 


1.7.2.  When the Air Force tenant is not, or cannot be, provided with its own administrative-
type facility, or the space required is too small to warrant the use of a separate category code, 
the space is provided under the category code of the wing or group headquarters that is 
responsible for operating the installation. The amount of tenant space thus provided should 
constitute a small percentage of the total space occupied under the wing or group headquarters 
category code. When an individual tenant requires a substantial amount of space, it may be 
desirable to ask AF/A7C to establish new or revised facility requirements. Such requests should 
be made only with respect to specific activities and organizations; codes for general activities, 
such as "Tenant Office” are not approved. For unique headquarters, a request to revise 
Specified Headquarters (CATCODE 610287), may be in order. 


1.7.3. All non-Air Force tenants (except Air Force Plants) are provided administrative 
space under Non-Air Force Administrative Offices (CATCODE 610811), which applies to 
the space used for all types of administrative activities. Non-Air Force tenants include 
organizations such as Army, Navy, Marine, Coast Guard, DoD Agencies, other 
governmental agencies, private contractors, or other private organizations. Air Force  
Plant Administrative Offices are identified under CATCODE 610123. 





		Table 1.1.  Rapid Programming Method.

		Table 1.1.1.  Private/Open Office Method.

		Table 1.1.2.  Rank-Based Programming Method.










Weapon System Maintenance Management Facility.  FAC: 6100 
CATCODE: 610129 
OPR: AF/A4LW 
OCR: N/A 
Updated: 09 NOV 2022 


1.1. Description. This facility accommodates the offices of the named activity, which 
is composed of the following units: maintenance control; plans, scheduling, and 
documentation; material control; quality control, records, and analysis; and Chief of 
Maintenance and administrative staff. 
1.2. Requirements Determination. The facility also may include a classroom for 
training personnel in maintenance control management procedures.  The need for 
classroom and the number of seats required are established under guidance in  
Chapter 2. The space per seat may not exceed criteria in Chapter 2. 
1.3. Scope Determination.  See FC-6, CG-61 Admin Overview paragraph 1.1. 
1.4. Design Considerations.  See UFC 4-610-01. 


 
Table 1.1. Authorized Spaces for Weapon System Maintenance Management Facility. 


 


Offices Office Type  
(see FC-6, CG-61 
Admin Overview 


Tables 1.2 and 1.2.1) 
Chief of Maintenance D 
Section Chiefs E 
All others F-H 


Special Purpose Spaces 
Training Classroom See FC-6, CG-61 Admin 


Overview Table 1.4 


 








Group Headquarters.  FAC: 6102 
CATCODE: 610243 
OPR: AFCEC/CFT 
OCR: N/A 
Updated: 09 NOV 2022 


1.1. Description. Group Headquarters facilities may accommodate the staff offices 
of the headquarters for the following types of organizations: operational groups, 
support groups, logistics groups, or any other group officially designated as such 
under the Air Force Wing structure. 
1.2. Requirements Determination.  See Facility Class-6, Category Group-61 
Administrative Overview. 
1.3. Scope Determination. Some group headquarters contain very few personnel 
and, to avoid unnecessary refinement in space reporting, their space requirements can 
be combined with other on-base headquarters. See Table 1.1 
1.4. Design Considerations.  See UFC 4-610-01. 


Table1.1 
 


Offices/Functions Office Type1 


Group Commander B 
Deputy Commander B 
Senior Enlisted Leader C 
First Sergeant D 
Executive Officer  E 
Section Chief/ Supervisors E 
Standard/Full Time Staff F 
Limited Administrative G 
Task Station H 
SIPR Cafe2 H 
Special Purpose Spaces m2 ft2 
Group CC Conference Room 50 535 
Administrative supply storage, unit/organization files, safes, 
copiers, scanners, printers, facsimile machines, shredders, 
shelter-in-place kits, mail rooms, and lactation support rooms 
(8 SF per workspace) 


See FC-6, CG-61 Admin 
Overview Tables 4 


Break Room (3 SF per full time staff) See FC-6, CG-61 Admin 
Overview Tables 4 


NOTES: 
1. See Tables 1.2 through 1.4 in CG 6 Admin Overview. 
2. SIPR rooms are shared secure computer SIPR Net rooms (a.k.a., SIPR café) with 


multiple SIPR stations for unit use. Each SIPR station is authorized 20 sf. A SIPR 







room is sized at the greater of the total number of SIPR stations x 20 sf or 80 sf 
minimum. If safes are stored in this room, the net SF is increased by the footprint of 
the safes 


 








Document Staging Facility.  FAC: 6100 
CATCODE: 610311 
OPR: AF/A4LE 
OCR: N/A 
Updated: 09 NOV 2022 


1.1. Description. This facility is used to store, maintain, and service non-current 
official Air Force records with a retention period of eight years or less. It is also 
used to consolidate shipment of records with longer retention periods that are 
destined for a Federal Records Center. 
1.2. Requirements Determination. The facility is established under AFI 33-364, 
Records Disposition—Procedures and Responsibilities, and is a requirement of 
each installation, including its off-base activities, that have an annual accumulation 
of 2.83 m3 (100 ft.3) or more of official Air Force records with a retention period 
of two years or more. 
1.3. Scope Determination. Under 36 Code of Federal Regulations (CFR), Chapter 
XII, the size of the facility may not exceed 465 m2 (5,000 ft.2) of storage space 
and contains less than 708 m3 (25,000 ft.3) of records. (Larger facilities constitute 
"Agency Records Centers" and require approval from the Archivist of the United 
States through SAF/CIO A6P.) Warehouse storage space is preferred, but ensure 
it provides adequate heat, light, and ventilation for the comfort of servicing 
personnel. Staging areas used to store classified, For Official Use Only, Privacy Act 
information, or other types of protected information, require special safeguards. 


1.4. Design Considerations. 
1.4.1. The facility should normally be a single-story building, at or above grade 
level, of Type I-A to Type II-B construction as defined in UFC 3-600-01 and 
the International Building Code (IBC). 
1.4.2. Ensure a structural engineer establishes a floor load limit. Post the load 
limit in a conspicuous place and do not exceed this limit. 
1.4.3. The records staging area should be equipped with an anti-intrusion alarm 
system, or equivalent, to protect against unlawful entry. 


1.4.4. Enclose records areas in four-hour fire resistant construction not exceeding 
3,700 m2 (40,000 ft2) per fire area. 
1.4.5. Provide a complete facility automatic wet pipe sprinkler system. 
1.4.6. Storing hazardous cellulose nitrate film requires special facilities not 
covered by the above standards (see NFPA 40, Standard for the Storage and 
Handling of Cellulose Nitrate Film, and NFPA 232, Standard for the Protection 
of Records). 
1.4.7. Archival materials require a significantly higher level of protection than 
temporary records, such as environmentally controlled and filtered storage 
space. Ensure fire safety criteria is the same as that for records centers, except 
that fire detection equipment is incorporated into the archival storage areas in 







accordance with NFPA 72, National Fire Alarm Code. Fire divisions in the 
archival storage areas may be reduced in size to reflect a management decision 
on the maximum amount of archives subject to damage or loss from fire. 
1.4.8. For electronic and microfilm records storage, the relative humidity ranges 
from 20 to 40 percent with an optimum of 30 percent. Avoid rapid and wide-
ranging temperature and humidity changes and do not exceed a five percent 
change in a 24-hour period. Temperature may not exceed 21°C (70°F). Use a 
storage temperature of 2°C (35°F) or below for color films. 
1.4.9. Solid particles, which may abrade microfilms or react with the image, 
should be removed by mechanical filters from the air supplied to housings or 
rooms used for archival storage. Mechanical filters of dry media type having an 
arrestance, or cleaning efficiency, of not less than 85 percent (as determined 
by the stain test described in American Society of Heating, Refrigerating and 
Air-Conditioning Engineers [ASHRAE] Standard 52.2) are preferable. 
1.4.10. Gaseous impurities such as peroxides, oxidizing agents, sulfur dioxide, 
hydrogen sulfide, and others are to be removed by suitable washers or absorbers. 
Do not store archival microfilms in the same room with non-silver gelative 
films or in rooms with shared ventilation systems, as gasses emitted by the 
other films may damage or destroy the images in the silver archival films. 








Data Processing Installation.  FAC: 6104 
CATCODE: 610711 
OPR: AF/A4LE 
OCR: AFNIC 
Updated: 09 NOV 2022 


1.1. Description. The data processing installation (DPI) accommodates base-level 
automated data processing equipment (ADPE) and the related operational and support 
functions. The ADPE is used at base level for two programs: 


1.1.1. Standard Base Supply System (SBSS); and 
1.1.2. Base Level Data Automation Standardization Program (BLDASP), which 
supports base personnel, finance and accounting, civil engineering, aircraft 
maintenance, and other base activities. 


1.2. Requirements Determination.  Analyze facility population and provide 
justification for all spaces. 
1.3. Scope Determination.  See FC-6 CG-61 Admin Overview paragraph 1.1 and 
below. Also see Tables 1.1, 1.2, and 1.3 below. 


1.3.1. An 808 m2 (8,700 ft2) DPI is needed at the following bases to support 
additional automated data processing programs: Andrews, Davis-Monthan (ACC 
mission), Eglin, Elmendorf, Nellis, Randolph, and Travis. Space requirements 
for parts of the center supporting SBSS and BLDASP operations are determined 
under guidance in preceding paragraphs. Facility requirements at two AFMC 
installations (separate from the six described above) consist of the basic 
requirement plus additional requirements to support the Aerospace Guidance and 
Metrology Center at Newark AFB and the Military Aircraft Storage and 
Disposition Center (MASDC) at Davis-Monthan AFB. Space requirements are 
determined by AFMC under the guidance provided for Logistical Systems 
Operations Centers. Base level programs supported by MASDC include only 
SBSS - not BLDASP. 
1.3.2. DPIs at selected ACC bases require an additional 28 m2 (300 ft2) in the 
field engineer office (normally 21 m2 [225 ft2]) to accommodate a "blue suit" 
maintenance function. 
1.3.3. DPIs serving the base supply complex require additional space for one of 
two possible configurations for remote processing stations: RPS-1, 17 m2 (185 
ft2); RPS-2, 28 m2 (300 ft2) for the equipment plus 8 m2 (80 ft2) for storage. 
1.3.4. Information on component areas of the four standard DPIs appear in notes 
of Table 1.1.   


1.3.4.1. Remote Job Entry Terminal System (RJETS). RJETS are located 
at small active installations under the jurisdiction of the Air Force, the Air 
Force Reserve, and the Air National Guard. A RJETS system communicates 
with host Air Force RPS II at the computer support base. The RPS II is 
usually located in DPIs (CATCODE 610711). Space requirements for 







RJETS equipment and operations vary according to equipment 
configuration type. See Table 1.3. 


1.3.5. Facility requirements at designated AFMC installations (Wright-Patterson 
AFB and all Air Logistics Centers) consist of the basic requirement described 
above plus additional requirements associated with Logistical Systems Operations 
Centers. 


1.3.5.1. The center provides automated data processing support for most of 
AFMC's operating directorates and for interactions with systems managed 
by DoD, DLA, and other Air Force agencies. ADPE titles supported (besides 
SBSS and BLDASP) include Air Force Wholesale Logistics System, 
Maintenance Analysis and Structural Integrity Information Systems, 
Automatic Test Equipment and Numerical Control, and other titles. 


1.4. Design Considerations. Features of the DPI are a raised computer room floor, 
vapor barriers, special air-conditioning, telecommunications, electrical, security 
control systems, and, usually, an intrusion alarm system. The make/model and quantity 
of ADPE and size of the staff varies from center to center and, thus, project space 
requirements are individually determined by AFMC. 


 
Table 1.1. Data Processing Installation Component Areas Allowance. 


 


Main Components 
(Important Sub- 
components) 


SBSS BLDASP Consolidated Large 
Consolidated 


Offices Office Type 
(see FC-6 


CG-61 
Admin 


Overview 
Table 1.2 
and 1.2.1) 


Office Type 
(see FC-6 


CG-61 
Admin 


Overview 
Table 1.2 
and 1.2.1) 


Office Type 
(see FC-6 


CG-61 
Admin 


Overview 
Table 1.2 
and 1.2.1) 


Office Type 
(see FC-6 


CG-61 
Admin 


Overview 
Table 1.2 
and 1.2.1) 


m2 ft2 m2 ft2 m2 ft2 m2 ft2 
Office/Admin Support 36.2 390 118.9 1,280 144.9 1,560 144.9 1,560 
Administration - - 46.5 500 46.5 500 46.5 500 
Systems Monitor 11.1 120 47.4 510 59.5 640 59.5 640 


 
Special Purpose Spaces m2 ft2 m2 ft2 m2 ft2 m2 ft2 
Computer room 104.5 1,125 116.1 1,250 185.8 2,000 232.2 2,500 
Tape library 7.9 85 27.8 300 27.8 300 27.8 300 
Telecommunications 16.7 180 16.7 180 22.3 240 22.3 240 
Field Engineer 20.9 225 20.9 225 27.9 300 27.9 300 
Customer Service User justified 
Production Control User justified 
Supply/Storage User justified 
Break Room User justified 







Training Room User justified 
Building Utility Support 118.8 1,275 170.5 1,835 201.1 2,165 201.1 2,165 


NOTES: 
1. The listed sub-components are environmentally controlled space. 


 


Table 1.2. Authorized Spaces for Data Processing. 
 


Offices Office Type  
(see FC-6 CG-61 Admin 


Overview Table 1.2 and 1.2.1) 
Director of Computer Operations C 
Deputy, Flight Chiefs D 
All others F-H 


Special Purpose Spaces m2 ft2 
Computer, Telecommunications 380.1 to 2,973 4,100 to 32,000 
SBSS and BLDASP operations User justified 
Conference/Training Room See FC-6 CG-61 Admin 


Overview Table 1.4 


 
Table 1.3. Authorized Spaces for Job Entry Terminal System (RJETS). 


 


Offices Office Type  
(see FC-6 CG-61 
Admin Overview 


Table 1.2.1) 


RJETS Chief's office E 
All others F-H 


Special Purpose Spaces m2 ft2 
Service engineer and operator files and desks and all equipment 
configurations 


16.7 180 


RJETS equipment 37.2 400 
Punch card equipment input/output area 4.6 50 


 








Printing Plant.  FAC: 6103 
CATCODE: 610717 
OPR: SAF/CIO A6P 
OCR: N/A 
Updated: 09 NOV 2022 


1.1. Description. The Congressional Joint Committee on Printing authorizes these 
plants to provide direct printing, duplicating, and copier program management support 
to the Air Force mission. Each plant supports all base and tenant activity printing 
requirements. 
1.2. Requirements Determination. Analyze facility population and provide 
justification for all spaces. 
1.3. Scope Determination. This plant may support other DoD agencies, MWR or 
Non-reprographics management (in-house, commercial procurement, base copier 
program management, etc.) office space, a customer service area, and separate 
customer conference area. The production functions require space for a lithographic 
camera (including separate darkroom), negative stripping, plate processing, 
electrostatic plate making, offset press, electrostatic duplicator equipment, paper 
cutting, collating, folding, stitching, drilling, padding, hand assembling, and job 
distribution. Ensure the plant has warehouse space for storing paper, inks, chemicals 
(developers, toners, replenishers, fixers, cleaners, etc.), and bindery supplies (switcher 
wire, padding compound, etc.). The printing plant may also include a micrographics 
service center which would include a work review/quality assurance area, camera 
room, and processing area. 
1.4. Design Considerations. 


1.4.1. Some reproduction equipment generates excessive heat. Therefore, the 
plant requires adequate air conditioning, and paper is to be stored in a 
dehumidified atmosphere. The plant requires OSHA-approved hazardous 
material storage cabinets as well as a staging area for hazardous waste awaiting 
removal. 
1.4.2. Plants require a vault for classified material storage. 


 


1.4.3. DoDI 5330.3 and AFI 33-395, Document Automation and Production 
Service (DAPS), implement Congressional policy on the operation of 
government printing activities. MAJCOM, DRU, and FOA A6s appoint a DAPS 
liaison to coordinate issues with DAPS Regional Managers and the Air Force-
DAPS Program Manager (SAF/A6X). Base/wing commanders will designate an 
individual within the Communications Squadron to serve as base/unit liaison to 
DAPS. (T-1). 


 
 
 
 
 
 







Table 1.1. Authorized Spaces for Printing Plant. 
 


Offices Office Type  
(see FC-6 CG-61 
Admin Overview 
Tables 1.2, 1.2.1, 1.3 
and 1.4) 


Printing Management Officer D 
Section Chiefs E 
All others F-H 


                                    Special Purpose Spaces 
Lithographic camera (including separate darkroom), negative 


stripping, plate processing, electrostatic plate making, offset 
press, electrostatic duplicator equipment, paper cutting, 
collating, folding, stitching, drilling, padding, hand assembling, 
and job distribution 


User justified 


Warehouse space for storing paper, inks, chemicals (developers, 
toners, replenishers, fixers, cleaners, etc.), and bindery supplies 
(switcher wire, padding compound, etc.) 


User justified 


Computer/Communications User justified 
Printing plant (may also include a micrographics service center 


which would include a work review/quality assurance area, 
camera room, and processing area) 


User justified 


 








Plant Reproduction.  FAC: 6103 
CATCODE: 610718 
OPR: SAF/CIO A6P 
OCR: N/A 
Updated: 09 NOV 2022 


1.1. Description. The duplicating center provides direct duplicating, commercial 
procurement, and copier program management support to the Air Force mission. 
Each center supports all base and tenant activity duplicating requirements. It may, as 
agreed, support other DoD agencies, MWR, or Non-appropriated Fund activities. 
Each center requires reprographics management office space and a customer service 
area. The production functions require space for electrostatic plate making, offset 
press, electrostatic duplicator equipment, collating, stitching, drilling, hand assembling, 
and job distribution. Each plant requires space for storing paper, inks, developers, 
toners, cleaners, and bindery supplies. 
1.2. Requirements Determination. Analyze facility population and provide 
justification for all spaces. 
1.3. Scope Determination. See FC-6 CG-61 Admin Overview paragraph 1.1 and 
CATCODE 610717. 


Table 1.1. Authorized Spaces for Printing Plant. 
 


Offices Office Type  
(see FC-6 CG-61 
Admin Overview 
Tables 1.2, 1.2.1, 1.3 
and 1.4) 


Printing Management Officer D 
Section Chiefs E 
All others F-H 


                                     Special Purpose Spaces 
Lithographic camera (including separate darkroom), negative 


stripping, plate processing, electrostatic plate making, offset 
press, electrostatic duplicator equipment, paper cutting, 
collating, folding, stitching, drilling, padding, hand assembling, 
and job distribution 


User justified 


Warehouse space for storing paper, inks, chemicals (developers, 
toners, replenishers, fixers, cleaners, etc.), and bindery supplies 
(switcher wire, padding compound, etc.) 


User justified 


Computer/Communications User justified 
Printing plant (may also include a micrographics service center 


which would include a work review/quality assurance area, 
camera room, and processing area) 


User justified 


 
 







1.5. Design Considerations. Some reproduction equipment generates excessive heat.  
Therefore, the center requires adequate air conditioning, and paper is to be stored in a 
dehumidified atmosphere. The center requires OSHA-approved hazardous material 
storage cabinets as well as a staging area for hazardous waste awaiting removal. 


1.5.1. Remote Job Entry Terminal System (RJETS). RJETS are located at 
small active installations under the jurisdiction of the Air Force, the Air Force 
Reserve, and the Air National Guard. A RJETS system communicates with host 
Air Force RPS II at the computer support base. The RPS II is usually located in 
DPIs (CATCODE 610711). Space requirements for RJETS equipment and 
operations vary according to equipment configuration type. See Table 1.2. 


 
Table 1.2. Authorized Spaces for Job Entry Terminal System (RJETS). 


 


Offices Office Type  
(see FC-6 CG-61 
Admin Overview 
Table 1.2.1) 


RJETS Chief's office E 
All others F-H 


Special Purpose Spaces m2 ft2 
Service engineer and operator files and desks and all equipment 
configurations 


16.7 180 


RJETS equipment 37.2 400 
Punch card equipment input/output area 4.6 50 
 
 
 


  
 
 


 








Updated: 09 NOV 2022 
Headquarters Facilities. Headquarters facilities accommodate the staff offices that constitute 
an organization headquarters. The facilities are provided only for official designated 
headquarters and only for headquarters that contain a substantial number of assigned personnel. 
Space requirements for individual headquarters are developed from their official organization 
charts and unit manning documents 


1.1. Wing /Group Headquarters. 
1.1.1. A wing or group headquarters that does not carry base operating responsibilities 
usually contains staff offices for the commander and vice commander and their 
information and safety divisions. Office space is also provided for the deputy 
commanders for operations (or missions) and material and their various divisions such 
as intelligence, communications, operations plans, supply, and maintenance. See FC-
6, CG-61 Admin Overview Table 1.2  for office space authorizations for wing 
commanders, group commanders, and officials in equivalent positions. 
1.1.2. A wing or group headquarters with the additional responsibility of operating a 
base usually includes additional staff offices such as administrative services, 
accounting and finance, and the base procurement activity. The latter activity involves 
procurement and contracting of supplies, equipment, services, and construction for the 
entire base and for logistically-supported off-base units. It requires space for the 
Contracting Squadron Commander, Deputy for Business Operations (DBO), and 
contract specialists, as well as office support space such as conference and bid opening 
rooms. There are also other staff offices, many of which are normally housed in their 
own operational facilities, identified in the subparagraphs below. These spaces are not 
to be duplicated in the wing or group headquarters category code if already covered 
by allocations of space in their respective category code. 


1.1.2.1. Various administrative facilities listed in CATCODES 610119, 610121, 
610122, 610123, 610127, 610128, 610129, 610141, 610142, 610144 and 610241; 
1.1.2.2. Various medical or hospital facilities (CATCODE 510XXX); 
1.1.2.3. Data Processing Installation facility (CATCODE 610711); 
1.1.2.4. Security Forces Operations facility (CATCODE 730835); 
1.1.2.5. Various chapel or religious facilities (CATCODE 73077X); 
1.1.2.6. Central Post Office (CATCODE 730443); 
1.1.2.7. Elements of the Force Support Squadron in dining halls, commissaries, 
exchange facilities, clothing sales, laundry and dry-cleaning plants, TLF 
facilities, and billeting desk and operations; 
1.1.2.8. Elements of the personnel service activity located in various recreation 
and welfare facilities; and 
1.1.2.9. Base operating headquarters sometimes provide space for office 
personnel assigned to Air Force tenants. 








Updated: 09 NOV 2022 
Judge Advocate Facilities. Adequate facilities are needed for the proper administration and 
supervision of the Air Force's legal needs. Typical unique special purpose spaces include 
courthouse and legal libraries. See AF Legal Facilities Design Guide for facility design 
guidance. 
 
Table 1.1. Typical Special Purpose Space Requirements for Judge Advocate (JA) 
Facilities. 


Type of Space Equivalent for JA Facilities Office Type  
(see FC-6 ,  CG-61  
Admin  Overv i ew,  
Tables 1.2 and 1.2.1) 


Private Office Space 


Center/Wing Commander (None) A 
Group Commander Staff JA B 


Squadron Commander Area Defense 
Council/Assistant 


JA/Circuit P Judiciary, Note 1 


C 


First Sergeant Attorneys D 


Open Office Space 


Supervisors/Equivalent Supervisors/Equivalent E 


Standard Court reporters, paralegals, 
staff, etc. 


F 


Limited Administrative Site specific G 


Task Station Site specific H 


Special Purpose Spaces – also see FC-6, CG-61 Admin 
Overview, Tables 1.3 and 1.4 


m2 ft2 


  Waiting Room See FC-6, CG-61 Admin 
Overview, Table 1.3 


  Reception Area User Justified 


  Library User Justified 


  Conference Room  See FC-6, CG-61 Admin 
Overview, Table 1.4 


  Courtroom 111 1,200 


  Courtroom Support Spaces User justified 
  Discussion Room (for personnel/private and sensitive 
  discussions), Note 3  


6 64 


NOTES: 
1. When designated by AF/JA. 
2. See AF Legal Facilities Design Guide for description of spaces. 
 3. 1 per 10 organizational personnel.  No more than 4 discussion rooms are authorized per 
installation. 


 








Area Defense Counsel Office (ADC).  FAC: 6100 
CATCODE: 610111 
OPR: AF/JA 
OCR: N/A 
Updated: 23 AUG 2024 (Date approved from HAF) 
 


1.1. Description. The ADC Office is an independent tenant office servicing the base. The 
ADC Office must be located in a building separate from the Base Legal Facility and the 
Special Victim Counsel. The perception of the ADC as a separate entity from the Staff 
Judge Advocate (SJA) office is essential to its ability to function as an independent counsel. 
The ADC Office requires space for Defense Counsel, Paralegal, Visiting Attorney, 
Administrative Support, and Waiting area. 
1.2. Requirements Determination. In order to prevent perception of command influence, 
do not combine law centers and ADC offices unless designated by AF/JA. At locations 
designated by AF/JA, collocate a circuit defense counsel office with the ADC Office and 
include additional office and administrative space.  The size for the ADC Office is 
determined by their total staffing in accordance with Table 1.1.  
1.3. Scope Determination.  See Table 1.1 below. 
1.4. Design Considerations. Special Purpose Space required includes a waiting 
room/reception area, professional staff offices, administrative office, visiting attorney 
office, team huddle room, and a break area. 
Table 1.1. Space Requirements for Area Defense Counsel 


Position Title Office Type1 


Private Office Space 


Area Defense Counsel (Attorneys)2 C 


Visiting Attorneys D 
Paralegal D 


Open Office Space 


Admin staff (if assigned) F 


1 task station for 4 IMAs H 


Special Purpose Spaces – also see Tables 1.3 and 1.4 m2 ft2 


Administrative Support Space (8 ft2 per full time staff)  .7/pn 8/pn 
Waiting Room / Reception areas 11.1 120 sf 


Break Room/Coffee Bar 4.6 50 
Team room 14 150 
1) See DAFMAN 32-1084, FC-6, CG-61 Admin Overview Tables 3.1 and 3.2 
2) Includes ADC and Circuit Defense Counsel Attorneys 


 







 








  


Law Center.  FAC: 6100 


 


CATCODE: 610112 


OPR: AF/JA 


OCR: N/A 


Updated: 23 AUG 2024 (Date approved from HAF) 


 


1.1. Description. The mission of the Air Force Judge Advocate is to provide essential 


base legal support for military operations; to advocate and litigate in order to preserve 


command prerogatives; to administer civil and criminal law programs; to educate and 


counsel leaders and personnel in the law; and to recruit, train, and equip high-caliber 


staff. There are five groups of spaces within the SJA Offices: Administration, Claims, 


Military Justice, Civil, and Support.  


1.2. Requirements Determination. A Staff Judge Advocate Facility consists of a 


Courtroom and supporting spaces; the SJA Offices, which are the primary base legal 


counsel, and prosecution offices for the installation. Most installations have an Area 


Defense Counsel (ADC) office (CATCODE 610111) to provide defense counseling 


for criminal cases, and a Special Victims Counsel (CATCODE 610916) which 


provides guidance to victims of sexual assault. The ADC , SJA and SVC offices must 


located separate from each other, preferable in separate areas of the base. Any of these 


functions can either be located in a multi-use building or be constructed as a stand-alone 


facility.  


1.3. Scope Determination.  See Table 1.1 below. 


1.4. Dimensions. See Table 1.1 below. The courtroom portion of the facility 
functionally consists of a courtroom, the judge's chamber with a private toilet, jury 
deliberation room with a private toilet, two witness waiting rooms so that victims 
and government witnesses may be separated from accused and defense witnesses, 
a n d  security office for security personnel and cameras. 


1.5. Design Considerations. Ideally, the Courtroom and SJA Offices are co-located. 


The ADC Office and the SVC office should be located separately. Public access to the 


SJA Office should be controlled through a common reception area. The Claims Office 


should be easily accessible from the common reception area, due to the amount of public 


traffic it receives. In the Courtroom, locate the witness waiting area to preclude the 


possibility of witnesses mixing with the judge, court or board members, or spectators. 


The court reporter must have an unobstructed view of all court participants (the Judge, 


the Prosecution, the Defense, the Witnesses, and the Members of the Jury). The 


Courtroom Support Suite, including, jury deliberation room, judge’s chambers, security 


offices,  should be located so that it is directly accessible from the courtroom and the Jury 


Deliberation Room, and if possible, the Judge’s Chambers. Private restrooms should be 


provided for both the Jury Deliberation Room and the Judge’s Chambers. See GSA U.S. 


Courts Design Guide Judicial Conference of the United States. Specific room 


requirements are as follows and per Table 1.1: 







  


1.5.1 Discussion Room for signing wills, power of attorney, etc. one 64 net SF 


room per 10 organizational personnel. No more than 4 discussion rooms are 


authorized per installation. 


1.5.2 Courtroom includes the judge’s bench, court reporter station, witness stand, 


jury box (with seating for 18), "well of the court" space between counsel table and 


the bench (includes 2 tables with seating for 3 each, facing the bench), gallery (with 


seating for 25-30 spectators), and VTC capability.   


1.5.3 Jury Deliberation Room conference room for 18 seats with 40 sf for coffee 


bar 


1.5.4 Vestibule is a private entrance between Judge Chambers, Jury deliberation 


room and courtroom 


1.5.5 Lobby is a sound lock area between the courtroom and the public lobby area 


 


Table 1.1. Space Requirements for Judge Advocate (JA) Facilities. 


Offices/Functions 


Office Type 
See FC-6, CG-61 Admin 
Overview Tables 3.1/3.2 


m2
 ft2


 


Private Offices 


Staff Judge Advocate B 
Staff Judge Advocate Deputy C 


Attorney C 


Legal Office Supervisor (LOS) D 


IMA Attorneys (1 Office for 4 IMAs) C 


Court Reporter D 
Open Offices 


Discharge Clerk E 


Supervisor E 


Paralegals, administrative staff, full time staff etc. E 


IMA paralegals, 1 desk for 4 assigned IMA staff E 


Limited Administrative F 


Task Station G 


Telework / Hoteling Desk G 


Contractor (<25% of FTE) or IMA/Reservist (< 
25% of FTE) 


H 


Limited Admin, Drop-in Task Stations/Testing 
Stations/Kiosks 


H 


Special Purpose Spaces 


Administrative Support Space (8 sf per full time 
staff) See FC-6, CG-61 Admin 







  


Conference room , based on total staff See FC-6, CG-61 Admin 
Overview Tables 6 Discussion Room (1 room per 10 full time staff) 6 64 


Break Room, (3 sf per full time staff) See FC-6, CG-61 Admin 
Overview Tables 4 Waiting Areas 1.5 chairs per full time attorney 1.86 per chair 20 per chair 


Reception in waiting area 6 65 


Courtroom 


Vestibule 7.4 80 


Lobby 7.4 80 


Security Office 9.2 100 


Defense Witness Waiting Area 9.2 100 


Defense Waiting Area 9.2 100 


Witness Waiting Area 9.2 100 


Courtroom 167 1,800 


Judge’s Chamber 14,8 160 


Judges Restroom 7.4 80 


Jury Deliberation Room 37 400 


Unisex Jury Restroom 7.4 80 


Secure Evidence Storage 4.6 50 


NOTES: 
1.  See DAFMAN 32-1084, FC-6, CG-61 Admin Overview Tables 3.1 and 3.2 


 








Family Housing Management Office.   FAC:6100 
 
 


CATCODE: 610119 


OPR: AF/A4CA 


OCR: N/A 


Updated: 08 AUG 2024 (Date approved from HAF) 
 


1.1. Description. This facility accommodates the family housing management office of 


the BCE organization. 


1.2. Requirements Determination. The facility includes sufficient reception space 


to accommodate incoming personnel and their families, space for display of information 


on available community housing, toilet facilities for both sexes, and other special 


requirements. The customer service area should have sufficient space to provide a 


waiting room for children (e.g., tables, chairs, play area, etc.). The Installation Housing 


Manager and the Housing Program Manager at CONUS locations and Installation 


Housing Manager, Chief of Assistance and Chief of Facilities at OCONUS locations 


require private offices (Type D) to conduct tenant-landlord and customer counseling. 


Housing counselors and inspectors should have regular open office areas to provide 


customer service. 
 


1.3. Scope Determination. The Family Housing Management Office category code 


( CATCODE 610119)  is used whether the office is located   in   the   main   office   


building   of   the   Base   Engineer   Administration (CATCODE  610127) or elsewhere. 


See the Air Force Housing Support Facilities Guide and UFC 4- 610-01 for design and 


programming criteria. However, use DAFMAN 32-1084, FC-6 CG-61 


Administrative Facilities Overview to determine authorizations for office spaces. The 


Housing Management Office is an element of the Installation Management Flight. The 


Installation Housing Manager and the Housing Program Manager at CONUS locations 


and Installation Housing Manager, Chief of Assistance and Chief of Facilities at 


OCONUS locations require private offices (Type D) to conduct tenant-landlord and 


customer counseling. The remaining full time housing management staff earn Type E 


open office space. See Table 1.1 below. 
 


1.4. Design   Considerations. The office is usually the first stop for arriving personnel 


and, therefore, a prominent location that is also convenient to other family service and 


military processing facilities is desirable. However, an existing office should not be 


considered for relocation to a better operating location unless other valid justification 


exists; for example, inadequacies in the office working space or structural condition. 


Typical Family Housing Management Offices will include the following space types: 


1.4.1. Customer/Family Waiting Room – sufficient to support peak waiting load 


(use 3 waiting positions per Family Housing Counselor) at 20 net SF/waiting 


position. This is exclusive of other features that may be combined in this area 


1.4.2. Display Area – sufficient to support displays of local housing market, 


brochures, housing forms, and other materials up to 40 net SF. 


1.4.3. Customer Kiosks – 20 net SF each to support customer use for forms, 


research, and other requirements as justified.  


1.4.4. Records storage may be required for housing contracts and other key 


documents beyond normal administrative storage. In such “office of record” 


situations space requirements should be calculated based on the most efficient 


storage system and actual footprint of the storage device (a typical 5 drawer file 


cabinet would be approximately 6 net SF each, or a typical flip up file cabinet 







would be approximately 8 net SF each).  


1.4.5. Indoor play area to support families – requirement is based on 20 net SF 


per Family Housing Counselor (minimum 40 net SF, not to exceed 120 net SF).  


1.4.6. Team Room – a meeting room sufficient to support the Family Housing 


Management Office staff and provide a private counseling spaced for Housing 


Referral meetings with customers at 15 net SF/staff member with a minimum of 


100 net SF and not to exceed 180 net SF.  


1.4.7. Reception Space – Space to support reception of customers. Can be full 


time staff position or position for rotating receptionist duties as required. If full 


time staff position it is the only desk that position earns. Use 48 net SF open 


office configuration.   
 
Table 1.1. Authorized Spaces for Family Housing Management Offices. 


 
 


Offices Office Type (see FC-6, CG-61 Admin 


Overview Table 1.2 and 1.2.1) 


Installation Housing Manager, Chief of 
Assistance and Chief of Facilities (OCONUS) 


D 


Installation Housing Manager, Housing 
Program Manager (CONUS)  


D 


Full Time Staff E 
Special Purpose Spaces m2 ft2


 


Customer/Family Waiting Room (20 net 
SF/Waiting Position – see paragraph 1.4.1) 


1.8 20 


Display Area (up to 40 SF) 3.7 40 


Team/Counseling Room (per person for staff – 
minimum 100 net SF, not to exceed 180 net 
SF) 


1.4 15 


Reception Space (see paragraph 1.4.7) 4.5 48 


Records Storage (see paragraph 1.4.4) User justified 


Customer Support Kiosk (20 net SF EA) 1.8 20 


 








Base Engineer Administration.  FAC: 6100 
 


CATCODE: 610127 


OPR: AFCEC/CFT 


OCR: N/A 
 


1.1. Description.  The Base Civil Engineer (BCE) is responsible for a wide variety of 


design, construction, operation, maintenance, and environmental planning functions for 


base facilities and utilities systems. In addition, the BCE is responsible for the EOD 


(CATCODE 141165), Emergency Management (CATCODE 610913), Military 


Family Housing (CATCODE 610119), and fire protection (CATCODEs 130142 and 


730142) functions on an installation. The Base Engineer Administration facility 


(CATCODE 610127) contains the principal administrative offices of the BCE’s 


organization. In most cases these offices include the command element and supporting 


staff, CEI Flight, CEN Flight and the CEO Flight Administration, including CEOH, 


CEOI, CEOU, Ops Engineering, Material Control Administration, Requirements and 


Services Contracts. Where applicable this CATCODE may also include Missile 


Engineering (missile facilities) section if included within the Civil Engineer 


organization.  
 


1.2. Requirements Determination. The BCE complex should provide a professional, 


functionally integrated environment for personnel performing management, training, 


administrative, design, and planning tasks and for shop personnel (CATCODE 219944) 


performing functions such as carpentry, metal working, electrical, and other skilled labor 


tasks, as well as pavements and grounds (CATCODE 219943). Additional information 


may be obtained from AFCEC/COS and AFCEC/CFT. Space authorization for Base 


Engineer Administration facilities includes space for the commander's, deputy 


commander’s, Chief Enlisted Manager/Superintendent’s, and first sergeant’s offices; all 


squadron administration functions, plus the engineering, and installation management 


flights, as well as the operations flight administration, ops engineering, material control 


administration, requirements, and services contracts sections. The facility will also 


contain meeting spaces and may contain a drafting room, drawing vault, SIPR room, 


and other specialty spaces if required. If computer rooms are included, adequate net sf 


may be incorporated to provide computer workbench and secure storage space as needed. 


This CATCODE does not include space to support the Military Family Housing 


(CATCODE 610119), or any of the other CE aligned activities, such as Fire Protection 


(CATCODEs 130142 and 730142), EOD (CATCODE 141165), Shops (CATCODE 


219944), Pavements & Grounds (CATCODE 219943) or Emergency Management 


(610913). 
 


1.3.  Scope Determination.    See FC-6, CG-61 Admin Overview paragraph 1.1. Table 


1.1. below provides general guidelines to the spaces required for the Base Engineer 


Administration functions. 
 


1.4. Dimensions.  See Table 1.1 below. Server racks are generally calculated at 2’X2’ (4 


net sf). Double racks are assessed at 8 net sf. GSA safes are calculated at 6 net sf. Large 


format plotters are calculated at 60 net sf. Requirements for “office of record” type files 


(such as Real Property Records and Drawing of Record files) should be calculated in 


terms of actual storage footprint (i.e, if they are stored in 10 each standard 5 drawer file 


cabinets, then the sf calculate is 6 sf x 10 = 60 net sf). All storage should be calculated in 


net sf of floor space in the most efficient storage method, as circulation space and net-to-


gross multipliers will be added separately to the totals.  
 


1.5. Design Considerations.  See FC-6, CG-61 Admin Overview paragraph 1.1. 







 
 


Table 1.1. Authorized Spaces for Civil Engineer Administration Facility. 


 
Offices/Functions Office Type 


See FC-6, CG-61 Admin 
Overview Tables 3.1/3.2 


m2
 ft2


 


Private Offices 


Commander C 
Deputy C 


First Sgt, Squadron CEM/Superintendent D 
Flight Chiefs D 


Ops Flight Deputy D 


Open Offices 


Branch Chiefs, Supervisors, Superintendents, 
NCOICs, Flight Deputies other than CEO, 
Security Manager, Design Engineers, CEN flight 
construction managers and SABER planners and 
construction managers, and others working on full 
size large format drawings most of the time 


E 


All other Full Time Staff F 


IMA/Reservist < 25% of FTE H 
36/person Drop-in Task Stations/Testing Stations/Kiosks H 


Special Purpose Spaces 


Unit Meeting Spaces See FC-6, CG-61 Admin 
Overview Tables 6 Drawings Vault User Justified 


Computer, Server, Communications User Justified 


Break Room See FC-6, CG-61 Admin 
Overview Tables 4 Lockers User Justified 


Ops Conference Room/UCC (see note 2 below) 
(Up to 20 personnel at 20 sf each)  


Up to 400 sf  


Customer Service User Justified 


Office of Record Storage (see 1.4 above) User Justified 


Special Purpose Storage (see 1.4 above) User Justified 


SIPR room (see note 4 below) 7.43 m 80 sf 


Large Format Plotter (EA) 5.57 m 60 sf 


Waiting Areas (per person) 1.86 m 20 sf 


NOTES: 
1.   See Tables 2 through 8 in FC-6, CG-61 Admin Overview. 
2.  400 SF Max. This is in addition Unit Meeting Space, and provided to support CEO recurring 
meetings and double as the unit control center 
3.  SIPR rooms are shared secure computer SIPR Net rooms (a.k.a., SIPR café) with multiple 
SIPR stations for unit use. Each SIPR station is authorized 20 sf. A SIPR room is sized at the 
greater of the total number of SIPR stations x 20 sf or 80 sf minimum. If safes are stored in this 
room, the net SF is increased by the footprint of the safes (see paragraph 1.4 above).  


 








 


Equal Opportunity Facility.  FAC: 6100 


CATCODE:  610911 


OPR:  AF/A1M 


OCR:  N/A 


Updated:  23 AUG 2024 (Date approved from HAF) 


1.1. Description.  The Equal Opportunity Facility supports the Department of the Air Force 


Equal Opportunity Program (AFI 36-2710, Equal Opportunity (EO) Program). 


1.2. Requirements Determination.  Each installation requires an Equal Opportunity Facility.  


The facility should be in an area on the installation where all personnel have easy access, through 


their own private entryway with controlled foot traffic to provide as much anonymity as possible.  


Also, the EO offices should not be located near Command Team/Commander’s office areas.  


When feasible, the EO and Sexual Assault Prevention and Response (SAPR) Program offices 


should be in close proximity to each other. 


1.3. Scope Determination.  Provide all EO counselors with private offices for consultations or 


personal interviews and space for normal office operations.  The facility will also have private 


consultation meeting areas for counseling, mediation, and discussions to resolve EO cases.  In 


addition, the facility will have conference room and classroom space for Equal Opportunity and 


Human Relations Education training requirements.  Conference rooms and classrooms to have 


room dividers used for concurrent instruction.  Other conference room/classroom uses include 


training, committee meetings, councils, and associated forums involved in EO work.  Conference 


room/classroom space should accommodate “state of the art” audio-visual equipment.  Also, 


ensure adequate space for use of audio-visual aids and experimental training exercises.  All 


personnel visiting the EO office should have easy access, to include access for disabled persons 


(e.g., elevators, ramps, lift equipment, alternate accessible locations).  Offices will be located in 


an area on the installation which does not dissuade individuals from accessing EO programs or 


services (e.g., Command Team/Commander’s office). 


1.3.1 For each authorized EO position that performs counseling services, provide a private 


office space.  All other authorized EO staff to be accommodated in open office space.  See 


Table 1.1. 


1.4. Design Considerations.  The facility requires special consideration to provide features that 


promote accomplishment of program objectives.  The interior design should create an 


environment that has a non-institutional character.  This involves providing an environment that 


visitors perceive as non-threatening and one that encourages free access and expression.  


Counseling rooms require floor-to-ceiling walls to ensure privacy.  Also, sound proofing is 


necessary between administrative offices and consultation areas. 


Table 1.1. Authorized Spaces for Equal Opportunity Facility. 


Offices/Functions 


Office Type 


See FC-6, CG-61 Admin 


Overview Tables 3.1/3.2 


m2 ft2 


Private Offices 


EO Director, Deputy EO Director, and EO Counselors D 







 


Open Offices 


All other EO staff F 


Special Purpose Spaces 


Administrative supply storage, unit/organization files, 


safes, copiers, scanners, printers, facsimile machines, 


shredders, shelter-in-place kits, mail rooms, and lactation 


support rooms (8 SF per workspace) 


See FC-6, CG-61 Admin 


Overview Tables 4 


Break Room (3 SF per full time staff) 
See FC-6, CG-61 Admin 


Overview Tables 4 


Conference Room/Classroom (25 persons at 30 SF each) 1 69.6 750 


Mediation/Caucus Room (10 persons at 15 SF each) 13.9 150 


Discussion Room(s) 2 5.9 64 


Waiting Area (6 seats/visitors) 1.9 20 


NOTES: 


1. See FC-6 CG-61 Admin Overview Table 1.4 


2. One (1) discussion room per 10 organizational personnel.  No more than four (4) discussion 


rooms are authorized per installation. 
 








Emergency Management (EM).  FAC: 6100 
 


CATCODE: 610913 


OPR: HAF/A4CX  


OCR: AFCEC/CXR; AFIMSC/IZP 


Updated: 23 AUG 2024 (Date approved from HAF) 
 


1.1. Description. The Base Civil Engineer (BCE) is responsible for a wide variety of 


design, construction, operation, maintenance, and environmental planning functions on 


base facilities and utilities systems. In addition, the BCE is responsible for the 


Explosive Ordinance Disposal (EOD) (CATCODE 141165), Emergency Management 


(EM) (CATCODE 610913), and Fire & Emergency Services (F&ES) (CATCODE 


130142) functions on an installation. The Office of Emergency Management facility 


(CATCODE 610913) supports the installation EM function that executes the primary 


and ancillary missions of the Air Force EM Program in AFPD 10-25, Air Force 


Emergency Management Program and further accomplishes installation-level 


operations under the Department of the Air Force’s EM Program and DAFI 10-2501, 


Emergency Management Program, and EM Flight operations in accordance with 


AFMAN 32-1007, Readiness & Emergency Management (R&EM) Flight Operations. 


The function provides the planning, management, education and training, and 


operations to prepare the installation for physical threats resulting from natural, 


technological, and (un)intentional human-caused incidents. In addition to the 


administrative tasks related to tracking emergency management and readiness 


training/execution, this function also includes maintaining stores of specialized full 


spectrum readiness and emergency response equipment. Activities of the Installation 


EM Office extend to tenant units including the Air National Guard and Air Force 


Reserve Command forces. In overseas areas, the function serves as a standby facility 


like EOD/F&ES functions. See applicable supplements to DAFI 10-2501. 


1.2. Requirements Determination. The BCE complex should provide a professional, 


functionally integrated environment for personnel performing EM functions on an 


installation. Verify funded manpower in the CEX CEXE and CEXM OSC codes and 


authorize private and open cubicle office spaces accordingly. Other non-office space 


authorizations are discussed in paragraph 1.5 and Table 1.1.  
 


1.3. Scope Determination.  See FC-6 CG-61 Admin Overview paragraph 1.1 and 


Table 1.1 
 


1.4. Design Considerations. Facility components and requirements include the 


following: 
 


1.4.1. Classrooms. This component contains chairs and tables that are used for 


lecture and audio/visual instruction and equipment. Two classrooms are necessary 


especially in overseas areas where different courses of instruction are conducted 


during normal duty hours. Installations that can justify regular concurrent 


classroom use in excess of 60 students can provide more classroom space in 


accordance with FC-6 CG-61 Admin Overview Table 5. At least one classroom 


space should allow for classified (up to SECRET) instruction/discussions in 


accordance with requirements identified in AFMAN 10-2503. 


 


1.4.2. Competency and Task Evaluation Center. Each installation’s EM Flight 


requires a dedicated and separate space to conduct mission essential response 


education and training in support of the AFEM Credentialing & Certification 


Program (AFEM C&C Program) (See AFOP 4.6.2.5.9; DODI 605517; CJCS 







Manual 3504C). This climate-controlled center requires, at a minimum 20 ft x 20 


ft (400 sf) floorplan, to securely store and utilize specialized equipment for up to 


five (5) individuals. The center needs to be free of office or classroom furniture to 


enable the free movement of individuals performing their evaluations, while also 


permitting the viewing of the evaluation by others (instructors, trainers, observers, 


etc.). This center will also require electrical, video projection, and network 


connectivity to properly connect and display an individual’s evaluation progress. 


The Competency and Task Evaluation Center should be co-located with Full 


Spectrum Readiness Equipment Storage to provide ready access to the equipment 


to be used. 
 


1.4.3. CBRN Control Center. This component supports communications 


equipment to include, at a minimum, one Secure Internet Protocol Router (SIPR) 


terminal, plotting/status boards/maps/charts to include network-enabled digital 


displays, and may be manned by up to four individuals. The component coordinates 


disaster activities and dispatches the Emergency Management Support Team and 


other incident response and recovery related specialized teams. The CBRN Control 


Center should include space for at least one two-drawer safe for classified 


(SECRET) information is required (more if locally required). 
 


1.4.4. Secure Storeroom. The secure storeroom must be climate controlled to 


prolong the shelf-life of material and equipment sensitive to temperature extremes 


and exposure to elements. It is needed for emergency response equipment such as 


protective clothing, CBRN detection, monitoring and decontamination equipment. 


The storeroom includes partitioned dressing/changing space for team members that 


require the use of protective clothing and gear. It requires space to perform periodic 


and simultaneous operational equipment checks for multiple pieces of CBRN 


detection and monitoring equipment. 
 


1.4.5. Decontamination/Shower Area and Latrine. This component requires 


separate male and female areas. Each should contain two showers, two commodes, 


and two sinks/wash basins. In addition, include two urinals for the male latrine. 
 


1.4.6. Demonstration Yard. An open yard is needed to demonstrate proper response 


procedures. It is preferably located adjacent to the Installation EM Office for ease of 


use and trainer/instructor control and safety observation. 
 


1.4.7. Student Lounge. This component supports from 30 to 60 students and 


includes vending machines in addition to furniture. This space will have a minimum 


of 125 net SF and for 30 students, with up to 180 net SF for 60 students. For locations 


with a greater simultaneous student load add 3 net SF/student over 60.  
 


1.4.8. Standby Area. This component supports from 5 to 10 persons and includes 


sleeping area, lockers, tables, chairs, and food storage and preparation area. 
 


 


1.4.9. Computer, Telecommunications. This component supports computer and/or 


telecommunications servers and equipment if required for this facility (e.g., CBRN 


Control Center, Competency and Task Evaluation Center, and SIPR network). 


Typical server racks are 2 ft x 2 ft (4 sf) each. Other equipment is user justified. Any 


associated storage should be identified separately. 
 


1.4.10. Full Spectrum Readiness and Emergency Management Response 


Equipment Storage (See CATCODE 219946 Base Engineer covered storage). 


Storage is required to provide space sufficient to store, manage, palletize, process 


and ship UTC equipment as well as provide space for full spectrum readiness 







deployment (PRIME BEEF) training equipment (tents, generators, deployment 


equipment and kits, etc..). Space determination should incorporate maximum 


efficiency storage systems to minimize required space (stacked storage shelving for 


deployment bags, pallets, equipment, etc…). This space may also include unit 


equipment issue and processing space as required. Additional covered storage space 


may be earned to support emergency response mobile command vehicle/trailer 


and/or emergency response equipment (user justified) based on installation mission 


requirements.  Storage area may also include additional power supply requirements 


to sustain “standby” power for response trailer(s) and associated internal equipment. 
 
 
Table 1.1. Authorized Spaces for EM Facility. 


 


Offices Office Type (see FC-6 


CG-61 Admin Overview 


Table 1.2 and 1.2.1) 


Installation Emergency Manager/Flight Commander                    D 


Supervisor/NCOIC E 


All others F-H 


Special Purpose Spaces m2 ft2 


Break Room (3 sf/Assigned staff) 50 sf minimum 4.65 50 


Classrooms (for 30 persons ea, 60 persons max) 
See FC-6 CG-61Admin 
Overview Table 5  


Competency and Task Evaluation Center 37.1 400 


Secure Storeroom 139.3 1,500 


Decontamination Shower/Latrines User justified 


Student Lounge (add 3 net SF per student over 60 student load) 11.6-16.7 125-180 


Standby Area 92.9 1,000 


Computer, Telecommunications (typically 4 sf/server rack) User justified 


CBRN Control Center (min) 74.3 800 


 








 


Special Victims Counsel (SVC) (Victims Counsel (VC)).  FAC: 6100 


CATCODE: 610916 


OPR: AF/JA 


OCR: N/A 


1.1. Description. The SVC (VC) Office is an independent tenant office servicing the base. 


The SVC Office needs to be located in a building separate from the Base Legal Facility. 


The perception of the SVC (VC) as a separate entity from the SJA office is essential to its 


ability to function as an independent counsel in supporting victims of sexual assault. The 


functions that need to be allowed for are Special Victims Counsel (Victims Counsel), 


Administrative Support, Visiting Attorney, and Waiting. 


1.2. Requirements Determination. To prevent the perception of command influence, do 


not combine law centers and SVC offices unless designated by AF/JA. The SVC (VC) 


office should provide space for the SVC (VC) counsel, administrative support, visiting 


attorney, meeting and waiting areas. 


1.3. Scope Determination.  See Table 1.1 below. 


1.4. Dimensions.  See Table 1.1 below. 


1.5. Design Considerations. Special Purpose Space required includes a waiting 


room/reception area, professional staff offices, administrative office, visiting attorney 


office, team room, and a break area. Special Victims Counsel (Victims Counsel) should not 


be collocated with or near Area Defense Counsel or the base Legal Offices. Where possible, 


consider colocation of the SVC (VC) offices with the base Sexual Assault Prevention and 


Response Program offices.  


 


Table 1.1. Space Requirements for Special Victims Counsel (Victims Counsel) 


 


Position Title Office Type1 


Private Office Space 


Special Victims Counsel (Victims Counsel) 
(Attorneys) 


C 


Visiting Attorneys D 


Paralegal D 


Open Office Space 


Admin staff (if assigned) F 


1 task station for 4 IMAs H 


Special Purpose Spaces – also see Tables 1.3 and 1.4 m2 ft2 


Administrative Support Space (8 ft2 per full time staff)  .7/pn 8/pn 


Waiting Room / Reception areas 11.1 120 sf 


Break Room / Coffee Bar 4.6 50 


Team room 14 150 







 


1) See DAFMAN 32-1084, FC-6, CG-61 Admin Overview Tables 3.1 and 3.2 


 








Office of Special Investigations (OSI). FAC: 6100 


CATCODE: 610915  


OPR: SAF/IG 


OCR: OSI 


Updated Aug 24 


 


1.1. Description.  There are 3 types of OSI facilities: Regional Offices, Investigative 


Detachments, and Specialized Detachments. 


1.1.1. Regional Offices.  The seven numbered regional offices are aligned and function 


as directorates with their assigned MAJCOM.  For example, Region 3 is aligned 


with AMC and is located on Scott AFB.   


In addition to the numbered regional offices, there are three additional regional 


offices for special missions.  These units are Procurement Fraud Investigations 


(PF), the ICON Center, and Special Projects (PJ).  These regional offices are 


organized to oversee specialized units.   


In addition to their mission responsibilities, numbered and specialized regional 


offices exercise command and control over Field Investigative Squadrons (FIS), 


Detachments (Det), and Operating Locations (OL).  Regional office Commanders 


perform Wing/CC duties for their assigned units. 


The facility size of regional offices varies based upon the number of assigned 


personnel.  The types of offices, admin support, and specialized spaces are 


generally standard.  See Table 1.1 Authorized Spaces Specific To: OSI 


Regional Office Facility 


1.1.2. Investigative Detachments.  Investigative detachments are aligned under the 


numbered regional offices.  Their primary mission is to support their assigned 


Wing and Installation.  Based upon the size of the unit and organizational 


alignment, the investigative detachments can be a FIS, Det or OL.   The facility 


size of investigative detachments varies based upon the number of assigned 


personnel.  However, the types of offices, admin support, and specialized spaces 


are generally standard. See Table 1.2 Authorized Spaces Specific To: OSI 


Investigative Detachment Facility 


1.1.3. Specialized Detachments.   Specialized detachments are typically aligned under 


ICON Center, PF, or PJ.  Specialized detachment missions are varied, and 


consequently, their facility requirements vary from one unit to the next.  


Specialized detachment missions may include cyber operations, anti-terrorism 


specialty teams, personnel security details, polygraph, forensic sciences, digital 


forensics, procurement fraud, and special projects.   Based upon the size of the 


unit and the organizational alignment, the specialized detachments can be a FIS, 


Det or OL.   The facility size of specialized detachments varies based upon the 


number of assigned personnel and missions.  Furthermore, the types of offices, 


admin support and specialized spaces are not standard, and depend heavily upon 


the unit’s specific mission.   For example, a personnel security detail detachment 


will require typical office workspaces, weapons storage, and a garage for the 


vehicles, but will not require an evidence vault or interview rooms.     A cyber 


detachment will require a SCIF and workspaces to accommodate high volume 







CATCODE: 610915 Office of Special Investigations 


computer usage.  See Table 1.3 Authorized Spaces Specific To: OSI 


Specialized Detachment Facility 


 


1.2. Requirements Determination.  OSI/LG (Logistics Directorate) assists in the planning of 


OSI facilities and makes final determinants on the requirements of proposed projects in 


accordance with the Office of Special Investigations Facilities Design Guide. Contact OPR for 


additional information and guidance. 


 


1.3. Scope Determination. See FC-6 CG-61 Admin Overview paragraph 1.7, Table 1.1 


 


Table 1.1 Authorized Spaces Specific To: OSI Regional Office Facility 


 


Office & Admin Support Spaces Office Type m2 ft2 


Commander A 27.8 300 


Vice or Deputy Commander A 27.8 300 


Branch Chief C 13 140 


Special Agents (see note 1) E 6 65 


Staff Offices F 3.3 36 


Part Time (Reservists) - as needed H 1.8 20 


Visitor Waiting Area - 6 seats  11.1 120 


Conference Room   27.8 300 


Weapons Vestibule and Storage 


(see note 2) 


 16 120 


Administrative Support Room - 


per full-time equivalent (FTE) 


employee 


 0.8 8 


Secure Storage (see note 3)  18.6 200 


Break Room (3sf per full time 


staff)  


See Table 1.3  


Computer Room  14 150 


Special Purpose Spaces Office Type m2 ft2 


SCIF/SAPF (see notes 4, 5 & 6) E 6 65 


SCIF/SAPF (see notes 4, 5 & 6) H 1.8 20 


 


 


Notes:  


1.  Special Agents require additional space for customer service function. 


2.  Weapons area needs to be sufficient to support storage of weapons in GSA safes, clearing 


barrel, and clear space in front, back and sides to use clearing barrel.  [Refer to AFMAN 31-129, 


USAF Small Arms and Light Weapons Handling Procedures, paragraph 1.6. Clearing Zone (or 


current AF guidance).]   


3.  PJ Headquarters requires an additional 200 square feet (400 SF total) of secure storage due to 


requirement to store additional files. 


4.  For Regions, the SCIF is for their Counterintelligence (CI) Office.  Majority of ICON Center 


personnel will work in SCIF space, and a minority will work in Secret Open Storage Facility 







CATCODE: 610915 Office of Special Investigations 


(SOSF).  PJ Headquarters’ entire space will be Special Access Program Facility (SAPF).  PF 


does not have a SCIF requirement.   


5. For the CI SCIF, require one Type C office, and Type E cubicles for each Counterintelligence 


Agent authorized position, plus two Type H stations.  Additional square footage required for 


additional equipment and security separation.  Cubicles will have minimum of 3 systems (NIPR, 


SIPR, & JWICS).  Type H stations will have minimum of 2 systems (SIPR and JWICS).    


6.  For ICON Center and PJ, refer to HQ OSI/LG for number of personnel and office types. 


 


Table 1.2 Authorized Spaces Specific To: OSI Investigative Detachment Facility 


 


Office & Admin Support Spaces Office Type m2 ft2 


Commander B 14.9 160 


Superintendent D 9.3 100 


Special Agents (see note 1) E 6 65 


Staff Offices F 3.3 36 


Part Time (Reservists) - as needed H 1.8 20 


Visitor Waiting Area - 6 seats  11.1 120 


Conference Room   27.9 300 


Break Room See Table 1.3 per 


FTE 


 
0.27 3 


Administrative Support Storage -


per FTE 
 0.8 8 


Special Purpose Spaces           


(see note 4) 


Office Type m2 ft2 


Entry Control Point  3.7 40 


SCIF (see note 2) E 6 65 


SCIF/SAPF (see note 2) H 1.8 20 


 m2 ft2 


Secure Visitor Waiting Area  11.1 100 


Polygraph/Interview Rooms (2x) 11.1 120 


Soft Interview Room 16.7 180  


Observation Room  9.3 100 


Indexing Area 5.9 64 


Evidence Vault 37.1 400 


Weapons Vestibule and Storage 


(see note 3) 
16.3 175 


Secure Storage Room  37.1 400 


Operation/Training 20 220 


Computer Server Room 11.1 120 


Computer Crime Lab 16.7  180 


Equipment Storage Rooms 51 500 


Garage (one vehicle) 23.2 250 


  Showers and Locker Room (2x) 9.3 100 


Evidence Dehydrator 5.5 60 


 







CATCODE: 610915 Office of Special Investigations 


Notes:  


1.  Special Agents includes additional space for customer service function. 


2.  For the SCIF, require Type E cubicles for each Counterintelligence Agent authorized 


position, plus two Type H stations.  Additional square footage required for additional equipment 


and security separation.  Cubicles will have minimum of 3 systems (NIPR, SIPR, & JWICS).  


Task stations will have minimum of 2 systems (SIPR and JWICS).  Type H stations will have 


minimum of 2 systems (SIPR and JWICS).    


3.  Some Dets may require an alarmed vault based upon the number and types of weapons stored.  


Installation Security Office will determine if vault or storage in GSA safes is sufficient.  


Weapons area needs to be sufficient to support storage of weapons in GSA safes, clearing barrel, 


and clear space in front, back and sides to use clearing barrel.   [Refer to AFMAN 31-129, USAF 


Small Arms and Light Weapons Handling Procedures, paragraph 1.6. Clearing Zone (or current 


AF guidance).]   


4.  OSI Dets have higher than standard of square footage to authorized positions due to large 


number of special purpose spaces. 


 


Table 1.3 Authorized Spaces Specific To: OSI Specialized Detachment Facility 


 


Office & Admin Support Spaces Office Type m2 ft2 


Commander B 14.9 160 


Superintendent D 9.3 100 


Special Agents (see note 1) E 6 65 


Staff Offices F 3.3 36 


Part Time (Reservists) - as needed H 1.8 20 


Visitor Waiting Area - 6 seats  11.1 120 


Conference Room   27.9 300 


Lactation Room  9.3 100 


Administrative Support Room - per FTE  0.8 8 


Break Room 3 per workstation 


Special Purpose Spaces (see note 9) Office Type m2 ft2 


SCIF/SAPF (see notes 2 & 3) E 6 65 


SCIF/SAPF (see notes 2 & 3) H 1.8 20 


 m2 ft2 


Secure Visitor Waiting Area - as required 


(see note 4)  


11.1 100 


Polygraph/Interview Rooms - required 


dependent upon mission (see note 5) 


11 120 


Observation Room (see note 5) 5.6 100 


Evidence Vault 37.1 300 


Weapons Vestibule and Storage (see note 


6) 


16 175 


Secure Storage Room  37.1 400 


Computer Room 16.7 180 


Computer Crime Lab  11.1 120 


Forensic Science Lab - if required (see 


note 7) 


11.1 120 







CATCODE: 610915 Office of Special Investigations 


Electrical Lab - if required (see note 7) 18.6 200 


Special Purpose Spaces (see note 9) m2 ft2 


Fabrication Lab - if required (see note 7) 27.9 300 


Garage - per assigned Personnel Security 


Detail (PSD) vehicle (see note 8) 


23.2 250 


 


Notes:  


1.  Special Agents require additional space for customer service function. 


2.  The requirement for SCIFs in a Specialized Det is highly dependent upon the mission.  A Det 


with a Cyber mission will require a large SCIF as most members work full-time inside a SCIF.   


A PJ Det will work entirely in a Special Access Program Facility (SAPF).  A PF Det does not 


require a SCIF.  HQ OSI/LG and IP can validate the requirement and size. 


3.  For the SCIF/SAPF, Type E cubicles for each Agent authorized position, plus two Type H 


stations.  Additional square footage required for additional equipment and security separation.  


Cubicles will have minimum of 3 systems (NIPR, SIPR, & JWICS).  Type H stations will have 


minimum of 2 systems (SIPR and JWICS).   Workspaces for OSI Cyber Missions may have 4-5 


systems at one desk.  


4.  Most Specialized Dets will not require a secure waiting area.  Those with Polygraph mission 


require a secure waiting area. 


5.  The number of interview rooms is based upon each Det’s mission.  Some will require no 


interview rooms, some 1-2, and those with Polygraph mission may require 6.  An observation 


room is only needed when an interview room is required.   


6. Some Dets may require an alarmed vault based upon the number and types of weapons stored.  


Installation Security Office will determine if vault or storage in GSA safes is sufficient.  


Weapons area needs to be sufficient to support storage of weapons in GSA safes, clearing barrel, 


and clear space in front, back and sides to use clearing barrel.   [Refer to AFMAN 31-129, USAF 


Small Arms and Light Weapons Handling Procedures, paragraph 1.6. Clearing Zone (or current 


AF guidance).]   


7.  Some Dets will have labs for Forensic and Technical Service Offices.  HQ OSI/LG and/or the 


Det UMD can validate lab requirements based upon manning. 


8.  Most Specialized Dets do not require a garage; however, Dets with PSDs require a garage for 


each of the PSD vehicles. 


9.  OSI Dets have higher than standard of square footage to authorized positions due to large 


number of special purpose spaces. 


 


 







