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U n i t e d  N a t i o n s    N a t i o n s  U n i e s

U N I T E D      N  A T I O N  S      D E V E L O P M E N T      P R O G R A M M E


GO WORKSHEET FOR ASSESSMENT OF OFFICE SPACE REQUIREMENTS (Agency)
(Country Office)
Part 1: Space Allocation per Staff Member / Grade / Agency
	Post Title
	Post Grade
	(A)

Sq. M per
	(B)

Sq. Ft per
	(C)

No. of persons
	Total Net Space by level

(A x C = Sq.Mt)

(B x C = Sq.Ft)

	Regional Director
	D2
	24.00
	258
	
	

	UN Resident Representative
	P5-D1
	17.84
	192
	
	

	All Intern. Staff
	P1-P5
	8.90
	96
	
	

	National Staff, JPO, UNV
	All
	8.90
	96
	
	

	GS Staff (excluding drivers)
	All
	5.94
	64
	
	

	Drivers – common area
	
	2.33
	25
	
	

	Subtotal of Space for personnel
	

	Multiply by Circulation Factor (20%)
	

	Total Space for Personnel (P)
	


Notes:

1. Space allocation as per JIU

2. WC / Toilet facilities are included in circulation

3. Space for drivers in not per person but rather common use room
4.    WC Facilities: For estimate purpose the area of WC is considered to be included in the circulation percentage. For design purpose the following standards may be used:

	
	Per 25 staff
	Minimum per office

	Men
	1 WC + 1 urinal + 2 WBs
	2WCs + 2 urinals + 2 WBs

	Ladies
	2 WCs                + 2 WBs
	2 WCs                   + 2WBs


Part 2:Space Allocation for Common Facilities / Agency
	Facilities
	Space calculated per
	Sq. M 
	Sq. Ft 
	No. of staff / unit
	Total Net Space 

	Conference Room
	Staff member
	1.40
	15
	
	

	Library
	Staff member
	0.55
	6
	
	

	Common File Room
	Staff member
	0.65
	7
	
	

	Reception
	Office
	9.0-18.0
	97-194
	N/A
	

	Communication Room 
	Office
	9.0-13.5
	97-145
	N/A
	

	Audio Visual Storage Room
	Office
	9.0-18.0
	97-194
	N/A
	

	Supply Room
	Staff member
	0.25
	3
	
	

	Central Reproduction Room
	Staff member
	0.50
	5
	
	

	Copy Room
	Machine
	3.00
	32
	
	

	Computer/LAN Room
	Office
	9.0-18.0
	97-194
	N/A
	

	Janitor Room
	Office
	4.5-9.0
	48-97
	N/A
	

	Eating Facilities
	Staff member
	0.50
	5
	
	

	Kitchen
	Staff member
	Up to 0.20
	2
	
	

	Subtotal of Space for Common Facilities
	

	Multiply by Circulation Factor (15%)
	

	Total Space for Common Facilities (CF)
	


GRAND TOTAL SPACE REQUIREMENT (Part 1 + Part 2)

Total Space Personnel (P) + Total Space for Common Facilities (CF)
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