
	Space Requirement Questionnaire



	 


	
	
	
	 

	Project Details
	 
	 
	 
	 

	 
	
	
	
	 

	Agency/Body Title
	
	
	
	 

	Contact name
	
	
	
	 

	Telephone
	
	
	
	 

	E-mail
	
	
	
	 

	Fax
	
	
	
	 

	 
	
	
	
	 

	Division:
	
	
	
	 

	Space use:
	
	

	Total Number of staff:
	
	
	
	 

	Projected expansion:
	
	
	
	

	
	 
	 
	 
	 

	 
	
	
	
	 

	Adjacencies

	 
	
	
	
	 

	Please list each division and co-location priority

	
	
	
	
	 

	1 - must be co-located
	
	
	
	 

	2 - considerable benefits if co-location achieved
	
	
	 

	3 - some benefits
	
	
	
	 

	4 - no direct benefit


	
	
	
	 

	
	
	
	
	

	Division
	Co-location priority
	All or Part of Division?
	 
	Please note the Branches/Teams that need to be co-located

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 


	Section 1 - Office Space
	 
	 
	 
	 

	
	
	
	
	

	Do you agree that open plan accommodation should be used?

	
	
	
	
	

	Category of Space


	Required (yes/no)
	Number Required
	 
	Comments:

	Staff Space


	 
	 
	 
	 

	Individual Room


	 
	 
	 
	Insert total number of people who require their own office

	Open Plan Space
	 
	 
	 
	Insert total number of staff to be accommodated in open plan space

	 
	 
	 
	 
	 

	Breakdown of open plan space:-

 
	 
	 
	 

	Single workstation


	 
	 
	 
	 

	Double workstation


	 
	 
	 
	 

	Group of 4 workstations


	 
	 
	 
	 

	Group of 8 workstations


	 
	 
	 
	 

	
	
	
	
	

	
	
	
	
	

	Section 2 - Conference/Meeting Space

	
	
	
	
	

	Has a survey of current meeting room use been conducted?

	
	
	
	
	

	Meeting Space
	Required (yes/no)
	Number Required
	Average Number hours in use each day 
	Comments:

	Open Plan Meeting Space


	 
	 
	 
	 

	Interview room 

(to accommodate up to 4 people)
	 
	 
	 
	 

	Meeting room 

(to accommodate up to 10 people)
	 
	 
	 
	 

	Conference Room 

(to accommodate up to 30 people)
	 
	 
	 
	 

	Conference Room

(to accommodate more than 30 people - please specify max number)
	 
	 
	 
	 

	Training room


	 
	 
	 
	 

	Video conference


	 
	 
	 
	 


	Section 3 - Alternative Working Areas

	
	
	
	
	

	Do you think alternative working areas should be provided?

	
	
	
	
	

	Alternative Work Areas
	Required (y/n)
	Number Required
	Average Number hours in use each day 
	Comments:

	Hot desks;


	 
	 
	 
	 

	Quiet study room;


	 
	 
	 
	 

	Project/ group space;


	 
	 
	 
	 

	Break-out area;


	 
	 
	 
	 

	
	
	
	
	

	
	
	
	
	

	Section 4 - Storage Areas
	
	
	
	

	
	
	
	
	

	When will ERDM be introduced and have the effects of this been taken into consideration?                          

                                 

	
	
	
	
	

	Storage Space
	Required (yes/no)
	Number Required
	 
	Comments

	High level storage units:


	 
	 
	 
	 

	Low level storage units:


	 
	 
	 
	 

	Archive store:


	 
	 
	 
	 

	Stationery store:


	 
	 
	 
	 

	Mobile Racking:


	 
	 
	 
	 

	Secure store:


	 
	 
	 
	 

	Waste disposal/ recycling:


	 
	 
	 
	 

	

	Section 5 - Special Requirements
	
	
	

	
	
	
	
	

	Does you have any special requirements e.g. map room?

	
	
	
	
	

	Special Project Requirements
	Required (yes/no)
	Number Required
	 
	Comments:

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 


	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Section 6 - Common/Support Space

	

	Support Space
	Required (yes/no)
	Number Required
	 
	Comments

	Reception
	 
	 
	 
	 

	Waiting room
	 
	 
	 
	 

	Display area
	 
	 
	 
	 

	Security office
	 
	 
	 
	 

	
	
	
	
	

	Social/Catering Space
	
	
	
	

	Bistro/ café
	 
	 
	 
	 

	Refreshment point
	 
	 
	 
	 

	Kitchen
	 
	 
	 
	 

	Lounge area
	 
	 
	 
	 

	 
	 
	 
	 
	 

	IT Space
	
	
	
	

	Communications room
	 
	 
	 
	 

	Computer room
	 
	 
	 
	 

	Hub cupboards
	 
	 
	 
	 

	IT office
	 
	 
	 
	 

	 
	 
	 
	 
	 

	Ancillary Space
	 
	 
	 
	 

	Library
	 
	 
	 
	 

	Mail room
	 
	 
	 
	 

	Print & copy room
	 
	 
	 
	 

	Filing/Scanning centre
	 
	 
	 
	 

	 
	 
	 
	 
	 

	Leisure Space
	 
	 
	 
	 

	Crèche
	 
	 
	 
	 

	Health club & facilities
	 
	 
	 
	 

	Showers & changing
	 
	 
	 
	 

	Sports room
	 
	 
	 
	 

	 
	 
	 
	 
	 

	General Space
	 
	 
	 
	 

	First aid room
	 
	 
	 
	 

	Cloak room
	 
	 
	 
	 

	Cleaners store
	 
	 
	 
	 


	Section 7 - External Space

	 
	
	
	
	

	What external facilities should be provided?

	
	
	
	
	

	External Space
	Required (yes/no)
	Number Required
	 
	Comments

	Car parking spaces (disabled):


	 
	 
	 
	 

	Car parking spaces (visitor):


	 
	 
	 
	 

	Car parking spaces (pool car):


	 
	 
	 
	 

	Car parking spaces (staff):


	 
	 
	 
	 

	Motorcycle spaces:


	 
	 
	 
	 

	Secure bike shed:


	 
	 
	 
	 



