DLI'S I nstruction 5305.2

DLI S- RW
Novenber 8, 2000

SPACE ASSI GNVENT, LAYOUT AND REPORTI NG/ RELOCATI ONS
W THI N THE FEDERAL CENTER
A. REFERENCES.
1. DLAR 5305.2, Space Managenment and Reporti ng.

2. DLSC Instruction 5305.2, Space Assignnent, Layout and Reporting, October 2,
1996, (hereby cancel ed).

B. PURPGCSE.

1. To establish procedures and responsibilities for the control and reporting of
physi cal space assignnents and space |ayouts.

2. To provide a standard procedure for the efficient relocation of organizations
and personnel within the Federal Center

3. Supersedes reference A2.

C. APPLICABILITY AND SCOPE. These procedures apply to all organizational elenents
of the Defense Logistics Infornmation Service (DLIS), HQ Defense Reutilization and
Mar keti ng Service (HQ DRMS), DLA Systens Integration Ofice (DSIOJ), and other DLIS
supported activities.

D. DEFI NI TI ONS.

1. Directorate Adnmnistrative O-fice. Ofice within an office/directorate
responsi bl e for managenent support functions.

2. Directorate Coordinating Ofice. Ofice within a specific office/directorate
responsi ble for planning an office relocation. Can be the sane as the Directorate
Admi ni strative O fice.

3. Responsible Property Custodian (RPC). Individual responsible for inventory
control of Government issued equi pnent such as typewriters, calculators, term nals,
etc.

4. Tel ephone Custodial Representative (TCR). Individual responsible for
tel ephone installation and relocation coordinations, (within a specified area.)



5. Ternminal Area Security Oficer (TASO. Individual responsible for the
aut hori zed use of conputer ternminals and equi pment within a specified area.

6. Local Area Network (LAN). The systemthat ties the conputers into the
server. It includes PCs, printers, nonitors, disk drives, etc.

7. Equipnent. The itens to be noved such as desks, PCs, printers, scanners,
faxs, LAN equi pnent, etc.

E. PROCEDURES.

1. Requesters will address requests for additional space or conplete relocation
to DLIS-RW The request should contain a full explanation of need.

2. To request GSA work, e.g., relocations, alterations, partitioning, air
conditioning, electrical change(s), initiate a DLIS Form 1783 and forward to DLI S-RW
(through DRMS-TN for HQ DRMS of fices/directorates).

F. RESPONSI BI LI TI ES.
1. Designated personnel in charge of areas to be noved will:

a. Plan the nove.

b. Set up a wal k-through with the DLIS-RW Facilities personnel and the
Communi cati ons Branch, Tel ephone Managenment O fice (TMO), for coordination, and
ensuring the nove is according to the installation master plan. DLIS-BT is included
ensuring sufficient LAN and tel ephone (connectivity) cabling exists.

C. Subnmit a request to their office/directorate adninistrative office if they
are responsi ble for coordinating the nove. The request will contain:

(1) Date of planned nove.

(2) Nane of contact person.

(3) Nane and extensions of person(s) noving

(4) Room nunmbers and LAN jack nunbers of where equipnent is currently
| ocat ed.

(5) Room numbers and LAN jack nunbers of where equipnent is to be noved to.

(6) Type, nodel and serial nunber of equi pnent noved (typewriters, PCs,
printers, etc.)

(7) List any type of special requirenents.

d. Obtain a copy of the destination office floor plan fromthe DLI S-RW
Facilities Specialist, and mark the | ocation(s) where the equi pnent goes. Ensure
new | ocations have the required (LAN) phone jacks, and electrical outlets.

e. Directorate Ofices DDGCs TCRs will:

(1) Coordinate all tel ephone noves for their respective D/ GCs.

(2) Submit DLIS Form 867s, DLIS Form 1783s, and the acconpanying floor plans
to their administrative office(s).

(3) Advise and ensure proper notifications and other actions are conplete,
for coordination of their noves.

f. Notify TASQ(s), TCR(s) and RPC(s) of the planned nove by sending thema
courtesy copy of the DLIS Form 867, and al so a copy of the spreadsheets with
equi pnent serial reference nunbers, and | ocations. Send a copy of the spreadsheets
to DLIS-RW GSA, DLIS-BT tel ephone people, PC personnel, for DLIS and al so to back
dock contractor. NOTE: The TCR signs in block 4 of the DLIS Form 867 before it
goes to DLIS-BT. So the TCR needs the original, not just the courtesy copy.



g. Pack desk items in boxes and use | abels to nmark the new room nunber on the
boxes and the furniture before the nove.

2. Admnistrative/ Coordinating Ofice will:

a Coordi nate the nove.

b. Submit DLIS Form 1783 for nove to DLI S-RW

c Subnmit the phone request, DLIS Form 867.

d Subnmit the action to relocate the PC equi prment.

3. Division Chief, DLISSRW wll:

a. Process the nove in accordance with DLIS Form 1783 submitted by the
admi ni strative/coordinating office.
b. Administer overall managenment control in the assignnent and acquisition of
space for DLI S/ HQ DRMS/ DSI O J.
c. Coordinate the DLIS Form 1783 with the TCR, RPC and the
admi ni strative/coordination office.
d. Review all requests for assignnent of operational floor space and recomend
approval / di sapproval .
e. Refer requests involving additional floor space assignments or nmoves to the
appropriate Command (DLI S/ HQ DRMS) for:
(1) Final approval/di sapproval.
(2) Resolution on a case-by-case basis of any conflicts that cannot be
resol ved.
f. Appoint a Facilities Specialist fromDLIS-RWto be Space Managenent
Coordi nator for DLIS/ HQ DRMS/ DSI O J.
g. Mintain this instruction in a current status and review it biennially.

4. The Space Managenent Coordi nator (DLIS-RW will:

a. Coordinate with the office/directorate requesting the nove, any noves that
i nvol ve changes to assigned space or acquisition of additional space.

b. Coordinate the preparation and subm ssion of space reports, tenplate
| ayouts and related reports for DLI S/ HQ DRVS/ DSI O J.

c. Act as contact point with HQ DLA on all problens related to the GSA rent on
utilized space for DLI S/ HQ DRMS/ DSI O J.

5. The Heads of DLIS/HQ DRMS Offices/Directorates and DSIO-J will:

a. Ensure effective utilization of assigned space. (Enclosure 1 to DLAR
5305. 2 provi des guidance and criteria for effective space utilization.)

b. Furnish DLIS-RWa request (DLIS Form 1783) with a scaled floor plan
(available from DLI S-RW showi ng | ocati ons when proposing a nove or a conplete
rel ocation. NOTE: No floor plans are necessary when rel ocating wthin
nmodul ar/ systens furniture in your own area. The request/floor plan will include:

(1) The occupant’s grade, including whether or not the position is
supervi sory.

(2) The location of other furniture or equipnent.

(3) Any necessary electrical work.

(4) Oher building alterations.

c. Designate an individual and alternate to coordinate and acconplish above
functions with guidance from DLI S-RW as required.

d. Furnish nanmes of designated individual and alternate to



DLI S-RW (t hrough DRMS-TN for HQ DRMS of fices/ directorates).

e. Coordinate with DLIS-BT, (TMO) for nmovenent of tel ephones/PCs for HQ DRMS
and DSI O J.

g. Wen relocating LAN equi prrent contact your respective PC Hel p Desk.

G EFFECTI VE DATE AND | MPLEMENTATI ON. This publication is effective and
i mpl ement ed upon signature by DLI'S Deputy.

H. I NFORMATI ON REQUI REMENTS. (Reserved for future use.)
BY ORDER OF THE COMMANDER
/sl

Rl CHARD B. MAI SON
Deputy



