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June 15, 2015


RE:  State Properties Commission – RFP# 8710, Instructions for Best & Finals 

Dear Finalist:

We appreciate your time on our site visit on Thursday, May 28, 2015.  As one of the finalists for the Department of Human Services/Child Support Services requirement in the Dekalb County, GA area, please find enclosed the instructions for Best & Final proposals.  Proposers are encouraged to be as aggressive as possible in your responses.

All finalists must submit their response by 5:00pm EST on July 3, 2015 in accordance with the format and time schedule outlined in the original RFP.

Thank you for your participation and we will look forward to your response.

Sincerely,

[image: April Parrish]

April Parrish
Vice President
DTZ
171 17th Street NW
Suite 1400
Atlanta, GA 30363-1032
April.Parrish@dtz.com









Best & Final Proposal Details
	BUILDING ADDRESS:
	Please indicate the address for the property.

	RESPONSE:
	




	PREMISES:
	Tenant requires approximately 14,410 Usable Square Feet (USF).  Please provide all relevant CAD drawings that you have hereto date produced. Please confirm all usable measurements, rentable measurements and common area - add on factors (single tenant and multi-tenant, if applicable).  While not required, Best and Final Finalists are encouraged to complete a test fit of the proposed Premises at their own expense in accordance with Exhibit A, Exhibit B and Exhibit C.

	RESPONSE:
	






	TERM:
	Please provide for a ten (10) and fifteen (15) year lease term.


	RESPONSE:
	






	COMMENCEMENT:
	Tenant is targeting a December 1, 2015 commencement date or upon substantial completion of Tenant Improvements evidenced by Tenant’s receipt of a Certificate of Occupancy.

	RESPONSE:
	


	SPACE PLANNING/
CONSTRUCTION DOCUMENTS:
	Tenant’s architect will provide all space planning preparation, construction document preparation and MEP preparation services.  Please confirm Landlord will provide a $1.59/RSF Allowance and whether or not it will be amortized into the rental rate or deducted from the tenant improvement allowance.

	RESPONSE:
	






	CONSTRUCTION:
	In the case of an existing building, Tenant may engage a third party entity to project manage the interior tenant improvement construction.  This third party entity will provide for a competitive bid process that includes no less than three (3) general contractors and is handled on an open book basis.  Both Landlord and Tenant shall mutually agree on the selected contractors that will bid the tenant improvement construction.  

If engaged, Tenant’s Project Manager will provide Project Management Services for the Premises.  Please confirm that Landlord will provide a $2.00/RSF Project Management Allowance and whether or not it will be amortized into the rental rate or deducted from the tenant improvement allowance.

Landlord will sign and administer the executed construction contract and have involvement in the project management of the construction of the interior tenant improvements, and a 3rd party project management company will have primary responsibility for the project management of the actual construction of the interior tenant improvements.

Landlord and Landlord’s management company both agree that they will not charge a construction management fee.

In the case of a build to suit “new building”, the developer will bid and construct both the base building and the interior tenant improvements.  

	RESPONSE:
	






	TENANT IMPROVEMENTS:
	Per Exhibit B and Exhibit C, please include your most competitive per RSF tenant improvement allowance based on the space program provided in the original RFP and  attached as Exhibit A.

	RESPONSE:
	





	PARKING:
	Tenant will be provided by Landlord free of charge an “on site” parking ratio equal to a minimum of 5/1,000 RSF. All parking shall be free of charge throughout the initial term as well as all expansions of the space and all renewal periods.

	RESPONSE:
	





	SIGNAGE
RIGHTS:
	The Lease shall provide for Tenant’s name or Tenant’s trade name to be affixed to the exterior of the Premises and included on any monument(s) at the point(s) of ingress to the parking area, and if applicable, on the monument/pylon at the entrance to the development.

	RESPONSE:
	





	RENTAL RATE:
	Tenant will want the rental rate to be quoted “full service” or “gross”, except for, or excluding all utilities and janitorial costs, which will be paid directly by Tenant.  Please propose as aggressive a Rental Rate as possible.

Please include any concessions (free rent) you are willing to offer inside of a ten (10) or fifteen (15) year lease term. 

Please identify the following line items listed below.    

	Item
	Amount per RSF 2012 (actual)
	Amount per RSF 2013 (actual)
	Amount per RSF 2014 (estimated and/or actual)
	Amount per RSF 2015 (estimated)

	Operating Expenses and CAM**
	
	
	
	

	Real Estate Taxes
	
	
	
	

	Insurance
	
	
	
	

	Utilities
	
	
	
	

	Janitorial
	
	
	
	

	Admin. /Management Fee
	
	
	
	

	TOTAL: 
	
	
	
	



**It is Tenant’s intent that Landlord will be responsible for providing for all of the following, and these shall be included in the CAM/Operating Expense:
Interior Maintenance
Exterior Maintenance
Interior Repairs
Exterior Repairs
The Purchasing of interior light bulbs and its physical replacement
Dumpster & Trash
Landscaping
HVAC Service Contract
Life Safety Service Contract
Window Washing
Parking lot sweeping/cleaning
The Purchasing of exterior light bulbs and its physical replacement
Capital Improvement Reserves
Pest Control
Emergency generators (service, repair, run and fuel)
Management Staffing/Day Porters/Overhead/Benefits

	RESPONSE:
	

	LEASING INCENTIVES:
	Please identify any leasing incentives that Landlord is willing to propose including rental abatement, discretionary allowances, delayed rental rate increases or limited rental rate increases, etc.

	RESPONSE:
	


	OPERATING EXPENSE 
BASE YEAR:
	The Landlord should quote this lease contemplating a base year for operating expense increase purposes (all expenses except for utilities and janitorial).  The base year should be 2016.  Therefore, Tenant will pay only operating expense increases above a 2016 base year.  Both the base year amount and each successive comparison year shall be grossed up to reflect 100% occupancy.  
	
Additionally, controllable operating expenses (all expenses except real estate taxes and insurance) shall be capped at 3% annually on a compounding, but non-cumulative, basis.  Operating expenses shall exclude capital improvements.  Tenant, or a 3rd party company (on behalf of Tenant), shall have the right to audit operating expenses annually.   

	RESPONSE:
	







	COST DECREASES:
	Please specify the amortization interest rate that Tenant can use to calculate any rental rate reduction based on decreases in total costs (to either the base building improvements or interior tenant improvements).

	RESPONSE:
	




	RIGHT TO TERMINATE:
	Please note that the SPC lease document includes a Right to Terminate, which may not be removed pursuant to O.C.G.A. § 50-16-41, as amended.  This policy states that Tenant shall have the right to terminate the lease, without further obligation, if Tenant determines that adequate funds will not be available. Determination of adequate funds is subject to appropriation and any termination must have Governor and General Assembly approval.


	RESPONSE:
	




Exhibit A – Space Program
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Exhibit B - State Property Commission - Building Standards for Office & Administrative Build-Out
Shell Building Standards (New or Existing)
Shell:	
· Roof must be new or less than five years old. If not, an explanation will be required in writing of measures in place to ensure the state that the roof will not be a problem over the term of the lease.
· Building shell must be appointed and maintained in a like new condition.  Noticeable cracks, damage, rot or peeling paint is not acceptable.
· Landscaping is to be well maintained with a maintenance contract in place. 
· The parking lot is to be free of damage or potholes.  Required handicap parking spaces are to be clearly marked and signed per code.
· An accessible path from handicap parking into the building must be provided per code with no obstructions higher than ½”.
· The building must be able to ensure that the property has no site drainage issues.
· Building window blinds should be included in the shell cost and not the tenant improvement allowance. The window blinds should be 1” horizontal style.  Any damaged or non-functional blinds are to be replaced.
· Exterior doors are to be in good working condition, fully weather-stripped and sealed with aluminum threshold.  Doors to be have lever or push bar hardware, lockset and closer.
· The structure is to be free of any hazardous material such as asbestos or lead paint.  The structure is also to be certified free of mold or mildew.
· Underground sanitary system shall be in place for tie in.
· Domestic water system and vent system shall be in place for tie in.
· Toilet exhaust system shall be included in the shell.
· Outside air system shall comply with ASHRAE 62.1.

Electrical:
· The building must have a minimum of 5 watts per square foot for the total usable square footage for 120 volts general power usage. This excludes power for lighting and HVAC equipment.
· All panels should be in the building cost to meet the 5 watts minimum standard.
· The Landlord is to provide 2’ X 4’ 18-cell T-8 parabolic fluorescent light fixtures in a quantity of one fixture per 80 square feet. The fixtures may be in the ceiling or stacked on the floor.  
· The cost of the 2’ x 4’ lighting fixtures should be in the shell cost of the project. The lighting installation will be included in the tenant allowance budget.
· A base building audio/visual fire alarm system is to be in place.  
· Base building fire alarms and strobes will be in place.
· Provide emergency light fixtures with a standard of one fixture per 800 square feet.
· Generator or battery backup for Life Safety Systems

Mechanical:
· Mechanicals should be sized to control and condition the space with no more than a nine degree variance of the exteriors temperature. 
· The standard mechanical system should be able to meet a zoning of 1,000 square feet to 2,000 square feet per zone.
· Cooling capacity shall be 300 square feet per ton
· The mechanical system must be no more than 5 years old. If more than 5 years old a written plan of scheduled repairs and replacement should be included in the RFP.
· All mechanical equipment, main trunk lines and PIU and VAV units should be in the shell cost.
· Thermostats should be of a type that affords the opportunity to reduce cost through programming for off hours.

Plumbing:
· It is expected that base building restrooms, janitor’s closet and at least one drinking fountain are in place for use by the Tenant or if not, the cost of building them is carried as a part of the building shell and not in the Tenant Improvement Allowance.
· Restrooms and drinking fountain are to all be fully compliant with 2010 ADA standards as adopted by the State of Georgia.
· Restrooms should have plastic laminate toilet partitions, ceramic or porcelain tile floors and plastic laminate clad lavatory counters.
· All restrooms accessories are to be in place including handicap grab bars, toilet paper dispensers, paper towel dispensers, soap dispensers, etc.
· In existing restrooms, damaged toilet partitions, sinks, loose hardware or accessories, or marking on walls or partitions are not acceptable and must be repaired at Landlord expense.

Specialty: 
· If sprinkler systems are required, the main sprinkler lines should be provided within the space as a part of the base building and not the tenant allowance budget.
· A 2’ x 2’, 15/16” standard ceiling grid should be in place as part of the building shell and not a part of the tenant allowance.
· The ceiling tile should be a 2’ X 2’ Cirrus type tile or equal either in place or stacked on the floor. The tile should be in the shell or building cost and not be a part of the tenant allowance cost. 
· The floor slab shall be level within 1”/10 ft., free of major cracks or damage, and in acceptable condition for the installation of glued-down carpet or vinyl tile.




Interiors Allowance/Tenant Improvements
Above Ceiling Grid:
Electrical:
· Installation of the lighting fixtures is to be charged to the tenant allowance.
· Emergency lighting may be by battery pack fixtures or wall-mounted “eyeball” type fixtures.

Mechanical:
· The cost for the secondary and tertiary duct work, diffusers, material and labor will be charged to the tenant allowance.
· Price a separate VAV box and thermostatic control in all conference rooms with 10 people or larger.
· Training rooms should be sized with the separate PIU and/or VAV boxes and separate thermostatic controls. 

Specialty:
· Installation of the ceiling tiles is the only cost charged to the tenant allowance.
· If the ceiling tiles are pre-existing and can be reused they must be in a like new condition with a  25 % replacement of new tiles should be budgeted to the pricing for broken of damaged tiles that may occur while above ceiling work is be done during construction. 

Below Ceiling Grid:
Partitions:
· Any necessary demolition required will be at the Landlord’s sole cost and expense.
· All Conference Rooms and Training Rooms are to be full height to structure with sound batts.  All other partitions may be to underside of grid.
· Provide fire-rated partitions where required by code.

Electrical:
· All 10 X 12 to 10 X 15 Offices will have three duplex outlets.
· All 15 X 15 Offices will have three duplex outlets.
· Light fixtures are to be separately switched at each office or enclosed room.
· All offices will have one data box with conduit and a pull string. 
· All hallways will have one duplex convenience outlet not more than 40 ft. apart.
· All conference rooms will have one duplex outlet on each wall.
· All conference rooms will have two data boxes with conduit and a pull string.

· All conference rooms and training rooms will require a power and data outlet at the ceiling tile for the projector.
· Provide occupancy sensors in all enclosed rooms.
· Provide time clock control of all open and common areas.
· Minimum Server Room requirements: provide two dedicated duplex outlets, an exhaust fan with thermostatic control and a 4’x8’ sheet of plywood on the wall.
· Workstation power: if furniture system workstations are a part of the scope, provide wall feed for power and tel/data where workstations are against a wall or column.  Where workstations are not against a wall or column, provide power and tel/data overhead to be fed by furniture system power poles.  Contractor to provide all final hard-wired connections to workstations.

Door and Hardware Standards:
· All doors should be 3’-0” wide x 7’0” high minimum.  Doors to be solid core stain grade birch veneer. 
· All door frames to be hollow metal.  Frames may be knock-down type.
· All hardware should be commercial grade lever handles with a combination with locking and rest passage sets.
· Second generation doors, frames and hardware are acceptable if in “like-new” condition.

Finishes:
· All offices, conference rooms and corridors to have carpet and carry an allowance of $16.00 per square yard allowance installed. 
· All storage rooms, files rooms and break rooms should have 12” X12” VCT floorcovering with an allowance of $1.75 PSF installed.
· 4” vinyl cove base should be used throughout the space.
· All painted walls should have two coats of eggshell paint.
· Conference rooms should have Type II vinyl wall covering with an allowance of $12.00/yd. for 54” wide material only.  

Break room, Workrooms and Toilet Rooms:
· All millwork in break room, toilet rooms and workrooms should have commercial grade plastic laminate doors, countertops and splashes.  Cabinet bodies may be melamine inside.

Specialty: 
· Main Break room will have a stainless steel double sink with high-arc faucet.
· Main Break room will have a dishwasher.
· Main Break room will have a waterline for coffee and icemaker in the refrigerator. 
· Include an allowance or $1,250.00 for a refrigerator.
· Provide on wall mounted 10 lb. fire extinguisher per every 3,000 safe of space.


Exhibit C – Department of Human Services/Child Support Services
Detailed & General Specifications

Enclosed Offices
Local and Regional Managers:
· As specified in SPC Space Standards
· Data/Voice outlets on two walls and power outlets near the data drops; electrical on all walls
· L or U shaped Desk (or desk and credenza)
· 5 drawer lateral filing cabinet
· 2 drawer Lateral File to match desk
· 1-5 shelf bookcase; example: 14"D x 36"W x 70"H
· 2 guest chairs
· 42” circular table and 4 chairs (or near a small conference room)
· 1 computer: monitor, display, keyboard (or laptop)
· Office equipment:
· Electric adding machine
· Electric pencil sharpener
· Landline telephone
· Desktop printer (needed to print confidential documents)
· Books and manuals
· Desktop accessories
· Door can have a glass insert with no window blinds
· Located at furthest corner from the front entrance (not accessible to the public).

 Local and Regional Supervisor:
· As specified in SPC Space Standards
· Data/Voice outlets on two walls and power outlets near the data drops; electrical on all walls
· L shaped Desk (or desk and credenza)
· 2 drawer lateral file to match desk
· 5 drawer lateral filing cabinet
· 1-5 shelf bookcase; 14"D X 36"W X 70"H
· 2 guest chairs
· 1 computer: monitor, display, keyboard (or laptop)
· Office equipment:
· Electric adding machine
· Electric pencil sharpener
· Landline telephone
· Desktop printer (needed to print confidential documents)
· Books and manuals
· Desktop accessories
· Door can have a glass insert with no window blinds
· Located near supervised staff

Open Office Work Stations:
· Cubicle size as specified in SPC Space Standards
· 2-3’ Overhead binder bin with lights 
· 1-3’ Open shelf
· 1 Box/box/file or 1-2 drawer lateral file
· 1 computer: monitor, display, keyboard (or laptop)
· Power and data should be supplied to cubes through power poles or base feeds that separate low voltage and electrical cabling. (An insert should be placed inside of the poles to separate the levels of voltage.)
· 1 computer: monitor, display, keyboard (or laptop)
· Office equipment:
· Electric adding machine
· Electric pencil sharpener
· Landline telephone
· Desktop printer (if not tied to shared office printer)
· Books and manuals
· Desktop accessories

Identifiable Building Signage:
· Exterior Sign Marque – DHS provides Logo Artwork Specifications to Landlord
· Window/Door decal sign - DHS provides Logo Artwork Specifications to Landlord

Interior Space Signage:
· Must meet ADA Standards with English and Braille, for closed offices, ancillary/support and shared spaces

Mailbox:
· Typical for Commercial Businesses

Ancillary/ Support
Main Entrance:  
· Entrance must meet ADA requirements.
· Flooring should be ceramic tile or poured concrete (optional -recessed walk-off mat)
· If two sets of doors have automatic door openers, one door is set to open while the other remains closed.
· If the doors are manually opened, they must be adjusted to support the weight of the door for easy access by handicapped individuals.  
· If the front entry is complex to open for ADA clients, then an electronic buzzer can control a door at front entry (this is on a case by case basis).  

Waiting/Customer Service Area/Lobby:
· The lobby/waiting area must be secure and separated from the remainder of the building.  It is the only public entry during normal business hours.    All new facilities shall include:
· Electronic locks on interior doors for escorted public access OR keypad locks
· Proximity card reader control system - installed on all doors opening and closing from the lobby to corridors and the interior of the building OR keypad
· The square footage of the lobby should be adjusted (from the original program) depending on how much space is required to clear travel from entry and exit ways.
· Ample seating based on the number of clients and exclusive of circulation 
· Flooring should be VCT or ceramic tile.
· One unisex public restroom (may be 2 for large offices)
· Outlet for wall hung TV for closed circuit TVADA compliant drinking fountain 
· Child play area 
· delineated area  
· w/ outlet for wall hung TV
· no door
· furniture (supplied by tenant)
· Wiring electrical outlet for installation of security camera (if needed)
· Window blinds should be installed on the windows.
· Note: Dual height drinking fountains are now required by ADA (not just a single handicap height fixture).

Customer Service Window (Specialty):
· One window for each front office program assistant or large window with several panes.  The number of speakers depends on the number of receptionists
· Must have a view of all entrances, offices, restrooms, kiosks, kid’s play area and navigation desk in the lobby area
· High impact glass (if not bullet resistant); if bullet resistant -Clear, bullet resistant polycarbonate  
· ADA compliant counter shall be installed at the base of the window, projecting twelve (12) inches into the waiting room and projecting six (6) inches into the receptionist office room.
· Provide circular voice port for clear communications between receptionist and clients.  Large Lobbies may require an amplified voice speaker.
· Provide stainless steel money and document exchange tray.  

Receptionist Area:
· Must have an ADA compliant counter (on the program assistants side) capable of fitting an 18” computer display monitor, pc, keyboard (if there is no keyboard tray), mouse, desktop scanner, calculator and telephone. 
· Room should be wired for data/telecom
· Strategically placed Counter grommets for cords. 
· Must have conduits for installation of buzzer control for electronic locks on doors for secured door access OR keypad access
· Space underneath the counter for two-three drawer cabinets (if not included).  
· Space typically includes:
· Safe or locked file room for money
· Copy/fax area
· Two-way mail slots.
· Two-way Mail Slots: pass-thru mail slots are located on an outside wall to the reception room or separate copy/fax/mail area. Slots have to be large enough (in depth or width) to fit 12” x 15” mail envelopes.  The number of slots is equal to or greater than number of employees, which will also determine the position of the mail slots.  An ADA height counter is required for the postage meter (with a grommet hole for power) and for sorting.  
· If the office is large, a separate mail room is required with one-way mail slots.

Client Restrooms:
· Line of sight from reception area.
· Most client restrooms are single and unisex but depend on the number of clients.  
· All restrooms must meet ADA requirements and have ADA signage.
· Baby diaper changing table
· Diaper and sanitary napkin holder
· Ceramic floor tile or water resistant commercial flooring typical for public facilities
· Floor drain for over-flows
· Mold resistant drywall.  
· If soap dispensers are provided, install protective tile to prevent staining drywall or attach to sink counter.
· All millwork should have commercial grade plastic laminate doors, countertops and splashes.

Public Interview Area:
· Customers are interviewed at service counters.  These customer service counters are transaction-based work areas, where customers are seated and information is shared and/or transactions occur between people seated on both sides of a partitioned work surface. 
· Each counter has a 48” x 36” interview window, which provides a glass or plexiglass divider between client(s) and staff with a gap of approximately 6” between the counter and the glass (or plexi) for document transfer and for speaking. This is a critical workstation design elements to keep staff safe.
· The counter is an ADA compliant counter with two (2) chairs on client side and one (1) chair on staff side.  The chairs are positioned directly in front of or adjacent to the side of the employee's primary work area.
· Maximum depth and height for the customer transaction counters is determined by ADA to minimize the customers and employees reach during transaction.
· 48” privacy divider between each interview window (on the client side). 
· 72” privacy divider (on the employee side).
· Employees must be able to work with their feet on the ground so they can easily transition (swivel or rotate chair) to the different parts of the workstation.
· The furniture is a 48” wide, straight counter with the computer monitor, keyboard and mouse placed to one side.  The phone location is placed on the opposite side.
· Electrical outlet should be available on each wall
· Two (2) data/voice outlets for computer usage and phone.
· The client has no access to the staff office area, except when escorted by staff thru a keypad entry door (between interview room area and staff office area).  This door has a glass insert or glass sidelights in line of sight of supervisor.  At least one supervisor's office will monitor and have clear visibility of the interview rooms.

Paternity Testing Area:  
· Internal office location, near the interview area
· Cabinet & counter with sink
· Hot and cold water
· Lockable storage closet
· Space for  two (2) chairs
· Carpet or VCT flooring

One large Public hearing room (For OSA Hearings):
· Client access – escorted from the main lobby during normal business hours. 
· Same size requirements as conference rooms
· Furniture - large rectangular conference room with chairs
· If possible, power for microphone at table.  Power from the floor is preferred.
· Several data/voice outlets and power outlets for laptop computers.
· Doors must have glass insert
· Proximity to restrooms should be considered.

File Room:
· Size depends upon case loads and storage equipment/systems
· Separate open and closed file rooms
· Secured access with lockable doors
· Flooring must support load capacity for file cabinets/rolling track systems for all types of buildings: single story, multi-story, on crawl space.
· The file rooms should be central located for access by caseworkers and/or front reception area.  
· Adequate heating and cooling ensures files do not deteriorate due to humidity.
· No roof or attic HVAC units should be installed above the file area or associated drain pans or cold. 
· Require data/voice outlets one wall and power outlet near the data drops for worktable.
· 6 foot counter or worktable.
· VCT floor covering
· No windows
· VCT floor covering

Administrative File Room:  (Maintained in Manager’s Office) 
· Employee records are maintained in file cabinet(s), safe for money/checks


Shredder Room: 
· Shredder equipment will need electrical outlet
· Table for sorting
· Space for secure containers for disposal

Copy/Fax/Printer Work Areas:
· The number and type are determined by the type and size of equipment, as well as number of employees.
· Centrally located in cubicle(s), file(s) and reception areas
· Data and power outlets for equipment
· Small copy/fax/printer areas do not require built-in furniture
· Large Copy/Fax/Printer Work Areas:
· Upper cabinetry for small (lightweight) supplies 
· Lower cabinetry for paper (heavyweight) supplies

Supply rooms:  
· must have built-in shelving or counter space
· Wired for power, data/telecom, lighting and HVAC for future office conversion (if 120 sf or greater).

Common Areas
Conference Rooms, Training: 
· Size depends on capacity and if use is dual purpose or single.
· Separately zoned for HVAC control and usage after hours
· Batt sound insulation in walls and ceilings should be installed.  
· After hours entrance: Secured doors and controlled corridor access to restrooms and break room
· Daytime entrance from secured lobby; employee, card reader entry into office area
· The circulation calculation should be flexible to account for irregular room size, columns, existing lighting (if not replaced), furniture and equipment.
· Rooms of 24–32 occupants, divisible by partitions
· Retractable projection screen with screen switch located near the presentation table
· Presentation table near the front of the training room
· Sufficient data/telecom/power is required.  Whenever possible, power from floor is preferable for conference phones and computers.  The minimum per wall or floor is determined by the number of tables.  
· Conduits and power for projectors, projector screens, wall-mounted TV  and other equipment should be considered and include data/voice outlets and power outlets where needed at ceiling
· Furnished with conference table (shape and dimensions determined by number of occupants).  
· Rolling chairs (conference rooms); 
· No obstructions (columns or power poles) if possible to allow for as much visibility for instructors, trainers, trainees and meeting participants. 
· Classroom style space (Training Rooms) 
· Non-rolling chairs (training rooms only)
· 2 seats per computer training table, floor power (whenever possible).
· Rooms over 750 square feet for with an occupant load of more than 50 have to be fire-rated and have two exit doors, remotely located from each other.
· If a folding partition is required, it should be a panel system with an STC of 50 or greater with a closed, sound insulated structure above ceiling.  Accordion style folding partitions are much less, but don’t offer much acoustical separation.  

Conference Room Storage:
· For chairs and other equipment used in conference room. 
· This should be inside or adjacent to the conference room.
· Lockable small storage closet for AV equipment

Telecommunications/GTA/Server Room: 
· AT&T will conduct site visit and provide any additional requirements
· The landlord shall contact:  
· Pat Tucker- Account Manager for CSS OIT at: Phone:  404-657-3853; e-mail: patucker1@dhr.state.ga.us  
· Must be located next to the computer server room or combined
· Static Dissipative Tile
· Space for telephone server rack (dimensions to be given)
· One wall with plywood and painted with fire retardant coating
· Desk 
· The room must have sufficient cooling or supplemental cooling for temperature of 72 degrees or less
· Thermostatic control is required for large GTA rooms.
· All Tel/Data outlets within the office require a standard backbox with 1” conduit and pull string to above ceiling (most contractors consider ¾” conduit “standard”).
· The GTA Server room is to have full height partitions on all sides, but is not required to be fire rated.  Lighting is generally provided by chain hung fluorescent fixtures.
· The room is to have an anti-static vinyl tile floor.
· Fire retardant plywood is to be installed all around the room and painted with fire-retardant paint.
· The room requires a copper ground bar.
· The basic minimum room size is 10’ X 12’, but may vary according to equipment needs.
· The most common layout requires 3 dedicated 20 amp receptacles with NEMA twist lock devices from the ceiling and installed on the racks.
· The room also required a dedicated 20 amp outlet for the security panel, at least one additional 20 amp outlet on the wall for equipment as well as convenience outlets around the room.
· The GTDM manual states that in the absence of specific equipment specifications, that supplemental cooling be provided for a minimum of 13,697 BTU’s. 
 
Staff Ladies Restroom (ADA Compliant):
· All restrooms must meet ADA requirements and have ADA signage
· Number of restrooms and stalls per code and staff numbers 
· Sinks with counter space
· Storage cabinet
· Baby diaper changing table
· Diaper and sanitary napkin holder
· Ceramic floor tile or water resistant commercial flooring typical for public facilities
· Floor drain for over-flows
· Mold resistant drywall
· If soap dispensers are provided, install protective tile to prevent staining drywall or attach to sink counter.
· All millwork should have commercial grade plastic laminate doors, countertops and splashes.

Staff Men’s Restroom:
· All restrooms must meet ADA requirements and have ADA signage.
· Number of restrooms, urinals and stalls per code and staff numbers
· Sinks with counter space
· Storage cabinet
· Baby diaper changing table
· Ceramic floor tile or water resistant commercial flooring typical for public facilities
· Mold resistant drywall
· Floor drain for over-flows
· If soap dispensers are provided, install tile to protect from staining drywall or attach to sink counter.
· All millwork should have commercial grade plastic laminate doors, countertops and splashes.

Staff Break Room:
· Water line for ice maker
· Outlets for microwave(s), coffee makers, refrigerator and vending machines. 
· Upper and lower cabinets
· Counter space double sinks
· Hot and cold water
· Garbage disposal
· Dishwasher
· NO stoves
· Connections for refrigerator
· Seating and tables for capacity
· Flooring should be VCT or ceramic tile
· Outlets and cable for wall mounted TV 
· Space tables with chairs
· Vending machine(s) area (if required) 

Electrical Closet or Room (as required by code):
· Anti-static VCT
· Solid door no glass required

Mechanical Closet or Room (as required by code):
· Anti-static VCT
· Solid door no glass required

Janitor’s Closet:
· Locate near existing plumbing or restrooms
· Floor sink basin
· Standard Sink
· Hot and cold water
· Mold resistant drywall
· Splash guard
· Mop racks on wall
· shelves,
· Shelving unit for bathroom supplies
· Solid door

Hallways and High-Traffic areas:  
· Flooring can be VCT or commercial-grade carpet.

Employee Entrances:  
· Access card proximity readers or keypad entry are required for the door control system
· Overhang or canopy overhead
· Exterior lighting for security
· Handicapped accessible
· No hidden views to doors due to landscaping or building obstructions.  
· Entrance and sidewalks must meet ADA requirements.

Other:
· Blinds on all exterior windows
· Defibrillator, burglar alarm systems, audio visual equipment, cameras (tenant’s discretion to pay for and install).

Parking lot Amenities:
· Reinforced Pad for Dumpster (fenced if area is a potential hazard)
· Exterior Lighting


image2.emf
Division/section name Capacity Occupancy

Area (SF) 

required Notes

Local office 47 42 8,637

Region VIII office 10 10 740

Shared spaces 5,033

SUB-TOTAL 14,410      

TOTAL 52 14,410      

Total capacity 57 14,410      

252.8 sf/pos.
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Space name

Staffing 

Number

Quantity/

Capacity Size

Area (SF) 

required NOTES

Staff

Enclosed offices

Manager 2 2 130 260

Supervisor 3 4 130 520

Open office workstations

Professional 34 38 36 1,368

Professional (clerical) 3 3 0 0

Included under clerical/reception

Total number of work spaces, 

enclosed & open (capacity) 47

Ancillary/Support

Interview stations 15 50 750

Clerical/reception/copier 1 400 400

Provide (3) transaction windows

Genetic testing lab 1 100 100

With lavatory

Secured file room 1 2300 2,300

Printer work area 6 20 120

Shredder room 1 100 120

Copier/fax/mail  1 120 120

Supply room 1 120 120

Storage room 1 120 120

General storage room 1 100 100

SUB-TOTAL 6,398         

35% Circulation 2,239         

TOTAL  (Occupancy & area) 42 8,637         

Total capacity 47 8,637         
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Space name

Staffing 

Number

Quantity/

Capacity Size

Area (SF) 

required NOTES

Staff

Enclosed offices

Manager 1 1 130 130

Supervisor 1 1 130 130

Open office workstations

Professional 8 8 36 288

Total number of work spaces, 

enclosed & open (capacity) 10

Ancillary/Support

SUB-TOTAL 548            

35% Circulation 192            

TOTAL  (Occupancy & area) 10 740            

Total capacity 10 740            

N/A
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Space name Occupancy Quantity Size

Square 

Feet 

Required NOTES

Public waiting room 1 760 760

Public unisex restroom 1 60 60

Accessible from the public waiting room

Child play area 1 0 0

Included under public waiting

Conference/training room 1 1200 1200

To be sub-divided with room divider

Conference/training room storage 1 120 120

Board/hearing room 1 400 400

Staff ladies restroom 1 218 218

(5) water closets

Staff men's restroom 1 130 130

GTA Telecommunications 1 120 120

Janitor's closet 1 40 40

Mechanical 1 100 100

Electrical 1 80 80

Staff break room 1 500 500

SUB-TOTAL 3,728      

35% Circulation 1,305      

TOTAL 5,033      
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