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S SS SThe Space SurveyThe Space Survey

•• Why we are doing a Space SurveyWhy we are doing a Space Survey
•• What a Space Survey isWhat a Space Survey isp yp y
•• The Direct and F & A FunctionsThe Direct and F & A Functions
•• External & Internal ActivityExternal & Internal Activityyy
•• Types of SpaceTypes of Space
•• Room OccupantsRoom OccupantsRoom OccupantsRoom Occupants
•• Completing the SurveyCompleting the Survey



Why do we need to do a Why do we need to do a 
S S ?S S ?Space Survey?Space Survey?

•• The space survey supports the The space survey supports the 
development of the University’s F & development of the University’s F & 
A rate proposalA rate proposal

•• The space survey has become the The space survey has become the 
i  f  f  f d l t i  f  f  f d l t primary focus for federal government primary focus for federal government 

review since the administrative review since the administrative 
components were capped at 26%components were capped at 26%components were capped at 26%components were capped at 26%

•• Facility components are not cappedFacility components are not capped



Why do we need to do a Why do we need to do a 
S S ?S S ?Space Survey?Space Survey?

•• To create optimal statistics used to To create optimal statistics used to 
allocate building and equipment allocate building and equipment 
depreciation, capital interest and depreciation, capital interest and 
operations & maintenanceoperations & maintenance
S   i t  t t h S   i t  t t h •• Space use assignments must match Space use assignments must match 
with accounts used to fund activities with accounts used to fund activities 
performed in the spaceperformed in the spaceperformed in the spaceperformed in the space

•• Matching space to the baseMatching space to the base



How was my How was my 
“ ”?“ ”?department “selected”?department “selected”?

•• FY 2006 sponsored organized FY 2006 sponsored organized 
research expenditures met the research expenditures met the pp
thresholdthreshold



S S ?S S ?What is a Space Survey?What is a Space Survey?
•• A space survey is the process of A space survey is the process of 

assigning institutional space into assigning institutional space into 
OMB Circular AOMB Circular A 21 functional 21 functional OMB Circular AOMB Circular A--21 functional 21 functional 
categories based on space usecategories based on space use

•• The results are used to calculate the The results are used to calculate the The results are used to calculate the The results are used to calculate the 
percentage of space that is used to percentage of space that is used to 
support both the direct and indirect support both the direct and indirect 

t f ti  d t th  t f ti  d t th  cost functions and support the cost functions and support the 
subsequent allocation of space subsequent allocation of space 
related costs to those activitiesrelated costs to those activities



The Direct FunctionsThe Direct Functions

•• Instruction & Departmental Instruction & Departmental 
ResearchResearch

•• Organized ResearchOrganized Research
•• Other Sponsored ActivitiesOther Sponsored Activitiespp

–– Includes Public ServiceIncludes Public Service
•• Other Institutional ActivitiesOther Institutional Activities

–– Includes Bookstores, Athletics, Includes Bookstores, Athletics, 
Museums, etc.Museums, etc.



The F & A (Indirect) The F & A (Indirect) 
FunctionsFunctions

•• DepreciationDepreciation
•• Operations and MaintenanceOperations and Maintenancepp
•• General Administration and General General Administration and General 

ExpensesExpenses
•• Departmental AdministrationDepartmental Administration
•• Sponsored Projects AdministrationSponsored Projects Administrationp jp j
•• LibraryLibrary
•• Student Administration and ServicesStudent Administration and Services



Externally Sponsored Externally Sponsored 
ActivitiesActivities

•• Organized ResearchOrganized Research
•• Branch StationsBranch StationsBranch StationsBranch Stations
•• Sponsored ExtensionSponsored Extension

S d I t tiS d I t ti•• Sponsored InstructionSponsored Instruction



OOOrganized ResearchOrganized Research

•• Space used for separately Space used for separately 
budgeted and accounted for budgeted and accounted for gg
research, including Research research, including Research 
TrainingTraininggg

•• Must be supported by one or Must be supported by one or 
more grant numbersmore grant numbersmore grant numbersmore grant numbers



Research TrainingResearch Training

•• Activities involving the training Activities involving the training 
of individuals in research of individuals in research 
techniques where such techniques where such 
activities utilize the same activities utilize the same 
facilities as other research and facilities as other research and facilities as other research and facilities as other research and 
development activities and development activities and 
where such activities are not where such activities are not where such activities are not where such activities are not 
included in the instruction included in the instruction 
functionfunctionu ct ou ct o



SSBranch StationBranch Station

•• Space used for separately Space used for separately 
budgeted and accounted for budgeted and accounted for gg
research at the branch stations research at the branch stations 
(e.g. NWREC, ARC (e.g. NWREC, ARC –– Hays, Hays, ( g ,( g , y ,y ,
SWREC, SEREC)SWREC, SEREC)



SSSponsored ExtensionSponsored Extension

•• Space used for separately Space used for separately 
budgeted and accounted for budgeted and accounted for gg
Extension activitiesExtension activities



SSSponsored InstructionSponsored Instruction

•• Space used for separately Space used for separately 
budgeted and accounted for budgeted and accounted for gg
Instruction and TrainingInstruction and Training



Internally Supported Internally Supported 
ActivityActivity
•• InstructionInstruction
•• University ResearchUniversity Research
•• University Branch StationUniversity Branch Station
•• University ExtensionUniversity Extension
•• Departmental ResearchDepartmental Research
•• Departmental AdministrationDepartmental Administration

Oth  I tit ti l A ti itiOth  I tit ti l A ti iti•• Other Institutional ActivitiesOther Institutional Activities
•• College AdministrationCollege Administration

V tV t•• VacantVacant
•• OtherOther



InstructionInstruction

•• Space used for all teaching and Space used for all teaching and 
training activities including training activities including g gg g
course preparation, classroom course preparation, classroom 
instruction, study areas for instruction, study areas for , y, y
students, academic advising, students, academic advising, 
graduate student studies and graduate student studies and gg
related work, activities involving related work, activities involving 
credit or noncredit or non--credit coursescredit courses



University ResearchUniversity Research

•• Space used for separately Space used for separately 
budgeted and accounted for budgeted and accounted for gg
research which is funded by the research which is funded by the 
UniversityUniversityyy



University Branch University Branch 
SSStationStation

•• Space used for separately Space used for separately 
budgeted and accounted for budgeted and accounted for gg
research at the branch stations research at the branch stations 
(e.g. NWREC, ARC (e.g. NWREC, ARC –– Hays, Hays, ( g ,( g , y ,y ,
SWREC, SEREC) which is funded SWREC, SEREC) which is funded 
by the university by the university y yy y



University ExtensionUniversity Extension

•• Space used for separately Space used for separately 
budgeted and accounted for budgeted and accounted for gg
Extension activities which is Extension activities which is 
funded for by the universityfunded for by the universityy yy y



Departmental ResearchDepartmental Research

•• Space used for general research Space used for general research 
that is not separately budgeted that is not separately budgeted p y gp y g
and accounted for.  This and accounted for.  This 
includes preliminary research includes preliminary research p yp y
and individual research efforts and individual research efforts 
that do not receive external or that do not receive external or 
specific internal funding.specific internal funding.



Departmental Departmental 
AdministrationAdministration

•• Space used by department Space used by department 
heads, deans, faculty or clerical heads, deans, faculty or clerical , , y, , y
staff for administrative staff for administrative 
purposes.  This includes purposes.  This includes p pp p
common use space that is common use space that is 
utilized by the entire utilized by the entire yy
department.department.



Other Institutional Other Institutional 
ActivitiesActivities

•• Unused space used for storageUnused space used for storage
•• Space used for animal research Space used for animal research Space used for animal research Space used for animal research 

facilities (ARF’s) and diagnostic facilities (ARF’s) and diagnostic 
facilities facilities –– including caging and including caging and facilities facilities including caging and including caging and 
quarantine space quarantine space –– this does this does 
NOT include rooms where NOT include rooms where NOT include rooms where NOT include rooms where 
research (procedures) are research (procedures) are 
taking placetaking placetaking placetaking place



CCCollege AdministrationCollege Administration

•• Space used by Deans, faculty or Space used by Deans, faculty or 
clerical staff for college clerical staff for college gg
administrative purposesadministrative purposes



VacantVacant

•• Space that was not in use for all Space that was not in use for all 
or part of fiscal year 2007or part of fiscal year 2007p yp y



OOOtherOther

•• Space that cannot be classified Space that cannot be classified 
into any of the other categories.  into any of the other categories.  y gy g
Explanations must be given in Explanations must be given in 
the comment section.the comment section.



f Sf STypes of Building SpaceTypes of Building Space

•• Single function spaceSingle function space
•• Multiple function spaceMultiple function spaceMultiple function spaceMultiple function space



S SS SSingle Function SpaceSingle Function Space
•• Supports one function Supports one function –– assigned assigned 

100% to the function100% to the function
R h l b R h l b  t ff  30  t ff  30 –– Research lab Research lab –– one staff person, 30 one staff person, 30 
hours per week, paid from OR hours per week, paid from OR 
fundsfundsfundsfunds
••100% organized research100% organized research

–– Research lab Research lab –– three staff people, three staff people, p p ,p p ,
150 hours per week, paid from OR 150 hours per week, paid from OR 
fundsfunds

100% i d h100% i d h••100% organized research100% organized research



SSMultiple Function SpaceMultiple Function Space

•• Space used in support of more Space used in support of more 
than one functionthan one function
–– Allocate to the individual functions Allocate to the individual functions 

performed in each room on the performed in each room on the pp
basis of useable square feet of basis of useable square feet of 
space OR the percentage of space OR the percentage of 
ti /f di  t  h ti /f di  t  h time/funding spent on each time/funding spent on each 
functionfunction



SSMultiple Function SpaceMultiple Function Space

•• Research lab Research lab –– two staff people, two staff people, 
1 @ 50 hours per week, paid 1 @ 50 hours per week, paid @ p , p@ p , p
from OR funds, 1 @ 25 hours per from OR funds, 1 @ 25 hours per 
week, paid from departmental week, paid from departmental , p p, p p
research fundsresearch funds
–– 67% organized research67% organized research% g% g
–– 33% departmental research33% departmental research



OORoom OccupantsRoom Occupants

•• FacultyFaculty
•• Faculty emeritusFaculty emeritusyy
•• Professional researchersProfessional researchers
•• Research assistants & associatesResearch assistants & associates
•• Post docsPost docs
•• Graduate studentsGraduate studentsGraduate studentsGraduate students
•• Undergraduate studentsUndergraduate students
•• Visiting ProfessorsVisiting Professors•• Visiting ProfessorsVisiting Professors



OORoom OccupantsRoom Occupants

•• It is very important to know who It is very important to know who 
actually occupies a room and the actually occupies a room and the 
funding sources for those people funding sources for those people 
prior to assigning the space to prior to assigning the space to 
functionsfunctionsfunctionsfunctions

•• Occupant types can change the room Occupant types can change the room 
functional use assignment depending functional use assignment depending functional use assignment depending functional use assignment depending 
on how they are fundedon how they are funded



OORoom OccupantsRoom Occupants

•• Visiting Professors, Faculty emeritus Visiting Professors, Faculty emeritus 
should be coded Other Institutional should be coded Other Institutional 
Activities Activities –– unless they have a unless they have a 
research source of fundingresearch source of funding
P t D   d d j t lik  f ltP t D   d d j t lik  f lt•• Post Docs are coded just like facultyPost Docs are coded just like faculty

•• Graduate students should have an Graduate students should have an 
i t ti l f ti   ll  i t ti l f ti   ll  instructional function as well as instructional function as well as 
research function in rooms they work research function in rooms they work 
inininin



SSThe Survey PacketThe Survey Packet

•• Space Inventory by DepartmentSpace Inventory by Department
•• Project Accounts ListingProject Accounts ListingProject Accounts ListingProject Accounts Listing
•• Employee ListEmployee List







Survey Sources Survey Sources 
Available on the WebAvailable on the Web
•• http://www.khttp://www.k--state.edu/controller/spa/state.edu/controller/spa/

–– Functional DefinitionsFunctional Definitions
I t tiI t ti–– InstructionsInstructions

–– Room Type DefinitionsRoom Type Definitions
–– FAQFAQFAQFAQ
–– Survey SignSurvey Sign--on linkon link

•• http://www.khttp://www.k--
state.edu/facilities/depts/planning/spstate.edu/facilities/depts/planning/sp
aceinventory/index.htmaceinventory/index.htm

Floor Plans (located at the bottom of the Floor Plans (located at the bottom of the –– Floor Plans (located at the bottom of the Floor Plans (located at the bottom of the 
page)page)









C SC SCompleting the SurveyCompleting the Survey

•• Usage during entire FY 2007Usage during entire FY 2007
•• Add any project accounts not Add any project accounts not y p jy p j

included on the listincluded on the list
•• Use the floor plans to identify Use the floor plans to identify p yp y

rooms belonging to your rooms belonging to your 
department and to verify net department and to verify net 

f (f (assignable square feet (inside assignable square feet (inside 
wall to inside wall)wall to inside wall)



C SC SCompleting the SurveyCompleting the Survey

•• Verify the rooms included in Verify the rooms included in 
your listing are for rooms being your listing are for rooms being y g gy g g
used by your departmentused by your department
–– If not used by your department, If not used by your department, y y p ,y y p ,

cross through, indicate which cross through, indicate which 
department does use the room department does use the room 

–– Contact SPA if you are missing a Contact SPA if you are missing a 
room that should be surveyedroom that should be surveyed



C SC SCompleting the SurveyCompleting the Survey
•• Update the room number, Update the room number, 

department, room type, square feetdepartment, room type, square feet
I di t  F ti l U  f S  I di t  F ti l U  f S  •• Indicate Functional Use of Space Indicate Functional Use of Space 
percentages percentages –– round to nearest 5%round to nearest 5%
–– Each room should total 100% (except Each room should total 100% (except Each room should total 100% (except Each room should total 100% (except 

shared rooms will total 0%)shared rooms will total 0%)
•• List room occupants and their job List room occupants and their job 

tttypetype
•• List organized research/grant project List organized research/grant project 

account numbers account numbers account numbers account numbers 



C SC SCompleting the SurveyCompleting the Survey

•• Service rooms should be further Service rooms should be further 
defined when possibledefined when possiblepp

•• Additional room types have been Additional room types have been 
added for cold rooms, dark added for cold rooms, dark added for cold rooms, dark added for cold rooms, dark 
rooms, cage storage, food rooms, cage storage, food 
storage, etc.storage, etc.storage, etc.storage, etc.



C SC SCompleting the SurveyCompleting the Survey
•• Service rooms may be shared by Service rooms may be shared by 

multiple faculty from other rooms OR multiple faculty from other rooms OR 
only support the lab they are only support the lab they are only support the lab they are only support the lab they are 
attached toattached to

•• When they are not shared, the When they are not shared, the When they are not shared, the When they are not shared, the 
functional usage should be coded the functional usage should be coded the 
same as the labs they servesame as the labs they serve

•• When they are a room shared by When they are a room shared by 
multiple faculty from other rooms, multiple faculty from other rooms, 
the “shared room” check box should the “shared room” check box should the shared room  check box should the shared room  check box should 
be marked and the room will not be marked and the room will not 
need surveyed furtherneed surveyed further













 









C SC SCompleting the SurveyCompleting the Survey

•• The numbers in front of the The numbers in front of the 
Functional Use of Space Functional Use of Space pp
Definitions correspond to the Definitions correspond to the 
numbers on the Functional Use numbers on the Functional Use 
of Space section of the Space of Space section of the Space 
Survey FormsSurvey Formsyy



C SC SCompleting the SurveyCompleting the Survey

•• All Externally Sponsored All Externally Sponsored 
accounts should be placed in 1 accounts should be placed in 1 pp
or more rooms OR indicated as or more rooms OR indicated as 
taking place in space not owned taking place in space not owned g p pg p p
by KSU on the account listing by KSU on the account listing 
OR indicated as belonging to OR indicated as belonging to g gg g
another departmentanother department



C SC SCompleting the SurveyCompleting the Survey

•• All Internally Supported All Internally Supported 
University Research accounts University Research accounts yy
should be placed in 1 or more should be placed in 1 or more 
rooms OR indicated as taking rooms OR indicated as taking gg
place in space not owned by place in space not owned by 
KSU on the account listing OR KSU on the account listing OR gg
indicated as belonging to indicated as belonging to 
another departmentanother departmentpp



C SC SCompleting the SurveyCompleting the Survey

•• Internally Supported Instruction, Internally Supported Instruction, 
Departmental Research, Departmental Research, 
Departmental Administration and Departmental Administration and 
other accounts do not need placed in other accounts do not need placed in 
specific roomsspecific roomsspecific roomsspecific rooms

•• Projects belonging to other Projects belonging to other 
departments  but used in/supported departments  but used in/supported departments, but used in/supported departments, but used in/supported 
by your space can and should be by your space can and should be 
entered on the survey entered on the survey yy



C SC SCompleting the SurveyCompleting the Survey

•• Avoid the 95/5 SyndromeAvoid the 95/5 Syndrome
•• Record how the room is actually Record how the room is actually yy

USED USED –– avoid repeating a person’s avoid repeating a person’s 
appointment percentagesappointment percentages

•• Departmental recharge centers (i.e.. Departmental recharge centers (i.e.. 
repair shops) should be coded based repair shops) should be coded based 

 th i  li t   th i  li t   t  770  t  770 on their client usage on their client usage –– room type 770 room type 770 
has been added to identify these has been added to identify these 
roomsroomsroomsrooms



C SC SCompleting the SurveyCompleting the Survey
•• Complete Special Notes Section if Complete Special Notes Section if 

Needed Needed 
C tifi ti  C tifi ti  •• Certification Certification 
–– The survey does not need to be signed The survey does not need to be signed 

for FY 2007for FY 2007o 00o 00
•• All forms/rooms need submitted onAll forms/rooms need submitted on--

line even if there are no changes line even if there are no changes 
f  FY 2006f  FY 2006from FY 2006from FY 2006

•• Do not return paper copies of the Do not return paper copies of the 
rooms surveyed to SPArooms surveyed to SPArooms surveyed to SPArooms surveyed to SPA



SSScenariosScenarios

•• Research or Public Service Research or Public Service 
expenditures are incurred in expenditures are incurred in pp
space offspace off--campus, not owned by campus, not owned by 
the Universitythe Universityyy
–– Indicate this information on the Indicate this information on the 

account listing that was provided account listing that was provided gg
and return with the space survey and return with the space survey 
packetpacket



SSScenariosScenarios

•• All of the work or a majority of All of the work or a majority of 
the work completed in a lab is the work completed in a lab is pp
funded by another departmentfunded by another department
–– For this survey, the department For this survey, the department y, py, p

that should survey and report the that should survey and report the 
lab is the one providing the fundinglab is the one providing the funding



C SC SCompleting the SurveyCompleting the Survey

•• Return completed survey Return completed survey 
packets to SPA by 5/11/07packets to SPA by 5/11/07p yp y

•• FollowFollow--up visitsup visits
•• “Walk“Walk throughs” of research throughs” of research •• “Walk“Walk--throughs” of research throughs” of research 

spacespace



C SC SCompleting the SurveyCompleting the Survey


