
SERIAL 

NO
DESCRIPTION OF ROOM NUMBER OF STAFF

NORM PER 

UNIT

ASSIGNAB

LE 

SQUARE 

METERS

REMARKS

ASSIGNABLE AREA (80%)    

MANAGEMENT

1 MANAGER L12 1,00 25,00 25,00

2 ASSISTANT MANAGER L9 1 20,00 20,00

3 ICT SUPPORT STAFF L9 1 16,00 16,00

ADMINISTRATION

4 ADMINISTRATION STAFF L3 - L8 34 8,00 272,00

5 SCANNING BUREAU 1 50,00 50,00

Workspace Total 383,00

WORKSPACE SUPPORT 

6 BOARDROOMS 35 PAX PER BOARDROOM 60,00

7 MEETING / TRAINING / INTERVIEW ROOMS 50,00

8 STAKEHOLDER ROOM 40,00

9 EMPLOYEE WELLNESS FACILITIES 12,00

10 TEA KITCHENS 65,00

11 DOCUMENT STORAGE AREAS (Incl Archive room) 30,00

12 OTHER STORES (STATIONERY ETC) 20,00

13 RECEPTION AREA 80,00

14 SECURITY CONTROL ROOM 20,00

15 SERVER ROOM 20,00

16 SHREDDING ROOM 40,00

Workspace Support Total 437,00

Total Space Required 820,00

ASSIGNABLE AREA ASM 820,00

17 PARKING 20 Parking Bays

OTHER NEEDS

Nature of Access to the premises
X   

Ramp or/and lifts to be provided 

for people with disabilities and 

elderly.

Security
X

Building should meet security 

standards

Air Conditioning
X

The entire premises should be 

air conditioned.

Power Ducting
X

To be allowed for in all work 

areas and offices and to support 

data cabling and IT telephony.
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