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FOREWORD 

This order defines a standard for the configuration of Flight 
Standards field facility workspace. It describes the minimum needs 
for office space and furnishings and the process for identifying 
needs requirements and requesting office space. The 
responsibilities of agency elements and AFS management are 
out-1 ined . 

This order provides a base to ensure fair and equitable 
modernization and standardization of office space and furnishings 
for all AFS field facilities. This order supersedes any and all 
other standards related to office space and furnishings for Flight 
Standards field offices. 

This order has been fully coordinated with the Systems 
Maintenance Service, regional Logistics Divisions, regional Real 
Estate and Utilities Branches and Real Property Branches. It has 
also been coordinated with all Flight Standards managers in the 
Washington Headquarters, the regions, and Flight Standards field 
offices and facilities. 

homas C. Accardi & 
V 

Director, Flight Standards Service 
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CHAPTER 1. FLIGHT STANDARDS FIELD OFFICE DESIGN 

1. PURPOSE. This order identifies standard office space, 
equipment, and furnishings design requirements for all Flight 
Standards Service (AFS) field offices and facilities; i-e., Flight 
Standards District Offices, International Field Offices, 
Certificate Management Offices, and all other associated field 
off ices. 

2. DISTRIBUTION. This order is distributed to all managers in the 
Flight Standards Service headquarters, region, and field 
organizations; to the Associate Administrator for Regulation and 
Certification and the Aircraft Certification Service; to the Real 
Property Branch in the Systems Maintenance Service; and to all 
regional Civil Aviation Security Divisions and to branch level in 
regional Logistics Divisions. 

3. BACKGROUND. To fulfill the agency's objectives and mission, 
our employees must maintain a professional image and attitude. Our 
work activities frequently include visits from representatives of 
foreign governments, various industry/people groups, and members of 
the general public. 

a. The workspace requirements described herein are designed to 
provide our employees with a modern, efficient, comfortable and 
pleasant work environment, conducive to productivity and employee 
harmony. These guidelines standardize the presentation of our field 
office workspace and promote positive attitudes about our job 
functions. 

b. All future AFS field office relocations, establishment, and 
modernization will be premised on the guidelines contained in this 
document. This is, for all intents and purposes, a modernization 
activity that goes beyond the scope of purchasing new furnishings. 
These guidelines anticipate the needs of the future AFS field 
office from the ground up: location, space, utilities, equipment, 
furnishings, design, etc. 

4. RELATED PUBLICATIONS. The following orders are referenced for 
convenience: 

a. Agency Order 1100.1 (as amended), FAA Organization - 
Policies and Standards. 

b. Agency Order 1100.2 (as amended), Organization - FAA 
Headquarters. 
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c. Agency Order 1100.5 (as amended), FAA Organization - Field. 

d. Agency Order 1600.46, Physical Security Review of New 
Facilities, Office Space, or Operating Areas. 

e. Agency Order 4420.4, Space Acquisition. 

5. RESPONSIBILITIES. The following responsibilities are 
identified: 

a. Flight Standards Service. It is the responsibility of our 
Flight Standards Service management to ensure that AFS employees 
are provided guidance for the conduct of their work activities, and 
to.ensure standardization and consistency in the application of our 
regulations and procedures to the aviation community. It is also 
the responsibility of our management, within allocated resources, 
to provide for quality facilities, equipment, information, and the 
tools to do the job. 

b. Flight Standards Field Office Manager. At the discretion 
of the regional Real Estate and Utilities Branch, the field office 
manager may be appointed Contracting Officer Technical 
Representative (COTR). COTR functions involve lease 
administration; e.g., monitoring lessor's performance of cleaning, 
HVAC services, etc. Where the field office manager is not 
designated COTR, the manager is still responsible to report 
deficiencies and nonperformance isues to the regional Real Estate 
and Utilities Branch, in writing. Such documentation is needed to 
formally seek resolution through withholding rent, etc. 

c. Systems Maintenance Service. The Systems Maintenance 
Service, NAS Support Division, ASM-700, is responsible for 
providing national policy and guidance with respect to real 
property and space management. 

d. The Regional Logistics Division. The regional Logistics 
Division is responsible for the actual acquisition of real 
property, space, and utility services within the region. Flight 
Standards management works closely with the regional Real Estate 
and Utilities Branch to achieve all aspects of the guidelines set 
forth in this document. 

e. Regional Airway Facilities Division. This organization is 
responsible for telecommunications; therefore, they will be 
responsible for the phone system. 
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