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June 1, 2013
Memorandum to Users

Beginning with the Fall 2013-2014 reporting cycle, institutions will submit Facilities data using
the new Facilities Inventory and Space Utilization System web interface which is accessible
from the Board of Regents Web Applications Menu, found at https://as400.regents.state.la.us
This replaces the former FTP data transmission method, and files uploaded using the new
application must use “flat file” TXT format. This interface requires that all FIVE files (building
analysis, building descriptor, room analysis, space utilization and land input) be submitted as
ONE consolidated file. A User Guide is available to aid in navigating through the use of the web
application.

++++++++++++

November 13, 2012
Memorandum to Users

Just a reminder that excel spreadsheets will not be accepted. Files must be sent via FTP directly
to the mainframe or if they are sent via email they must be in either CSV or TXT format and
correspond exactly to the appropriate record layout.

April 9, 2012
Memorandum to Users

In order to clear up any misunderstanding, I have moved the room type code for structural (040)
under the category listed as nonassignable. Structural is nonassigable square feet.

++++++++++++

March 16, 2012
Memorandum to Users

Beginning Fall 2012, a slight change has been made to the section number in the space
utilization input file. The course section number has been changed from a 3-digit section number
with a 1-digit section suffix to a 3-digit section number (columns 35-37) and 1 filler suffix to be
used only if needed.. Right justify the section number in column 37. For example, if you have
section 020A, please code it as 20A in columns 35-37 and leave column 38 blank. See
definitions for specific instructions.

++++++++++++



INTRODUCTION*

In the recent past, facilities managers, policy makers and institution administrators have
recognized the need to update and reissue the Facilities Manual. Building types and room uses
have changed substantially, technologies for data collection have been advanced, and the types
of information needed have shifted. This manual is intended to supersede the 1973 edition of the
Louisiana Board of Regents' Facilities Manual. As with the earlier manual, this revised and
updated version provides a common framework and coding structure to be used in collecting and
reporting inventory data on colleges and university buildings, and on the space within those
structures. This revised manual suggests several new or additional data elements for buildings
and rooms to reflect current data needs and uses.

The structure of the 1973 room use codes remains essentially intact in the updated room use
category structure. Definitions have been clarified and codes added or combined when necessary
to reflect new room categories or prevailing room use patterns. Included is an overview of major
code changes and a crosswalk of the 1973 codes to the revised room codes.

During the development of this document, the requirements of the Americans with disabilities
Act (P.L. 101-336) began to be implemented. Because of this act, data pertaining to disabled
access to buildings are now collected.

The maintenance of data and information systems on physical facilities is primarily the
responsibility of the individual institution. The guidelines included here are intended to be only
part of a total facilities and capital assets inventory process or system.

CONCEPTS AND COMPONENTS OF A BUILDING INVENTORY

Definition of a "Building." A "building" is defined as a roofed structure for permanent or
temporary shelter of persons, animals, plants, material, or equipment. The building inventory
may encompass many different types of structures, including marine and space structures
(whether staffed or not); research vessels; and trailers that are not on wheels and are used for
offices, residences, or storage.

Buildings to be Included. The inventory should include buildings that are under the jurisdiction
or control of the institution's governing board, regardless of their location. Where the

institution occupies space in buildings not owned by the institution or that is shared with other
tenants, include in the inventory only that portion of the building leased or controlled

by the institution and its prorate share of gross, assignable area and nonassignable area (see
definitions below).

Institutions will normally exclude various minor structures from their inventory based on various
criteria. As guidelines, separate, minor structures should be included in the inventory if
all of the following criteria are met:

1. They are attached to a foundation;



2. They are roofed;
3. They are serviced by a utility, exclusive of lighting; and
4. They are a source of significant maintenance and repair activities.
Buildings to be Excluded. The following types of buildings should not be in the inventory.

1. Investment properties that are buildings used only for revenue generation and not for
institutional purposes.

2. Hospitals not owned by the institution, except for any space in the hospital leased
or controlled by the institution.

3. Public schools not owned by the institution, but used for practice teaching.

Other Plant Assets: For management purposes, institutions are encouraged to inventory all
physical plant assets. Examples of such assets not encompassed in the definition of a "building"
include: uncovered swimming pools, athletic tracks, bleachers and additional playing fields that
otherwise do not qualify as gross area.

The amount of space that can be used for programs is known as the Assignable Area. The
assignable area of a room is the area measured within the interior walls of the room. Total
assignable area of a building or in an inventory is the sum of the space allocated to the ten major
room use categories: classrooms, laboratories, offices, study areas, special use space, general
use areas, support rooms, health care, residential, and unclassified space. These categories are
further identified below.

Assignable Area = Sum of the Ten Major Room Use Categories of Assignable Space

There are various kinds of other spaces within a building that are essential but which are not
assigned directly to support programs. Building Service Area is the sum of all areas of a
building used to support its cleaning and public hygiene functions. Circulation Area is the sum
of all areas required for physical access to floors or subdivisions of space within the building,
whether directly bounded by partitions or not. Mechanical Area is that area of a building
designed to house mechanical equipment and utility services, and shaft areas. The sum of
building service area, circulation area, and mechanical area is known as the nonassignable area
of a building.

Nonassignable Area = Building Service + Circulation + Mechanical Areas

The aggregate interior area of a building, known as the Net Usable Area, is the sum of
Assignable Area and Nonassignable Area.

Net Usable Area = Assignable Area + Nonassignable Area
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It is also important to know that the Gross Area of a building is the floor area of a structure
within the outside faces of the exterior walls. This value is either physically measured or scaled
from as-built drawings.

The difference between the exterior or gross area and the interior or net usable area is the
structural area, the floor area upon which the exterior and interior walls sit and the unusable
areas in attics and basements. Structural area may be calculated as the difference between the
net usable area and the gross area of a building.

Structural Area = Gross Area - Net Usable Area

PRINCIPLES AND CODING STRUCTURES
FOR ROOM INVENTORY AND CLASSIFICATION

Buildings typically contain numerous rooms used for a variety of purposes. Most of the detailed
data on how space is used, by whom, for what purposes, and other important variables are linked
to the inventory of rooms (or Assignable Space). This manual follows three well-established
principles for this room or space inventory.

1. All assignable space should be allocated to one of ten standard room-use categories
intended to encompass all postsecondary activities requiring assignable space.

2. Rooms will be coded to one of these categories based on primary use.

3. Additional coding structures may be used to derive other important statistics across all
assignable space.

These principles of a room inventory are examined below.

Room Use Categories. All assignable space should be classified into one of the ten major use
categories listed below. Each of these broad categories encompasses several sub-categories of
more specialized uses (e.g., different types of laboratories). Coding of rooms is normally done at
the level of subcategories and, as necessary, aggregated to the more general categories. The
numerical codes along with the detailed technical definitions, descriptions, and limitations for
each category and standard subcategory of room uses are provided in this manual.

All assignable space should be classified according to the following ten major use categories.

Classrooms General purpose classrooms, lecture halls, recitation rooms, seminar
rooms, and other rooms used primarily for scheduled non-laboratory instruction.
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Laboratory Facilities Rooms characterized by special purpose equipment or a specific
configuration that ties instructional or research activities to a particular discipline or a closely
related group of disciplines.

Office Facilities Offices and conference rooms specifically assigned to each of the various
academic, administrative, and service functions.

Study Facilities Study rooms, stacks, open-stack reading rooms, and library processing
rooms.

Special Use Facilities Military training rooms, athletic and physical education spaces, media
production rooms, clinics, demonstration areas, field buildings, animal quarters, greenhouses
and other room categories which are sufficiently specialized in their primary activity or function
to merit a unique room code.

General Use Facilities Assembly rooms, exhibition space, food facilities, lounges,
merchandising facilities, recreational facilities, meeting rooms, child and adult care rooms and
other facilities that are characterized by a broader availability to faculty, students, staff or the
public than are special use areas.

Support Facilities Computing facilities, shops, central storage areas, vehicle storage areas and
central service space that provide centralized support for the activities of a campus.

Health Care Facilities Facilities used to provide patient care (human and animal).
Residential Facilities Housing facilities for students, faculty, staff and visitors to the campus.
Unclassified Facilities Inactive or unfinished areas, or areas in the process of conversion.

Room use codes are assigned based on primary use. Most rooms in an institution fall readily
into one room use code. If a room inventory system uses only a single code to indicate

room use, the coding should be based on the primary use of the space. Thus, a room that is a
laboratory by appearance or design by is currently being used primarily as a classroom is coded
as a classroom rather than as a laboratory. As another example, a room equipped and used
principally for research, but which also includes some occasionally used office space, should be
coded as a laboratory facility.

Service Codes are used for associated support rooms. Many major room categories have minor
supporting rooms associated with them. For example, an office may have a supply room or a
laboratory may have a stock room. These supporting rooms are coded as service rooms, and
their room use will follow the coding of the major rooms to which they provide service.

Use of standard functional codes. In addition to room use categories and organizational unit
assignment, facilities inventory systems commonly contain a set of categories or codes to

allocate space across functional areas (e.g., instruction, research, public service, academic
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support). This is used primarily to link space allocations to financial data or to institutional
missions (e.g., the proportion of space used for public service) or to analyze and compare space
allocations across institutions according to commonly used functional categories.

Some kinds of rooms can have many "stations." The concept of stations is an important one for
classrooms, laboratories and other similar space, since it can help determine the number of
occupants the room is designed to accommodate. This information is vital for comparing
designed capacity to actual utilization, or in assigning or scheduling the space.

*The codes and definitions in this manual are in agreement with those set forth by the U.S.
Department of Education, Office of Educational Research and Improvement, Postsecondary
Education Facilities Inventory and Classification Manual, November, 1992, Roslyn Korb,
National Center for Education Statistics.
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Data Element
Name

Institution Code
Building Code
Disabled Access
Building Ownership
Wing or Addition
Gross Area
Acquisition Cost
Number of Floors
Attic and/or Basement
Elevator Use
Construction Date
Last Major
Renovation Date
Cost of Last Major
Renovation
Number of Additions
Building Condition
Foundation Type
Type Structural System
Floor Structure
Roof Structure
Exterior Wall Finish
Exterior Wall Backup
Material
Roof Material
Heating System
Cooling System
Type of Occupancy
Designed Capacity
Actual Occupancy
Number of Families
Replacement Cost
State Identification
Building Number
Landmark Status
Date of Study
Control Column
Type Card Index Code

BUILDING ANALYSIS

Record
Position

01-06
07-10
11
12
13
14-20
21-25
26-27
28
29
30-33

34-37

38-42
43
44
45
46
47
48
49

50
51
52
53
54
55-58
59-62
63-64
65-69

70-75
76
77-82
83
84
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BUILDING ANALYSIS

INSTRUCTION FOR ENTERING INFORMATION
INSTITUTION CODE, COLUMNS 1 THROUGH 6

Enter the institution's FICE (Federal Interagency Committee on Education) code number as
found in Appendix A of this manual so that the last digit is in column 6.

BUILDING CODE, COLUMNS 7 THROUGH 10

Enter the institution's code number for the building being surveyed. Although space is provided
for a 4-digit number, all building numbers of less than four digits should be entered to place the
last digit in column 10. Whenever building numbers also contain letters, enter code so that last

character will be placed in column 10.

COLUMN 11 - DISABLED ACCESS TO BUILDING

Enter a "Y" if the building has no exterior site or architectural barriers to access to the building
by a mobility-impaired person. Enter a "N" is the building is not accessible by a mobility-
impaired person.

Access to the building means the ability to physically approach and enter the building without
assistance; floor accessibility is noted by the room accessibility data element. Requirements of
the 1990 Americans with Disability Act (P.L. 101-336) specify that new facilities and renovated
buildings must provide "a high degree of convenient access," if first occupancy is after January
26, 1993 or alterations were begun after January 26, 1992. disabled students, employees, and the
general public must be able to get to, enter, and use the institution's facilities. Compliance
should be measured using the Uniform Federal Accessibility Standards or the ADA Accessibility
Standards, developed by the Architectural and Transportation Barriers Compliance Board. A
summary of these standards is provided in Appendix H.

BUILDING OWNERSHIP, COLUMN 12
Enter the code which represents properly the ownership of the building being studied.

1. Owned fee simple.
Titled vested in the institution and being paid for on an amortization schedule (regardless
of whether the facility is shared with another institution or organization).
Title vested in a holding company or building corporation to which payments are being
made by the institution; title will ultimately pass to the institution. (Includes lease-
purchase arrangements. )

2. Not owned by the institution, but leased or rented to the institution at a typical local rate.
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Not owned by the institution, but made available to the institution either at no cost or at a
nominal rate.

Not owned by the institution, but shared with an educational organization that is not
postsecondary educational institution.

Not owned by the institution, but shared with another postsecondary educational
institution.

Other (e.g. not owned by the institution, but shared with a non-educational institution).

WING OR ADDITION, COLUMN 13

Using the code below, enter the letter which best describes the wing or other added extensions to
the building:

“HXgOTEHCHNO T Z

W N

North wing
Second north wing
Third north wing
South Wing
Second south wing
Third south wing
East wing
Second east wing
Third east wing
West wing
Second west sing
Third west wing
Other additions

LANK if no wings exist

GROSS AREA (SQUARE FEET), COLUMNS 14 THROUGH 20

Enter the total gross building area, expressed to the nearest square foot, in columns 14 through
20 with the last digit placed in column 20. Gross square feet represent the sum of the floor areas
of the building included within the outside faces of exterior walls for all stories, or areas that
have floor surfaces. Refer to Appendix F, page F-1 for a schematic drawing.

Note: If only part of a building is leased, send the information only on that part of building being
used by the institution. All information, including the room and class utilization information
should be entered for the building.

The basis for measurement for this area should be computed by measuring from the outside face
of exterior walls, disregarding cornices, pilasters, buttresses, etc., which extend beyond the wall
face. Measure in terms of gross square feet (GSF).

In addition to all the internal floored spaces obviously covered above, gross area should include
basements (except unexcavated portions), attics, garages, enclosed porches, penthouses,
mechanical equipment floors, lobbies, mezzanines, all balconies (inside or outside) utilized for
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operational functions, and corridors, provided they are within the outside face lines of the
building. Roofed loading or shipping platforms should be included, whether within or outside
the exterior face lines of the building. Stairways, elevator shafts, mechanical-service shafts, and
ducts are to be counted as gross area on each floor through which the shaft passes.

Exclude open courts and light wells, or portions of upper floors eliminated by rooms or lobbies
that rise above single-floor ceiling height.

ACQUISITION COST (BOOK VALUE), COLUMNS 21 THROUGH 25

Enter the total construction cost or purchase price to the nearest $1000. The total dollar figure
shown shall include the following: cost of initial construction and alterations and additions,
built-in equipment and service systems, architectural and engineering fees, utility connections at
the face of the structure, site preparation and improvements. Cost shall not include moveable
equipment, utility services outside the face of the building, land acquisition, parking lots,
contingency costs, legal and administrative cost and capitalized interest. Enter total cost in
thousands of dollars in column 21 through 25 with the last digit in column 25.

This represents the actual capital invested in the structure and the fixed equipment; include the
accumulation of investment in capitalized renovation, rehabilitation, and additions (when not
reported as a separate building).

This information is not necessary if the building is leased.
NUMBER OF FLOORS, COLUMNS 26 THROUGH 27

Enter the total number of floors found in the building. Attics and basements are not included.
Enter the numbers in columns 26 and 27 with the last digit in column 27.

ATTIC AND/OR BASEMENT, COLUMN 28

Using the code below, enter the appropriate code for attic and/or basement for the building. A
floor shall be considered an attic or basement if it is structurally such by design, whether finished
or unfinished and regardless of use.

1. One basement level

2. Two basement levels

3. Attic only

4. Attic and one basement level

5. Attic and two basement levels

6. Other combination

BLANK Neither attic nor basement

ELEVATOR USE, COLUMN 29
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Using the code below, enter the appropriate number for the mechanical means for transporting
personnel or supplies between floor levels:

1. Personnel elevator(s)

2. Freight elevator(s)

3. Both personnel and freight elevators
4. Escalator service

5. Combination of 1 and 4 above

6. Combination of 2 and 4 above

7. Combination of 3 and 4 above
BLANK None of the above

CONSTRUCTION DATE, COLUMNS 30 THROUGH 33

Enter the calendar year (including the century) in which the building was completed. Do not
include currently under construction unless it can be reasonably assured the building will be
occupied by the completion of this survey on the campus. Give the best estimation if this date is
unknown.

LAST MAJOR RENOVATION DATE, COLUMNS 34 THROUGH 37

Enter the calendar year (including the century) in which the building last had a major renovation.
Do not include unless work will be completed and building can be occupied before completion
of this survey. Leave BLANK if there has been no renovation work. Ifthe building has been
renovated more than once, enter the year of the most recent major rehabilitation of the building.
A major rehabilitation is defined to mean restoring a building to its optimum or near optimum
usefulness involving a major alteration of interior space, replacement of plumbing, heating,
and/or electrical systems, and extensive interior finishing, and, generally, involving a cost of
greater than 25 per cent of the insurable value of the building.

COST OF LAST MAJOR RENOVATION, COLUMNS 38 THROUGH 42

Enter the cost of the last major renovation in thousands of dollars. Right justify the entry.
NUMBER OF ADDITIONS, COLUMN 43

Enter the number of physical plant additions or wings which have been made since the
completion of the original structure. Do not include renovation or major repairs to the structure.
In cases where there have been nine or more additions, enter code number 9; if none or if
undetermined, leave BLANK.

BUILDING CONDITION, COLUMN 44

Enter the appropriate number which matches best the condition of the building in the judgment
of the person doing the survey. The codes and judgmental guidelines are as follows:
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1. Satisfactory. Suitable for continued use with normal maintenance.

2. Remodeling-A. Requires restoration to present acceptable standards without major
room use changes, alterations, modernization, or expansion. The approximate cost of
Remodeling-A is not greater than 25% of the estimated cost of the facility.

3. Remodeling-B. Requires major updating and/or modernization of the facility. The
approximate cost of Remodeling-B is greater than 25%, but not greater than 50% of the
esimated cost of the facility.

4. Remodeling-C. Requires major remodeling of the facility. The approximate cost of
Remodeling-C is greater than 50% of the cost of the facility.

5. Demolition. Should be demolished or abandoned because the facility is unsafe or
structurally unsound, irrespective of the need for the space or the availability of funds for
a replacement. This category takes precedence over categories 1, 2, 3, and 4. If a
facility is scheduled for demolition, its condition is recorded as "demolition" regardless
of its condition.

6. Termination. Planned termination or relinquishment of occupancy of the facility for
reasons other than unsafeness or structural unsoundness, such as abandonment of
temporary units or vacation of leased space. This category takes precedence over 1, 2, 3,
and 4. If a facility is scheduled for termination, its condition is recorded as "termination"
regardless of its condition.

FOUNDATION TYPE, COLUMN 45

Using the code below, enter the number which best describes the
predominant type of foundation used under this building.

1. Concrete slab and beam on grade

2. Concrete spread footings

3. Dirilled and poured in place concrete pile (spread or straight)
4. Driven piles, timber, concrete or steel

5. Other

6. Undeterminable

TYPE STRUCTURAL SYSTEM (CONSTRUCTION TYPE), COLUMN 46

Using the code below, enter the letter that best describes the type of construction. If the building
has a combination of structural systems, place the additional code in column 42 on the line
below. See instructions for column 79 at the end of this section for symbol to be entered in
column 79.
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Wood Frame

Wood frame and brick veneer
Load bearing masonry walls
Steel Frame

Reinforced concrete frame
Glass Building (greenhouse)
Other

OMETNw >

FLOOR STRUCTURE, COLUMN 47

Using the code below, enter the number which describes best the predominant type of floor
structure used in the building:

Wood

Steel and concrete

Concrete

One floor concrete, others wood

One floor concrete, others steel and concrete
Other

SNk W=

ROOF STRUCTURE, COLUMN 48

Using the code below, enter the number which best describes the predominant type of roof
structure used on the building:

Wood

Wood and metal deck

Steel and wood deck

Steel and metal deck

Steel and concrete deck
Concrete

Combination of 1 and 5 above
Combination of 1 and 6 above
Other

AR SR RO S

EXTERIOR WALL FINISH, COLUMN 49

Using the code below, enter the letter that describes the predominant exterior wall or outside
finish:

A. Brick

B. Concrete brick or block
C. Limestone

D. Marble, granite, etc.
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Clay tile

Pre-case concrete, with or without exposed aggregate
Other masonry

Metal curtain wall

Glass curtain wall

Cement-asbestos curtain wall

Other finish curtain wall (ceramic tile, limestone, etc.)
Stucco, with or without exposed aggregate

Wood siding or shingles

Asbestos siding or shingles

Sheet metal, aluminum or galvanized iron

Other

No walls

nEpOoTzZZIrATEQTH

EXTERIOR WALL BACKUP MATERIAL, COLUMN 50

Using the code below, enter the number which describes best the predominant masonry backup
material on the exterior walls:

1. Clay tile

2. Brick

3. Concrete block
4. Undeterminable
5. Other

BLANK None

ROOF MATERIAL, COLUMN 51

Enter in column 47 only the number from the code below which best describes the predominant
type of roof covering used on the building.

Built-up felt and aggregate covering
Clay tile

Asphalt shingle

Asbestos shingle

Wood shingle

Metal

Plastic coating

Slate

Other

LRI R WD =

HEATING SYSTEM, COLUMN 52

Using the code below, enter the number which best describes the system used for the building:
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Steam, central system, central plant

Steam, system serving this building only

Circulating hot water, central system, central plant

Circulating hot water, system serving this building only
Multiple system in building

Forced warm air system, gas fired

Space heater (any type heating with one or more space heaters)
Heat pump forced air system

Electric resistance system

None

COOLING SYSTEM, COLUMN 53

Using the code below, enter the number which describes best the system used for the building:

XN R

Refrigerated air, window unites, all or part of building
Evaporative cooling, all or part of building

Refrigerated air, system serving this building only

Refrigerated air, system serving part of this building

Refrigerated air, more than one system serving all of this building
Refrigerated air, central system central plant

Other

None

COLUMNS 54 THROUGH 64

These columns are to be used only for residential buildings or residential wings of multi-use
buildings in addition to all preceding columns.

TYPE OF OCCUPANCY, COLUMN 54

Enter the code below for the category which best describes the residents of the building:

Nk W=

Male only

Female only

Married students
Faculty-staff residence
Other

DESIGNED CAPACITY, COLUMNS 55 THROUGH 58 (use for Residential ONLY)

Enter the number of single residents for which the building was designed in columns 55 through
58 with the last digit in column 58. If this building is a married student apartment building or
faculty-staff residence, leave columns 55 through 58 BLANK.
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ACTUAL OCCUPANCY, COLUMNS 59 THROUGH 62 (use for Residential ONLY)

Enter the actual number of occupants in the building in columns 59 through 62 with the last digit
in column 62.

NUMBER OF FAMILIES, COLUMNS 63 AND 64 (use for Residential ONLY)

Use these columns only for family-type housing. Enter the number of families for which the
building was designed in columns 63 and 64 with the last digit in column 64.

REPLACEMENT COST (ESTIMATED VALUE OF BUILDING), COLUMNS 65
THROUGH 69

Enter the estimated cost to replace the building at the time of the inventory or its insured value in
thousands of dollars in columns 65 with the last digit in column 69. For example: 00001 would
translate to $1,000.00; 01000 would translate to $1,000,000.00.

This should represent the estimated cost to replace the building's gross floor area at current
construction costs in accordance with current building and public safety codes, and standard
construction methods. The replacement cost of fixed equipment in the building should be
included.

STATE IDENTIFICATION BUILDING NUMBER - COLUMNS 70 THROUGH 75

Enter the six digit State Identification Building Number recognized by the State Land Office and
the Office of Facility Planning with the last digit in column 75.

LANDMARK STATUS - COLUMN 76

Indicate with a "Y" if the building is listed on the National Register of Historic Buildings or on
some other official listing that limits the character of changes that can be made in the building's
use or appearance. Otherwise, leave this field blank.

DATE OF STUDY, COLUMNS 77 THROUGH 82

Enter codes corresponding to the month during which the study takes place in columns 77 and
78. Enter the four digits of the calendar year in columns 79 through 82 (including the century).

01 January 07 July

02 February 08 August
03 March 09 September
04 April 10 October
05 May 11 November
06 June 12 December

Page 15



The facilities survey should reflect the 14th class day.
CONTROL COLUMN, COLUMN 83

Enter the code number which describes the control of data as listed below:

A Add card. Use to add a building or room to the inventory. All desired fields must be on
the card.

TYPE CARD INDEX CODE, COLUMN 84

The code number "2" is placed in this column on the building analysis data.
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Data Element
Name

Institution Code

Building Code

Building Name

State Identification
Building Number

Reserved

Date of Study

Control Column

Type Card Index Code

BUILDING DESCRIPTOR

Record
Position

01-06
07-10
11-40

41-46
47-72
73-78
79
80
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BUILDING DESCRIPTOR FILE

INSTRUCTIONS FOR ENTERING INFORMATION
INSTITUTION CODE, COLUMNS 1 THROUGH 6

Enter the institution's FICE code number as found in Appendix A of this manual so that the last
digit is in column 6.

BUILDING CODE, COLUMNS 7 THROUGH 10

Enter the institution's code number for the building being surveyed. Although space is provided
for a 4-digit number, all building numbers of less than 4-digits should be entered to place the last
digit in column 10. Whenever building numbers also contain letters, enter code so that last
character will be placed in column 10.

BUILDING NAME, COLUMNS 11 THROUGH 40

Enter the name of the building being surveyed.

STATE IDENTIFICATION BUILDING NUMBER - COLUMNS 41 THROUGH 46

Enter the six digit State Identification number recognized by the State Land Office and the
Office of Facility Planning, with the last digit in column 46.

COLUMNS 47 THROUGH 72 - RESERVED FOR FUTURE USE
DATE OF STUDY, COLUMNS 73 THROUGH 78

Enter codes corresponding to the month during which the study takes place in columns 73 and
74. Enter the four digits of the calendar year in columns 75 through 78 (including the century).

01 January 07 July

02 February 08 August
03 March 09 September
04 April 10 October
05 May 11 November
06 June 12 December

CONTROL COLUMN, COLUMN 79
Enter the code number which describes the control of data as listed below:

A Add card. Use to add a building to the inventory. All desired
fields must be on the card.
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TYPE CARD INDEX CODE, COLUMN 80

Leave this column BLANK on the Building Descriptor Data.
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Data Element
Name

Institution Code

Building Code

Wing or Addition

Floor Level

Room Number Prefix

Room Number

Room Number Suffix

Reserved

Room Area

Reserved

Primary Room Use Type

Capacity

Type of Seating

Teaching Station Type

PCS/Function Use

State Identification
Building Number

Reserved

Date of Study

Control Column

Type Card Index Code

*If there is no prefix or suffix, leave these columns blank.

*USOE - room type

*NACUBO - PCS/function type

ROOM ANALYSIS

Record
Position

01-06
7-10
11
12-13
14
15-18
19

20
21-26
27-33
34-36
37-40
41

42
43-44

45-50
51-72
73-78
79
80
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ROOM ANALYSIS

Every room on the room master file must be code in a building which is on the building master
file. Likewise, there shall be no buildings which do not contain any rooms. If a building is an
open shed or warehouse, code one room in the building giving the room the same net square feet
as the gross square feet.

INSTRUCTIONS FOR ENTERING INFORMATION
INSTITUTION CODE, COLUMNS 1 THROUGH 6

Enter FICE (Federal Interagency Committee on Education) code so that the last digit is in
column 6. Codes are found in Appendix A of this manual.

BUILDING CODE, COLUMNS 7 THROUGH 10

Enter the building's code number. Although space is provided for a 4-digit number, all building
numbers of less than 4 digits should be entered so as to place the last digit in column 10.
Whenever building numbers contain letters, enter the code so that the last character will be
placed in column 10.

WING OR ADDITION, COLUMN 11

Using the code below, enter the letter which best describes the wing or other added extension to
the building in which the room is located:

N North wing
P Second north wing

Q Third north wing

S South wing

T Second south wing

U Third south wing

E East wing

F Second east wing

G Third east wing

W West wing

X  Second west wing

Y Third west wing

Z Other addition
BLANK If no wings exist
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FLOOR LEVEL, COLUMNS 12 AND 13

The numeric floor level is indicated in columns 12 and 13. The first floor or floor immediately
above the basement is coded 1, the second floor immediately above the first is coded 2, et cetera,
with the last digit or balcony-type floors and other non-numbered stories. Enter the code letter in
column 13 which best describes the level according to the following:

A Attic

M Mezzanine

L Balcony and other loft-type levels

S Library stack area

B Basement level, where finished floor level is more than three feet below average exterior
grade abutting the exterior wall, regardless of whether the institution refers to this level as
basement or ground floor or other.

ROOM NUMBER, COLUMN 14 THROUGH 19

Enter the room number in columns 14 through 19. All room numbers of less than 4 digits should
be entered so as to place the last digit in column 18. If the room number is preceded by a letter,
enter the letter in column 14; if the room number is followed by a letter, enter the letter in
column 19. If there are no letters, leave these columns blank.

If the building is a dormitory and all of the rooms have the same area and room use, please code
one room number with the total room area. Coding each room individually is not necessary.

COLUMN 20 - RESERVED FOR FUTURE USE
ROOM AREA, COLUMNS 21 THROUGH 26

Enter the area of the room, rounded to the nearest square foot, so that the last digit is in column
26. All rooms must have an area.

Assignable area is the sum of all areas on all floors of a building assigned to, or available for
assignment to, an occupant, including every type of space functionally usable by an occupant.
Room area must also be reported for non-assignable areas, those spaces defined as custodial,
circulation, mechanical, and structural areas. Refer to Appendix F, page Schematics - Page 2 for
a schematic drawing.

All assignable areas should be computed by measuring from the inside finishes of surfaces which
form the boundaries of the designated areas. Do not include unusable areas having less than 6'6"
clear head room.

Include space subdivisions for offices, classrooms, laboratories, seminar and conference rooms,
libraries, file rooms, storage rooms, etc., including those for special purposes (e.g., auditoriums,
cafeterias, TV studios, faculty and student locker and shower rooms, maintenance and repair
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shops, garages) which can be put to useful purposes in accomplishing the institution's mission.
Deductions should not be made for necessary building columns and projections.

COLUMNS 27 AND 33 - RESERVED FOR FUTURE USE
PRIMARY ROOM USE TYPE, COLUMNS 34 THROUGH 36

Refer to the Room Use Classification Code in Appendix D of this manual. Enter the primary or
principal room use in columns 34 through 36. It is recommended that primary be evaluated in
terms of time, the human activity element which focuses on use, rather than space.

Nonassignable Area: that portion of the building area not available for assignment to building
occupants, but necessary for general operation. By definition, nonassignable area consists
exclusively of: circulation, custodial, mechanical, and structural areas.

Custodial Area (010): the sum of all areas of a building used for its protection, care, and
maintenance. The basis for measurement should be from the inside surfaces of enclosing walls
or permanent partitions. Deductions should not be made for necessary building columns and
minor projections. Do not include unusable areas with less than 6'6" clear head room. It should
include areas as trashrooms, guardrooms, custodial rooms, custodial locker rooms, and custodial
supply rooms. It should not include central physical-plant shop areas, nor special-purpose
storage or maintenance rooms, such as linen closets and maid rooms in residence halls. Refer to
Appendix F, Schematics - Page 3 for a schematic drawing.

Circulation Area (020): required for physical access to some subdivision of space whether
directly bound by partitions or not. The basis for measurement should be computed by
measuring from the inner faces of walls or partitions which enclose horizontal spaces used for
such purposes. Deductions should not be made for necessary building columns and minor
projections. Do not include unusable areas having less than 6'6" clear head room. It should
include but not be limited to corridors, elevator shafts, escalators, fire towers, stairways, loading
platforms, elevator lobbies, and tunnels and bridges. When determining corridor areas, only
horizontal spaces required for general access should be included-not aisles used only for
circulation within office suites, auditoriums, or other working areas. Refer to Appendix F,
Schematics - Page 4 for a schematic drawing.

Mechanical Area (030): that portion of the gross-area designed to house mechanical equipment,
utility services, and nonprivate toilet facilities. The basis of measurement should be computed
by measuring from the inner faces of the walls, partitions, or screens which enclose such areas.
Do not include unusable areas with less than 6'6" clear head room. It should include, but not be
limited to, mechanical areas in central utility plants, air-duct shafts, boiler rooms, fixed
mechanical and electrical equipment rooms, fuel rooms, mechanical-service shafts, meter and
communications closets, service chutes, stacks, and nonprivate toilet rooms (custodial and
public). Deductions should not be made for necessary building columns and projections. Refer
to Appendix F, Schematics - Page 5 for a schematic drawing.
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CAPACITY, COLUMNS 37 THROUGH 40

Enter the actual number of chairs or places where people may be assigned at one time while
performing in accordance with the primary use of the room. Be sure to right justify the entry. In
shop areas, the station count represents the number of operable machines. In toilet rooms, the
primary station count refers only to the number of toilets and/or urinals. Capacity is absolutely
necessary for the following room types:

110 Classrooms

210 Laboratories

220 Special-Class Laboratory

230 Individual-Study Laboratory
250 Nonclass Laboratory

350 Conference Room

410 Reading/Study Room

420 Stack

430 Open-Stack Reading Room

523 Athletic Facilities Spectator Seating
610 Assembly

630 Food Facility

680 Meeting Room

810 Patient Bedroom

890 Staff On-Call Facility

910 Sleep/Study without Toilet/Bath
920 Sleep/Study with Toilet/Bath

The actual student stations should be reported for constant or fixed seats. The optimum student
stations should be reported for movable stations. Optimum student stations is the most seats
possible without overcrowding. For instance, a room may be designed to hold fifteen student
stations but has only twelve chairs at the moment; the number of stations would be fifteen.
Conversely, if current safety codes limit occupancy to fifteen and there are twenty chairs, the
station count should be fifteen.

The number of stations in a laboratory is often determined by the fixed equipment in the room,
such as sinks and counter space, or fume hoods. NOTE: where a station is designed to
accommodate two or three students rather than just one, count the number of students who will
be served.

If no capacity is given the facilities database computes on as follows:

Room Type 110 - Net Assignable Square Feet
15 Square Feet

Room Type 210, 220, 250 - Net Assignable Square Feet
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50 Square Feet
Room Type 310 - Capacity = 1

Room Type 520, 540, 550 - Net Assignable Square Feet
150 Square Feet

TYPE OF SEATING, COLUMN 41
Enter the code number descriptive of the primary seating in the room, using the codes below:

Fixed seating

Movable seating

Fixed work stations with fixed, movable or no seating
Toilet room fixtures (toilets and/or urinals)

BLANK None or none determinable

A WN =

TEACHING STATION TYPE (TEACHING EQUIPMENT), COLUMN 42

This item is to be used to describe the type of teaching station equipment that is located in the
room. Using the appropriate code below, enter in column 42.

Laboratory equipped table
Teaching lectern, table-mounted
Teaching podium, floor-mounted
Teaching desk-chair combination
Teaching platform

Other

AN N B~ W -

PROGRAM CLASSIFICATION STRUCTURE CODE (PCS/FUNCTION USE),
COLUMNS 43 AND 44

Refer to Appendix E of this manual for the PCS code. Enter the PCS code which most closely
relates to the room's primary utilization. "00" is an exclusive functional code to identify only
space which is not assignable by definition (may be used with room types "010", "020", or
UO3OH).

STATE IDENTIFICATION BUILDING NUMBER - COLUMNS 45 THROUGH 50
Enter the six digit State Identification number recognized by the State Land Office and the
Office of Facility Planning, with the last digit in column 50.

COLUMNS 51 THROUGH 72 - RESERVED FOR FUTURE USE

YEAR AND MONTH OF STUDY, COLUMNS 73 THROUGH 78
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Enter codes corresponding to the month during which the study takes place in columns 73 and
74. Enter the four digits of the calendar year in columns 75 through 78 (including the century).

01
02
03
04
05
06

January
February
March
April
May
June

07
08
09
10
11
12

July
August
September
October
November
December

The facilities survey should reflect the 14th class day.

CONTROL CARD, COLUMN 79

Enter the code number which describes the control of data as listed below:

A Add card. Use to add a building or room to the inventory. All desired fields must be on
the card.

TYPE CARD INDEX CODE, COLUMN 80

The code number "1" is placed in this column on the Room Analysis
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Data Element
Name

Institution Code
Building Code
Room Number Prefix
Room Number
Room Number Suffix
Course Name
Course Number Prefix
Course Number
Course Number Suffix
Section Number
Section Number Suffix
Enrollment
Auditing Enrollees
Time Class Begins
Reserved
Time Class Ends
Day of Week on Which
Class Meets
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday
Room Use Frequency
Number of Weeks Room is
in Use
Semester of Study
State Identification
Building Number
Joint Class
Inconsistent Class
Date of Study
Control Column
Type Card Index Code

*If there 1s no prefix or suffix, leave these columns blank.

SPACE UTILIZATION

Record
Position

01-06
07-10
11
12-15
16
17-28
29
30-33
34
35-37
38
39-42
43-44
45-48
49
50-53

54-60
54
55
56
57
58
59
60
61

62-63
64

65-70
71
72
73-78
79
80
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SPACE UTILIZATION

The objective of the utilization study is to determine the actual usage of all areas used for
instruction at institutions of higher education. It is designed primarily to reflect the utilization
of classrooms, class laboratories, and special class laboratories in regularly scheduled
periods of instruction. It is also to the institution's advantage to reflect utilization of specialized
instructional areas, such as music practice rooms and language laboratories, which are used
extensively although not on a scheduled basis.

INSTRUCTIONS FOR ENTERING INFORMATION
INSTITUTION CODE, COLUMNS 1 THROUGH 6

Enter the FICE (Federal Interagency Committee on Education) code so that the last digit is in
column 6. Codes are found in Appendix A of this manual.

BUILDING CODE, COLUMNS 7 THROUGH 10
Enter the building number in columns 7 through 10, placing the last digit or letter in column 10.

NOTE: Where credit hour producing activities are held in other than actual rooms on the
campus (for instance, a physical education course on a practice field or a practice teaching course
in a local high school), enter "0000" in columns 7 through 10 (building number) and columns 11
through 16 (room number) for this type of course but complete all other sections of the
utilization sheet as though the entry were for a course conducted in an actual room on the
campus.

If only part of a building is leased, send the information only on that part of the building being
used by the institution.

ROOM NUMBER, COLUMNS 11 THROUGH 16

Enter the room number for the room in which the class or activity is held in columns 11 through
16. Place the last digit of the room number in column 15. If the room number has a prefix,
enter the prefix in column 11. If the room number has a suffix, enter the suffix in column 16.
If there are neither prefix nor suffix letters, leave these columns BLANK.

NOTE: The same section of a course may be scheduled in two different rooms on different days
(see "Special Types of Utilization"). When this situation occurs, make as many entries as there
are different rooms used by the same section of a course. Enter an asterisk (*) in column 79 for
the first entry and each succeeding entry except the last entry. complete all spaces in each entry
as if only a single entry were required, duplicating the first entry in succeeding entries, except:
(1) the proper room number should be shown in column 11 through 16; (2) the proper building
number should be shown in columns 7 through 10; (3) when meeting times also change, the
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proper beginning and ending times of the periods of instruction should be shown in columns 45
through 54 and (4) the proper day of the week should be shown in columns 55 through 61.

COURSE NAME, COLUMNS 17 THROUGH 28

Enter the course name in columns 17 through 28, placing the first letter in column 17 and only
one letter in each column thereafter. An obvious abbreviation must be used, and all
abbreviations must be consistent, accurate, and identifiable.

COURSE NUMBER, COLUMNS 29 THROUGH 34

Enter the catalog course number in columns 30 through 33, with the last digit of the course
number in column 33. If the course number has a prefix, enter the prefix in column 29. If the
course has a suffix, enter the suffix in column 34. For entries which reflect the utilization of
specialized facilities (see "Special Types of Utilization"), place "Q" in column 34.

SECTION NUMBER, COLUMNS 35 THROUGH 38 (35-37 section, 38 suffix)

Each course must have a section number. Enter the section number in columns 35 through 38,
with the last digit of the section number in column 38.

An institution which wishes to distinguish between lecture and laboratory sessions may use
column 38 to differentiate between these two sessions, by showing "R" for recitation or lecture
and "L" for laboratory. This distinction is not, however, necessary to the proper operation of the
utilization study.

ENROLLMENT (OR ACTIVITY PARTICIPANTS), COLUMN 39 THROUGH 42

Enter the number of students enrolled in the course, or the number of participants in a non-credit
hour producing activity. Place the last digit in column 42. Enrollment should include

students in all levels of instructions, and all participants in non-credit hour producing activity.
For offices, enter the number of occupants, placing the last digit in column 42. Do not include
auditors in credit hour producing courses in these columns.

AUDITING ENROLLEES, COLUMNS 43 AND 44

Enter the number of auditors attending a credit hour producing course, with the last digit in
column 44.

TIME CLASS OR ACTIVITY BEGINS, COLUMN 45 THROUGH 48

Enter the actual time at which the course or activity begins using a 24-hour clock basis. Column
45 must be completed. For example: enter 1315 for a course beginning at 1:15 p.m.
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If the class or activity is held at varying times (see "Special Types of Utilization"), make as many
entries as there are different times. Enter an asterisk (8) in column 79 for the first entry and each
succeeding entry except the last entry. Complete all spaces in each entry as if only a single
entry were required, duplicating the first entry in succeeding entries, except (1) the proper time
of meeting should be shown in column 45 through 54, and (2) the proper day of the week on
which the course or activity meets should be shown in column 55 through 61.

COLUMN 49 - RESERVED FOR FUTURE USE
TIME CLASS OR ACTIVITY ENDS, COLUMNS 50 THROUGH 53

Enter the actual time at which the course or activity ends using a 24-hour clock basis. Column
50 must be completed. For example: enter 1430 for a course ending at 2:30 p.m.

DAY OF WEEK ON WHICH CLASS MEETS, COLUMNS 54 THROUGH 60

Enter the number "1" in the proper column for every day of the week on which the class meets or
the activity takes place. For example, a class meeting on Monday, Wednesday, and Friday
would be shown by entering "1" in the columns headed "Monday", "Wednesday", and "Friday".
Do not fill in columns for the days when the class does not meet. Do not use any number other
than "1" to complete these columns.

ROOM USE FREQUENCY, COLUMN 61

Enter the code from the following list which indicates the scheduled use of the room (or in the
case of credit hour producing activities in other than actual rooms, the scheduled meetings for the
activity):

Weekly (every week)

Bi-weekly (every two weeks)

Tri-weekly (every three weeks)

Monthly (every month, or every four weeks)
Bi-monthly (every two months)

Tri-monthly (every three months)

Once a semester

Other

O 3N DN W~

NUMBER OF WEEKS ROOM IS IN USE, COLUMNS 62 AND 63

Enter the total number of weeks of the academic period (see column 64) during which the room
is occupied or the activity is scheduled.
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SEMESTER OF STUDY, COLUMN 64
Semester System:

A First term (fall)

B Second term (spring)

C Only one summer session (9 weeks)
D First summer session (6 weeks)

E Second summer session (6 weeks)

Tri-mester System:

F First term
G Second term
H Third term

Quarter System:

J  First quarter (fall)

K Second quarter (winter)
L Third quarter (spring)

M Fourth quarter (summer)

STATE IDENTIFICATION BUILDING NUMBER - COLUMNS 65 THROUGH 70

Enter the six digit State Identification Building Number recognized by the State Land Office and
the Office of Facility Planning, with the last digit in column 70.

JOINT CLASS, COLUMN 71

Enter "1" for each course section which meets in the same room at the same time (day and hour).
If not applicable, leave this field BLANK. Joint refers to classes which meet in the same room
at the same time. The classes should have different section numbers.

INCONSISTENT CLASS, COLUMN 72

Enter "1" when this course section meets at irregular meeting places and/or irregular meeting
times, or when this course is for thesis or independent research. Inconsistent class may be
defined as "TO BE ARRANGED". If not applicable, leave this field BLANK (no entry). If code

position 72="1" the following code positions may be left BLANK (no entry): 7 through 16
(building and room number) and 45 through 48 and 50 through 53 (beginning and ending times).

DATE OF STUDY, COLUMNS 73 THROUGH 78
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Enter codes corresponding to the month during which the study takes place in columns 73 and
74. Enter the four digits of the calendar year in columns 75 through 78 including the century).

01 January 07 July

02 February 08 August
03 March 09 September
04 April 10 October
05 May 11 November
06 June 12 December

The facilities survey should reflect the 14th class day.
CONTROL COLUMN, COLUMN 79
Enter the code number which describes the control of data as listed below:

*  Continuation: to be used whenever succeeding entries are required (see "Special Types of

Utilization").
A Add card. All desired fields must be on the card.
1 Utilization of specialized facilities.
TYPE CARD INDEX CODE, COLUMN 80

The code number "4" is placed in this column on the Space Utilization Data.
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SPECIAL TYPES OF UTILIZATION

Care must be taken to accurately reflect the utilization of specialized facilities, such as language
laboratories and music practice rooms.

UTILIZATION OF NON-CREDIT HOUR GENERATING UTILIZATION

Determine the number of students using the facility. ~ General indications of this
information would be (1) the number of students enrolled in a music course for
which a given amount of practice is required, or (2) the portion of the carrels
located in a language laboratory which are in actual use when the laboratory is
open.

Determine the approximate time students will utilize the facilities during the
week.

Using an imaginary course enter the data for this utilization in the same manner as
for a scheduled class (see "Instructions for Entering Information"), as follows:

Course name (column 17-28) - if this utilization of specialized facilities

normally accompanies a course for which credit is given, for instance MUSIC 84, the
course name for the specialized facilities should be similar to the actual course name,
i.e., "Music Prac.". When this utilization of specialized facilities normally
accompanies a course for which credit is given, the utilization of specialized
facilities should be shown as the succeeding entry to the actual course. When this
utilization does not accompany an actual course for which credit is given, the course
name should nevertheless be indicative of the type of utilization (for instance, "Lang.
Lab." or "French Prac."). In this example, "Prac." is used as an abbreviation for
"practice."

b) Course number (columns 29-34) - when the utilization of specialized facilities

normally accompanies a course for which credit is given, use the actual course number
(in the preceding example - 84) with the suffix "Q" in column 34. If the utilization

of specialized facilities does not accompany a course for which credit is given, enter the
code "9999" in columns 30 through 33 (course number).

¢) Section number (columns 35-38) - when the utilization of specialized facilities

normally accompanies a course for which credit is given, use the actual section
number of the credit course with the suffix "Q" in column 38. If the utilization of
specialized facilities does not accompany a course for which credit is given, enter the
code "999" in columns 35 through 37.

d) Enrollment (columns 39-42) - enter the enrollment figure determined in "1" above.

e) Class beginning and ending times and days of use (columns 45-48 and 50-53) - use a time
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which in conjunction with the enrollment reported in columns 39 through 42 will result
in actual hours of use. For instance, if a music practice room is used by five different
students for one hour each daily for six days per week, this information can be shown in
two ways: (1) enrollment can be shown as "1", and class beginning and ending time can
be shown as 1300 to 1800 six times a week; or (2) enrollment can be shown as "5" with
class beginning and ending times as 1300 to 1400 six days a week. Any combination of
enrollees and class beginning and ending times which will reflect the true utilization
of these facilities may be employed for those specialized facilities.

f) Room numbers, building numbers, frequency, number of weeks during which the room is
used, and the semester of the study should be entered in the proper column as if the entry
were for a regularly scheduled class (see "Instructions for Entering Information").

g) Control (column 79) enter the code "1" to indicate that this entry reflects the
utilization of specialized facilities.

GENERATION OF CREDIT HOURS IN AREAS OTHER THAN
ROOMS LOCATED ON THE CAMPUS

The generation of credit hours in a regularly scheduled course which is not conducted in existing
facilities on the campus should be reported as follows:

a) Course name and number and section number (column 17-38) should be entered in the
proper column as if the entry were for a regularly scheduled class in an existing room
on the campus (see "Instructions for Entering Information").

b) Enrollment (columns 39-42) must reflect actual enrollment. For instance, in a
physical education class conducted on a practice field, in which there are twenty
students enrolled, the enrollment should be shown as "20". In the case of practice
teaching where there are ten different students assigned to ten different public or
private elementary or secondary schools, but all enrolled in the same course, this data
can be shown as one entry with enrollment of "10" regardless of where the instruction
actually takes place.

¢) Class beginning and ending times and days of the week (columns 45-48 and 50-53)
should be entered in the proper column as if the entry were for a regularly scheduled class in an
existing room on the campus (see "Instructions for Entering Information").
d) Room number (columns 11-16) - enter "0000" in these columns.

e) Building number (columns 7-10) - enter "0000" in these columns.

f) Frequency, number of weeks of use, and semester of study (columns 62-65 should be
entered as if the entry were for a course conducted in an actual room on the campus

Page 34



(see "Instructions for Entering Information").

g) Control (column 79) - leave this column BLANK.

UTILIZATION OF FACULTY OFFICES

The term "Faculty Offices" includes offices assigned to faculty members, offices used by
secretaries or other clerical assistants who are assigned to faculty members, and offices assigned
to graduate students who fulfill an instructional function.

Only the following columns should be completed for such offices:

a) Course name (columns 17-28) enter "FAC OFF", with the first letter placed in
column 17 and a blank in column 20. Do not use any other abbreviation or any other
wording to indicate a faculty office.

b) Enrollment (columns 39-42) - enter the number of persons who normally occupy the
office, with the last digit placed in column 42.

c) Complete columns 7 through 16 (building number, room number).

d) Control (column 79) - leave this column BLANK.

LECTURE AND LABORATORY SESSIONS
WITH SAME COURSE NAME AND NUMBER

In those institutions which combine lecture and laboratory sessions and use the same course
name and number for both sessions, two complete entries must be made for the course, one
for the lecture and one for the laboratory, in order to properly credit the utilization of both
classroom and laboratory space. Each entry must be completed as if it were a single entry.
Specific instructions for reporting this type of scheduling are shown in the appropriate column
headings in "Instructions for Entering Information." Instructions which desire to do so may
distinguish between lecture and laboratory sessions by using "R" for recitation or lecture in
column 38 and "L" for laboratory in column 38.

Some courses are regularly scheduled for different hours on different days of the week. For
example, the same section of English 101 may meet from 1300 to 1400 on Monday and from
1400 to 1500 on Tuesday. In this case, a separate entry must be made for each different time, in

Page 35



this example, two entries. A class with more than two different meeting times will require more
than two entries. The succeeding entries should duplicate the first entry in all respects except:
(1) the proper time should be shown in columns 45-48 and 50-53, and 92) the proper day of the
week on which the class meets should be shown in columns 55-61.

Additionally, the first and all succeeding entries except the last entry should contain an asterisk
(*) in column 79. Do not place an asterisk in the last entry for the course in column 79.

CLASSES WHICH MEET IN DIFFERENT ROOMS

Some courses are regularly scheduled into different rooms and buildings on different days of the
week. This situation includes the laboratory and lecture sessions mentioned above, but it also
includes, for example, the section of Geography 400 which meets in Room 100 in Building 100
on Monday and Friday and Room 200 of Building 4 on Wednesday (all three being recitation or
lecture periods). A separate entry must be completed for each separate meeting place. The
succeeding entries should duplicate the first entry in all respects except: (1) the proper building
and room number should be shown in column 7 through 16, (2) when meeting times also change,
the proper beginning and ending times of the periods of instruction should be shown in column
45-48 and 50-53, (3) the proper day of the week should be shown in columns 55 through 61.
Additionally, the first and all succeeding entries except the last entry should contain as asterisk
(*) in column 79. Do not place an asterisk in column 79 for the last entry for the course.

LEGITIMATE CONFLICTS IN UTILIZATION

It is quite possible for an institution to legitimately report several entries with different course
names and numbers and different section numbers scheduled in the same room in the same
building at the same time. This occurs frequently in upper level courses with small enrollments.
Enter "1" in column 71 (joint class) of the space utilization card for each course section which
meets in the

same room at the same time (day and hours). If not applicable, leave this field BLANK (no

entry).

SHORT COURSE ENROLLMENT
Many institutions utilize their facilities for short term courses in their continuing education

programs. In order to reflect this type utilization, complete the entries as though for a regularly
scheduled, full academic period course, except:
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a) Course number (columns 29-34) - enter the letter "Z" in column 34(course number
suffix) to indicate short course enrollments. (For the purposes of this study, these short
courses must have names, course numbers and sections as required for routine academic
courses.)

b) Room use frequency (column 61) - indicate by the code shown in "Instructions for
Entering Information" the frequency during which short courses are held.

c) Number of weeks room in use (columns 62-63) - enter the total number of weeks
duration of the short course.

d) Semester of Study (column 64) - indicate by the code shown in "Instructions for
Entering Information" the semester during which the short course is held.
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INVENTORY OF LAND HOLDINGS

Data Element Record Field
Name Position Length
Institution Code 01-06 6
Location of Land 07-08 2
Ownership of Land 09 1
Classification of Land 10 1
Number of Acres 11-16 6
Book Values 17-24 8
Reserved 25-72 48
Date of Study 73-78 6
Control Column 79 1 Value is “A”
Type Card Index Code 80 1 Value is “3"
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LAND HOLDINGS

INSTRUCTIONS FOR ENTERING INFORMATION
INSTITUTION CODE, COLUMNS 1 THROUGH 6

Enter the institution's FICE (Federal Interagency Committee on Education) code so that the last
digit is in column 6. Codes are found in Appendix A of this manual.

LOCATION OF LAND, COLUMNS 7 AND 8

Using the codes below, enter the code which best describes the location of parcels of land owned
or occupied by the institution.

PARISH CODES

Acadia 01 Madison 33

Allen 02 Morehouse 34
Ascension 03 Natchitoches 35
Assumption 04 Orleans 36
Avoyelles 05 Ouachita 37
Beauregard 06 Plaquemines 38
Bienville 07 Pointe Coupee 39

Bossier 08 Rapides 40
Caddo 09 Red River 41
Calcasieu 10 Richland 42
Caldwell 11 Sabine 43
Cameron 12 St. Bernard 44
Catahoula 13 St. Charles 45
Claiborne 14 St. Helena 46
Concordia 15 St. James 47
DeSoto 16 St. John 48
E. Baton Rouge 17 St. Landry 49
E. Carroll 18 St. Martin 50
E. Feliciana 19 St. Mary 51
Evangeline 20 St. Tammany 52
Franklin 21 Tangipahoa 53
Grant 22 Tensas 54

Iberia 23 Terrebonne 55
Iberville 24 Union 56
Jackson 25 Vermilion 57
Jefferson 26 Vernon 58

Jefferson Davis 27 Washington 59
Lafayette 28 Webster 60
Lafourche 29 W. Baton Rouge 61
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LaSalle 30 W. Carroll 62
Lincoln 31 W. Feliciana 63
Livingston 32 Winn 64

OUT-OF-STATE CODES

Alabama AL Montana MT
Alaska AK Nebraska NE
Arizona AZ Nevada NV
Arkansas AR New Hampshire NH
California CA New Jersey NJ
Colorado CO New Mexico NM
Connecticut CT New York NY
Delaware DE North Carolina NC
Dist. of Columbia DC North Dakota ND
Florida FL Ohio OH
Georgia GA Oklahoma OK
Hawaii HI Oregon OR
Idaho ID Pennsylvania PA
I1linois IL Rhode Island RI
Indiana IN South Carolina SC
Iowa 1A South Dakota SD
Kansas KS Tennessee TN
Kentucky KY Texas TX
Louisiana LA Utah uT
Maine ME Vermont VT
Maryland MD Virginia VA
Massachusetts MA Washington WA
Michigan MI West Virginia \"AY%
Minnesota MN Wisconsin WI
Mississippi MS Wyoming WYy
Missouri MO Foreign Country XX

OWNERSHIP OF LAND, COLUMN 9

Using the code below, enter the appropriate category of ownership for each parcel used or
occupied by the institution at the location listed in column 7 and 8. Where parcels have different
categories of ownership, enter the code below on the succeeding lines and complete all other
items in the form.

1. Owned Fee Simple.

Title vested in the institution and being paid for on an amortization schedule (regardless
of whether the facility is shared with another institution or organization).
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Title vested in a holding company or building corporation to which payments are being
made by the institution; title will ultimately pass to the institution. (Includes lease-
purchase arrangements. )

2. Not owned by the institution, but leased or rented to the institution at a typical local
rate.

Not owned by the institution, but made available to the institution either at no cost or at a
nominal rate.

Not owned by the institution, but shared with an educational organization that is not
postsecondary educational institution.

Not owned by the institution, but shared with another postsecondary educational
institution.

Other (e.g. not owned by the institution, but shared with a non-educational institution).

Enter an asterisk (*) in column 79 for each entry for each line used except the last line.
CLASSIFICATION OF LAND, COLUMN 10

1. Agricultural Land. Farmland or land whose primary purpose is raising crops, livestock, etc.,
or performing related experiments.

2. Other Land. all remaining parcels of land.

Land should be classified according to one of the two categories above. Approximation of
primary land use must of necessity be at the discretion of the institution.

NUMBER OF ACRES, COLUMNS 11 THROUGH 16

In columns 11 through 16, enter the number of acres associated with each category of ownership
listed in columns 7 and 8. Note that it will be necessary to classify acreage on the basis of two
variables: location and ownership.

BOOK VALUE, COLUMNS 17 THROUGH 24

Enter the book value of the acreage listed in columns 11 through 16 in thousands of dollars in
column 17 through 25 with the last placed in column 24.

COLUMNS 25 THROUGH 72 - RESERVED FOR FUTURE USE
YEAR AND MONTH OF STUDY, COLUMNS 73 THROUGH 78

Enter codes corresponding to the month during which the study takes place in columns 73 and
74. Enter the four digits of the calendar year in columns 75 through 78 (including the century).

01 January 07 July
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02 February 08 August

03 March 09 September
04 April 10 October

05 May 11 November
06 June 12 December

The facilities survey should reflect the 14th class day.

CONTROL COLUMN, COLUMN 79
Enter the code number which describes the control of data as listed below:
*  Continuation of data card

A Add card. This card is used to add a parcel of property to the inventory. All
desired fields must be on the card.

TYPE CARD INDEX CODE, COLUMN 80

The code number "3" is placed in this column on the Inventory of
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SYSTEM/INSTITUTION CODES

APPENDIX A
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BOR

12
13
14
15
16
17
18
19
27

20

21

22

23

24

25

26

28

2801
2802
2803
2804
2805
2806
2807
2808
2809
2810
2811
2812
2813
2814
2815
2816
2817
2818
2819
2820
2821

SYSTEM/INSTITUTION CODES

FICE* UNIVERSITY OF LOUISIANA SYSTEM
002006 GRAMBLING STATE UNIVERSITY
002008 LOUISIANA TECH UNIVERSITY
002017 MCNEESE STATE UNIVERSITY
002005 NICHOLLS STATE UNIVERSITY
002020 UNIVERSITY OF LOUISIANA AT MONROE
002021 NORTHWESTERN STATE UNIVERSITY
002024 SOUTHEASTERN LOUISIANA UNIVERSITY
002031 UNIVERSITY OF LOUISIANA AT LAFAYETTE
002015 UNIVERSITY OF NEW ORLEANS

LOUISIANA STATE UNIVERSITY SYSTEM

002009 SYSTEM OFFICE
002011 LSU-ALEXANDRIA
002010 LSU-BATON ROUGE
002012 LSU-EUNICE
002013 LSU-SHREVEPORT
002014 LSU-MEDICAL CENTER-NEW ORLEANS
002035 LSU-MEDICAL SCHOOL-SHREVEPORT
001600 LSU AGRICULTURAL SCIENCES & RURAL DEVELOPMENT
001601 BURDEN RESEARCH CENTER
001602 BEN-HUR RESEARCH CENTER
001603 PERKINS ROAD RESEARCH CENTER
001604 LEE AG. CENTER-ALEXANDRIA
001605 FRUIT & TRUCK-HAMMOND
001606 IBERIA LIVESTOCK-JEANERETTE
001607 IDLEWILD-CLINTON
001608 NORTH LOUISIANA-CALHOUN
001609 HILL FARM-HOMER
001610 NORTHEAST LOUISIANA-ST. JOSEPH
001611 PECAN RESEARCH-SHREVEPORT
001612 PLAQUEMINES-PORT SULPHUR
001613 RED RIVER VALLEY-BOSSIER CITY
001614 RICE-CROWLEY
001615 ST. GABRIEL-ST. GABRIEL
001616 SOUTHEAST-FRANKLINTON
001617 SWEET POTATO-CHASE
001618 WEST LOUISIANA-ROSEPINE
001619 CAMP JESSIE HARRISON-COLFAX
001620 LIVESTOCK SHOW-COVINGTON
001621 LIVESTOCK SHOW-DELHI
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2822
2823
2824
2825
29
2B

31
32
33
34

41
42
43
44
45
46
47
48
60
61
62

64
65
66

67
68
69
70
71
72
73
74
76
77
78
79
80

001622 MACON RIDGE-WINNSBORO

001623 LEE MEMORIAL FOREST-BOGALUSA

001630 CAMP GRANT WALKER-POLLOCK

001631 AG CENTER

002002 LSU-LAW CENTER

002016 PENNINGTON BIOMEDICAL CENTER

SOUTHERN UNIVERSITY SYSTEM

002025 SOUTHERN-BATON ROUGE

002026 SOUTHERN-NEW ORLEANS

004622 SOUTHERN-SHREVEPORT

000034 SOUTHERN-LAW CENTER

LOUISIANA COMMUNITY AND TECHNICAL COLLEGE SYSTEM

000041 BATON ROUGE COMMUNITY COLLEGE

000042 BOSSIER PARISH COMMUNITY COLLEGE

004626 DELGADO COMMUNITY COLLEGE

000044 NUNEZ COMMUNITY COLLEGE

000045 RIVER PARISHES COMMUNITY COLLEGE

000046 SOUTH LOUISIANA COMMUNITY COLLEGE

000047 LOUISIANA DELTA COMMUNITY COLLEGE

000048 LCTCS ON-LINE

000060 LOUISIANA TECHNICAL COLLEGE

000061 L.T.C. - ACADIAN

000062 L.T.C. - CENTRAL LOUISIANA TECHNICAL COMMUNITY COLLEGE
(Formerly Alexandria Campus)

000064 L.T.C.- AVOYELLES

000065 L.T.C. - BASTROP

000066 L.T.C. - CAPITAL AREA TECHNICAL COLLEGE
(Formerly Baton Rouge Campus)

000067 L.T.C. - CHARLES B. COREIL

000068 L.T.C. - DELTA OUACHITA

000069 L.T.C. - EVANGELINE

000070 L.T.C. - FLORIDA PARISHES

000071 L.T.C. - FOLKES

000072 L.T.C. - GULF AREA

000073 L.T.C. - HAMMOND AREA

000074 L.T.C.- HUEY P. LONG

000076 L.T.C. - JUMONVILLE

000077 L.T.C. - L.E. FLETCHER TECHNICAL COMMUNITY COLLEGE

000078 L.T.C. - LAFAYETTE

000079 L.T.C. - LAFOURCHE

000080 L.T.C. - LAMAR SALTER
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81
83
84
85
86

87
88
&9
9B
9C

90
91
92
95
96

97
99

10

000081
000083
000084
000085
000086

000087
000088
000089
00009B
00009C

000090
000091
000092
000095
000096

000097
000099

000010

L.T.C. - MAN