
Need for Space 
Change Identified

Space Request Form
- describe and quantify 

need
- Identify room(s)(If 

applicable)

Department Head
Pre-approval based on 

assessed need

Dean, University 
Librarian or VP

Approval based upon assessed 
need relative to institutional 

goals and mission.

Yes

Submit signed 
Space Request 
Form to FMP for 

Planning and 
initial review

Yes

FMP – SMCP Review Space Request
If Needed or Requested: 
- Determine if requestor has utilized existing space effectively.
- Meet with requestor to review needs.
- Develop options per campus standards.
- Estimate cost.
- Review against existing space assignments and instructional spaces.
- Make recommendations.

Department Head
Approve Option and Budget 

Estimate

Dean, University 
Librarian or VP

Approve Option and 
Budget Estimate

Yes

Request Denied 
within Faculty/

Department/Unit

No No

Refine

Refine

Request Denied 
within Faculty/

Department/Unit

No No

FMP – SMCP Review Space Request
If Needed or Requested: 
- Determine if requestor has utilized existing space effectively.
- Meet with requestor to review needs.
- Develop options per campus standards.
- Estimate cost.
- Review against existing space assignments, campus master plan 
and instructional spaces.
- Make recommendations.

Requestor 
Review options and 

select preferred.
Yes

Refine

Department Head
Approve Option and Budget 

Estimate

Dean, University 
Librarian or VP

Approve Option and Budget 
Estimate

Yes
Requestor 

Review options and 
select preferred.

Yes

Request Denied 
within Faculty/

Department/Unit

Refine

No No

Refine Refine

FMP – SMCP Present Space Proposal to 
Space Management and Planning 

Committee
Space Management and Planning 

Committee to review proposed space 
allocation changes and recommend. 

Yes

Request Denied

No

VP Finance and 
Administration 

(Space Management and 
Planning Committee chair) to 

award final decree.

Yes

No

FMP to Implement 
Change

Project Request Form
- submit to FMP
- identify funding

- indicate approval

Yes

FMP – SMCP to 
Update Space 

Database

Completion

SPACE ALLOCATION CHANGE REQUEST PROCESS
March 20, 2018

Reallocation of space 
currently assigned to 

Faculty or Service Unit

Reallocation of space 
currently not assigned 

to requesting Faculty or 
Service Unit Refine

Refine

Yes
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