
 

PROCESS FOR SPACE ALLOCATION CHANGE REQUESTS

LEGEND

Space Request Form
- Describe and quantify need
- Identify rooms (if applicable)
- Identify potential funds (if 

applicable)

Provost & Sr VPAA
and the VPAF

Approval to explore options
based upon 

review of space utilization 
factors such as program 

strength / productivity

FM - Review & Evaluate Request
• Meet with requestor to review needs
• Calculate existing & allowable space
• Assess availability of campus space
• Evaluate efficiency of space utilization
• Estimate cost
• Review with Classroom Committee & 

Registrar's Office if involving    
instructional space

• Develop options per  campus space 
standards

• Make recommendations
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The composition of the committee consists of the following or their designees:
•  FM‐AD Planning , chair*
•  VP‐Administation & Finance
•  VP‐Information Technology
•  VP‐Institutional Advancement
•  VP‐Research
•  VP‐Student Affairs
•  Vice Provost for Academic Affairs
•  Deans of Colleges, Graduate Education, & Undergraduate Education
•  CAHSS faculty member selected by Faculty Senate
•  CNMS faculty member selected by Faculty Senate
•  COEIT faculty member selected by Faculty Senate
•  Staff member selected by Professional Staff Senate
•  Campus Architect*
( 15 voting members, 2 non‐voting members*)
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FM - Review Request
If needed or requested:
• Meet with requestor to review needs
• Develop options per campus space standards
• Estimate cost
• Review with Classroom Committee & Registrar's

Office if involving instructional space
• Make recommendations
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