University Space Planning Request Process Flow Chart

End User/Department identifies space need

(See Policy on University Space Allocation and Space

Request Process Guidelines)
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User completes the University Space Request Form
and obtains all required Department/Division
signatures prior to moving forward.

Include information regarding what department is
currently occupying the space and how the proposal
better serves the campus community than the current
usage.

Current group occupying the proposed space will be
asked to attend USPC meeting.

User completes the University Space Request
Form and obtains all required
Department/Division signatures prior to moving
forward.

Include information regarding what department is
vacating the space and when the space will be
available.

Vacating user group may be asked to attend USPC
meeting to confirm vacating information.

User completes the
University Space Request
Form and obtains all
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signatures prior to moving
forward.
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User/Department submits Space Request
Form to Committee chair for initial review.

v

Committee Chair returns
Space Request Form to
Department for additional
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USPC meeting is scheduled for review.
All appropriate parties are invited to appear.
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USPC meets to consider space request
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POTENTIAL OUTCOMES
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Additional information or meetings are
required prior to a final recommendation.

Committee supports space request and
recommends approval of request by
President and Cabinet.
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recommendation to full Cabinet for annroval.

VP of BFA takes proposal and USPC
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Committee does not support space
request and recommends denial of
request by President and Cabinet.
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* Please note that space request approvals
do not necessarily infer funding is available
for any related improvement work.

Final action by President’s Cabinet *




