
 

Contact PDC to determine if this 
internal space reallocation 

requires reporting to the 
Chancellor’s Office. 

No USPC 
review 

required.  

User completes the 
University Space Request 

Form and obtains all 
required 

Department/Division 
signatures prior to moving 

forward. 

User/Department submits Space Request 
Form to Committee chair for initial review. 

Has the Chair determined that the submitted 
request is complete? 

NO 

YES 

USPC meeting is scheduled for review. 
All appropriate parties are invited to appear. 

YES 

CURRENTLY 
VACANT 

CURRENTLY 
OCCUPIED 

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. 

VACATING 
SOON 

NO YES or 
NOT SURE 

Will the proposed reallocation affect the current 
use type of any spaces related to this request? 

Can the space need be addressed within the 
department, requiring no unoccupied space or space 

currently used by other campus departments? 

USPC meets to consider space request 

POTENTIAL OUTCOMES 

Additional information or meetings are 
required prior to a final recommendation. 

Committee supports space request and 
recommends approval of request by 

President and Cabinet. 

Committee does not support space 
request and recommends denial of 
request by President and Cabinet. 

VP of BFA takes proposal and USPC 
recommendation to full Cabinet for approval. 

YES 

Is the proposed space 
currently occupied by another 
dept/division, vacating soon, 

or currently vacant and 
available? 

While this request can move forward 
for USPC review, if recommended for 

approval, the department may need to 
work with PDC to identify potential 
locations for the request. When a 

suitable location has been identified, 
a new Space Request is required. 

Has a specific location been 
identified that meets the 

needs of this request? 

NO 

End User/Department identifies space need  
(See Policy on University Space Allocation and Space 

Request Process Guidelines) 

University Space Planning Request Process Flow Chart 

NO 

Committee Chair returns 
Space Request Form to 

Department for additional 
information / corrections 

Final action by President’s Cabinet * 
* Please note that space request approvals 
do not necessarily infer funding is available 
for any related improvement work. 

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. 


