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INTRODUCTION

Space Management is located within the Office of Facilities Management and has been developed with a mission of providing the operational management of UNTHSC space resources.   The office is responsible for:
· Determining the Gross Square Footage (GSF) and Net Assignable Square Footage (NASF) of the UNTHSC Campus.

· Advising the Space Utilization Committee (SUC) concerning allocation, utilization, and re-appropriation of space.

· Conduct an annual space inventory audit to be submitted annually to the THECB.
· Creating or purchasing an automated space management system to facilitate decision making.

· Publishing a space distribution chart that will provide information on current utilization.

The Space Utilization Committee (SUC) is composed of the Assistant Dean for TCOM Finance and Administration, Vice President of Operations, the Provost and Executive Vice President for Academic Affairs and is responsible for setting the strategic direction of the space within the health science center consistent with the UNTHSC Strategy Plan.  The SUC will make the final disposition of contested areas.  The SUC will also review on an annual basis the Annual Allocation Report and make adjustments as necessary.  

This document details the processes and procedures Space Management will implement to assist the UNTHSC in maintaining a comprehensive and accurate space management system.   The data collected during the annual space inventory will be used for analysis and reporting in the following areas:

Texas Higher Education Coordinating Board

· Space Inventory Report (annual)

Space Management

· Support the UNTHSC Space Utilization Committee and the strategic planning initiatives from the perspective of space needs.
· Assistance with the research departments in providing the information necessary for the OMB-A21 reporting and classification.

Administrative Support Cost

· M&O costs associated with buildings
· Building Depreciation
This document also details the space inventory procedures used to capture and maintain an accurate space inventory as well as the policies and guidelines categorizing space that meet THECB  guidelines.
Space Management
Key Contacts
Listed below are the key contacts for questions regarding Space Classification, the Space Inventory Process, and any issues relating to space management operations.

Jason Hartley, Executive Director Facilities Management
Phone:   (817) 735-2181

Fax:       (817) 735-0155

E-mail:  jason.hartley@unthsc.edu
Bob Short, Engineer

AutoCAD Drawings (room numbering, room measurements, floor plans)

Phone:   (817) 735-2499

Fax:       (817) 735-0155

E-mail:  bob.short@unthsc.edu
Patricia Dossey, Business Manager 

Phone 
  (817) 735-2289

Fax:       (817) 735-0155
E-Mail:  patricia.dossey@unthsc.edu
I.  Space Categorization

       Currently, the Facilities Management Program (Oracle based) and an excel spreadsheet captures three primary categories of information related to a building, floor, and room.  The categories are:

A.  General Information regarding the building/room.   The major data points include:

Building Name

Room Area (Net assignable square footage, NASF)

Room Capacity (if classroom or conference room)

Department/School in which assigned
B.  Classification

These are several codes used by the UNTHSC to classify space.  For a full listing of codes and associated descriptions see appendix 1 and 2.
1. Room Function Codes

Room use codes represent an activity that occurs in a room.  Each room must have at least one room usage function code.  
2. Room Category and Room Type

The room type identifies how the room is used and may reflect the physical characteristics of that space.  Examples of these include 110 – General Purpose Classroom, 210 – Scheduled Laboratory, 310 – Office, etc.
3. Room Standard (CIP) Codes

The Classification of Instructional Programs (CIP) is a coding scheme that contains titles and descriptions of postsecondary instructional programs.  These codes will be determined by Space Management. 
C.   Assignment

             The department or program the space is assigned.
II. SPACE INVENTORY ROLES & RESPONSIBLITIES

In order for the Space Inventory process to succeed, collaborative and meaningful participation must occur between academic and administrative groups campus-wide.  Stewardship of UNTHSC’s facilities is the responsibility of the people who occupy them and the administrative units which oversee them.  This includes the Deans and Vice Presidents for each administrative office.  

A.  Business Manager
The Business Manager has overall responsibility for the accuracy of space information across all of the UNTHSC’s owned and leased space.  This will include ensuring the Space Inventory process is followed in a timely and efficient manner and that the data contained within excel is accurate, up-to-date and readily available to all departments’ campus wide.  The Business Manager will provide any necessary assistance throughout the year to the various departments in helping properly classify space.

The Business Manager will be responsible for:

· Coordinating with the Space representative of each department, assisting and answering questions, verifying space changes, and ensuring that all forms are properly submitted to the space management office.

· Address any questions and make final updates on space inventory.  

· Develop e-mails and memos for annual space review notification to space representatives.

· Provide up-to-date listing to each department for verification and review.

· Send e-mail approval with space report update asking space representatives to print and ask Department Chair and VP to date, sign, and return a copy to the Space Management Office.

B. Deans and Vice Presidents

This group has primary responsibility for managing the space occupied by activities and associated staff under their control.  As stewards of space, they are responsible for reporting any classification and assignment changes to Space Management through the Space Classification Update Form.  This group will also have the responsibility of certifying the accuracy and completeness of the annual space surveys.
C.   Space Representatives

· At lease one space representative will be appointed per department.  This person should be familiar with the space assigned to or occupied by the department and knowledgeable about its use and assignment.    

· Space representatives are the “eyes and ears” for the department relating to space.  They will have direct responsibility for working with faculty and staff in recognizing and reporting changes of space as well as informing senior administration of these changes.  
· They will also serve as the primary liaison with Space Management Office during the annual surveys as well as the continual data update process.

· Each space representative will be trained on how to access space information and how to go about updating space changes within the department.

· Space Representatives will be responsible for any and all forms related to requesting new space for their department.

III. SPACE  INVENTORY PROCEDURES

In order to meet the goal of continuously maintaining an up-to-date and accurate space inventory system, two primary data gathering methods will be used; 1) Annual Space Inventory and 2) Continual Space Data Update Process.  

The two methods are described in detail below:

A.  Annual Space Inventory

1. Overview:  A formal inventory survey will include verification of space by department space representative, Space Management, and certification signed by the Department Head and Executive Vice President or Dean.  

2. Frequency:  Annual

3. Timeframe:  Will begin the first week of August and conclude the last week of September.  

4. Scope:  100% of UNT Health Science Center main campus facilities including off campus facilities.

5. Reporting Periods:  

· Annual Space Inventory Report due at THECB by November 1.

6. Process Steps:

Step 1:

Space Management will email a memorandum notifying each academic and administrative department involved in the upcoming inventory audit, at least 2 weeks prior to the start.  The memorandum will be directed to the Deans/Vice Presidents and the designated space representative for each department.

Step 2: 
Space Management will contact the space representative to schedule a time to conduct a space walkthrough to verify space.   It is recommended that the person(s) most familiar with the facilities usage be present during the walkthroughs.

Step 3:   
Space Management will provide copies of the inventory report prior to the building walk through for review by the departments.  Floor plans can also be provided if needed.  It will be the responsibility of the Space Representative to ensure the list of occupied space is all inclusive of space occupied by their department.

Step 4:  
Building walk-throughs, on any changes or verification will be conducted by a representative of Space Management, and space representative of department.  If it involves research space, a representative from Research Contract and Grants will also be included.  Research space will be validated by Research Contract and Grants representative verifying financial records, federally funded, etc.

Step 5:  
The Space Representative will mark the space inventory with any necessary corrections.  The corrected report will be sent to the representative from Space Management.  

Step 6:  
Corrections will be made and sent back to the space representative.

Step 7:  
The Space Representative will print a copy of the Space Inventory Report and Certification Form.  If the department agrees with all the space inventory information, all signatures on the form will need to be signed and returned to Space Management prior to September 30th.  It is recommended that the department retain a copy of the report for their files.

B.  Continual Space Update Process

1.  Overview:  Space classification or assignment changes will be managed by the departments by following the procedures and guidelines of the Space Utilization Committee and Space Management.  The changes should be submitted on the Space Classification Update Form.

2. Frequency:  As changes occur

3. Timeframe:  Throughout the year as changes occur

4. Scope:  All classification and assignment changes to space.

5. Participants:  Space Representatives from the department and Space Management to verify space change.  Any room numbers, signage, measurements, or floor plan revisions will be done at that time.  

a. The three areas used as a checks and balances system to ensure space changes are received and/or reported are by tracking: 

· Work orders for new/changes in signage, re-keying of office space and for moving furniture. 

· Meetings with other service departments (ITS, Construction and Telecommunications) regarding moves and relocations 

· Construction project updates and construction requests forms.
6. Process Steps:  This process is triggered when space issues and requests dealing with space changes/issues occur.  They include:

a. Change in space function

b. Reassignment within or external to the department
c. Discrepancies in current space data 

d. Vacate/Departure of Space

Step 1: When one or more these space changes occur, the requesting department must follow the guidelines as set out by the Space Utilization Committee and fill out the proper forms required by Space Management. This tool will be used to initiate, track and change inventory records.

Step 2:  Once a Space Classification Update Form with the appropriate information and signature is received a representative from Space Management will contact the department to validate changes and collect any additional information.

Step 3:  Space Management will update records.

7. Renovations of space:  The department requesting and approved for renovation of space will be responsible for filling out the Space Classification Update when renovation is complete.  Space Management will send a representative to measure; install new room numbers, etc. when renovation is 90% complete, working closely with the Construction Management Office.  The Space Representative will be responsible for providing all other information for the new space.  
Appendix 1

The Texas Higher Education Coordinating Board (THECB)

Educational and General Space (E&G) Approved Functional Category Codes
For Five-Factor, Health Related Space Projection Model

The Functional Category Code is a program-oriented code that profiles the actual function of a room and helps determine its type of space. Classification often is determined by the program’s funding: state, auxiliary, federal, or private; and it is often determined by whom the program serves. 
Instructional





11
General Academic Instructions2
12
Vocational/Technical Instruction2
13
Requisite Preparatory/Remedial Instruction

14
General Studies3 
15
Occupation-Related Instruction3
16
Social Roles/Interaction Instruction3
17
Home and Family Life Instruction3
18
Personal Interest/Leisure Instruction3
Research

21
Institutes and Research Centers

22
Individual or Project Research
Public Service1
31
Direct Patient Care

32
Health Care Supportive Services

33
Community Services

34
Cooperative Services

35
Public Broadcasting Services
Academic Support

41
Library Services

42
Museums and Galleries1
43
Educational Media Services

44
Academic Computing Support

45
Ancillary Support

46
Academic Administration

47
Course and Curriculum Development

48
Academic Personnel Development
Student Services

51
Student Service Administration

52
Social and Cultural Development1
53
Placement and Career Guidance

54
Financial Aid Administration
55
Student Auxiliary Services

56
Intercollegiate Athletics

57
Student Health/Medical Services

Institutional Support

61
Executive Management

62
Financial Management and Operations

63
General Administration/Logistical Services

64
Administrative Computing and Telecommunication Support

65
Faculty and Staff Auxiliary Services1
66
Alumni Records*

67
Student Recruitment and Admissions

68
Student Records

69
Public Relations

Physical Plant Operations

71
Physical Plant Administration

72
Building Maintenance

73
Custodial Services

74
Utilities

75
Landscape and Grounds Maintenance

76
Construction Project Management

Independent Operations 1
91
Independent Operations/Institutional

92
Independent Operations/External Agencies

Non-assigned Space1
02
Custodial Areas

03
Mechanical Areas

04
Mothballed/Permanently Incapable of Use

05
Public Rest Rooms

06
Shell Space

07 Circulation Areas
Appendix 2

The Texas Higher Education Coordinating Board (THECB)


Educational and General Space (E&G) Approved Room Types

For Five-Factor, Health Related Space Projection Model







* Capacity Required

      Includes only those rooms applicable to UNTHSC (does not include armory, athletic /physical education, demonstration facilities, exhibition, field building, central food stores, central laundry, patient bedroom or patient bath).  Sources – “Space Projection Model for Public Health-Related Institutions,” THECB – November 2008 & UNTHSC Facilities Management Space Office.

SPACE ALLOCATION AND UTILIZATION POLICY

PURPOSE OF THE POLICY
The control, allocation and utilization of space are critical components of the management for the UNTHSC Strategy Plan.  It is the intent of this policy to assign and utilize operational space within the Health Science Center consistent with guidelines established herein.  This policy also establishes a Space Utilization Committee (SUC) and is composed of the Assistant Dean for TCOM Finance and Administration,  Vice President for Operations, the Provost and Executive Vice President for Academic Affairs that will preside over and have the final decision over contested areas.  Operational management of UNTHSC space resources is the responsibility of Space Management.

ROLES AND RESPONSIBILITIES

1. The SUC is the governing body that sets the strategic direction of the space within the health science center consistent with the UNTHSC Strategy Plan.  The SUC will make the final disposition of contested areas.  The SUC will review on an annual basis the Annual Allocation Report and make adjustments as necessary.

2. Space Management will be located within the Office of Facilities Management.  This office is responsible for:

a. Determining the Gross Square Footage (GSF) and the Net Assignable Square Footage (NASF) of the UNTHSC Campus.

b. Advising the SUC concerning allocation, utilization and re-appropriation of space.

c. Conducting an annual space audit.

d. Creating or purchasing an automated space management system to facilitate decision making.

e. Publishing a space distribution chart that will provide information on current utilization.

3. The Department Chairs, Division Heads and Office Directors are responsible for:

a. Assigning space within their area of control to respective faculty and staff consistent with the mission and needs of the department/division/office.

b. Providing information on all spaces – office or research – wet or dry – core or shared; and associating space with the occupants and the type of operational use for audits and queries.

c. Advising the SUC concerning allocation, utilization and re-appropriation of space.

d. Making every effort to accommodate needs within their departmental pool of space and to make changes as faculty needs change.

e. Determining if a request for additional space has merit and if so sending an appropriate request to the SUC with a justification and if possible a recommendation for specific space.

4. The SUC is responsible for:

a. Being the final arbiter of space within the health science center.

b. Ensuring consistency between allocation of new space, re-allocation of existing space etc. and the UNTHSC Campus Master Plan.

c. Ensuring that space is utilized or allocated based upon Academic, Research, Clinical, Administrative or Community Engagement needs.

SPACE UTILITZATION COMMITTEE 

OPERATING GUIDELINES AND PROCEDURES

GUIDELINES

1. Current space issues/needs/requests that cross schools or major organizational divisions will be addressed in writing, on a Space Justification Form and with an Assignment of Space Form, to the Chair, and routed to the SUC.  Space allocations that are within department and within the current allocated space may be resolved within the respective organizational entity.  All changes regardless of location or intra/inter department require an Assignment of Space Form. The completed form must be sent to the SUC and Space Management.  The SUC may intervene on all space issues that are not viewed as being in the best interest of the UNTHSC or as requested to act as the forum of last resort.

2. When a department deletes a function or mission, consolidates its operations, or moves into another space, the reorganization normally results in a surplus of space.  This surplus space will be returned to the UNTHSC space bank for reallocation. Space vacancies must be reported to the SUC and returned to the UNTHSC space bank.  Entire suites/room groupings that become vacant (regardless of total area) must also be reported and returned.  SUC members should be made aware of any space changes (regardless of size) within their respective areas, and should report such changes on the Assignment of Space Form to the SUC and Space Management as applicable.

3. Space assigned for a specific temporary use will not be otherwise used, changed, or reassigned by the occupying department, without the justification to and approval from the SUC that granted the temporary use.

4. With the understanding that all space belongs to and is governed by the UNTHSC, space once assigned or reallocated will be recorded/inventoried for the new occupant.  Prior assignments of subject space have no genealogy or historical precedence.

5. Space type and use changes affecting the Texas Higher Education Coordinating Board (THECB) Facility Inventory, whether intra – or inter-departmental, may  be made upon an approved Assignment of Space Form from the SUC, i.e., converting laboratory space to non-laboratory.  Approved utilization changes will be documented and reported to Space Management.   For instance, a department who wants to utilize a functional laboratory space as an office must notify the SUC and Space Management of the intended change.  Utilizing a room for a use not intended in its design, especially lab space is not consistent with the mission of the UNTHSC.  SUC members and Space Management should be made aware of any space utilization changes on the Assignment of Space Form.

6. Space, once allocated to a department, may not be traded or reassigned between departments, whether intra – or inter-school/major division, without prior written approval from the SUC.

7. Regardless of school, major division, or funding source, possession and/or occupancy of currently assigned space reverts to the UNTHSC for reallocation based on the highest and best use to the UNTHSC, when new facilities are constructed or renovated for a department’s programs, and intended to provide new program space.  Requests for reclaimed space must:  a) be in writing,           b) on a Space Justification Form and an Assignment of Space Form and be routed through the SUC.

8. When a space request is approved, it will be the receiving department’s financial responsibility to fund all desired improvements/repairs to the space (including re-keying, re-painting, carpet cleaning, placement and activation of telecommunications port(s), and etc.).

9. It is the committee’s prerogative to request departmental presentations of program and space need requests in addition to the written requests.  The Committee may also tour the subject space to better understand and evaluated any space request.

10. Under no circumstances will any faculty member, administrator, or staff member occupy or be assigned more than one office at a time.

11. Allocation of laboratory space is assigned by the Department Chair. While high funding density is desirable and deserving of recognition, it does not per se determine space allocation.  Increases in grant support will thus not necessarily result in greater space allocation.  

12. It is the intent of the policy that operationally like elements should be collocated if possible to achieve economy of scale.  The Council of Deans should attempt to co-locate like operational, research or office activities to maximize efficiency.  Recommendations should then be submitted to the SUC.

13. Faculty who temporarily lose funding will be allowed to remain in their research space, although their funding status will be reviewed on a regular basis, and subsequent reviews may result in a reduction in research space.  Allocation should be observed over (at most) a 3 year period.  The respective department chair can offer a recommendation based upon function and need.

14. Shared spaces such as equipment rooms, freezer rooms, and cold rooms are under the auspices of the Dean of that respective area.

PROCEDURES
1.  SUC Members will be expected to make all scheduled meetings unless attendance by a designee is approved in advance by the Chair.

2. Space utilization request will be addressed as an agenda item at the regularly scheduled Council of Deans meeting.  If a time sensitive or critical space request is received a special meeting will be called.

3. Committee members shall be familiar with and annually review MP-1 of the THECB Master Plan, preferably prior to submission to the THECB.

4. It is the responsibility of each committee member to become familiar with space matters to be addressed by the committee prior to a scheduled meeting.  Space matters presented in writing will be provided to the Committee prior to all meetings.

5. Meeting summaries will be maintained and distributed to committee members.

6. A record of the official actions of the Committee and subsequent acceptance/rejection of recommendations presented to the President will be documented and communicated to the Committee and other affected areas.

       Attachment A:  Recommended Space Standards

       Attachment B:  Space Justification Form

       Attachment C:  Assignment of Space Approval Form

ATTACHMENT A:  RECOMMENDED SPACE STANDARDS
SPACE REQUEST FORMAT/REQUIREMENTS

When formulating the amount and type of space to include in a space request, a department should conform to the following recommended standards*:

	Deans/Executive Staff
	275 sf maximum

	Department Chairs
	196 sf maximum

	Faculty/Staff
	140 sf maximum

	Admin/Clerical
	110 sf maximum

	Cubicle 
	  80 sf maximum

	Residents and Postdoctoral Trainees
	  60 sf/person maximum

	Conference Room
	315 sf maximum

	Copy/Work Room
	  60sf maximum


Student Assistants / Part-time Employees should not be assigned a personal office.  They should share office space or have a work area within another office.  The multi-purpose work area concept should also be applied to Graduate Students and Postdoctoral Trainees.

Department request should identify special needs or circumstances that would increase the square footage beyond the UNTHSC standard.

*Note:

These standards have been generated after examining both space allocation trends within the UNTHSC and general use guidelines at several different Texas universities.

ATTACHMENT B -- SPACE JUSTIFICATION
All space requests should be submitted to the Space Utilization Committee (SUC) Chairperson two weeks prior to the monthly Dean of Council’s meeting. 

The department should prepare a summary description of space needed.  Also provide a justification for approval and how the approval will benefit the respective department and UNTHSC.  If a circumstance exists that prompts an immediate request, the department should mention all relevant facts to support that request, and the urgency associated with it.  

1. Existing square footage

___

2. Requested square footage

___
Is this request for additional space?  Are you requesting new (different or consolidated) space, where the department will vacate existing space?

3. Need by



(date)

Submit relevant supporting information.
3. Is the requested space needed permanently or temporary?





If temporary, state the expected term of occupancy.

4. Budget account number 


   Source of funds




 
Does the department have the funds to modify the space to meet their demands? 


The only funds allowed to use for construction/renovation are local or HEAF.

The requesting department is responsible for any renovation or remodeling performed as part of a proposed space request.  The department should identify and receive funding approval from their divisional administrative head (dean or vice president) prior to submitting a space request.

5. Type of use  FORMDROPDOWN 

What program will occupy the space?



The department should consider efficient use of current space and conform to the recommendations of Attachment A. 
6. Number of students/FTE’s being accommodated



If educational, what is the number and type of students in question?

How often will training occur?










Is training critical to accreditation within the school?







7. Financial impact to HSC (i.e. new grant)







8. The department should identify positive and negative benefits for the department and UNTHSC.  
The requesting department should route the request through the respective divisional administrative structure.  All requests should have approval from the divisional head, either Vice President or Dean, before submission to the Space Utilization Committee.  If a space is to be remodeled due to a request, the funding should be identified and approved prior to submission to the Space Utilization Committee.

____________________________
_____

_________________________________

Approval of Department Chairman


Approval of Dean/Vice President

     _________________________________

   Approval of Space Utilization Committee

Attachment C: Assignment of Space Approval Form

Prior to reassignment of space between departments or a change in use of space within a department the Assignment of Space Approval Form must be completed. The department moving to the new location is responsible for originating this form. Upon completion of section A or B a copy of the form must be sent to Patricia Dossey in Facilities Management Services.  

Department Name:        

Account Number:     
Contact Person:
A. *****************************************************************************************
Change in use of space within a department must be approved by the chairman. WITHIN DEPARTMENT
CURRENT - 
Building Name and Assigned Space Number (e.g. EAD-868): -      
Current use: 
REASSIGNED –

Building Name and Assigned Space Number:    -      
Space will be used for:       





_________________________________________
                   ____________________

Signature of Department Chairman




     
Date

B.****************************************************************************

Reassignment of space must be approved by the Space Committee Chairman and the appropriate Vice President or Dean.  REASSIGNMENT OF SPACE      

CURRENT –


Building Name and Assigned Space Number:         -      
Current use  

REASSIGNED –

Building Name and Assigned Space Number:         -      
Space will be used for:  





__________________________________________
________________________

Signature of Approving VP or Dean



                       Date

__________________________________________
_________________________

Signature of Space Committee Chairman




Date 
DEPARTMENTAL SPACE REPRESENTATIVES

CHECK LIST FOR ANNUAL SPACE REVIEW

The following are areas to check when you are certifying your department’s space.  Please make sure each category is checked.

Room Number:

· The room number on the printout is the same number used by department.
· The door number (sign) is the same.

Room Type:
· The room is used as the room type indicates.

· Note:  Capacity is required for those room types indicated with an asterisk in the room type listing.

Room Function:
· The room function code matches department and printout.
· Note any changes to room function codes.
· Check dual purpose rooms for correct room function codes.
Renovations:
· Note any architectural changes/renovations, the date of renovation and the work order numbers associated with renovation.

· Indicate date of completion for any ongoing renovations.

Space Loans:

· If a room on your list is on loan to another department, indicate which department and length of loan.

Space Discrepancies:

· Note any room on your list that does not belong to your department.

· Note any rooms not on your list that your department is now assigned.


Space Management
Space Inventory Certification

I certify that to the best of my knowledge and belief, the space inventory results conducted for this inventory year, were in accordance with the UNTHSC’s Space Inventory Procedures and Guidelines instructions and accurately represents the department’s classification and assignment data.

Inventory Period: 





Date: 

Department:  

Space Representative:  




Printed Name





Signature

Contracts and Grants Representative:

(Certifying research space only)



Printed Name





Signature

Dean/Executive VP:




Printed Name





Signature

PEASE RETURN THIS FORM WITH APPROVED SPACE INVENTORY REPORT

SPACE CLASSIFICATION UPDATE FORM
SPACE MANAGEMENT
PHONE: 817-735-2289 FAX:  817-735-0155
EMAIL: patricia.dossey@unthsc.edu






ASSIGNMENT OF SPACE REPRESENTATIVE


The department of _____________________________________________ has appointed 
_________________________________  to the position of Space Representative.



Printed Name

If for some reason this person can not continue with these duties, another Space Representative will be assigned immediately and a new form will be signed and turned into Space Management.

Date: ______________

Department Head: 




Printed Name





Signature

Space Representative:




Printed Name





Signature


NOTIFICATION OF CHANGE OF SPACE REPRESENTATIVE

The department of _____________________________________________ is notifying the 

Space Management that ____________________________________ is no longer in the position of Space Representative. 
The department will submit a new Assignment of Space Representative to Space Management within 30 days of this date.
Date: ______________

Department Head: 




Printed Name





Signature

 SPACE JUSTIFICATION
All space requests should be submitted to the Space Utilization Committee (SUC) Chairperson  prior to the need for the new space.
The department should prepare a summary description of space needed.  Also provide a justification for approval and how the approval will benefit the respective department and UNTHSC.  If a circumstance exists that prompts an immediate request, the department should mention all relevant facts to support that request, and the urgency associated with it.  

4. Existing square footage


2.  Need by



(date)

     Submit relevant supporting information.

9. Is the requested space needed permanently or temporary?





If temporary, state the expected term of occupancy.

10. Budget account number 


   Source of funds




 
Does the department have the funds to modify the space to meet their demands? 


The only funds allowed to use for construction/renovation are local or HEAF.

The requesting department is responsible for any renovation or remodeling performed as part of a proposed space request.  The department should identify and receive funding approval from their divisional administrative head (dean or vice president) prior to submitting a space request.

11. Requested square footage


Is this request for additional space?  Are you requesting new (different or consolidated) space, where the department will vacate existing space?

12. T3ype of use  FORMDROPDOWN 

What program will occupy the space?



The department should consider efficient use of current space and conform to the recommendations of Attachment A. 
13. Number of students/FTE’s being accommodated



If educational, what is the number and type of students in question?

How often will training occur?










Is training critical to accreditation within the school?







14. Financial impact to HSC (i.e. new grant)







15. The department should identify positive and negative benefits for the department and UNTHSC.  
The requesting department should route the request through the respective divisional administrative structure.  All requests should have approval from the divisional head, either Vice President or Dean, before submission to the Space Utilization Committee.  If a space is to be remodeled due to a request, the funding should be identified and approved prior to submission to the Space Utilization Committee.

____________________________
_____

_________________________________

Approval of Department Chairman


Approval of Dean/Vice President

     _________________________________

   Approval of Space Utilization Committee

Assignment of Space Approval Form

Prior to reassignment of space between departments or a change in use of space within a department the Assignment of Space Approval Form must be completed. The department moving to the new location is responsible for originating this form. Upon completion of section A or B a copy of the form must be sent to Patricia Dossey in Facilities Management Services.  

Department Name:        

Account Number:     
Contact Person:
A. *****************************************************************************************
Change in use of space within a department must be approved by the chairman. WITHIN DEPARTMENT
CURRENT - 
Building Name and Assigned Space Number (e.g. EAD-868): -      
Current use: 
REASSIGNED –

Building Name and Assigned Space Number:    -      
Space will be used for:       





_________________________________________
                   ____________________

Signature of Department Chairman




     
Date

B.****************************************************************************

Reassignment of space must be approved by the Space Committee Chairman and the appropriate Vice President or Dean.  REASSIGNMENT OF SPACE      

CURRENT –


Building Name and Assigned Space Number:         -      
Current use  

REASSIGNED –

Building Name and Assigned Space Number:         -      
Space will be used for:  





__________________________________________
________________________

Signature of Approving VP or Dean



                       Date

__________________________________________
_________________________

Signature of Space Committee Chairman




Date [image: image2.emf] 
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Non-E&G  space.


Degree Related.


Non-Degree Related.








Teaching Space:





110 – Classroom*					610 – Assembly* 


115 – Classroom Service  			615 – Assembly Service


210 – Class Lab*					630 – Food Facility 


215 – Class Lab Service				635 – Food Facility Service


220 – Special Class Lab*				650 – Lounge


225 – Special Class Lab Service			655 – Lounge Service


230 – Individual Study Lab			660 – Merchandising Facilities


235 – Individual Study Lab Service		665 – Merchandising Facilities Service


530 – Media Production				670 – Recreation


535 – Media Production Service			675 – Recreation Service


540 – Clinic (Non-Health Professions)		680 – Meeting Room*


545 – Clinic Service				685 – Meeting Room Service


							690 – Locker Room








II.  Research Space:





	     250 – Non-Class Lab (wet or dry)		570 – Animal Quarters


	      255 – Non-Class Lab Service			575 – Animal Quarters Service





III.  Office Space:





	    310 – Office 


                315 – Office Service (includes private toilets, break rooms, department files/copier/Fax)


	    350 – Conference Room*


                355 – Conference Room Service





IV.  Support Space





	   310 – Library Office				720 – Shop


	   315 – Library Office Service			725 – Shop Service


	   350 – Library Conference Room*			730 – Storage (Institutional)


	   355 – Library Conference Service			735 – Storage Service


	   410 – Reading Study Room*			740 – Vehicle Storage


	   420 – Stack						745 – Vehicle Storage Service


	   430 – Open Stack Reading Room*			760 – Hazardous Materials


	   440 – Processing Room				765 – Hazardous Materials Service


	   455 – Study Service					770 – Central Support


	   580 – Greenhouse					         (Institutional printing service, mailroom,


	   585 – Greenhouse Service				          shipping & receiving/environmental testing)


	   710 – Central Computer/Telecom			 775 – Central Support Service         


	   715 – Central Computer/Telecom Services		





V.  Clinical Space:





	   830 – Nurses Station				860 – Diagnostic Support Lab


	   835 – Nurses Station Service			865 – Diagnostic Support Lab Service


	   840 – Surgery					870 – Health Care Supplies


	   845 – Surgery Service				880 – Public Waiting


	   850 – Treatment/Exam Room


	   855 – Treatment/Exam Service





I .  Requestor Information:





Date: 





Name: 							Email: 





Department:	  				       Ext: 		           Fax:

















Upon completion, please fax or email this request to Space Management.  A representative from the office will be in contact with you shortly to collect the specifics of the data changes and will update the space inventory as required.





II.  Update Information:





Space to Update:





Please list all buildings which are affected by this update.  











Does this update affect multiple rooms?        Yes        No





       Change of function – 								





 Reassignment across department





      Discrepancies in current space data/reports





      Vacate/Departure of space.





      Other





Is the Department’s Space Representative aware of these changes?        Yes         No
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