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Office of Space Optimization
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Space Allocation Request Webform

Complete webform found on the Office of Space Optimization website

Internal Approval
Each school, college or large administrative unit is free to organize their own 

space advisory committees. Some may rely simply on leadership approval.

Solution exploration process may include:
• Gather space information- existing program, floor plans, spatial reports, etc.
• Review of facilities condition, relevant asset locations, etc.
• Interview client to clarify request
• Walk through of space with stakeholders

• Prepare space and functional programs or test fits

Space Advisory Sessions at the Capital Governance Subcommittee 
deliberation may be required for:
• Requests involving new construction or significant renovation
• Large renovations or reallocations over 5,000 net assignable square feet
• Allocation/reallocations across school, college or large administrative unit lines
• Allocation/reallocation of vacant space
• Allocations tied to funding or contractual obligations

• Requests affecting public space

Space Advisory Sessions at the Capital Governance Subcommittee 
consent agenda:
Requests that do not require committee deliberation will be included on a 
regularly distributed consent agenda. These items will be approved unless a 

committee member requests deliberation.

Appeal to the Capital Governance Group:
Requestors that do not agree with the Space Advisory Subcommittee 
decision may appeal to the Capital Governance Subcommittee, which 

advises the Capital Governance Committee.

Space Allocation Memorandum of Understanding:
An agreement between the client and University that outlines a 

specific space allocation and the associated conditions and timeline.
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