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Faculty/ Division identifies space that is no longer required by the department. The space must be of a 
marketable size to be successful in the application. A nominated staff member will submit the request 

and be the main contact.

The requester completes and submits the 
online Disposal of Existing Space form 

available from the Space Management Unit 
website.

Automatic email is generated.

An email is automatically generated 
and sent to the campus Space 
Coordinator - identified by the 
campus selected in the form.

Email automatically generated and sent 
to the Space Management Unit for 

tracking purposes.

Space Coordinator reviews and 
considers the following:

- The strategic benefits
- Load plan/growth 
- Building suitability
- Competing unresolved requests.

Then forwards the form to the 
Faculty/ Division (CC Requester). 

Faculty/ Division Head responds to 
confirm and approve or cancel the 

request. 

If approved, Space Coordinator 
evaluates the submission.

If there is an immediate need for the 
space, it will be reallocated. The 

Space management Unit is notified 
of the outcome.

The Space Management Unit 
updates the Space Database 
and includes changes in the 
quarterly report, informing 

FiRM.

If not approved, the Space 
Coordinator notifies the Requester 

and the application is filed. No 
further action is required.

Approved

Not approved

If there is no immediate need, the 
space will be placed in the university 
pool for future allocation. The Space 
Management Unit is notified of the 

outcome.

Not approved

Approved

If not approved, the Space 
Coordinator notifies the Requester 

and the application is filed. No 
further action is required.


