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Faculty/ Division identifies the need for space in line with the strategic development of the department.
A nominated staff member will initiate and be the main contact person for the request.

The requester submits an online Request for New or
Additional space form. A completed accommodation data
sheet is to be completed and attached as part of the
application. The form and data sheet is available to
download from the Space Management Unit website.

Email is automatically generated and
sent to the Space Management Unit for y
tracking purposes.

Email is automatically generated and
sent to the campus Space
Coordinator — based on the campus
selected in the form.

.

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).

Approved Not approved
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If not approved, the Space
Coordinator notifies the Requester
and the application is filed. No
further action is required.

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

Approved 4 Not approved

If approved, the Space Coordinator
investigates the request and
contacts Space Management Unit for
input if required.

If not approved, the Space
Coordinator notifies the Requester
and the application is filed. No
further action is required.
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On approval of the request, the
Space Coordinator details
requirements/ recommendations, if
any, on the form.
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Forwarded onto the
Space Management

Unit

Forwarded onto the
Faculty/ Division
Head

Forwarded onto the
requester

v

Project forwal

Works Branch (for projects
above $500k) or Minor
Works (for projects up to
$500K).

rded to Capital

Upon completion of the
project, SMU is to be
informed of the outcome to

A

update the space database.
SMU updates the space
database and informs FiRM
(if required).




