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Finance & 

Administration



> Space is an important physical resource, and its use 
should be optimized to support the University’s 
academic, research, and service missions.

> All space belongs to the University rather than to any 
college, department or individual. The chancellor is 
directly responsible for administration and management 
of facilities and space on campus.

> The division of Finance & Administration has been 
delegated responsibility to manage campus space.

SPACE MANAGEMENT POLICY



BACK THEN…
> Leadership turnover and disparate visions led to 

reactive rather than proactive space planning
> Lack of strategic oversight leads to disconnect and 

inefficiencies that ultimately deter from mission

CONTEXT



MOVING FORWARD…
> Working to bring central processes into alignment

– Academic planning, strategic planning, space 
management, budget development, capital project 
development and execution (major and minor), etc.

> Equity, transparency and consistency

CONTEXT



> For maintenance and minor furniture/equipment 
needs within campus space, such as:
– Furniture replacement/repair/rearrangement
– Acquisition of furniture/equipment that does not require 

major space modification*
– Infrastructure troubleshooting (lighting, heating/cooling)
– Hanging whiteboards/wall fixtures
– Surplus pickup

*Public facing standards and guidelines in development

EXISTING PROCESS WITHIN UWT FACILITIES

FACILITIES SERVICE REQUESTS



> To make modifications to campus space that 
trigger a major alteration, such as:
– New/additional space, permanent or temporary
– Change in use/function, reassignment, vacation
– Acquisition of furniture/equipment requiring major space 

modification

SPACE REQUESTS



UPDATED SPACE REQUEST PROCESS

1. Requestor fills in PowerForm
– Now available on Space Planning & Management page

2. Completes Space Request Form
3. DocuSign routes to Director/Dean and then VC
4. Space Planning Manager and VCFA receive form 

once all divisional signatures have been acquired

STEP BY STEP

https://www.tacoma.uw.edu/fa/facilities/space-planning-and-management
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UPDATED SPACE REQUEST PROCESS

1 2

VCFA/
SPM




> All requests, regardless of funding, require 
dean/director and VC approval prior to submission

> DocuSign automatically routes and tracks form
> Completed requests are reviewed by the Space 

Planning Manager and VCFA
> VCFA presents requests to Executive Leadership 

for high level review and integration into strategic 
capital planning

UPDATED SPACE REQUEST PROCESS



UPDATED SPACE REQUEST PROCESS
Request sent back 

to Requestor
Request sent back 

to Requestor

No

YesSPM & VCFA 
Review

SPM develops 
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ELT Review



SUMMER AUTUMN SPRINGWINTER

Budget Advisory 
Committee and ELT hold 

several meetings to 
review submittals

September
UWT Operating Budget

Development Kick-off

September
UWT Operating Budget

Development Kick-off

July
Space Requests
solicited

June
Board of Regents
action on budget

June
Board of Regents
action on budget

January
Budget recommendations

to Chancellor

January
Budget recommendations

to Chancellor

August
Space Requests
due to ELT

August
Space Requests
due to ELT

December
School/unit budget

submittals due

December
School/unit budget

submittals due
May

UWT Operating Budget
Development Wrap-up

May
UWT Operating Budget
Development Wrap-up

November
Approved Requests
included for consideration
in next FY operating budget

November
Approved Requests
included for consideration
in next FY operating budget

September
ELT review scope/cost
September
ELT review scope/cost

After initial review, ELT 
may request scope/cost 

study from Facilities

January
Academic Planning
Space Consultation

January
Academic Planning
Space Consultation

March
Academic Planning
Space Consultation

March
Academic Planning
Space Consultation

May
Academic Planning
Space Consultation

May
Academic Planning
Space Consultation



> Research and Grants
> Planning Notices of Intent 
> Legislative budget requests

OTHER CONSIDERATIONS

The Space Planning Manager should be 
consulted on space and other facilities 
needs prior to submitting proposals.



> Executive Order 14 - https://www.washington.edu/admin/rules/policies/PO/EO14.html
> UWT Finance & Administration – https://tacoma.uw.edu/fa
> UWT Space Management - https://www.tacoma.uw.edu/fa/facilities/space-planning-and-

management
> UWT Facilities Service Request - https://www.tacoma.uw.edu/fa/facilities/facilities-service-

request
> Space Request PowerForm -

https://na2.docusign.net/Member/PowerFormSigning.aspx?PowerFormId=8e963dcd-0c13-4e1c-
a640-03793946b8a9&env=na2&acct=eb276cce-c068-4487-8906-26335349671b&v=2

> UW Facilities Space Management Guidelines - https://facilities.uw.edu/files/media/uwf-ds-
space-guidelines.pdf

REFERENCES AND RESOURCES

https://www.washington.edu/admin/rules/policies/PO/EO14.html
https://tacoma.uw.edu/fa
https://www.tacoma.uw.edu/fa/facilities/space-planning-and-management
https://www.tacoma.uw.edu/fa/facilities/facilities-service-request
https://na2.docusign.net/Member/PowerFormSigning.aspx?PowerFormId=8e963dcd-0c13-4e1c-a640-03793946b8a9&env=na2&acct=eb276cce-c068-4487-8906-26335349671b&v=2
https://facilities.uw.edu/files/media/uwf-ds-space-guidelines.pdf


QUESTIONS
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