
Space Management Policy and Standard Opera�ng Procedure (SOP) 
Space Management 

  
  
A. Introduc�on  
 
Space is a University-owned resource and is subject to alloca�on and evalua�on to meet the overall needs 
and priori�es of the ins�tu�on. Stewardship of these resources is a joint effort between all University staff, 
faculty and students and relies upon everyone to ensure that space is used to support student success, foster 
research, and promote posi�ve work environments.  
  
B. Purpose  
 
The Space Management Policy and Standard Opera�ng Procedure (SOP) establishes a framework for the 
efficient use, and periodic review of the physical resources to support the University’s mission. Transparent 
space decisions should maintain a proper balance between teaching, research, student success, engagement 
and outreach, and administra�ve func�ons on campus.  
  
C. Scope  
 
Facili�es and space are an ins�tu�onal asset and cri�cal resource, which must be developed and managed in 
response to the ins�tu�on’s programs, goals and objec�ves.  
  
Departments are to follow the processes below regarding assignment, reassignment, reconfigura�on of 
currently occupied spaces, and the acquisi�on of new facili�es by lease, purchase, or construc�on.  
  
This SOP standardizes the process for conduc�ng an annual space inventory report required by the Texas 
Higher Educa�on Coordina�ng Board Repor�ng. In addi�on to this report, an annual space u�liza�on report 
will be created, which can be used for a variety of purposes. Both prac�ces will improve the campus-wide 
space management (inventory and use of space) and facilitate strategic decisions regarding space.  
  
D. Background  
   
Although space is allocated to users, space is a key University asset – owned and managed by the University. 
Space is neither owned by, nor permanently allocated to, occupants, users, programs or units. It is incumbent 
upon the University to allocate space in accordance with the University’s strategic priori�es. All space 
including academic, research, office, auxiliary, athle�c and others is subject to assignment or reassignment to 
meet the overall needs and best interests of the University. Space decisions across campus should be 
transparent and applied equitably across all colleges and departments.  
  
Increasing the efficient use of exis�ng space to accommodate current and/or expanding program needs is 
essen�al for the University. The Texas Higher Educa�on Coordina�ng Board Repor�ng and Procedures 
Manuel for Texas Public Universi�es and its Appendices current edi�on are the basis for room classifica�ons. 
This manual is incorporated by reference and can be accessed at the link below. 
htp://www.txhighereddata.org/index.cfm?objectId=96F8EE70-D880-11E8-BB650050560100A9 
 
 

http://www.txhighereddata.org/index.cfm?objectId=96F8EE70-D880-11E8-BB650050560100A9


E. Responsibili�es  
  
1.  Space Management Commitee:    

• The Space Management Commitee is composed of members from various campus cons�tuents that 
embody a holis�c view of University space resources. The commitee resolves all items regarding 
space planning and management decisions.  

• The Space Management Commitee serves in an advisory role to the President:  
• Oversees the produc�on of the annual space u�liza�on report. 
• Approves guidelines for University units based on na�onal best prac�ces for space alloca�on. 
• Recommends annual alloca�on of University space for approval of the President. 
• Advises on the u�liza�on and effec�ve management of space across the University. 
• Evaluates requests for space re-alloca�on that cannot otherwise be resolved between 

managers. 
• Promulgates procedures, standards, and guidance for management of space based on 

na�onal best prac�ces. 
• Ensures the availability of informa�on about space alloca�on and management is available 

on appropriate University web sites. 
• Space Commitee Membership 

The President appoints members to the Commitee. The commitee is co-chaired by the Provost/Vice 
President for Academic Affairs and the Vice President for Business Affairs. The Space Commitee 
includes the following members: 

• Vice President for Business Affairs (Co-Chair) 
• Provost & Vice President for Academic Affairs (Co-Chair) 
• Vice President for Informa�on Resources 
• Vice President for Research 
• Vice President for Enrollment Management 
• Vice President for Ins�tu�onal Advancement 

• If individuals are not able to atend a mee�ng, they may provide input via email or send a 
representa�ve to the mee�ng on their behalf.  

• Reviews and makes recommenda�ons regarding requests that involve significant altera�ons, major 
re-assignments, or func�onal changes in space(s).  

• Reviews requests for major assignment and re-assignment of physical space(s).  
• Uses Appendix A for evalua�ng requests.  
• Periodically reviews overall facility u�liza�on, transfers between assigned units, major changes in 

space usage, modifica�ons that involve major capital investment and space vacated to ascertain 
program needs and efficiency of current u�liza�on.  

• Makes recommenda�ons to the Budget Commitee for major capital projects from a space 
management perspec�ve.  

• Iden�fies opportuni�es to increase u�liza�on of current space.  
• Develops specific procedures regarding scheduling, assignment, and u�liza�on of instruc�onal space.  
• Reviews the Classroom and Laboratory U�liza�on Report.  
• Reviews and approves the annual space inventory submission to the THECB.  

 
2. Vice President for Business Affairs (VPBA) or his/her designee:  

• Func�ons as the Cabinet champion for Space Management issues.  
• Determines funding for space requests by either valida�ng the funding recommenda�ons or 

iden�fying another funding source.  
 



3. Vice President of Enrollment Management or her/his designee: 
• Ensures room assignments for academic courses are updated in the student informa�on system and 

academic scheduling pla�orm by the term’s repor�ng deadline (usually Census Day).  
• Complies with the University’s Academic Scheduling Guidelines.  

 
4. Space Steward: 

• A Space Steward is a University Vice President or member of the Deans’ Council.  
• Manages space within their area(s) of responsibility and ensures that it is used op�mally. 
• Iden�fies space requirements and changes to support current and future ini�a�ves and programs. 
• Reviews, approves, and recommends funding for reconfigura�ons/renova�ons in the facili�es 

assigned to their departments. 
• Reviews, approves, and submits Space Request Form(s) (Appendix A) for their area(s).  
• Iden�fies any major equipment procurement that may require facili�es modifica�ons.  

(addi�onal space, mechanical, electrical, or plumbing connec�ons, etc.). 
• Informs Space Management Department of any moves or changes in room usage. 
• Informs Space Management Department of any spaces vacated and/or underu�lized. 
• Completes the Annual Space Inventory form to report any changes to space that occurred over the 

last repor�ng cycle. 
• Refer to Appendix B for further instruc�ons on conduc�ng the space inventory. 
 

5. Space Management Office:   
• Reviews, maintains, and analyzes spaces to assist the Space Management Commitee, 

Administra�on, and others on how best to u�lize space resources in an efficient and flexible manner.  
• Serves as a professional resource regarding space assets on and off campus.  
• Manages the space inventory database.  
• Manages the space request process.  
• Facilitates an annual space survey and conduct space audits.  
• Supports campus moves.  
• Provides accurate and �mely space inventory and u�liza�on reports to inform decisionmakers about 

short- and long-term space needs.  
• Provides historical data and analyses as requested/needed.  
• Iden�fies available space resources.  
• Provides conceptual layout op�ons.  
• Ensures alignment with the University Strategic Plan, Campus Master Plan, and other per�nent plans, 

studies, reports, and ini�a�ves.  
• Support the implementa�on of approved and funded space requests.  
• Monitors the University’s inventory of classrooms to ensure sufficient academic spaces are available 

to meet the instruc�onal mission of the University.  
• Prepares the Classroom and Laboratory U�liza�on Report.  

 
6. Building Manager: 

• Completes the Space Request Form to request addi�onal space. 
• Ensures all available informa�on is forwarded so an informed decision can be made.  
• Be open to poten�al op�ons that the Space Management Commitee may present.  
• Iden�fies any major equipment procurement that may require facili�es’ modifica�ons (addi�onal 

space, mechanical, electrical, or plumbing connec�ons, etc.).  
• Informs Space Management Department of any moves or changes in room usage.  
• Informs Space Management Department of any spaces vacated and/or underu�lized.  

https://www.utep.edu/provost/_files/docs/instruction/acadschedguidelines_20221017.pdf


• The Building Manager does not have the authority to allocate space within their assigned buildings.  
• Processes key requests for approved space requests.  
• Assists with compiling the Annual Space Inventory worksheet.  
• Assists with submi�ng Work Orders to Facili�es Management Department. 

 
7. Building Representa�ve:   

• Monitors general building condi�ons and occupancy and works with space users and Facili�es 
Management to ensure that work orders are submited as appropriate for common spaces.  

• Serves as building point of contact for emergency management response. Will work with building 
Space Steward(s), Environmental Health and Safety, University Police, other first responders, and 
Informa�on Resources. 

 
 
F. Space Request Process 
 
1. The following process shall be followed to request addi�onal space alloca�on.  
2. Appendix A is the Space Request Form which needs to be fully completed. 

• Requestor’s contact informa�on. 
• Jus�fica�on for the addi�onal space (program growth, staffing increase, new pedagogy, new 

technology, new equipment). 
• Poten�al loca�on(s) for addi�onal space. 
• Descrip�on of any special needs. 
• Available funding for any improvements. 
• Safety and health requirements. 
• Specialty space needs for programs. 
• Adjacency or unity of programs. 
• Accessibility of space. 
• Cost/benefit. 
• Faculty recruitment/reten�on. 
• Urgency of need. 

3. The Space Management Department will evaluate all requests, including an audit of currently assigned 
space, to verify that available space cannot be iden�fied within the exis�ng assignment.  

• The reques�ng department/individual may need to provide clarifying informa�on during this 
evalua�on process.  

• If poten�al space(s) has/have been iden�fied, Space Management Department will contact 
the affected department(s) about realloca�on of space. A mee�ng may be scheduled with 
the requester and affected department(s) to beter understand the request and impacts.  

• This no�fica�on process is cri�cal for transparency in space management.  
• These mee�ngs are not meant to imply a decision has been made. A mee�ng is needed to 

iden�fy the pros and cons of the request so the Space Management Commitee can make an 
informed decision. 

4. If a decision cannot be made, the request will be sent to the Space Management Commitee for review and    
resolu�on.  
5. All space requests and transi�ons of space between space stewards must be approved by the Space 
Management Commitee. 
 


