
Pre-Submittal Checklist

Note: USFAC reviews space allocations changing from one division to another. If the space
need can be met within the College, MBU, or Division, a space request is not necessary.

Prior to submitting your space request, please conduct the following:

1. Confer with Dean and/or MBU Lead regarding space need. If a request can be met
within Division, a space request is not necessary.

2. Planning, Design & Construction Consultation. If a space need cannot be met within
the College or MBU, the Dean or MBU Lead should recommend that the Department
representative meet with the Planning Design and Construction (PD&C) from Facilities
Management. Follow the guidelines in the PD&C consultation process and submit a work
request to coordinate. Consultation should be completed prior to submitting space
request (Space Request Form).

3. Review space request examples: Strong and Weak Examples

https://facilitymgmt.humboldt.edu/planning-design-construction
https://drive.google.com/file/d/16BbYy_5Y4JEK3MvsWYrO3dIBZ2MsjOM4/view?usp=drive_link
https://humboldt.metabim.com/public/work/CreateCall.htm
https://humboldt.metabim.com/public/work/CreateCall.htm
https://forms.gle/J4kHiSPf3cwzDFTSA
https://drive.google.com/file/d/1eExRIP5RrTDGahY7DYhZjM1E4Db5V1Tb/view?usp=sharing

