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SP012.3 Space Request Workflow 
Policy Type: Administrative/Operations 
Revision Date: July 13, 2021 

Training Required: No 

Workflow 
Step 1: Submit an online space request form for any of the following reasons: 

 Relocation 
 Temporary move 
 Acquiring new space 
 Convert to project 

Step 2: Approving authority will send notification as applicable: 

 
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