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People, Function and Location: University Space Principles direct that space is for function. When 
sharing the needs of those that occupy the space, please focus on how the employee or visitors 
need to interact in the space. 

5. Who will be occupying the space? How do they engage with the team or with others?
a. Employee type, number of staff

b. Space needed to support work duties

c. Share more about the employee roles and what core functions are important to
consider regarding how they would occupy space?

6. Consider customer/external-facing functions of your department(s).
a. Who does this space primarily serve? Are there visitors to the space?

b. Do you have walk-in/drop-in traffic or in-person appointments? If so, with whom?

7. Consider adjacencies with other campus department(s).
a. Who do you collaborate with?

b. Are there synergies that would impact the approach to space?

8. Is there a campus location you desire to be near or that you believe is key to your
programmatic needs?
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Shared and support space 

���� Consider team, conference, and collaboration spaces needed by your department(s).
�D�� Describe the types of gatherings and quantity of people that you routinely get

together.

�E�� On a weekly basis, how frequently do you have groups of people meeting? For what
type of activities?

�F�� Beyond routine weekly needs, are there other activities or events that require
additional space?

10. Do you utilize a reception space? If so, please describe your needs.

11. Consider storage needs of your department.
a.



The following resources are foundational information that University Planning will draw upon, 
coupled with information that a department will provide:  

1. Space and building data, including locations and types, and amount of space currently
occupied by the department

2. Floor plans
3. University Strategic plans including physical master plan and initiatives to understand

synergies and alignment where possible.

Submit this completed University Planning Programming Sheet to University Planning at 
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If your unit needs its own unit space, not centralized University flexspace, University Planning 






