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Space is needed to 
better serve 

department needs.

SUP is completed and turned into 
administration for review.

Approved?

Yes

No
Notice sent to 

department with 
explanation

Request sent to 
Facilities and 
department

Facilities works with 
department to define 
project scope, quote 

and time line

Any construction work is 
completed

Submit request with enough time to 
adequately review, plan and complete 

project. 

Furniture moving is 
coordinated with 

department and I.T.

Project is completed and 
department is billed for time 

and materials
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