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Outline

1) Why is space management important?
2) Reporting structure
3) Functions
4) Interactions
5) Tools
6) Challenges
7) Q & A

47/20/2005

Why is space management 
important?

Space is a University resource that needs 
to be managed because it is…..

Limited
Expensive to build and maintain
An essential component of campus planning
Vital for advancing strategic institutional goals
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Reporting Structure (simplified)

President

Provost VP Finance
& Business Other VPS

Financial Management
& Budget

Space and Capital
Resources

Management
Facilities

President

Provost VP Administration Other VP’s

Institutional 
Research and

Planning

Space Analysis 
and Assignment

Facilities Budget

Binghamton UniversityUniversity at Albany

67/20/2005

Unit Organization

Vice President for 
Finance and Business

Assistant Vice President
Director, Office of Space and Capital Resources Mgmt

Facilities 
Space Planner
•New Building Programming
•Capital Project Budget Oversight

Facilities 
Space Planner
•Physical Space Inventory Mgr
•Project Coordination

University at Albany
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Unit Organization

Provost/Vice President for 
Academic Affairs

Associate Vice President for 
Strategic and Fiscal Planning

Director Institutional Research 
and Planning

Director Space Analysis 
and Assignment

Research Analyst

Binghamton University

87/20/2005

Space Management Office 
Functions (Appendix A)

Maintain space data
Conduct analysis and produce reports
Manage existing space
Develop new space
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Space Management Office 
Primary Interactions

Vice Presidents / President
Space Committee
Deans and Department Chairs
Facilities / Outside Consultants
Central Administration
Registrar
Institutional Research
Real Property
Property Control/Equipment Management

107/20/2005

Tools

Guiding Principles/Policies 
Space Type Guidelines
Space Inventory, Floor Plans and Reports
Space Request and Allocation Process
Analyses:

Utilization 
Space Needs
Scenario Planning
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Tools: Guiding Principles/Policies

Ownership Statement :
NO ONE OWNS SPACE; space should be 
allocated in concert with the institutional 
mission and strategic goals (Appendix B)
Allocation Hierarchy

1) Externally Funded Research and Classrooms
2) Faculty / Professional Staff Office
3) Clerical Office
4) GA/TA Office
5) Storage

127/20/2005

Tools:  Space Type Guidelines

Standardized office allocations by position

* Depends upon functions, activities and reporting staff, research 
or instruction occurring in office; clerical workstations vary based 
on available support space

Position UA-NSF BU-NSF Position UA-NSF BU-NSF
Chief Administrator 760 400 Department Head/Chair 150 180
Vice President 360 320 Faculty office 120 (+30*) 120
Dean 240 240 Distinguished faculty 120 (+30*) 120
Assoc/Asst VP 150 240 Emeritus faculty - -
Director/Manager 120 (+30*) 160 Adjunct Faculty 60 120/FTE
Associate Director 120 140 GA/TA Workstation 35 60
Assistant Director 120 120 Postdoc/Visiting (2 per ofc) 120 120
Professional Office 120 120 Technician Office 120 100
Professional Workstation 80 Clerical 50 or 80* 80
Secretary 50 or 80* 100 Workstudy (2 per station) 35 -
Administrative Assistant 120

Conference Rooms (per seat) 20 20
Computer Rooms (per seat) 30-45 30-45
Reception/waiting area (per seat) 20 20
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Tools: Space Inventory, Floor 
Plans and Reports

Annual Survey Process
Facilities & Administrative Rate (Indirect 
Cost) Negotiation
Campus Facilities Inventory (CFI) 
Internal / External Reporting
Coordination of Floor Plans and Space 
Data

147/20/2005

Tools:  Space Request and 
Allocation Process (see Appendices C-H)

Department initiates space
request; receives approval

from Dean/VP

Completed request
submitted to Space

Management; triggers a
departmental space audit

Space Management makes
recommendations to

Executive Space
Committee

Committee approves,
denies, defers or makes

alternate decision

Space Management
produces decision letter to

requestor from Provost

Space Management
provides project oversight
if a budget is allocated to
implement space decision
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Tools: Utilization Analyses

Room Utilization
How do we use the rooms
How many of what size do we need

Station Utilization
How well are filling the seats

167/20/2005

University Union 
Meeting Room Utilization
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UU-101 78 134.5 30.0% 134.5 30.0% 100.0% 34 54.0 27.6% 23 31.5 56.3% 71 127.0 39.7% 7 7.5 5.9% 36 64.0 35.6%
UU-102 64 119.4 26.6% 119.4 26.6% 100.0% 26 37.0 18.9% 15 17.5 31.3% 63 117.4 36.7% 1 2.0 1.6% 34 73.3 40.7%
UU-103 62 144.7 32.3% 144.7 32.3% 100.0% 27 40.5 20.7% 22 26.5 47.3% 57 121.7 38.0% 5 23.0 18.0% 26 64.6 35.9%
UU-104 63 175.0 38.0% 170.5 39.1% 97.4% 28 47.0 24.0% 23 31.0 55.4% 51 132.0 41.2% 12 43.0 33.6% 25 81.5 45.3%
UU-133 32 237.0 31.9% 143.0 52.9% 60.3% 20 78.0 39.8% 19 36.0 64.3% 27 212.0 66.3% 5 25.0 19.5% 14 129.0 71.7%
UU-201 48 101.5 22.7% 101.5 22.7% 100.0% 41 79.0 40.3% 34 41.0 73.2% 37 77.5 24.2% 11 24.0 18.8% 1 1.0 0.6%
UU-221B 54 198.0 30.9% 138.5 44.2% 69.9% 32 95.5 48.7% 25 42.0 75.0% 46 170.0 53.1% 8 28.0 21.9% 15 68.5 38.1%
UU-EL 64 182.7 35.6% 159.7 40.8% 87.4% 43 91.9 46.9% 29 40.0 71.4% 57 149.2 46.6% 7 33.5 26.2% 18 57.3 31.8%
UU-MAN 34 296.5 31.6% 141.4 66.2% 47.7% 23 113.4 57.9% 20 36.5 65.2% 27 239.7 74.9% 7 56.8 44.4% 12 140.0 77.8%
UU-WL 64 148.3 33.1% 148.3 33.1% 100.0% 15 95.8 48.9% 29 47.5 84.8% 55 113.3 35.4% 9 35.0 27.3% 16 24.5 13.6%
Total 563 1,737 31.3% 1,401 38.8% 80.7% 289 732 37.3% 239 350 62.4% 491 1,460 45.6% 72 278 21.7% 197 703.6 39.1%

WEEKDAYS 
BEFORE 5

 WEEKENDSENTIRE MONTH 5 pm - 12 am
Prime Time     
7 pm-9 pm

WEEKDAYS

16 hours per day (8 am to 12 am)
20 weekdays and 8 weekend days
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Classroom Analysis (Appendix I)
HEAVIEST SCHEDULED TIME ZONES REGARDLESS OF DAY: FALL 2000 & 2001
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187/20/2005

Classroom Analysis

LECTURE
>120<500

CLASSROOM
<=30

What the
University Has
133,468 NASF

What the
University Needs
118,453 NASF

CLASSROOM
<=30

CLASSROOM
40-60

LECTURE
>120

LARGE LECTURE
>200
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Tools:  Space Needs Analysis

Space Factor Comparisons (Appendix J)
State University Construction Fund
CEFPI (Council of Educational Facility 
Planners International)
University of Minnesota System (benchmark)

Blended average of three factors used to 
arrive at a ‘reasonable’ net sq ft allocation 
for each academic department

207/20/2005

Tools:  Space Needs Analysis Report 
(Appendices K,L)

Line Space Type Space Existed as 
of Fall 2000

(Deficit)/ 
Surplus

D/S %  
Rate

1 Classroom, Lecture 88,818 86,136 (d) 2,682 3.02%
Class Lab 99,006 159,815 (60,809) -61.42%
Individual Study Lab 36,725 21,865 14,860 40.46%

2 Research 79,511 150,505 (70,994) -89.29%
Departmental Office 169,497 114,261 55,236 32.59%
General & Special Use 32,584 45,855 (13,271) -40.73%
Subtotal Inst/Dept Research 506,141 578,437 (72,296) -14.28% 658,570 (a)

3 Health & Physical Education 127,264 186,000 (b) (58,736) -46.15% 186,000
4 Electronic Data Processing 22,787 35,700 (b) (12,913) -56.67% 35,700
5 Instructional Resources 15,324 29,002 (b) (13,678) -89.26% 29,002
6 Organized Activity 59,028 59,028 (c) 0 0.00% 59,028
7 Organzied Research 126,519 126,519 (c) 0 0.00% 126,519
8 Public Service 15,042 15,042 (c) 0 0.00% 15,042
9 Assembly & Exhibition 16,627 61,450 (b) (44,823) -269.58% 61,450

10 Library 222,412 273,803 (51,391) -23.11% 303,964
11 Student/Faculty Activity 127,379 129,095 (1,716) -1.35% 146,979
12 Student Health Services 7,319 7,319 (b) 0 0.00% 7,319
13 General Administration 114,098 98,358 15,740 13.80% 111,984
14 Central Services 59,028 63,990 (4,962) -8.41% 69,662
15 Buidling Services 43,971 49,912 (5,941) -13.51% 54,337
16 Inactive Space 59,096 0 59,096 100.00% 0

Subtotal Support 1,015,894 1,135,218 (119,324) -11.75% 1,206,986
Total Academic Space 1,522,035 1,713,655 (191,620) -12.59% 1,865,556

New Space assumed to be added onto 2005's inventory
Fieldhouse 106,500
Children's Unit 11,482
Physical Facilities Addition 18,870
Student Union Addition 57,535
Student Union Addition Ph II
Academic Support Bldg
Engineering Facility

194,387

1,716,422 1,865,556

(a) FTE in 2000 = 12,295 Calculated Space = 578,535 nsf
FTE for 2005 = 13,998 Calculated Space = (13,998/12,295)*578,535 = 658,682 nsf

(b) Regulated by College Type, by SUNY Standard
(c) Required Space = Existing Space, by SUNY Standard
(d) Applied with Space Utilization Rate at 96.98% for Classrooms (calc-80,015)

2005 Campus-Wide Net Assignable

Binghamton University
Summary of Existing Space Versus Calculated Space

Fall 2000

2005 Planned Annual Average Student FTE:  13,998 (planned by SUNY Institutional Research)
Fall 2000 Student FTE:  12,295 (actual no. from CASA file)

(proj 07408, occp 7/05)
(proj 07427, occp 8/06)
(proj 07445)

Space Required for 
Fall 2000

Space 
Projected by 

Total New Space

(156,436 gross, func PE, occup 4/04, Bldg F114 Proj. 07142)
(18,560 gross, func OA, occup 9/01, Bldg 79 proj 07436)
(21,870 gross, func Admin, occup 9/01, proj 07393)
(97,810 gross, func OA, occup 6/02, Bldg F104, proj 07260)
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Tools:  Scenario Planning
Entry Building Options  
CONCEPT SCORECARD 
June 22, 2005 

1 1a 2 3 4 5 
 

“Original” “Improved” “Arts & 
Sciences” “Education” “College of 

Comp/Info Sci” 
“Student 
Services” 

PRESIDENT/VPs MOVE BY January 2006 June 2006 June 2006 October 2006 January 2007 January 2007 

PRELIMINARY COST 
ESTIMATE $2.0 m. $3.4 m. $3.4 m. $4.0 m. $3.5 m. $6.7 m. 

WHERE DOES 
PRESIDENT/VPs MOVE? 

Entry Bldg 
(President 3rd floor) 

Entry Bldg 
(President 1st floor) Arts & Sciences Education Library Basement Library Basement 

MOVE HISTORY DEPT FROM 
TEN BROECK? WHERE? 

NO 
n/a 

YES 
Library Basement 

YES 
Library Basement 

YES 
Library Basement 

YES 
UAB Building 

YES 
UAB Building 

CO-LOCATES NEW 
COLLEGE OF COMPUTER 
AND INFO SCIENCES? 
WHERE? 

NO 
n/a 

YES 
UAB Building 

YES 
UAB Building 

YES 
UAB Building 

YES 
Entry Building 

YES 
UAB Building 

MOVES ACADEMIC 
FUNCTIONS TO ENTRY 
BUILDING? 

NO NO YES YES YES NO 

MOVES ACADEMIC 
FUNCTIONS TO UAB? NO YES YES YES YES YES 

CREATE NEW CLASSROOM 
SPACE? NO NO NO NO NO YES 

227/20/2005

Lounge/Conference Rooms/
Future Expansion

Mail
Room

H.W.H.

H.W.H.

Psychology Clinic (2,819 sf)

Faculty Offices (732 sf)

Graduate Student/Post Doc/Research Staff Offices (1,404 sf)

Group Rooms (1,587 sf)

Therapy/Interview Rooms (982 sf)

Observation Rooms (746 sf)

Shared Support Facilities (1,222 sf)

Binghamton University
OIR-Space Analysis and Assignment

April 2003

Clearview Hall 
Proposed Community Oriented Clinic Facility

Building Services (110 sf)

Space Use Key

Psychology Clinic-"Compromised" Space (775) sf)

Faculty Lab/Workroom (1,680 sf)

Non-Assignable/"Compromised" Space (1,357)

Exhibit 3

Shared Waiting (221 sf)

Tools:  Scenario Planning
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Challenges

Institutional politics
Transforming existing campus culture
Funding
Aging facilities
Lack of surge space
Insufficient lead time for space requests
Productivity metrics
Drawing updates

247/20/2005

Humor

Oh, you work for NASA.
You have one of the most difficult jobs on 
campus.  I wouldn’t want your job.
Here comes the space cadet/space 
police/space czar.
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Humor
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SPACE MANAGEMENT FUNCTIONS APPENDIX A

UAlbany Binghamton
Maintain space data/reporting/analysis

Maintain space inventory x x
Report of space usage x x
Office web site x x
Provide space data on web x
Perform regular walk throughs of campus buildings x x
Provide information for F&A space survey x x
Instructional space utilization studies x x
Update CAD drawings x
Polyline CAD drawings x
Link space data and CAD drawings (limited) x

Management of Existing Space
Oversee space request process x x
Develop/uphold space allocation guidelines and policies x x
Clean-up programs-reclaim underutilized space x
Provide analysis in support of space decisions x x
Develop space use/reallocation plans x x
Recommend space allocations based on analysis x x
Assign temporary space during construction x x
Consultant to unit heads on space usage and potential reallocations x x
Provide coordination for occupying space, once allocated x x
Oversight of space committee approved projects x x

Development of New Space
Develop facilities programs for new construction and renovation projects x x
Identify space needs for incorporation in capital planning x x
Participate on building project teams for new construction/major renovation projects x x
Develop budgets and schedules x
Develop/enforce room munbering policies x



Division of Finance and Business 
Office of Space and Capital Resources Management 

 

 

University Administration Building, Room 312 
1400 Washington Avenue, Albany, NY 12222 

PH: 518-437-4760   FX: 518-437-4762 
www.albany.edu 

 

Space Management Principles 

 

Introduction 

Increasing enrollment, growing numbers of faculty and staff, expanding research efforts, and evolving technologies 
have collectively placed unprecedented demands on the University’s finite space resources. While the University is 
pursuing an aggressive new construction and building renovation effort to help meet these space needs, this effort 
is a longer-term, costly solution that can not address space needs that arise on a month-to-month basis. 
Accordingly, the University is compelled to look within and reevaluate the distribution of existing space resources to 
most effectively meet its strategic mission and programmatic goals.  

These Space Management Principles are intended to provide a framework and written context for assignment and 
management of university spaces and will provide the backdrop to centralized space management and coordination 
efforts. Under the guidance of the Executive Space Committee, the Office of Space and Capital Resources 
Management spearheads these efforts.  

Guiding Principles of Space Management 

The following are guiding principles which underpin campus space management efforts:  

1. Space is considered as much a University resource as faculty and staff or budget dollars. The 
physical facilities of the University are an enormous asset crucial to the operations of the campus. Indeed, 
the number, type, and condition of University spaces helps shape all aspects of campus programs and 
activities.  

2. Space is a University property to be allocated in a manner which best advances University 
priorities. No one unit, department, or division "owns" space. University space resources should be 
deployed in the most efficient and effective manner to best serve programmatic and strategic goals.  

3. University space can and will be reassigned. The University values flexibility and recognizes changing 
curricula, programs, and technologies. Accordingly, space assignments will change to achieve optimal 
utilization and respond to current and emerging needs.  

4. University space needs will be evaluated in the context of traditional quantitative and functional 
considerations. Space standards employed by the State University Construction Fund and the Research 
Foundation will be used to provide contextual information to gauge relative space needs. For example, 
course enrollments, contact hours, staffing levels, etc. are some of the factors used in space needs 
assessments and general space standards exist for various types of space. 

5. Responsibility for assignment and reassignment of space will generally follow divisional and 
departmental organizational hierarchies. While any and all space assignments are subject to change 
based on the authority of the President and/or Provost, the ability to assign and reassign space is generally 
delegated to each of the Deans and Vice Presidents for their respective departments and programs. This 
authority, which is contingent on compliance with applicable space guidelines and standards, is expected 
to provide flexibility to Deans and Vice Presidents to address the space needs of their respective units.

APPENDIX B



 

 

 

Executive Space Committee 

This committee, evenly comprised of faculty and Divisional staff representatives, is chaired by the Provost. 
Committee responsibilities include: 

• Development and ongoing promulgation of University space policies and guidelines;  
• Review, analysis, and prioritization of individual requests submitted to the Office of Space and 

Capital Resources Management for additional space;  
• Routine recommendations to President and Cabinet of such space actions;  
• Ad hoc studies to improve space efficiencies and maximum space utilization, for example, with 

regard to classrooms or core research areas;  
• General policy recommendation on matters of space resource management.  

Office of Space and Capital Resources Management 

The Space and Capital Resource Management Unit was created in Spring 2001 to coordinate the University's 
ongoing space management and efforts. Supporting the Cabinet, this office is responsible for the following: 

• Staff support to Executive Space Committee;  
• Maintenance, oversight, updates, and improvements to the University's Physical Space Inventory 

(PSI), the central database of space assignments;  
• Routine audits of selected buildings and divisions/units to verify PSI information;  
• Receiving and analyzing requests for additional space;  
• Routine analysis and reports of campus space needs at the department and divisional level and for 

selected space types such as classrooms or core research spaces;  
• Input and analysis regarding space needs in new building construction and major renovations;  
• Space planning and budgeting related to Capital Plan phasing and departmental relocations;  
• Other ad hoc studies and space management recommendations to the President and Cabinet.  

University Space Standards 

The University at Albany adheres to standard office and academic space calculations as set forth by the State 
University Construction Fund http://www.sucf.suny.edu/. 

Position Standard nsf 

Chief Administrator 760  

Vice-President 360 

Dean 240 

AVP/Special Asst. to President 150 

Department Head 150 

Director/Manager 120 (plus 30 based on functions, activities and reporting staff) 

Single Faculty 120 (plus 30 for research or instruction occuring in office) 

Adjunct/Part time Faculty 2 share a single faculty office 

Professional Staff Office 120 

Professional Staff Workstation 80 

Teaching Assistant (4 per office) 120 

Graduate Assistant Workstation 35 

Post-doc / Visiting (2 per office) 120 

Secretarial Workstation 50 or 80 (depends on responsibilitites, other support space) 

Work Study (2 per station) 35 

 











Department identifies
space need and
funding source Department submits

space request form to
Dean/VP for Approval

Does Dean/VP
approve request?

Yes

No
Request

Withdrawn
END

Does space request
involve renovation?

No

Yes

Space Management Unit
performs space utilization &
needs study and requests

program / renovation
evaluation from Facilities

Request forwarded to
Space and Capital

Resource Management
Unit for evaluation

Completed request
presented to Executive

Space Committee

Is required space
available?Yes

No
Does request meet
committee's need

criteria?

No

Request Denied

No

Yes

APPENDIX C
Space Request

Evaluation Process

Yes

Request tabled until
appropriate space becomes
available or re-evaluated for

other options

Department may request  space
management program and renovation cost

evaluation prior to initial submission or
wait until it has been approved by Dean/

VP and officially submitted for
consideration

Has sufficient funding
been approved?

No
Are supplementary

funds available through
Fin. Mgmt & Budget?

Yes

No

Request tabled or
withdrawn

END

Authorization granted to
proceed with space

reallocation
END

Yes

Does requester
wish to edit and

resubmit request?



 

 

DIVISION OF FINANCE AND BUSINESS 
OFFICE OF SPACE AND CAPITAL RESOURCES MANAGEMENT 
SPACE REQUEST FORM 

 

 

 
Date: July 20, 2005 
Unit: Academic Affairs 

  
A.  REQUESTOR INFORMATION 
    
 Name        
 Department        
 Room/Bldg        
 Phone        
 Fax        
 E-mail        
    
B.  SPACE NEED 
         
         
 Date needed:          Need Duration  

(check boxes and fill in where appropriate): 
 

 Estimate of total sq ft needed: 0        
      Permanent   
      Temporary (Months) 0  
       Tied to grant or other funding   
 Number of Spaces: Office Faculty 0   Use pending other renovation   
   Professional 0   Other:        
   Support 0       
   Dean/Director 0       
          
  Laboratory Instructional 0      
   Research 0      
  Other       0      
          
   Total 0      
          
          
C.  SPACE NEED DESCRIPTION (include location and any special requirements) 
  

      
 

D.  SPACE NEED JUSTIFICATION / UTILIZATION PLAN 
  

      
 

E.  SPACE TO BE RETURNED TO UNIVERSITY POOL (please indicate any rooms that department will vacate if space 
request is granted) 

  
      
 

F.  ANTICIPATED RENOVATION SCOPE 
    
  No renovation anticipated  
  Renovations anticipated Paint/Carpet only 0 x $40 $0.00  
   Major Renovation 0 x $70 $0.00  
    Sq ft   $/sq ft Estimated total preliminary cost  
    
G. EQUIPMENT / FURNITURE 
      
 Please indicate utilities 

required in requested space: 
 Electric Water Computer/Data 

   Gas Telephone Other:       
        
 

APPENDIX D



  
DIVISION OF FINANCE AND BUSINESS 
OFFICE OF SPACE AND CAPITAL RESOURCES MANAGEMENT 

SPACE REQUEST FORM 
Page 2 of 3 

 
 

V:\FM-Budget\Space Management\SCUP\Appendix D.doc 

 
        
 Please list the furniture and equipment needed for new space: 
        
 Item Quantity Size Existing Purchase  
                      
                      
                      
                      
                      
                      
                      
                      
 
H. FUNDING INFORMATION 
  
 Account # / Grant ID Available 

Funds 
Dept Chair/Director/Principal Investigator  

       $0.00        
       $0.00        
       $0.00        
       $0.00        

 Total $0.00   
   Check if additional, unspecified funding is necessary  

    

I. PLANNED OCCUPANTS  
     
 Name Title Account Hrs/wk using 

space 
 

                          
                          
                          
                          
                          
                          
  
J. NEGATIVE IMPACTS (describe implications of not filling request) 
  

      
 

K. APPROVALS (Please note:  Dean or VP required for all requests) 
  
 Department Chair or Director          
  <type name here>  date  
      
 Dean or Vice President          
  <type name here>  date  
      
      

Please submit completed form to Office of Space and Capital Resource Management, UAB 312 for evaluation 
    
    
L. DEAN / VP COMMENTS   
  

      
 

 Request Type Adjacency Request  
    
 Priority Critical  
    
    
    
    
    
    
    



  
DIVISION OF FINANCE AND BUSINESS 
OFFICE OF SPACE AND CAPITAL RESOURCES MANAGEMENT 

SPACE REQUEST FORM 
Page 3 of 3 

 
 

V:\FM-Budget\Space Management\SCUP\Appendix D.doc 

For Space and Capital Resources Management Office use only Date Received   
Proposed Location    

Net Sq Ft    
Sharing potential    

    
Committee Action: 

 
 

 

Date Assigned   
    
 
 



 

 

DIVISION OF FINANCE AND BUSINESS 
OFFICE OF SPACE AND CAPITAL RESOURCES MANAGEMENT 
TEMPORARY SPACE CONTRACT 

 
 

Please send a signed copy of this contract to the Office of Space and Capital Resources Management, UAB 312 

UNIVERSITY AT ALBANY 
CONTRACT FOR THE TEMPORARY ASSIGNMENT OF SPACE 

 
 
BUILDING/ROOM(S):          
NSF:        

 
1. PARTIES 
 
This Temporary Space Assignment Agreement ("Lease") is made effective on the       day of      , 2     , by: 
(a) LESSOR,       and  
(b) LESSEE,           
 
In consideration of the mutual covenants and conditions herein contained, Lessor and Lessee agree as follows: 
 
2. TERM OF THE CONTRACT 
 
2.01 Term. The term of this Contract is       months commencing on       , 2      ("Commencement Date") and ending 
at 5 p.m. on      , 2     , unless sooner terminated by either party.  
 
  
3. GENERAL TERMS AND CONDITIONS 
 
3.01 Maintenance. The department occupant is expected to cover any expenditure related to the maintenance of space that 
would normally be expected of space that the department occupies on a permanent basis, including activation of data or 
telephone drops.  At the conclusion of the space lease term, the department agrees to return the space in a condition 
equivalent to or in better condition than it was when initially occupied.  Any painting or renovation work done to the premises 
must be in accordance with University policies, and be agreed to by the Lessor.  No funding will be provided by the University 
for renovation, save for conditions which may render the premises unusable or unsafe prior to occupancy.  Any re-keying of 
the space to a particular department shall be reversed at the expense of the occupant at the conclusion of the contract.   
 
3.02 Additional Space. If Lessee requests additional space relating to the borrowed space during the term of this Agreement, 
the Lessor and Space and Capital Resource Management Unit shall reevaluate the space used by Lessee, and if necessary, 
reassign the department to another space for the term of the agreement that better meets their needs. 
 
3.03 Furnishings.  Any furnishings that are included as part of the space agreement shall be left in the room(s) at the 
conclusion of the space term lease.  Any additional furnishings or items that were not a part of the space upon commencement 
of the space term lease shall be removed at the occupant's expense. 
 
3.04 Binding on Successors. This Agreement and each and all of its covenants, obligations and conditions hereof shall inure to 
the benefit of and be binding upon the successors and assigns of Lessor, and the successors and assignees of Lessee. 
 
3.05 Effective Date and Amendments. This Lease is effective as of the date of execution by the last to sign of the Lessor and 
Lessee. All proposals, negotiations, notices, and representations with reference to matters covered by this Lease are merged 
in this instrument and no amendment or modification of this instrument shall be valid unless evidenced in writing and signed by 
authorized representatives of Lessor and Lessee.  
 
This Lease is effective as of the year and date first above written. 
 
  

LESSEE: Department Chair or Director          
  <type name here>  date  
      

LESSOR: Dean or Vice President*          
  <type name here>  date  
      
 
* Space and Capital Resources Management may sign if space is unassigned 
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Binghamton University APPENDIX F   

 Space Request Form   
Academic Instructional/Research Space 

  Revised 4/24/02 

 
This form should be used to request space for an academic department related to instructional 
and/or research use.  This includes requests for faculty offices, academic department secretarial 
offices, teaching assistant offices, academic department conference rooms, seminar rooms, 
computing facilities, research laboratories, etc.  The department chairperson should submit this 
form.  Completed forms should be sent to your Vice President. 
 
Please type or print neatly 
   

Section I                                           DATE:____________________ 
 
 
             
 
Please provide the following information about the department chairperson. 
 
Name      Ext.        

Department       E-Mail       
Building       Room #       
 
 
 

Please indicate amount and source of funds available for any costs associated with allocation of 
space.  This would include moving expenses and renovation costs. 
      
 
 
 
 
 
 
 
 
 
 
 
If this space request is in support of funded research, please provide the following: 
Grant Name Status-Applied/Awarded Date of Funding Project Director 

                        

                        

                        

 

- Page 1 of 4 - 

A.  Contact Information 

B.  Funding Sources 

C.  Grant Information, if applicable 



Binghamton University   

 Space Request Form   
Academic Instructional/Research Space 

  Revised 4/24/02 

Section II 
 
 
 
Please complete Section II for each space i.e. faculty office, conference room, lab, etc. that 
is being requested. 
   
Check the one that most closely describes how space will be used: 

 Office space for tenure/tenure track faculty 
 Research space for funded projects 
 Research space for work not funded but important to the University’s scholarly endeavors 
 Office space for individuals (non-tenured/tenure track) providing instruction to students 
 Space for functions that directly support research, instructional and service mission 
 Space for functions that indirectly support research, instructional and service mission 
 Other, please explain       
  

Space will be primarily used by: Space will be primarily used for: 
 Faculty  Adjuncts Instruction Secretarial Files/Storage 
 Staff  Post Docs Research Laboratory Workroom  
 TA/GA’s  Research Staff Office Computer Pod Lounge 
 Students  External Constituents Meetings Other      
 
Number of Occupants Ranges From      To       
Date space is needed:                   Length of time needed (months/years)      
 

 

Please indicate the time period the space will be in use for each time frame.  (Indicate a.m./p.m.) 

 Monday Tuesday  Wednesday Thursday  Friday  Saturday Sunday 

    
Fa

ll 

       

  S
pr

in
g 

       

Su
m

m
er

  I 

       

Su
m

m
er

 II 
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B.  Space Utilization 

A.  Description of Space Use 

 



Binghamton University   

 Space Request Form   
Academic Instructional/Research Space 

  Revised 4/24/02 

  

 
 
 
Name(s) of person(s) who will be using the space:     
      Hrs/wk 
 Name               Title     Status     Account Using  
             Existing 

 To Be Hired 
            

             Existing 
 To Be Hired 

            

             Existing 
 To Be Hired 

            

             Existing 
 To Be Hired 

            

 

 

 
Please indicate utilities required within:  Electric-120v  Gas  Computer/Data 
  Electric-220v  Cable TV  Telephone 
  Emergency Power  Water  Floor Drain 
  Air Conditioning   Other        
Please check all features required:  Fume Hood  Vivaria  Vibration Free 
  Wet Lab  Dry Lab  Special Lighting 
  Sound Attenuation  High Bay  Humidity 
  Special Ventilation  Card Access  Other       

_____________________________________________________________________________ 
  

Please list the types and quantity of equipment/furniture to be housed within: 

  Quantity              Description Size (L x W x H) 

 
 
 
 
Please briefly describe any other requirements of this space including its proximity to other 
facilities.  Indicate any space that is particularly suited to this request. 
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             Existing 
 To Be Purchased 

 
  

             Existing 
 To Be Purchased 

 
  

             Existing 
 To Be Purchased 

D.  Equipment/Furniture 

E.  Special Requirements 

C.  Funded Staffing 



Binghamton University   

 Space Request Form   
Academic Instructional/Research Space 

  Revised 4/24/02 

Section III 
 
 

• Obtain information for all spaces allocated to the department on the current Physical 

Space Inventory (PSI) by calling 7-2365 

• Verify that existing PSI information is correct or indicate necessary changes. 

• Justify why additional space is needed.  Explain how existing space is inadequate.  

Indicate any space that will be relinquished if new space is allocated.  Describe any 

negative impacts resulting from not being assigned space. 

• Attach to back of form. 
 

Section IV 
 
 
 
By signing this request, the Department Chair and Dean agree that the information contained 
herein is correct and that fulfillment of this request would advance the Department and School’s 
strategic goals and in so doing, would advance the strategic goals of the University as a whole.  
Only requests with appropriate approval signatures will be considered for space 
allocation. 
 
Department Chair   Date    
 
Dean   Date   
 
Comments: 
 

 
 
 
 
 
Forward completed form to your Vice Presidential Representative on the Space Planning Committee 
______________________________________________________________________________________ 
 
For Vice Presidential Use Only 
Priority   H    M    L 
______________________________________________________________________________________ 
For Office of Space Assignment and Analysis Use Only 

Space Request Number: Date Received:  

Space Planning Committee Recommendation:     

VP/Senior Staff Decision:      

Notification Date: Renewal Date:   

Space Assigned, if applicable:   
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Verification/Justification 

Approvals 



 

BINGHAMTON
U N I V E R S I T Y
State University of New York 

 
Office of Institutional Research PO Box 6000 
Space Analysis and Assignment Binghamton, New York  13902-6000 
 607-777-2365, Fax:  607-777-4513 
 
 

MEMORANDUM 

To:  
 

From: Michelle Ponczek 
 
Date:   
 
Subject:   
 
The following space allocation has been approved as  
 
Room(s):  
 
Time Period:  
 
 
 

Binghamton University Relocation Procedures can be found at 
http://facilities.binghamton.edu/relocation_policy.htm.  Please be advised that for any work to be completed 
by Physical Facilities you (or your designee) must submit a service request.   Requests for keys should be 
made to the Building Administrator,  .  

Space has been allocated for the specific functions listed.  Any changes to the use of this space should be 
submitted to the Office of Space Analysis and Assignment for review.  Please return a signed copy of this 
letter to the Office of Space Analysis and Assignment indicating your acceptance of this space allocation 
and agreement to these terms. 

 
SIGNATURE_________________________________________ DATE______________ 

If you have any questions regarding this allocation, please contact me at 7-2365 
 

 

Cc: PF Distribution File (Request #     ) 



Binghamton University  
Laboratory:  Room Data Sheet

Office of Institutional Research  7/20/2005
Space Analysis and Assignment  Page 1 
Form: Lab Detail Sheet 

Name of Researcher: 
Academic Program: 
Name of Room:  Unique name for each room needed (ex. AFM Lab, DNA Extraction Lab):    
  
 
Please briefly describe the functions/operations undertaken in this room: 
 
 
 
 
 
 
Approximate: Square Footage   Linear Feet of Bench Space 
 
Is this a Wet Laboratory? Is this a Dry Laboratory?   
A Wet Laboratory is used for extraction, digestion, distillation, and similar sample preparation 
procedures.  Wet Laboratories require active operator involvement.  A preparation room is an example of 
a wet laboratory. 
A Dry Laboratory (also sometimes called an instrumentation room) is a laboratory where instruments are 
used to do most of the work, such as to analyze samples.  Once set, these instruments do most of the 
work for the operator. 
 
Average number of people who will be 
working in the space at one time:   
 
If this room will be used to house animals 
please list the species and number to be 
housed: 
 
Proximity to your other spaces (ex. other 
laboratory rooms, office, etc.): 
 
 
Proximity to common/support facilities: 
(ex. cold rooms, autoclaves, vivarium, etc.) 
 
 
If this room must be located in a particular 
location within a building, please describe 
where and why this is required (ex. close to 
building entrance, near elevator, at grade level, etc.): 
 
What functions/activities require 24-hour 
operations/services?  (Ex. controlled–temperature 
rooms, chemical fume hoods, biosafety cabinets, 
computers, research processes, production areas, clean 
rooms, etc.) 
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Binghamton University  
Laboratory:  Room Data Sheet

Office of Institutional Research  7/20/2005
Space Analysis and Assignment  Page 2 
Form: Lab Detail Sheet 

Laboratory Classification:  Please circle, if known. 
Class A B C
Biosafety level 1 2 3 4
Clean Room Classification 1 10 100 1,000 10,000 100,000 

 
In order to conduct your research and/or operate your equipment, do you need 
any of the following (please circle Yes or No) 

Specific Sound/ Noise Levels/Controls Specific Humidity Levels/Controls 

Vibration Sensitivity/ Isolation Air Filtration 

EMS/RF, Magnetic, Gamma Shielding Specific Temperature 

Levels/Controls 

Special Alarms/Warning Systems Special Fire Protection  

Special HVAC Systems Anti-Static Conditions 
If you circled yes for any of the above, please explain:  
 
 
 
 
 
 
 
 
 
 
 
 
Hoods/Biosafety Cabinets Required (please include data for each required in the room)  
 

Type: Quantity: 
 

Size of Fume Hoods (feet): 
 

Standard Chemistry Hood   
Floor/Walk In   
Laminar Flow Hood   
Percholoric Acid Hood    
Biosafety Cabinet  (Class I, 
IIA, IIB1, IIB2, IIB3, III) 

  

Canopy   
Snorkel   
Radioisotope   
Other, please specify   

 
 

Yes   
N

Yes   
N
Yes   
N
Yes   
N

Yes   
N

 

Yes   
N

Yes   
N
Yes   
N
Yes   
N

Yes   
N



Binghamton University  
Laboratory:  Room Data Sheet

Office of Institutional Research  7/20/2005
Space Analysis and Assignment  Page 3 
Form: Lab Detail Sheet 

 
 
Utilities Required in the Room: 
 

Outlet for: # of Units Location 

Burning Gas   
Hot Water   
Vacuum   
Compressed Air   
Distilled Water   
Nitrogen   
Ethernet Connections   
110 v Power   
220 v Power   
Other, please specify   

 
Room Layout: 
Please sketch the preferred room layout indicating the location of hood(s), casework, 
instruments and equipment, as well as preferred location of each of the services and 
utilities requested.  Please note, this will help in determining your research space, but 
does not guarantee that your space will be configured as shown. 

 



Binghamton University  
Laboratory:  Room Data Sheet

Office of Institutional Research 7/20/2005
Space Analysis and Assignment  Page 4 
Form: Lab Detail Sheet 

Please list the types of chemicals that will be used in this room: 
 

Chemical Type Quantity Used 
(Gallons per Day)

Maximum Stored 
(Gallons) 

Comments 

Flammables    
Corrosives-Acids    
Corrosives-Bases    
Reactives (Air, water)    
Toxics    

 
Please list all laboratory gases that will be used in this room:    
    

Gas Name Piped/Cylinder Quantity 
Used (Cubic 

Feet/Day) 

Maximum 
Stored (Cubic 

Feet) 

Comments 
 

     
     
     
     

 
Please indicate if you will possess/store/use/transport any of the following: 
 Biological Agents/Toxins 
  Human/Plant/Zoonotic 

 Select Agents/Toxins 
 Recombinant Organisms/Molecules 
 Human Cells/Tissues/Fluids/Cell Cultures 
      
Chemical/Flammable/Corrosive Storage Cabinets 
Please include data for each storage cabinet required in the room 
 

Type Quantity Cabinet  Size 
(feet) 

If Exhausted, Size 
of Vent 

Location: 

     
     
     

 

Yes   No 

Yes   No 

Yes   No 

Yes   No 



Binghamton University  
Laboratory:  Room Data Sheet  

Office of Institutional Research 7/20/2005  
Space Analysis and Assignment  Page 5 
Form: Lab Detail Sheet 

Equipment Used in the Room: 
Provide information for each major piece of equipment in the room.  If actual information is not known, please provide an 
estimate.  If estimated, please indicate on the form (ex. approx. 2’ x 3’ x 6’).  
 
Equipment Name Dimensions    

(L X W X H) 
Weight 
(lbs) 

Utilities 
Hookups 
Needed 
(gas, water, 
etc.) 

Volts/ 
Amps 

Connected 
to 
Emergency 
Generator 

Connected 
to UPS 
(Uninterrupt-
ed power 
supply) 

Manufacturer Model 
No. 

Comments 
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 APPENDIX H 
Includes all pending and tabled space requests through June 24, 2004.  Date of last session: May 2004. 
 

 
R E C O M M E N D A T I O N 
 # REQUESTER 

unit-person-date 
PURPOSE OF 
SPACE 

 
DESIRED 
LOCATION 
 

REQ. 
NSF NOTES ESTIMATED 

COST 
SPACE  NSF WHO PAYS? 

OTHER OPTIONS PROVOST'S 
CONCLUSION 

1 

Physics 
(Saj Alam / Elizabeth 
Gaffney) 
 
3/18/04 

Electron 
microscope 
research space 
for Prof. T.S. 
Kuan – 
requested 
funding 
information 
provided 

Physics B9 or 
other Podium 
basement 
level 

1,000 

 
• Dr. Kuan has purchased an electron 

microscope that has specific space 
requirements - needs to be in basement 
(vibrations on upper floors a problem) 

• Only research space is Physics B8 – 335 nsf 
• Equipment floor space dimensions: 

12’x12’10’ + support space = 1,000 nsf 
• Need isolation pad ($50k) regardless of 

location 
• $750k piece of equipment 
• Dr. Kuan has $300k in grants 
• Tied in with nano-politics 

 

$50-150k 
SEEKING DIRECTION: 
Requested space is under 
control of Nanoscience 

TBD 
Grant and 
Campus 

Financial Plan 

1. Renovate Chemistry B26 
($100k) for  this function 
(1,300 nsf) 

2. Provide Physics B9 as 
requested ($50k+?) 

3. Life Sciences for electron 
microscope? 

4. Deny request – ask CAS to 
resolve themselves 

Approved CH 
B26 renovation 
and provided 
$125k 
supplementary 
funding through 
Campus 
Financial Plan 

2 

Center for 
Information 
Forensics & 
Assurance (CIFA) 
(George Berg) 
 
6/21/04 

Space to house 
CIFA Learning 
Laboratory  

Earth Science 
B19 suite 800 

 Joint venture with NYS Police and NYS 
Office of Cyber Security and Critical 
Infrastructure Coordination 

 $375k in funding from Byrne Grant 
 Wants to be operational by Fall 2004 

N/A 

APPROVE REQUEST: 
Computer function in this 
space is ideal due to 
existing infrastructure   

1,000 Grant or 
department 

1. Table request and seek 
alternate location  

2. Deny request 
 

Approved 
recommendation 

3 

Theatre Department 
(Emily Ciampa / J. 
Kevin Doolen) 
 
6/24/04) 

Office space for 
visiting 
assistant 
professor 
displaced by 
high level hire 

Social 
Science 1st 
floor 

120 nsf 

 Temporary assignment; new faculty arriving 
mid-July 

 New faculty member (Jackie Roberts) is very 
high profile (has recurring role on The West 
Wing) 

 

N/A 

APPROVE REQUEST: 
SS 1st floor office 
available.  Have 
department sign short 
term contract 

151 N/A 

1. Deny request; ask 
department to look within 
current space allocation 

2. Table request and seek 
alternate location 

Approved 
recommendation 

4 

Multi -disciplinary 
Video Lab / 
Classroom 
(Gerald Zahavi, 
Vincent Delio et al) 
 
3/4/04 

Postproduction 
video laboratory 
& classroom to 
be shared by 
Broadcast 
Journalism, 
Documentary 
Studies, History 
& Media & Film 
Studies 

Uptown 
Campus 900 

 Looking for Fall 2005 or Spring 2006 
placement 

 Anticipating a $325k legislative appropriation 
to fund this initiative. 
 $250k earmarked for equipment 
 Remainder of grant discussed as one 

time funding for an Apple support 
technician 

 Sponsor contends that there is no renovation 
funding as part of grant 

TBD 

STILL PENDING FOR 
FURTHER ANALYSIS: 
Follow up questions to be 
investigated regarding 
space and other options 

TBD TBD 

1. Investigate potential to site 
program in CETL Digital 
Workshop #3 

2. Investigate unused NYS 
Writers Institute Space in NLB 

3. Upgrade existing English Lab 
to provide this additional 
functionality. 

4. Perhaps place in the Library 
5. Assign a portion of CELLAR 

space for this function 

Tabled pending 
decision on 
funding 
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C L A S S R O O M    N E E D S 
 
Is there a need to immediately add to the 
classroom inventory? 
 
November 2002 
F I N A L   D R A F T    
 
 
 
 
Analysis by the Space and Capital Resource Management Unit in 
conjunction with the Office of the Registrar 
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PREFACE 
This analysis addresses the quantitative question of the sufficiency of the classroom inventory to 
meet current and near future class section scheduling and enrollment needs.  This question is 
being studied at this time in response to competing demands for a small pool of available campus 
space which could potentially be converted to classroom use. What is not addressed here is the 
qualitative condition of classrooms -- e.g., adequacy of furniture, finishes, and technological tools 
-- and the ability of existing classrooms to best serve current and future pedagogical needs. 
Issues of classroom needs and availability at the East Campus are being addressed under 
separate cover. 
 
The following preliminary findings and recommendations are the result of interviews and analysis 
over the September-November 2002 period.  Interviewees included: Sue Faerman (Dean, 
Undergraduate Studies), Robert Gibson (University Registrar), Michael Green (School of 
Education), John Levato (School of Business), Wendell Lorang (Institutional Research), Greg 
Stevens (College of Arts and Sciences), Ellen Nolan (Registrar's Office), Jerry Parker (Provost's 
Office), and Larry Preston (School of Public Health).  
 
 

CONCLUSION 
There does not appear to be a need to immediately add to the classroom inventory. 
 
The Registrar’s Office has successfully scheduled and accommodated all classroom section 
requests; and no evidence was found to indicate a systemic problem of classroom capacity 
restricting course section sizes and enrollment.  While potential enrollment growth in the near 
future (through 2004) may increase demand for classrooms, there currently exists available 
classroom space on less popular days and times (mornings, evenings, Fridays, weekends, etc.) 
which could be better utilized for this need.  Moreover, policy and administrative solutions exist 
which could help meet future enrollment-based classroom pressures. These solutions focus on 
further improving scheduling efficiency and the utilization of the existing classroom inventory and 
include: centralization of scheduling, improving scheduling tools, and making greater use of the 
entire campus classroom inventory.  
 
While not the focus of this analysis, it is important to note that the more urgent need voiced by  
interviewees was not the size and capacity of the classroom inventory, but the condition of the 
facilities. 
 
 
FINDINGS 
 
1. There appears to be a sufficient number of classrooms to meet current and near future 

enrollment and class section needs.  There is currently only a shortage of available 
rooms at the most desirable days and times.   

 
 The Registrar's Office successfully accommodates over 2,200 course sections per 

semester within the existing classroom inventory.  No class sections have been 
cancelled due to lack of classroom space.  Moreover, the Registrar routinely 
reassigns classrooms to accommodate enrollment that exceeds planned levels.  

 
 Based on a broad overview of selected national and state-based classroom 

standards, the University's classroom inventory appears to appropriately sized for 
current enrollment levels. The application of some standards (including SUNY 
standards) would indicate a classroom surplus while others reveal a classroom 
deficit.  The key variable in these standards is the targeted classroom utilization 
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threshold.  SUNY and other selected other public university models mandate higher 
utilization than those found at smaller and liberal arts colleges and universities.  A 
table illustrating how the various standards would assess the available capacity of the 
University's classroom inventory is provided below.  A more detailed analysis, 
including methodology, is included in Appendix A.  

 

Standard Used utilization of UAlbany 
classroom capacity 

Published survey of 25 public research universities 82% 
SUNY 95% 
Council of Educational Facilities Planners International 102% 
University of Minnesota  108% 
Society of College and University Planners 112% 

 
 

 Even though the classroom inventory has satisfied enrollment and class section 
demand, the notion exists that the campus is suffering from a shortage of 
classrooms.  This perceived classroom shortage is largely due to high demand at 
peak daytime hours and the inability of the Registrar to accommodate every request 
in this time period.  The graph below illustrates the peak demand times for those 
classes on a M-W-F or a T-TH schedule.  

 
 There are other class scheduling cycles in addition to the M-W-F and T-TH 

categories.  Classes are provided on M-W cycles or, in many cases, are provided 
once per week for one to three hour periods..  The graph below illustrates the peak 
demand times for all classes in Fall 2001 and Fall 2002, regardless of the day of the 
week or whether the class is scheduled on a M-W-F, M-W, T-TH, etc. cycle.  

 

FALL 2001 CLASS SECTIONS BY TIME ZONE
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CAMPUS TOTAL 
CLASSROOM 
INVENTORY 

= 152 ROOMS
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HEAVIEST SCHEDULED TIME ZONES REGARDLESS OF DAY: FALL 2000 & 2001
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 Nearly half of all class sections are taught on a Tuesday-Thursday schedule between 

9:30 and 3:30. Another third of all class sections are taught in the same 9:30 to 3:30 
time period on the Monday-Wednesday-Friday cycle.  Approximately 10 requests for 
these particular time periods in the fall 2002 semester were denied and rescheduled 
to other times.  The Registrar reports that this "rejection (and reschedule) rate" is 
fairly typical for any given semester. 

 
 Projected enrollment growth in the "near future" (through fall 2004) is approximately 

350 full-time students.  At its most extreme (and unrealistic), if classroom utilization 
and class section sizes were held constant, 350 new full-time students would equate 
to an increased demand of approximately 60 new class sections per semester [350 
students at 5 classes per semester at average class size of 30].  This level of growth 
represents about a 3 percent increase in demand over current scheduled classroom 
use.   

 
 It appears that current classroom capacity could be employed to meet this demand. 

The total classroom inventory -- including departmental and Downtown classrooms -- 
totals 152 rooms and over 7,800 seats.  As depicted in the chart above, there may be 
unused or underutilized rooms available on any given day or time to help meet this 
demand.  To do so, however, would incrementally encroach on classroom space that 
may be used for other departmental priorities.  Administrative and policy changes, 
discussed below, are perhaps better solutions to help facilitate more efficient 
scheduling and meet near term scheduling challenges. 

 
 Further study is needed to estimate the precise impact of enrollment growth on 

classroom capacity.  Academic policy and budget consensus would be required to 
help shape a range of core assumptions, such as: anticipated growth in class section 
size, if any; projected initiatives or changes in the academic program and schedule of 
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course offerings; and projected new faculty or adjunct hires.  This level of analysis is 
recommended to help determine the need for additional classroom spaces in the 
outyears beyond the two years examined in this paper. 

 
 
2. Classroom resources are not fully centralized and may perpetuate scheduling 

inefficiencies.   
 

 The Registrar’s Office assigns the majority of classrooms on campus, but there is a 
significant portion that are scheduled and controlled by other entities. 

 
 As illustrated below, 60 percent of University-wide classrooms and seminar rooms 

(equivalent to 76% of campus-wide seat capacity) are Registrar controlled. 
 

 The various Schools and departments control approximately 26 percent of 
classrooms (15 percent of seats). 

 
 The remaining classrooms on campus are those located Downtown (14 percent/9 

percent) and are controlled and assigned on behalf of the Downtown programs by 
the Provost's Office.   

 
 

ROOMS USED FOR CLASS SECTIONS – FALL 2001 
Seat Count Room Count Space Count 

CLASS SCHEDULING ENTITY 
no. seats percent no. rooms percent square ft percent

CLASSROOMS and LECTURE CTRS   

    Registrar 5,946 75.8% 92 60.5% 94,953 70.8%

    Individual Schools & Programs 1,175 15.0% 39 25.7% 26,943 20.1%

    Downtown Campus - Provost 726 9.3% 21 13.8% 12,311 9.2%

subtotal: 7,847 100.0% 152 100.0% 134,207 100.0%

Other: CLASS LABS, CONF.RMS, ETC.   

    Registrar 110 5.1% 2 2.7% 1,815 2.2%

    Individual Schools & Programs 1,941 90.1% 65 89.0% 76,348 92.5%

    Downtown Campus – Provost 104 4.8% 6 8.2% 4,371 5.3%

subtotal: 2,155 100.0% 73 100.0% 82,624 100.0%
  

GRAND TOTAL: 10,002 225  216,831 
 

 
 As illustrated above, in addition to traditional classrooms and lecture centers, there 

are a significant number of rooms which are utilized for instructional and class section 
purposes.  These rooms include “class labs” (for example, biology labs or computer 
rooms) and conference rooms.  In Fall 2001, 73 of these rooms were used for 
classes, the vast majority of such rooms are in the control of the Schools.   

 
 This decentralized control structure of traditional classrooms and other spaces which 

can be used for class sections provides greater scheduling and space flexibility for 
individual campus units and in the case of the Downtown Schools, provides a higher 
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level of attention and assistance by the Administration.  Nonetheless, multiple parties 
controlling these classroom resources may prevent improved matching between the 
available inventory and current and emerging classroom needs.  

 
 

3. Campus culture underpins current classroom scheduling practices and may 
complicate administrative solutions for more effective scheduling. 

 
 Staff involved in classroom assignments and scheduling have explained that faculty 

are generally reluctant to travel far from their office location to teach a course.  The 
preference is to teach close to their office location to limit travel time and the 
associated inconveniences of transporting course materials, etc.  This reluctance, in 
some cases, extends to travelling to adjacent buildings on the Podium. 

 
 One of the primary "partitions" (e.g., hierarchical scheduling determinants) used by 

the Registrar when assigning course sections is adjacency to departmental offices.  
This practice reinforces demands for close proximity. 

 
 With this in mind, it appears the potential of faculty at either Downtown or Podium 

locations to teach at opposite campuses -- if necessary -- would be difficult to 
implement. 

 
 

4. The current classroom assignment protocols do not necessarily result in the 
highest and most efficient use of space. Departments and Schools may game the 
scheduling system for their advantage.   

 
 The Registrar’s Office scheduling process is incremental.  It begins by rolling-over the 

prior semester’s sections and room assignments and requests edits and 
amendments from the Schools and Departments. This process may perpetuate long-
standing inefficiencies and forestall a global reexamination of efficient use of 
classroom space. 

 
 Many departments routinely utilize their own classrooms only in the event space can 

not be found with the Registrar.  While this practice provides flexible space for other 
department priorities, it may limit general classroom scheduling options.  

 
 Staff involved in scheduling have indicated that departments often over-represent the 

number of anticipated enrollees for room assignments.  In many cases, a larger 
space helps facilitate break-out discussion sessions, provides more circulation space 
for the instructor, and/or helps distance students from each other for test taking 
purposes.  While this practice helps meet the needs of particular instructors, it under-
utilizes the classroom inventory and could contribute to an outyears classroom 
shortfall as enrollment increases. 

 
 Downtown classroom spaces are manually assigned by the Provost's Office and 

reported to the Registrar's Office.  The great majority of Downtown classes are 
scheduled in the late afternoon and evenings.  Daytime scheduling of classes 
intended for matriculated students -- the challenge for Podium classrooms – appears 
not to be as significant an issue Downtown.  Downtown classroom spaces, instead, 
are largely devoted to other programs, such as IELP and the Liberty Partnership 
Program.  As such, there may be a limited number of vacant Downtown classrooms 
that could be used to help alleviate Uptown peak classroom scheduling pressures. 
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5. The Registrar's Office does not have the electronic scheduling and reporting tools 

to provide real-time scheduling and efficiency improvements. 
 

 The Registrar uses a mainframe application of "Schedule 25" that can not provide 
reports that compare room capacities to enrollment figures. Nor does the software 
facilitate archiving information for historical analysis. 

 
 If asked, Institutional Research can provide enrollment data and class "stop point" 

information (e.g., the class section trigger which limits class size), but would have to 
merge this information with another database to obtain room capacity data. An 
historical database of this information does not exist. 

 
 Accordingly, the comparison information to adjust room assignments at the start of a 

semester -- to adjust for actual enrollment or growth needs -- is a manual, 
handwritten process undertaken by the Registrar. 

 
 Software may exist to expedite the information and reporting process and provide the 

tools necessary to better amend class assignments at the start of a semester.  
 
 

6. Class section sizes do not appear to be significantly influenced by the size and 
capacity of classrooms 

 
 Class section size appears to be determined by a myriad of variables unrelated to the 

size and capacity of available classrooms.  
 
 These variables include academic teaching policies; central policy directives and 

initiatives; faculty preferences; pedagogical trends; and enrollment trends. 
 

 With the possible exception of large lecture halls, no instance could be recalled (by 
those interviewed for this paper) where class enrollments were reduced based on the 
capacity of a room.  Rather, it is routine and common practice for the Registrar's 
Office to reassign class sections at the start of a semester to accommodate higher 
than anticipated enrollments. 

 
 Where room size and capacity could potentially play a major role in limiting class size 

is in the scheduling of very large lectures.  The University has only two very large 
lecture halls: LC7 and LC18 with 500 and 470 seats, respectively.  Anecdotal 
information provided by faculty and staff indicate that even larger class sections could 
be scheduled in these rooms if the capacity were somehow expanded.  This 
phenomenon -- an outlier in the context of general classroom needs -- is experienced 
nationwide at other colleges and universities.  

 
 
RECOMMENDATIONS TO IMPROVE SCHEDULING EFFICIENCY 
 

 Explore centralizing control and coordination of all classroom scheduling with the Registrar's 
Office to maximize opportunities for improved scheduling and help meet the myriad of 
classroom needs. 

 
 Improve the electronic tools and software of the Registrar's Office to provide more real-time 

and analytical information to better match available classroom resources with pressing space 
needs. 
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 Reevaluate the current classroom assignment protocol that holds departmental proximity as 
the highest priority determinant for scheduling.  Explore replacing this principle with 
classroom and time zone utilization targets.  With the use of improved electronic tools, time 
zone utilization targets and classroom occupancy rate thresholds could be set to identify 
opportunities for improved scheduling and/or create the rationale and justification to begin 
modification of scheduling behavior. 

 
 Explore potential utilization of Downtown classrooms for daytime Registrar scheduling; 

similarly, explore potential use of Podium spaces for evening classes traditionally scheduled 
Downtown. 

 
 Explore options to more evenly distribute course offerings across the week and across all 

hours of the schedule.  (Currently under consideration is a modification to the current 
schedule of time-zones to encourage more courses and enrollments in the morning time 
periods). 

 



Calculated Departmental Space APPENDIX J

 African & Afro-American Studies - 420006 2Factor Number

7.97

7.40
2.69

0.00

0.00

0.00

24.84

27.58
8.74

0.00

0.00

0.00

0.00

0.00
0.00

0.00

0.00

0.00

0.00

0.00
19.91

0.00

0.00

60.00 160

110.80

43.00
18.51

11.96

4.00

5.98

Classroom/Lecture
Factor

UG (LD)

UG (UD)

G1

G2

G2H

Faculty

Class Laboratory*FTE
Total

Individual Study Lab Research and Support* Faculty Office
Factor Total Factor Total Factor Total Factor Total

883.08

318.20
49.79

0.00

0.00

0.00

2,752.27

1,185.94
161.78

0.00

0.00

0.00

0.00

0.00
0.00

0.00

0.00

0.00

0.00

0.00
368.53

0.00

0.00

358.80 956.80

(SUCF) 

184.00 1,251.07 3,484.99 0.00 618.23 956.80
Departmental Use Subtotal 5,060.02

 General Use = 5% 253.00

African & Afro-American Studies SUCF Total: 5,313

Class Lab andResearch/Support totals are multiplied by .85

Average: 3,439

Surplus/Deficit: -1,343
Actual*: 2,096

Teaching Labs Offices

CLASSROOM 857.60 686.08

64.20 39.80

0.00 0.00

FACULTY 125.00 9.00
PROF. 1.000

Module Size FTE/HC TOTAL

135.00
1,125.00

1.000105.00
55.00 3.000

110.00

CLERICAL

GA

RECEPT.

135.00
105.00
165.00

1.00 110.00

TEACHING LAB 
WSCH:

50.40

TEACHING LAB 
STATION SIZE:

45.00

USE FACTOR 
GROUP A:

0.06
22.00

4.00

0.00

Office Total 1,860.00Teaching Lab 
Grand Total

136.08725.88 Research Lab 
Total

688.50

(CEFPI) 

WSCH TOTAL

LEC. HALL

SEMINAR

G1

FTE/HC RES % TOTAL

0.00

9.00 90% 8.10

85
8.1

Classrooms

Classroom Total

FACTOR

0.80

0.62

1.07

Research Space

G2 

FAC

FTE Sum

Module size
20.00AUX 11.00 220.00

0%

0%

2,685African & Afro-American Studies CEFPI Total: 

Classroom Class Lab Unassigned Research Space Offices

CLASSROOM WSCH: 857.6

LECTURE HALL WSCH: 64.2

SEMINAR ROOM WSCH: 0

TEACHING LAB WSCH: 50.4

ALLOWANCE 20.00

CLASS LAB ASF: 1

STANDARD OFC NSF: 120.00

STANDARD SVC NSF: 30.00

AHC* 14.00

TOTAL OFFICE ASF 1,680.00

TOTAL SVC ASF 330.00

CLASSROOM ASF: 0.89

AHC RESEARCHERS 
(FAC FTE + G2H) 13.00

(Univ. of Minnesota) 

Classroom Total 820.40 Class Lab Total 50.40
Research Total 260.00

Office Total 2,010.00

2,320African & Afro-American Studies Minnesota Total: 

*(AHC = FAC, PROF, CLER FTE + GAH)

Wednesday, July 20, 2005 Page 1 of 2
*Includes Research nsf



APPENDIX K

Line Space Type Space Existed as 
of Fall 2000

(Deficit)/ 
Surplus D/S % Rate

1 Classroom, Lecture 88,818 86,136 (d) 2,682 3.02%
Class Lab 99,006 159,815 (60,809) -61.42%
Individual Study Lab 36,725 21,865 14,860 40.46%

2 Research 79,511 150,505 (70,994) -89.29%
Departmental Office 169,497 114,261 55,236 32.59%
General & Special Use 32,584 45,855 (13,271) -40.73%
Subtotal Inst/Dept Research 506,141 578,437 (72,296) -14.28% 658,570 (a)

3 Health & Physical Education 127,264 186,000 (b) (58,736) -46.15% 186,000
4 Electronic Data Processing 22,787 35,700 (b) (12,913) -56.67% 35,700
5 Instructional Resources 15,324 29,002 (b) (13,678) -89.26% 29,002
6 Organized Activity 59,028 59,028 (c) 0 0.00% 59,028
7 Organzied Research 126,519 126,519 (c) 0 0.00% 126,519
8 Public Service 15,042 15,042 (c) 0 0.00% 15,042
9 Assembly & Exhibition 16,627 61,450 (b) (44,823) -269.58% 61,450

10 Library 222,412 273,803 (51,391) -23.11% 303,964
11 Student/Faculty Activity 127,379 129,095 (1,716) -1.35% 146,979
12 Student Health Services 7,319 7,319 (b) 0 0.00% 7,319
13 General Administration 114,098 98,358 15,740 13.80% 111,984
14 Central Services 59,028 63,990 (4,962) -8.41% 69,662
15 Buidling Services 43,971 49,912 (5,941) -13.51% 54,337
16 Inactive Space 59,096 0 59,096 100.00% 0

Subtotal Support 1,015,894 1,135,218 (119,324) -11.75% 1,206,986
Total Academic Space 1,522,035 1,713,655 (191,620) -12.59% 1,865,556

New Space assumed to be added onto 2005's inventory
Fieldhouse 106,500
Children's Unit 11,482
Physical Facilities Addition 18,870
Student Union Addition 57,535
Student Union Addition Ph II
Academic Support Bldg
Engineering Facility

194,387

1,716,422 1,865,556

(a) FTE in 2000 = 12,295 Calculated Space = 578,535 nsf
FTE for 2005 = 13,998 Calculated Space = (13,998/12,295)*578,535 = 658,682 nsf

(b) Regulated by College Type, by SUNY Standard
(c) Required Space = Existing Space, by SUNY Standard
(d) Applied with Space Utilization Rate at 96.98% for Classrooms (calc-80,015)

Summary of Existing Space Versus Calculated Space
Binghamton University

Fall 2000

Fall 2000 Student FTE:  12,295 (actual no. from CASA file)
2005 Planned Annual Average Student FTE:  13,998 (planned by SUNY Institutional Research)

Space Required for 
Fall 2000

Space 
Projected by 

(156,436 gross, func PE, occup 4/04, Bldg F114 Proj. 07142)
(18,560 gross, func OA, occup 9/01, Bldg 79 proj 07436)
(21,870 gross, func Admin, occup 9/01, proj 07393)
(97,810 gross, func OA, occup 6/02, Bldg F104, proj 07260)

2005 Campus-Wide Net Assignable

(proj 07408, occp 7/05)
(proj 07427, occp 8/06)
(proj 07445)

Total New Space



Space Factors APPENDIX L

UNIVERSITY CENTERS Colleges of Technology
1-12,000 12,001-20,000 20,001-30,000 1-3,000 3,001-5,000 5,001-10,000

1 Instuctional & Departmental Research
2 Health & Physical Education 115,000 186,000 282,000 44,168 60,000 104,000
3 Electronic Data Processing 25,200 35,700 49,080 4,560 5,310 6,030
4 Instructional Resource Centers 25,432 29,002 32,572 6,885 8,295 9,350
5 Organized Activity
6 Organized Research
7 Public Service
8 Assembly & Exhibition 55,020 61,450 84,120 11,120 11,120 19,150
9 Libraries

10 Student & Faculty Activities
11 Student Health
12 General Administration
13 Central Services 22,080 23,920 25,920
14 Building Services

*Library Calculation
      1 TO 150,000 VOLUMES = .085 NSF/VOLUME
150,001 TO 300,000 VOLUMES = .0765 NSF/VOLUME
300,001 TO 600,000 VOLUMES = .068 NSF/VOLUME
600,001 UP                 = .0595 NSF/VOLUME
ADMINISTRATION              =.25 x (SEATING + VOLUMES)

Institution Type
Enrollment (FTE)
Functional Space Category

Space Need Equals Existing Space 
"What you have is what you need"

Space Need Equals Existing Space 
"What you have is what you need"

Calculation based on FTE Calculation based on FTE

3% OF 1-12

8 NSF/FTE

10.5 NSF/FTE

3% OF 1-12

10.5 NSF/FTE
see below* see below*

8 NSF/FTE
4% OF 1-12

Space Need Equals Existing Space Space Need Equals Existing Space
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