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THE UNIVERSITY OF BRITISH COLUMBIA



 FACULTY OF MEDICINE

Policies and Procedures

FUNCTIONAL PROGRAM AND SPACE PLANNING TEMPLATE

The information provided in this functional programming document will be used to evaluate space requirements for Departments, Schools, Centres, Institutes, Programs and Business Units within the Faculty of Medicine when preparing for renovations, relocations and new space acquisitions.  A Functional Program provides a description of the service, operational requirements, frequency of use, number of persons using the space, or other space-driving criteria such as size and quantity of materials and equipment.  
For all new space requests, an analysis will be conducted to ensure that the Requestor’s current space is being efficiently and appropriately utilized. Space allocations will be made in accordance with the relevant FoM Space Allocation and Management Policy.  Please note that allocations may be limited by existing facility configuration and availability.    

Please send completed forms to Momoko Tojo by email, at mtojo@medd.med.ubc.ca or by fax, at 604-822-6061.
Date:    
Department / School / Unit / Program: 

Division / Program (if applicable):         

Unit Representative: 
Current Location (site, building, rooms, if applicable):
1) Background to the request: (Provide explanation why space is needed): 
2) Description of Functions & Activities: (What is the nature of work performed by the Unit?  Provide any relevant program schedules, hours of operation, information on # of visitors / day, etc)

3) List any special infrastructure or equipment requirements: 

4) Preferred Adjacencies: (Provide information on critical or preferred adjacencies with other Units or services.  Indicate whether specific individuals or groups can function in alternate locations)

5) Preferred Location: (Provide rationale for preferred site(s) or locations)

6) Other considerations: (Are there any relevant strategic planning parameters?)

7) Existing Space: (complete attached excel worksheet for all spaces currently occupied by your Unit.  Please contact FoM Facilities & Planning for Space Inventory data, and make any updates as required.)

8) Workspace Requirements: (complete attached excel worksheet for all faculty / staff who require space, adding lines as necessary.  Please contact FoM Facilities & Planning for Space Inventory data)
9) Support Space Requirements: (complete attached excel worksheet for all required support spaces, adding lines as necessary: e.g.. meeting rooms, storage, etc.  Please contact FoM Facilities & Planning for Space Inventory data)
10) Additional Notes: 
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