
Space 
Transfers & 
Renovations

Annual Space 
Survey

Trigger: 
Space 

Changes

Tape: PI/ 
CBO Sign 

Off

ASSET MANAGEMENT PROCESS – 
SPACE 



Space Transfers

Tape: 
AO sign off -
documents & 

inventory

Chair/stakeholders 
develop needs 

analysis/plans/ cost/
funding sources

Satisfy compliance; 
Record financial 

transaction as needed

Obtain quotes/work 
orders to move 

personnel/assets

YES

Space and 
Equipment 

Inventory Process

• Send to Finance: Space & Asset Mgt 
• Receive/affix tags to equip 
• Notify Finance Asset Mgt (vendor, s/

n, physical location) 
• Update space inventory 
• Add items to pod equip/space 

inventory 
• Upload documents to SharePoint

Acquiring 
New Space?

NO

Space identified; 
stakeholders identified 

Chair/PI/CBO develop 
plan to vacate space; 

develop budget, 
timeline

Obtain VU approvals: 
(Chairs/PI/CBO, etc) to 

proceed

Submit work orders; 
coordinate move of 
assets / personnel; 
track with timeline  

Stakeholders verify 
completion of all work 

Space alternatives 
identified 

Chair/PI/CBO develop 
plan and timeline: 

renovations, 
equipment, personnel

Obtain quotes/work 
orders for renovations, 
move personnel/assets

Obtain VU approvals: 
(Chairs/PI/CBO, etc) 

to proceed

Submit work orders; 
coordinate renovation, 

install assets, move 
personnel 

Stakeholders verify 
completion of all work 

• Major renovations are directed/coordinated by 
university administrative units (VCHA for medical center 
pods) 

• Refer to process for acquisition, transfer or disposal of 
equipment for specific equipment-related procedures



Annual Space 
Survey

Open Space Survey 
program • https://apps.ea.vanderbilt.edu/SpaceSurvey/

Request center & 
employee lists in 
Excel format from 
Space Survey team

• Walk through all spaces 
• Identify: emergency contact, responsible person, 

occupants and room type 

Assignee updates 
data on printout; 

signs printout

Attend Space Survey 
presentation

Print floor plans for 
each floor  & 
building used

Print out / 
distribute reports 

for each PI/
responsible person 

(assignee)

Verify that all rooms 
have been updated, 

& approved by PI

Update space survey 
with preliminary 

data

Enter final approved 
changes to survey

• Set up filters for center number, PI/lab, and employees

• Items to update: 
•    Data from walk-through 
•    All sources of funding (incl. all centers on Excel listing) 
•    Allocation of room functions 
•    ALL occupants during the fiscal year (incl. all 

occupants on Excel listing  

Print out final 
survey and submit 

survey

• See attached space survey instructions




















