
Management identifies a 
space requirement.  Identification 
of this space change should be at a 

minimum 18–24 months in advance
of space need.

Space renewals begin at step 3.3 

1.1

Management identifies a local 
point of contact (the Requestor) 

who will complete the space 
acquisition package to submit for 

review/approval.

1.2

Requestor submits completed DRAFT Copy 
of SRBC package to the Regional Property 
Office (RPO) for review, concurrence and 
coordination of Director approval.   RPO 

forwards the DRAFT package to the 
Management Services Office (MSO) in 

Denver for interim review and concurrence.

1.4  

MSO returns package to 
RPO for finalization of the 

SRBC package. 

1.5

Requestor will complete the 
Space Request Business Case 
(SRBC), contact other Federal 
Agencies to determine space 

availability, complete a 
Reclamation Real Property Space 

Request Checklist and Space 
Request Justification Form.   

(See Footnotes 1 and 2 ) 

1.3

Reclamation Space Request Process

Regional Office
reviews & approves as appropriate :

1. Budget 
2. Property/Acquisitions

3. Manager 

2.1

SAMO reviews SRBC providing
recommendations and approval

2.5

Approvals resulting in modification to 5yr Space Plan will 
be updated within one month of SAMO approval

3.1

For Owned Space > 100,000 GSF,  direct lease, or GSA-provided 
space equal to or greater than 50,000 rentable square feet, 

SAMO will forward approval certification and SRBC package to 
DOI Senior Real Property Officer for review and approval. 

3.1.1

YES

Have space 
requirements 

changed? 

(See Footnote 3)

4.1

Post approval the requesting 
office in coordination with the 

regional property/space 
manager will acquire requested 

space and occupy. 

3.2

For GSA  provided  
or direct leased 

space, is continued 
occupancy required 
beyond the initial 

lease term? 

3.3

Footnotes

1) Completed SF-81with GSA response
Analysis of Alternatives
Cost Analysis
Assessment of alternative risks
Congressional Authorization for Construction

documentation
Offset Identification
Impact to FY 2012 FtF Baseline
Five-year Space Management Plan Impact
Is 180 sq.ft. space utilization cap met?

2) Alternate Space Analysis should include the   
following options; Status Quo, Owned Space, 
Colocation, Renovation, Direct Lease or GSA-
provided.

3) Cost, Sq. FT, Staffing/Space Utilization

Requestor drafts 
Executive Summary 

& submits for review 
and approval

4.2

Director transmits approved SRBC 
package to MSO  for review and 

recommendations

2.2

YES

Go To Step

2.1

Request approved?

Move forward with 
disposal process

Go To Step 
1.2

Go To Step 2.5

Go To Step 4.1

YES

Go To Step 2.2NO

YES

YES

NO

NO

Go To Step 1.3NO NO

YES

NO

MSO 
transmits SRBC to

Policy and Administration
(P&A) for review and 
recommendations

2.3

P&A transmits SRBC to 
Senior Asset 

Management Officer 
(SAMO) for review and 

final approval.

2.4

SAMO will 
review decision 
and return to 

Director step 2.2

Go To 3.1

Yes
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