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What is the Space Survey?

The space survey is the primary process of the campus room 
Inventory, used to collect the University’s space-related 
information:

A. Organizational Occupancy
 Organization(s)/Department(s) & Percent(s)
 Primary Usage(s) and Percent(s)

B. Occupant(s)



What is the Importance of the Space Survey?
Regulatory Requirements
• Facilities and Administrative (F&A) rates.
• Meet federal and state requirements.
Space Management
• Helps us validate the requirements for capital projects.
• It’s a support mechanism for the University’s strategic planning initiatives.
• Used to assess departmental space utilization and analysis.
Budgeting and Planning
• Building and equipment depreciation tracking.
• O & M costs associated with structures.



The Space Survey Fiscal Year period

From July 01st, 2024 thru June 30th, 2025.

The space survey must reflect the activities conducted in each room 
during the fiscal year.



Space Representatives

Space Surveyor: 
Collects, verifies, and updates space data.
• Examine the rooms designated in your space inventory for accuracy.
•  Walk through the assigned locations at the survey and identify the room(s).
• Identify what space information has changed in each room, 
The Organizational Occupancy – Department(s), Primary Usage(s) or 

Percent(s) 
Occupants

• Enter the space updates into the ReADY space survey.



Space Representatives

Space Survey Approver: 
• Review whether the Space Surveyor has followed the correct process.
• Verify that the space information surveyed is accurate and complete for all 

locations.
• Adjust the space survey as necessary or send it back to the surveyor for revisions 

when required.
• Route the Space Survey to the Space Administrator (Office of Space Planning) for 

final review and completion.



Space Survey Link – You will receive an email with a link(s) to your space survey(s).

• Click on the Link.

• Use SSO to log in

Space Survey Resources
  



Space Survey Resources
  
ReADY Floor Plans
Help you visualize the locations of your organization.
It is easy to spot inconsistencies between the signage and the room numbers.

The Space Viewer Floor Plan displays 
the building information, location 
numbers, and ownership details.



Space Survey Resources
  Appendix A: Functional Use Codes
 The provided codes and descriptions help to determine how rooms are being used 

and are used to calculate the Facilities and Administrative (F&A) rates.



Space Survey Resources
  Appendix B: Location Type (FICM) Codes
 They are used to categorize spaces based on their primary use.
  If you notice the FICM needs to be updated, please submit an AiM space request.

https://space.nmsu.edu/documents/Space%20Change%20Procedures_10.17.2024.pdf


Space Survey User’s Guide
 The Guide will be available on our website when the Space Survey Links are sent.

Space Survey Resources
  



In-Person Training Session

• The ReADY Tool Training will cover the following topics:
General Navigation to the ReADY tool
Start your Survey
Organizational Occupancy(s)
Primary Usage(s) and Percent’s
Occupants
Complete the Space Survey



Space Survey Timeline and Due Date
Allow yourself plenty of time to complete your survey

SURVEYS SENT

• MAY 08, 2025

The Office of Space 
Planning sends the 
Space Survey FY2025 
Links to the Space 
Surveyors and 
Approvers.

PERFORMING THE 
SPACE SURVEY 

TIME

• The Space Surveyor
Collects, Verifies, and 
Updates Space Data.

DUE DATE FOR 
COMPLETING THE 

SURVEYING 
PROCESS

• JUNE 16, 2025
The Space Surveyor 
completes and submits 
the space survey to the 
Space Survey Approver 
for review and 
certification.

REVIEWING AND 
MODIFYING 

SURVEY 
INFORMATION

• The Space Approver 
Reviews, Verifies, 
Modifies, and Certifies 
the Survey process and 
data. If necessary, 
return the Space Survey 
to the Space Surveyor 
for corrections.

DUE DATE FOR 
CERTIFYING THE 
SPACE SURVEY

• JUNE 30, 2025
The Space Surveyor 
submits the Space 
Survey to the Space 
Administrator – Office 
of Space Planning for 
Final Verification.

SPACE PLANNING

• The space 
administrator reviews 
the space survey 
process. If everything is 
correct, the survey will 
be finalized. Otherwise, 
it will be returned for 
corrections.



Contact Us
WITH YOUR QUESTIONS OR COMMENTS!

Website: https://space.nmsu.edu

Email: kames@nmsu.edu  Phone: 575-646-7734 

Edelmira Estrada Orozco – Facilities Space Planner

Kristina Ames – Facilities Space Manager

Email: eeorozco@nmsu.edu Phone: 575-646-2509

OFFICE OF SPACE PLANNING

https://space.nmsu.edu/
mailto:nkames@nmsu.edu
mailto:eeorozco@nmsu.edu
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