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YSM Space Data Review – Policy
Responsible Office:	MEDFIN Finance and Administration
Policy Sponsor:	Andy Pels						
Effective Date:		11/01/2024	
Scope
This policy applies to all departments within the Yale School of Medicine. Each department is responsible for reviewing and updating their space data on a quarterly basis.
Reason for the Policy
The policy is needed to ensure accurate, complete, and up-to-date space data within the Yale School of Medicine. By mandating quarterly reviews and updates of space data across all departments, this policy aims to optimize resource allocation, enhance efficiency of space utilization, improve space management, aid in decision making and support strategic planning initiatives.	
Definitions
[bookmark: _Toc425171621]N/A
[bookmark: _Toc427373286][bookmark: _Toc425171622][bookmark: _Toc425171625]Policy Sections 
Space Review
Each department is required to conduct a thorough review of space data within their department and make the appropriate updates in the space database on a quarterly basis to achieve accuracy and completeness of space reporting.
Escalation
If a department does not adhere to this policy, YSM Financial Planning & Analysis (YSM FP&A) will escalate to the YSM Deputy Dean of Finance & Administration.
Special Situations & Exceptions
Exceptions to this policy must be documented using the YSM Policy/ Procedure/ Guideline Exception Request - Form and presented to ysmcontroller@yale.edu.  
Roles & Responsibilities
Administrative Staff
· Review and update space data quarterly.
Lead Administrator
· Oversee the space data review process within their department and ensure accurate space data is maintained and updated quarterly.
YSM Financial Planning & Analysis (FP&A)
· Oversee the implementation of this policy and provide support and training to departments as needed.  YSM FP&A also works with the University Facilities team to obtain additional approvals needed.

Contact Information 
· [bookmark: _Hlk497987165]YSM Director of Financial Planning & Analysis: andy.pels@yale.edu
· YSM Assistant Director of Financial Planning & Analysis: trinity.kiley@yale.edu
· YSM Financial Analyst, Financial Planning & Analysis: mariah.priest@yale.edu

Related Information
YSM Space Data Review – Procedure  

References
Yale Assetworks
YSM AssetWorks Single Room Update Instructions - Reference  
YSM AssetWorks Single Room Update Quick Guide - Reference 
YSM Space Dashboard – Power BI
Helpful Info.xlsx

Version History
· 05/28/2024: New policy, no previous versions
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