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[bookmark: _GoBack]Space Allocation/Modification Request Form
For All University Buildings


[bookmark: Text1]Date:      


The requestor may attach a document if there is insufficient room on the form.
Please direct any questions about completing this form:
For equipment and furniture to the Business and Contracts Director – ext. 2247
For space allocation and modification to the University Engineer - ext. 2248
Once completed with all required approvals please submit to Finance and Estates Admin. Assistant – ext. 2238

	[bookmark: Text2]Requestor:      
	Ext:      	

	Program or Department:      

	Faculty or VP Area:      


Section A: Occupancy Information
	Is your request to:    ☐ Change Function of current used space             Room/s number:                              
                                    ☐ Allocate new space

Who will use the space:
☐ Students 
☐ Faculty
☐ Staff 

   For faculty or staff list Name(s) and Title (s)
Click or tap here to enter text.


	
[bookmark: Text3][bookmark: Text4]Start Date:                   	                                       End Date (if applicable):      


	
Is the occupancy duration due to requirements set by funding sources?	☐ Yes     ☐   No 



Section B: Description of designated Use – For New Space Allocation (If modification only go to section C)
	What will be the function of the requested space (i.e. Office, lab, research, etc.)?

Click or tap here to enter text.


	Describe the type of activities to be performed in the requested space.

Click or tap here to enter text.


	Are you aware of an existing underutilized room or space on campus that would meet your needs?

Click or tap here to enter text.

	Is there space currently assigned to you for the same purpose?                               ☐ Yes     ☐   No
(If yes, please include room numbers)

Click or tap here to enter text.
	

	Will the space be shared with more than one group or department?	☐ Yes     ☐   No
(Please list groups)

Click or tap here to enter text.


	Has this space need emerged due to a new initiative or funding?	☐ Yes     ☐   No
If Yes, please explain:

Click or tap here to enter text.




Section C: Space Modifications Required
	Please describe modifications needed. 

Click or tap here to enter text.



Section D: FF & E Requirements (Furniture, Fixtures & Equipment) if any.
	Please list the types and quantity of furniture, fixtures or equipment needed. List also existing equipment if any, and its location on campus:
(This is for space allocation information only. To acquire this equipment requests must be sent in a requisition form to Procurement)

Click or tap here to enter text.


	Please indicate utilities required:

☐ Electrical -220 V	☐ Gas	☐ Floor Drain
☐ Emergency Power		 ☐ Internet	☐ Telephone
☐ Air Conditioning	   ☐ Water
☐ Other (describe):

 Click or tap here to enter text.


	Please check all features required for:

☐ Fume Hood	                 ☐  Special Key (ing)
☐ Wet Lab	               ☐  Special Lighting
☐ Other(describe):

     Click or tap here to enter text.



Section E: Required Approvals:
Only requests with appropriate approval signatures will be considered for space allocation or modification. 

	Department Head comments:

Click or tap here to enter text.

	Dean or Director comments:

Click or tap here to enter text.

	Area V.P comments:

Click or tap here to enter text.




[bookmark: Text5]Dept. Head	Signature: 	 Date:      	
(Includes Academic Chairs, Research Institute Heads, Administrative Supervisors, and Administrative Managers)


Dean or Director	Signature: 		 Date:      	
(Includes College and Administrative Deans, Administrative and Academic Directors, the Registrar, and Vice Presidents)


Area V.P.	Signature: 	 Date:       	
(Includes Academic Chairs, Research Institute Heads, Administrative Supervisors, and Administrative Managers)


	For Estates Management use only
Date Received: ___________________
  Notes: 								 
___________________________________________________________________________________
___________________________________________________________________________________
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