Space Request Form

UConn Health Center

Department of Campus Planning, Design & Construction

This form is intended to assist and formalize the process of requesting University space.  This completed form assists Campus Planning in tracking space use and projecting space requirements on a campus wide basis.  The space inventory managed by the Campus Planning is the official record of space assignments.  Requests require various approvals from administrators.

Date of Submission:  ______________    ________________   _____________



               (Month)                      (Day )                      (Year)

Space Requested

Brief Description of space required.  (Include SQ. FT.)

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Preferred Building location: ____________________________

Room Numbers of Space Vacated As Part of This Request: ________________________

Room Numbers of Space Requested: ______________________________

Permanent Assignment _________________ Temporary Assignment _______________

Date Required: _________ __________  __________ Until: _________  __________  ______

                          (Month)        (Day)           (Year)          
   (Month)
 (Day)
         (Year)

Space Request Form

Justification for space assignment

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Detailed Space Summary:  (Please complete attached chart.  Completions of this form will assist in the evaluation of your space request.)

Space should be assigned to:

Unit: _________________________

Department: ________________________________

Contact Person: _____________________________ Phone No.: _________________

Position: ______________________________ Email: __________________________

Submitted by: _______________________________________

Submit to:  Campus Planning, Design & Construction

   
        Fax: 679-1279


                    Email: Trutter@uchc.edu

                                          For Planning, Design & Construction ONLY
Request reviewed by: ______________________________ Date: __________________

Recommendation: 

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

_________________________________________

Director, Campus Planning, Design & Construction

Please refer to next page for detailed requirements.

Space Management Committee Action:

Date: ____________ Approved _______________ Declined __________________

Space Request Form

In order to efficiently evaluate your space needs, please complete the chart below, indicating position title, name, start and termination date, room number, and other requirements for each of the staff concerned.

This form is also available in excel format upon request.

	Position Title
	No. of

Current

Staff
	No. of 

New

Hires


	Name of Staff member
	Position

Start Date

(day/month/

year)
	Position 

Termination

Date if

Applicable.

(day/month/

year)
	Room 

Number
	Space

Usage

(i.e. Office, Lab.

Equipment

Room, etc.)

	Dean
	
	
	
	
	
	
	

	Director
	
	
	
	
	
	
	

	Department Head
	
	
	
	
	
	
	

	Professor (all ranks)
	
	
	
	
	
	
	

	Visiting Professor
	
	
	
	
	
	
	

	Manager
	
	
	
	
	
	
	

	Technical Position
	
	
	
	
	
	
	

	Teaching Assistant
	
	
	
	
	
	
	

	Research Associate
	
	
	
	
	
	
	

	Supervisor
	
	
	
	
	
	
	

	Secretary
	
	
	
	
	
	
	

	Graduate Students
	
	
	
	
	
	
	

	Post Doctorate Fellows
	
	
	
	
	
	
	

	Emeritus Professors
	
	
	
	
	
	
	

	Other
	
	
	
	
	
	
	

	No staff involved

Space only (i.e.,

Equipment room, 

Mail room)
	
	
	
	
	
	
	

	Total number of

Staff
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	








