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	SPACE REQUEST TO THE DEAN
THE HOME DEPT/UNIT IS RESPONSIBLE FOR MAXIMIZING THE PRODUCTIVE USE OF THE DEAN’S SPACE CURRENTLY ALLOCATED TO THEIR PROGRAM.   THIS FORM IS TO BE SUBMITTED ONLY IN UNUSUAL SITUATIONS WHEN THE NEW SPACE NEED CANNOT BE FULFILLED BY THE DEPT/UNIT.   

RESPONSIBILITY FOR MOVING, FURNITURE, REQUESTS TO FM FOR KEYS, PAINTING, ETC. RESIDE WITH THE DEPT./UNIT.


	Date:
	

	Requesting Dept/Program:
	

	Requestor:
	


	What- Select your space need

	□ Faculty Office
	□ Faculty Lab and Square Footage

	□ Staff Office
	
□ Wet: _____ sq. ft.

	□ Student Office: _____ (# students)
	
□ Instrumentation:_____ sq. ft.

	□ Conference/Meeting Space
	
□ Computational:_____ sq. ft.

	□ Other:____________________________
	
□ Unique: _____ sq. ft.


	Where- Select your preferred location 

	□ Tech
	□ Cook
	□ Catalysis
	□ Ford           
	□ 1801 Maple


	Who- Indicate assignee for the requested space

	□ Full-time Faculty:____________(name)
	□ Post Docs:______ (#)

	□ Joint Appt Faculty:____________(name) 
	□ Grad Students:______(#)

	□ Emeritus Faculty:____________(name)
	□ Permanent Staff:______________(name)

	□ Research Faculty/Visitor/Eshbach
	□ Other:_______________________


	When- Please state desired dates of use

	Start Date:
	

	End Date/Permanent:
	


	Why- Explain the need for new space beyond current allocation. What has changed?

	


	Suggestions- Indicate any ideas you have (i.e. space trade with other faculty/other dept) that would facilitate this need.

	


Please submit this form to Deirdre Dennett (Tech L374 or d-dennett@northwestern.edu).

Administrative use only. Do not write below this line

DD to Dean:
Decision:
