New Space Request and/or Space Renovation Request Form
July 1, 2007
Rosalind Franklin University of Medicine and Science
Request Date       

Name of person making request       
Department       
Phone       
Email       



Type of Request
1.  Request for Space Renovation   FORMCHECKBOX 

2.  Request for New Space  FORMCHECKBOX 

3.  Request involves both 1&2  FORMCHECKBOX 

A. If this is a Request for Space Renovation of space under your authority and you have budgeted sufficient funds in your current
budget for this renovation, check Yes  FORMCHECKBOX 
  and give a Budget account #                                     .  If you do not have funds for this renovation, check No  FORMCHECKBOX 
.  (Your current budget may be re-budgeted if funds are available.  Research space costs are approx. $200/ft2, while other space costs are approx. $150/ft2).  If you marked No, then proceed to Section D and follow the instructions provided. 
B.  Any space renovation must involve design plans.  You MUST PROVIDE a budget number for these design plans.  
Budget # account                                                                  (These costs are $110/hr. Budget 4 hours for design time).
C.  If the answer to “A” above is Yes and a budget number for both “A” and “B” above has been provided, the requester need only obtain the signature of the lowest level of authority for the particular category of space renovation being requested (see bottom of the form for space categories and levels of authority) and simply submit the form to the Office of Facilities Management with a brief description of the nature of the work being requested.  For example, if a Chair is the requester, he/she signs the form and directly submits the form to the Office of Facilities Management. The same applies for Deans, VPs, etc.  The office of Facilities Management will contact the requester for development of the designs and provide to the requester an estimated completion time for the renovation.     
D.  If you do not have funds to pay for the renovations you are requesting or are requesting new space (space not currently under your authority) with/or without new space renovations, the requester must receive approval through the lines of authority for the particular category of new space being requested.  The lines of authority for the four basic categories of new space are shown at the bottom of this form.  You must receive ALL SIGNATURES for your particular category before the request is submitted to the Office of Facilities Management.  Once these signatures have been obtained, the following steps must be followed:   
1.
The Requester will provide a justification for the space renovation that they lack funds to support or the new space
they are requesting (with or without new space renovation) to the Office of Operations and Maintenance who will process the request.  If the request involves design plans (renovations), you MUST PROVIDE a budget number for these design plans.  Budget # account                                           (These costs are $110/hr. Budget 4 hours for design time).

2.
The Office of Facilities Management will consult with the requester and the Chair of the University Space Allocation Committee (USAC) and provide to the USAC the following information:

a.
Written evaluation of present space utilization by the requester of unit requesting new space or space renovation.


b.
Impact of space request on other units in the University.
3.
The Office of Facilities Management will provide to the USAC a cost analysis of the request and a design plan for the proposed work.  This must include input from IT for any computer support needs required.  The costs of this analysis and design plan will be paid by the requester or unit making the request using the budget number listed in D1. 
Listed below are the lines (levels) of authority for the four basic categories of new space requests.  For requests that fall under Section D above, obtain all signatures from the space category that applies to your request: 

1. Academic/Research Requests:               2. Admin/Div/Staff Request:               3. Clin. Care & Clin.                  4. Non-Clinical Teaching 



 Teaching Space Request:       Space Request:


Department Chair



Manager


   
    Clinical Unit Head

VP Academic Affairs

Dean (Directors of Research
Division Head
VP Health Sciences
Support Labs only need the

signature of the VP for Res.






VP Res. (For requests from   
VP of Admin. Division
Research Support Labs)
E. Final Recommendation of the University Space Allocation Committee (requester will obtain a written report). 







