


[bookmark: _GoBack]DkIT SPACE REQUEST FORM
Please use this form for space requests (i.e. change of existing space, new space, expansions, reductions and/or relocations).  Complete all sections of the form.  Email completed form to spacerequest@dkit.ie 

	Requesting Department:
	
	Date:
	

	
	
	
	

	Contact Name:
	
	Extension:
	

	
	
	
	

	Title:
	
	Email:
	



	Space Requested:


	Office
	
	
	Square feet needed
	
	

	Classroom
	
	
	
	

	Computer Lab/Classroom
	
	
	Preferred Location (Building)
	
	

	Work Area
	
	
	
	

	Lab
	
	
	Date needed by
	
	

	
Other  ______________________________________________________________________________________



	Space Utilisation:

	Temporary Dates:
	From:
	To:

	Permanent Date:
	From:
	To:

	Number/FTE of occupants
	
	

	

	Purpose of Request:
Provide a description of the request.  Include information on existing facilities, if any, and what additional or new space is needed and why.  If a remodel, briefly explain the changes requested.  List any features required in the requested space.

	

	

	

	

	Are there special requirements of the new space: (e.g. location, visibility, access, adjacencies, relationships to other programmes, etc.):


	

	

	

	

	

	

	Describe briefly why your existing space is inadequate:


	

	

	

	

	

	Describe any other factors to consider:


	

	

	

	



	Approvals:
The signatures of the Requestor and the relevant reporting Executive Board member (Head of School (HoS)/Vice President (VP)).  The HOS/VP will be notified when a final decision is made.

	
	
	

	

	
	

	Requestor
	Signature
	Date

	
	
	

	
	
	

	HOS/VP
	Signature
	Date



Space Management Committee Use Only

	Date of Review:
	

	Assessment:
Priority:                       High  □               Medium  □               Low  □


	Score 6-9 = High; Score 4 = Medium; Score 1-3 = Risk

	
	

	Decision:
	Approved
	
	

	
	Request Further Information:
	
	

	
	Deferred Until (insert time frame)
	
	

	
	Rejected:
	
	

	
	
	
	

	Comments:




	Signed:
	Date:

	(on behalf of Space Management Committee)
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