
 
 

Request to Change Space Use and/or Occupant 
 

 
Requestor: _______________________________________ Ext: _____ Department: ____________________ 
 

Building: ____________________________________________ Room No: _____________________________ 
 

Current  Space Use:             

 
 
 
 
 
 
 
 

 

Proposed Space Use: 

 
 
 
 
 
 
 
 
 

Approvals 
 

Department Head: __________________________________________________________________________ 
 

Date: _________________________________   Approved      Declined  
 
Division Head/Provost (for Academic Division): ___________________________________________________ 
 

Date: _________________________________   Approved      Declined  
 
Director of Facilities Planning & Construction: ____________________________________________________ 
 

Date: _________________________________   Approved      Declined  
 
Vice President for Finance & Administration: _____________________________________________________ 
 

Date: _________________________________   Approved     Declined  
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