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	Office of Facilities Management

Space Request and Classification Change Form

	Section II of this form is for requesting space classification changes. Section III is for requesting new space. Upon completion, email the form to batchets@udmercy.edu. A representative from Facilities Management will be in contact with you shortly to collect the specifics of the data changes and will update the space management database as required.

	 FORMCHECKBOX 
  Space Change – Fill out Section I & II
	 FORMCHECKBOX 
  New Space Request – Fill out Sections I & III

	Section I - REQUESTOR INFORMATION

	NAME: 
	     
	COLLEGE/DEPARTMENT:
	     

	PHONE:
	     
	FAX:
	     
	EMAIL:
	     
	DATE:
	     

	
	
	
	
	
	
	
	

	Section II - SPACE CLASSIFICATION CHANGE

	Please list all buildings that are affected by this update:
	

	1.
	     
	3.
	     

	2.
	     
	4.
	     

	
	

	Does this update affect multiple rooms?
	 FORMCHECKBOX 
  YES
 FORMCHECKBOX 
  NO

	Please check all that apply:
	

	 FORMCHECKBOX 
 Change in function
	 FORMCHECKBOX 
 Discrepancies in current space data/reports

	 FORMCHECKBOX 
 Reassignments across Departments
	 FORMCHECKBOX 
 Vacate/Departure of space

	 FORMCHECKBOX 
 Reassignments across Colleges/Schools
	 FORMCHECKBOX 
 Other
	

	Is the Dean/Director/VP of the College/School/ Administrative Department aware of these changes?
	 FORMCHECKBOX 
  YES             FORMCHECKBOX 
  NO

	Section III - NEW SPACE REQUEST INFORMATION

	Description of Space Request

	1. Space will be used for:   FORMCHECKBOX 
Instruction    FORMCHECKBOX 
Research    FORMCHECKBOX 
Administration    FORMCHECKBOX 
Storage    FORMCHECKBOX 
Support    FORMCHECKBOX 
Other

	2. Space will be used by:    FORMCHECKBOX 
Faculty         FORMCHECKBOX 
Staff           FORMCHECKBOX 
Student                FORMCHECKBOX 
Other

	3. Have you located a suitable location for this new space that may be available?           FORMCHECKBOX 
Yes           FORMCHECKBOX 
No

	If NO, please proceed to line 8.
If YES, please describe, using building/room numbers or attach drawing/floor plans/diagrams: 

	
	     

	

	4. Will you be vacating your current space?    FORMCHECKBOX 
Yes      FORMCHECKBOX 
No

	5. Will there be any remodeling or enhancements to accommodate your proposed use?    FORMCHECKBOX 
Yes      FORMCHECKBOX 
No   

If YES, fill out a Construction, Remodeling, Renovation form, forward to Facility Operations, and attach a copy to this form.

	6. Will you need any additional/new furnishings?    FORMCHECKBOX 
Yes      FORMCHECKBOX 
No

	If YES, please briefly describe these changes (If more space is needed, you may attach additional page):

	
	     

	

	7. Please briefly describe how the space will be used and why new/additional space is needed (you may attach drawing/floor plans/diagrams):

	
	     

	

	Continued on Page 2
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	8. Please briefly describe any special requirements for this space including the need for proximity to other facilities (If more space is needed, you may attach additional pages):

	
	     

	

	

	Section IV - APPROVALS

	Approval Process: For your convenience, your electronic submission of the completed form serves as your approval of the provided information.  In the body of the email, please state that the attached document is authorized.   Upon completion, forward the approved form as an attachment with your authorization via email to batchets@udmercy.edu.  

	
	

	
	Dean/Director (if not the requestor)
	NOTES:
	     

	

	
	 FORMCHECKBOX 
 Forward to Facilities Mgmt – Recommendation Approved
	
	
	

	
	 FORMCHECKBOX 
  Return to Requestor – Not Recommended
	
	
	

	
	 FORMCHECKBOX 
  Return to Requestor –More Information Needed
	
	
	

	
	
	
	

	
	Facilities Management
	NOTES:
	     

	
	

	
	 FORMCHECKBOX 
  Forward to President's Council for Determination - Approved
	
	
	

	
	 FORMCHECKBOX 
  Return to Requestor – Not Recommended
	
	
	

	
	 FORMCHECKBOX 
  Return to Requestor –More Information Needed
	
	
	

	
	
	
	

	
	President's Council
	NOTES:
	     

	
	

	
	 FORMCHECKBOX 
  Forward to Facilities Management – Approved
	
	
	

	
	 FORMCHECKBOX 
  Return to Requestor – Not Recommended
	
	
	

	
	 FORMCHECKBOX 
  Return to Requestor –More Information Needed
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