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4.  Discuss the outcome of your 
negotiations about your space 
request with all Department 
Heads (or designated 
representatives) that will be 
affected by it. 
 

 

5.  Do you have any space 
within your department that is 
not currently utilized or is 
underutilized?  If yes, please 
give the specific location(s) of 
this space and its approximate 
net useable square footage. 
(Note: Although you might not 
have enough space for your 
current request, you may have 
space that would accommodate 
some other activity and thereby 
free-up space for your current 
request.) 

 

6.  If construction or renovation 
is required to the space you are 
requesting, please describe in 
detail what modifications are 
necessary and their estimated 
costs.  Provide an itemized list 
of estimates citing the reference 
of the estimate. 

 

7.  What are the estimated costs 
of any new equipment, furniture, 
carpeting, or other expenditures 
that will be needed if this 
request is approved?  What was 
the source of your estimates for 
these items?  Please itemize 
each cost separately. 

 

8.  Give totals costs: 
  - Cost for Renovation 
  - Cost for Furniture 
  - Cost for CT equipment 
  - Miscellaneous cost for 
    Activation 
  - Total Cost 

 

 
Please note that all the above requested information on this form must be fully provided or 
else the Space Utilization Board will not be able to process the request 
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