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	Which building has your desired space?
	Which building has desired space?	Space Requested (office/cubicle #)
	Room #
	Name of Occupant needing space
	Who is moving into this space?	New Employee?
	Y/N
	Business Title
	What is the position/business title of this person?	Type
	Employee Type?


	Date Space Needed 
	Preferred date for requested space	Duration Needed
	Duration
	Please allow 14 business days to allow for processing and VIT/Fac Ops work scheduling

	Mailbox Location
	To which BUILDING will Mailroom deliver occupant’s mail?	Mailbox Room #
	To which ROOM does Mailroom deliver unit’s mail?


	Occupant’s Current Building
	If NOT a new employee, where is Occupant moving from?
	Current Room #
	Room #
	Details/Justification for Request
	Justification, current space’s assigned user/purpose, equipment that has to move out of current space, or any additional details needed for this request
	Previous Occupant
	If request IS for new employee, who/what occupied this space previously?


	Requesting Unit
	Requesting Unit	Budget # 
(PG or GR)
	How paying for changes if external vendor needed?
	Your Name 
	Your Name
	Default Cost Center and Function
Look in Workday to copy & paste employee’s assigned Cost Center and Function.  CR FIN Financial Related Worktags (sorted by Cost Center, Function, and Worktag) is also available for your use.

	Cost Center (include CC number and name)
	example: CC0106 Vancouver | Arts and Sciences - Administration
	Function (based on Cost Center)
	example: FN001 Instruction General

	Your Email
	Your network ID	@wsu.edu
	Your Phone
	Your Phone


	APPROVALS

	Unit Director
	Director Name	Phone
	Director Phone
	Unit Director Signature
	Director Signature text/picture	Date
	Date-Director
	Division VC or AVP Signature
	VC/AVP Signature text/picture	Date
	Date-VC
	academic, enrollment & faculty spaces – send to laurel.tygart@wsu.edu
OCC spaces – send to theresa.knott@wsu.edu
	research & grad education spaces – send to holly.davis@wsu.edu
student affairs spaces – send to jgraisy@wsu.edu




	EVALUATION: Capital Planning/Space Analyst (send to jean.duffett@wsu.edu)

	Recommendation
	☐ Approve
	☐ Do NOT Approve

	Attachments for Facilities Review and Final Determination
	☐ Drawing/layout
	☐ Emails
	☐ Other:
	          

	Notes
	          

	Signature
	Signature text/picture	Date
	Date-Space


	REVIEW: Facilities Operations (Jean will route to van.plant@wsu.edu)

	☐ Requestor needs to submit request to clean space in Ready Aim
	☐ Requestor needs to submit 
Key Assignment form in Ready Aim
	☐ Requestor needs to submit 
Key Return form in Ready Aim

	☐ Work needed to be performed by Facilities:
	Facilities Notes re: needed work, supplies, vendor
	☐ Materials or equipment needs to be ordered:
	

	☐ Outside vendor needed:
	

	Signature
	Signature text/picture	Date
	Date-Facilities


	FINAL DETERMINATION: Senior Assoc. Vice President for Finance & Operations (Facilities will route to SAVPFO)

	
	☐ Approved as recommended by Space Analyst

	
	☐ NOT Approved

	Notes
	          

	Signature
	
	Date
	Date-SAVPFO


	ROUTING: Assistant to the Senior Associate Vice President for Finance & Operations

	Jean Duffett, Space Analyst
Rick Snead, Facilities
Dennis Giles, Facilities
	Mailroom
VIT/Evita
Public Safety
	Requestor
Unit Director and Admin
Vice Chancellor’s Admin
	Others (if any):
	Others not already in distribution
	
	
	
	Emailed Date
	Date Emailed
	@Requestor:
· Upload a copy of this approved Space Request to Ready Aim workorder requests.
· VIT will move all electronic equipment.  Please do not unplug or relocate any devices.



(Continued Next Page)

See UPPM 20.20 for Washington State University State Allocation Policies.  
See WSU Vancouver’s Capital Planning and Development for Space Allocation Guidelines, assignment of spaces, and approvals.
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