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	Date Received
	

	


	Step I: Request for Space Allocation

	Requesting Dept.
	
	Date
	

	Dept. Contact
	
	Phone
	

	
	
	E-Mail
	

	

	Space  Description:




Justification:






Funding Source:       ________________________________________
                                                   (account name & number)



Authorizing Signatures:
	Dean/Dept. Head
	
	Date
	

	Administrative Head
	
	Date
	

	Vice President/Provost
	
	Date
	




	Step II: Executive Staff Review & Recommendation








Authorizing Signature:
	AVP Facilities Services:
	
	Date
	




	Step III: President




	President’s Signature
	
	Approved
	
	Denied
	
	Date
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