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1) Description of Current Location:
a. If the program currently exists, list where the office/program is currently located and list the staff/faculty that currently occupy the space (indicate all building and room numbers – list each room separately) 

· 
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· Current Building Name
· Room number (see floor plans)
· Assignable square feet (ASF) (see floor plans)
· Describe the Type of Space (office, cubicle, storage, etc)
· Name of person, center, dept., group, etc for EACH room number
· Job Title/Classification (of each person)
· Status (F/T, P/T, Temp)
· Number of stations (or seats)


	Building Name
	Room Number
	ASF         (see                   floor                 plans)
	Type of Space                      (office, cubicle etc)
	Name
	Job Title or Classification
	Status
	Number of Stations
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2) Description of Requested Location:
a. If the program currently exists and additional/new space is needed due to program growth, additional staff, program consolidation, etc. please indicate the new program or space needs.
	Building Name
	Room Number
	ASF         (see                   floor                 plans)
	Type of Space                      (office, cubicle etc)
	Name
	Job Title or Classification
	Status
	Number of Stations
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