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Request for allocation of a 
common teaching space
Office of Estate and Commercial
If you have identified a requirement to be allocated space that is currently designated as common teaching space, please complete this form electronically and email a signed and scanned copy of the form AND floor plans that clearly show the space requested to the Western Sydney University Timetabling Co-ordinator.
To complete this form electronically, tab from field to field.
Contact details of requestor
	 School, Unit or Entity:      
	Contact person:      

	Email address:      
	 Telephone:      


Request supported by Director/Head of School

	Name of Director/Head of School:      
	 Signature and date:


Details of common teaching space you would like to be allocated

	 Proposed date for allocation:      

	 Details of space:      

	 Requirement for space:      

	Will this re-allocation involve capital works?      FORMCHECKBOX 
 No      FORMCHECKBOX 
 Yes – If ‘yes’, you will need to complete a PIB Project Initiation Brief—a template will be emailed to you upon submission of this form.

	Will this re-allocation involve removal services?      FORMCHECKBOX 
 No      FORMCHECKBOX 
 Yes – If ‘yes’, please complete a Client service request form, available from the OEC website: www.westernsydney.edu.au/oec



Request approved and signed by Deputy Vice-Chancellor /Vice-President (DVC/VP)
	Name of DVC/VP:      

	Signature of DVC/VP: 
	 Date:      


To be completed by Timetabling

	Please tick which one of the following three scenarios is applicable:

( The common teaching space requested is surplus to common teaching needs
( The common teaching space requested may be surplus to common teaching needs if 
     alternative space can be found as a replacement
( This request for common teaching space can be accommodated by re-timetabling existing
     common teaching spaces. List courses that will need to be re-timetabled as a result of this  
     proposal (attach additional documentation if necessary): 


	The space can be released from the common teaching space pool?          ( No        ( Yes
Please provide additional comments: 




Request approved and signed by Courses and Timetabling Manager
	Name of Courses and Timetabling Manager: 

	Signature of Courses and Timetabling Manager: 
	 Date: 


Timetabling to email a scanned copy of this form AND floor plans that clearly identify the space the requestor would like to be allocated to OEC’s Space Co-ordinator, Janet Canlas (j.canlas@westernsydney.edu.au). Building floor plans can be downloaded from the GIS: http://uwsgis.uws.edu.au/
OEC office use only
	Date received:
	OEC Estate Master Planning and Strategy notified of request?

  ( No       ( Yes  FORMTEXT 


	Noted by Associate Director,  Estate Master Planning and Strategy: 
Michelle Lee
	Signature and date:

	Endorsed by Executive Director, Estate and Commercial: 
Bill Parasiris
	Signature and date:

	This request for allocation of a common teaching space has been  ( accepted

             ( rejected

Vice-President (Finance & Resources): Peter Pickering
	Signature and date:

	Applicant notified of outcome      ( No       ( Yes
	Effective date:
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