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Request to relinquish allocated space
Office of Estate and Commercial
To relinquish space that your School, Unit or Entity has been allocated, please complete this form electronically and email a signed and scanned copy of the form AND floor plans that clearly identify the space to be relinquished to OEC’s Space Co-ordinator, Janet Canlas (j.canlas@westernsydney.edu.au). Building floor plans can be downloaded from the Western Sydney University GIS: http://uwsgis.westernsydney.edu.au/
To complete this form electronically, tab from field to field.
Contact details of requestor
	 School, Unit or Entity:      
	Contact person:      

	Email address:      
	 Telephone:      


Details of space to be relinquished
	 Type of space:           
	 FORMCHECKBOX 
 Teaching

 FORMCHECKBOX 
 Ancillary space

 FORMCHECKBOX 
 Meeting room
	 FORMCHECKBOX 
 Academic

 FORMCHECKBOX 
 General facility
	Proposed relinquishment date:      

	 Details of space:      

	 Reason for relinquishing space:      

	Is the space vacant?      FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No – If ‘no’ please list items left in space (i.e. desk, bookcase). Items left in space will be regarded as surplus to needs and will be disposed of, recycled or stored for 
re-use:      
Note: in accordance with the Western Sydney University Space Management Policy, “all space vacated by individuals or units is to be left in a state appropriate for final clean up”.


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

	Signature of DVC/VP: 
	 Date:      


OEC office use only
	Date received:
	Recommendation for acceptance/rejection (include comments as necessary to explain recommendation): 

	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 to relinquish space has been 
        ( accepted                      ( rejected
Vice-President (Finance & Resources):  Peter Pickering
	Signature and date:

	Applicant notified of outcome?  ( Yes

                                                           ( No
	Effective date:
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