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Academic Affairs Space Request Instructions 

The AA space committee reviews proposals for changes in workspace within Academic Affairs (AA). The 
objectives of the committee are (1) to advise the provost on matters of space allocation, and (2) to serve as a 
faculty/staff oversight committee to help make the most efficient use of WKU AA Space. Space moving 
between departments or programs, even when mutually agreed by all parties, requires approval through the 
use of the Space Request Form. This will help Academic Affairs keep track of occupancy, and will also enable 
the committee to determine if other space could be an even better fit than the one identified in the request. 
Department/Program Heads/Chairs may reallocate space within their own domain without completing a 
request form. Instead, please notify Academic Affairs by email of any major changes to the use of a space in 
that case. Area changes from one occupant to another within a program do not need to be reported, but if, for 
example, a large room is divided into several smaller workspaces, this should be reported to allow AA to 
maintain accurate records.  

Procedures: When a space need is identified, the Academic Affairs Space Request Form should be completed 
by the requesting party in consultation with appropriate department heads and deans. Please note that 
advance consultation with Instructional Technology (IT) and the Planning, Design, and Construction (PDC) 
Office will significantly increase the likelihood that a request will be approved in a timely manner. Meetings 
are held according to the schedule posted on the Academic Affairs website. To be considered, the request 
must be completed (including department and dean approvals) and submitted no later than three weeks prior 
to the scheduled meeting date. This will allow IT, PDC, and the designated college committee member to 
review and refine the request. A representative of the requesting party (the “Contact Person”) will be invited 
to state their case at the space committee meeting. In the event of a request for space transfer between 
colleges, affected representatives from both colleges will be asked to attend the meeting to allow the 
committee to make a fair, informed decision.  

Form: The Space Request Form should be completed as thoroughly and concisely as possible. Moving is a 
complicated process, with more renovation necessary than is often immediately obvious. To complete the 
move as efficiently as possible, a detailed inventory is necessary. There are four different types of request, 
defined as below. Select the one which best matches your request. 

1. The current space (if applicable) must be identified to ensure that needs are adequately met. Report 
on each room separately (as should be done for all questions, 1-8).  

2. Be as explicit as possible about your physical needs. If you are not sure, consult with PDC and IT to help 
you determine your needs.  
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a. Square footage is needed for every room requested, but approximations are acceptable. If the 
layout is specialized (e.g., a long, narrow space is needed), please mention that as well. 

b. Be specific, and anticipate things such as the number of electronic devices (computers, lamps, 
printers, faxes, shredders, copiers, etc.), including any equipment that might require a power 
source other than 110 V. For office space, it is acceptable to indicate “standard office space for 
x staff, with y computers, z printers…” and then add any storage (including shelving, closets, 
etc.) or plumbing needs. Studio, Performance, Laboratory, or other more tailored spaces should 
be very explicit here about all needs.  

c. Before you consult IT, determine the number of computers, phones, faxes, copiers, network 
printers and devices, audio-visual equipment, or other electronic equipment needs you have. 
Then, consult with IT to ensure that your needs can be met as efficiently as possible. Do not 
assume that because you see a network outlet, a network line exists in the space. 

d. It is necessary to notify inventory control separately from this form for any inventoried 
equipment which is moved from an existing space. Identify any needs (electrical, plumbing, 
network, HVAC) that each piece of equipment needs.  

e. Desks, chairs, file cabinets, dividers, tables, and standing bookshelves are all furniture. Having 
this information (what and how many of each item) helps us understand your square footage 
needs.  

f. Some offices will have special privacy needs. It is usually possible for multiple staff members to 
share a space in a way that allows the best use. However, there are certain positions that 
require confidentiality, or added security for records, supplies, or equipment. Research or other 
spaces containing controlled substances, or locations where medical records are stored are 
both good examples.   

g. If you believe that your space has clientele or occupants with specific ability-based 
accommodations needed, please discuss this in your consultation with PDC.  

3. Requests suggesting “no cost” will typically be returned for revision unless this is clearly demonstrated. 
There are costs associated with installation of outlets, network lines, painting, moving, and rekeying. 
All of these should be considered. For large projects, a detailed list would be best.  

4. Concisely describe the programmatic need for the new space. What changes to the program’s 
productivity can be expected as a result of this move? How will the University community benefit?  

5. Blueprint copies are available from the AA site. Check with AA to confirm the current utilization of this 
space. If the space is occupied by another program in your college, consult with them through your 
dean to resolve the matter. If the desired space is occupied by another college, both deans must sign 
the form to indicate awareness of the request. Failure to do so will result in the return of the request 
without review. See Approvals below. 
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6. Sometimes, a “trade” can be arranged. A blue print is requested for any vacated space.  
7. If the space will only be used certain days during the week, would you consider sharing the space with 

another program at the other times? Willingness to do so will make it easier to get you the best space 
possible.  

8. Dates should not be before one week following the scheduled committee meeting. Emergency 
requests can be handled directly by academic affairs (in the event of a catastrophic building event, for 
example). 

Approvals: Department/Program Head/Chair and Dean approvals must be included for all requests to 
proceed. By signing the document, Deans in the requesting college are indicating that they approve of the 
request as submitted, and that they have notified any affected current occupants of the space. In the case of a 
request for space to transfer from one college to another, the dean of the requesting college signs to indicate 
approval of the request, but the second dean signs to indicate awareness of the request. The signature of the 
second dean does not imply consent to the request. These matters will be decided by the committee following 
statements from each party.  
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