[image: image2.png]Imperial College




Space Change Form




Name (of person submitting form):   ………………………………………….…………………………….…






(Please print)
E-mail: …………………………………………………………………………..Phone No: …………………

Brief Description:

(Please give a short phrase which can be used as a unique reference)
……………………………………………………………………………………………………………

……………………………………………………………………………………………………………

Date: …………………………………….

Details of current occupiers of space for which details should be modified, or those requesting space/ surrendering space to College Centre:
Faculty/Administrative Division: ………………………………………………………..
Department/Sub-department: ………………………………………

Campus(es): ……………………………………………. …………………………………………….
Building(s): …………………………………………………………………………………………………………

Confirmed date of space change:………………………………


Purpose of Form:

· To request modifications to the College Space Database: (Complete Sections 1 and 4)
· Exchange of space between Divisions/Departments within a Faculty

· Correction of Errors (room descriptions/sub departments etc)

· Refurbishment Completed – space has been reconfigured;

· To request surrender space to College Centre (Complete Sections 2 and 4)
· To request additional or new space (Complete Sections 3 and 4)
Please use this form for one of the above only. 

Please use more than one form for clarity if appropriate.

--------------------------------------------------------------------------------------------------------------------------------------


· Complete section 1.1 if you are exchanging space between Divisions/Departments within a Faculty or correcting errors.
· Complete section 1.2 if you are notifying changes to be made as a result of reconfiguration of existing space.





	Please give details here of why you are surrendering this space – including details of any associated projects and/or space changes.
………………………………………………………………………………………………………………………………….
………………………………………………………………………………………………………………………………….
………………………………………………………………………………………………………………………………….
Please give details here of any discussions with other Faculties/Admin Divisions/NHS Trusts/External bodies who may be interested in taking on this space (append additional details if necessary): Note.  Space may not be received by College Centre if it does not receive written confirmation from the intended space recipient that it is willing to take on the space and associated costs.  Please append relevant correspondence if this has already been obtained.

………………………………………………………………………………………………………………………………….
………………………………………………………………………………………………………………………………….
………………………………………………………………………………………………………………………………….
· Step 1 - Download room data using the Space Database (Pythagoras) via link on Property Management website: http://spacedb.ic.ac.uk/spacedb/security/login.jsp
Or

·  Request, via email to Helpdesk, Estates or by telephone x 48000, an electronic copy of the College space database data for the space you wish to release.  (It should arrive in Microsoft Excel format).

· Step 2 -Highlight the room details for the space you wish to surrender (use red Arial italicised font for all highlighting) print out and attach to this form.

Please note that for all space released to the College Centre, Clearance Certificates and Area Decontamination Certificates (available from the Safety Department website  http://www3.imperial.ac.uk/safety/formsandchecklists/decontamination ) must be completed and signed off by your Campus/Building Manager before changes will be recorded on the space database.    
Now please proceed to Section 4 – Authorisations




Please describe briefly why additional space is required (use additional paper if required).  

…………………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………………

Please provide the following information relating to your requirements (use additional paper if required)
 Type of Accommodation (e.g. office, lab)         
…………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………………

Preferred Location (e.g. Building/Campus), please also explain why (adjacencies, constraints etc.)
…………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………………

Total Number of people to be accommodated, see also Space Planning Guidelines at: http://www3.imperial.ac.uk/propertymanagement/policy/
…………………………………………………………………………………………………………………………………
If large equipment needs to be accommodated please describe requirements below – please give details below and append additional details to the form as necessary (eg.equipment footprint, any non-standard utility requirements, and special heating/cooling requirements etc)







 …………………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………………

Any Other Considerations (e.g. linked projects, nature of activities to be undertaken in space, risks), please identify risks using the template at: http://www3.imperial.ac.uk/pls/portallive/docs/1/27795697.XLS
…………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………………

Now please proceed to Section 4 - Authorisations 


Authorisation procedure

1. If the space change involves more than one College Department/Faculty Division/Administrative Division, the Head of Department/Division for each department/division involved must sign the form to authorise the space reallocation. Please insert new signature blocks as required.

2. If the space change involves space on more than one Campus, the Faculty Campus Dean for each Campus must sign the form to authorise the space reallocation.  Please insert new signature blocks as required.

3. Once the relevant authorisations have been received as detailed in 1 and 2 above, you should send the form to your Faculty Principal/Chief Operating Officer (for admin divisions) for approval.  Your Faculty Office will then pass the form to Property Management  for consideration and processing as appropriate.

Signatures
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Once the form has been authorised by Principal/Chief Operating Officer it should be sent to the Space Manager –Ms Ghada Al-Madfai, Property Management Department, Level 5 - Sherfield Building. Document version 01/11/07.
Space Reference No: 


(For Property Management use only)





This form must be completed for all changes in space which necessitate updating the Imperial College Space Database.





General Information:





Type of change requested (please indicate below the specific purpose of this form.)





Faculty Reference No (if used):





SECTION 1 – Requesting Modifications to the College Space Database











1.1  Exchange of space between Divisions/Departments within a Faculty, or correction of errors





Step 1 – Download room data using the Space Database (Pythagoras) via link on Property Management website: � HYPERLINK "http://spacedb.ic.ac.uk/spacedb/security/login.jsp" ��http://spacedb.ic.ac.uk/spacedb/security/login.jsp�


or


Request, via email to Helpdesk, Estates or by telephone x 48000, an electronic copy of the College space database data for the space you wish to amend.  (It should arrive in Microsoft Excel format).





Step 2 - Mark up the changes you wish to be made (use red Arial italicised font for all changes) print out and attach to this form.





Step 3 – Complete a risk register template, to identify risks present in this space (this will be used to update the building risk register). Download this from: � HYPERLINK "http://www3.imperial.ac.uk/pls/portallive/docs/1/27795697.XLS" ��http://www3.imperial.ac.uk/pls/portallive/docs/1/27795697.XLS�


�





Now please proceed to Section 4 - Authorisations














1.2  Refurbishment Completed – space has been reconfigured


Complete Steps 1, 2 and 3 as shown in section 1.1 above. 





Step 4 - in addition please supply a plan of the refurbished space, with appropriate mark-up to show space alterations.








Please note that all completed work must be verified by your Building/Campus Manager before submission of this form.   Please ask your Building/Campus Manager to sign here to confirm that the work has been completed and signed off by Building Projects.





I confirm that all relevant project completion procedures have been signed off in accordance with Building Projects procedures and work is now complete on the space alterations detailed here, for the building/campus for which I am responsible.








Name (in BLOCK CAPITALS): ……………………………………………………





Signature…………………………………………………………………………….





Building/Campus……………………………………………………………………    





Now please proceed to Section 4 - Authorisations




















                  








SECTION 2 – Request to Surrender Space to the College Centre





SECTION 3 – Space Request - Please complete this section to request additional or new space.


   


Further guidance is available from Space Planning Guidelines document at: http://www3.imperial.ac.uk/propertymanagement/policy/





SECTION 4 - Authorisation 





1.  Departmental/ Divisional authorisation





Head of Department/Division (if more than one department/division involved – add as required)





Name: ………………………………………………..	Dept/Division  ……………………………………….				(Please Print)


			


Signature: …………………………………………………….  Date: ………………………………………….…  


									





 








1a. For Faculty of Medicine only :  Campus Dean Authorisation	





Campus Dean (if more than one campus involved – add as required)





Name: ………………………………………………  	Campus ……………………………………………


(Please Print)





Signature: ……………………………………………….… 	Date: ………………………………………….………  


									


 





2.  Faculty Operating Officer





Name: ……………………………………………………………………	


(Please Print)





Signature: ………………………………………………..………………Date: …………………………………..…	  


									








4.  Faculty Principal/Chief Operating Officer  





Name: ……………………………………………………………………...  	


(Please Print)





Signature: …………………………..……………………………………..Date:…………………………………….





3.  Building Manager/Campus Manager





Name: ……………………………………………………………………...  	


(Please Print)





Signature: …………………………..……………………………………..Date: ………………………………….…  
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