University of Kentucky
Leased Space Request Form
Request for Leased Space:  This form is to be completed and approved by the Provost or appropriate Executive Vice President before being forwarded to the Real Estate Services Division, 518 Oldham Court, Lexington, KY 40502.  For assistace in completing the form, please call 859-257-8649.
Department:				Contact Person:					Phone:
Department #:				Date Occupancy Required:
1. Office/Program to occupy space:

2. Description of Office/Program:  (Include # of employees, part or full-time, special space requirements,office program activities, etc)


3. Description of space currently in use by this office/Program: Include location, net assignable square feet, condition, etc.


4. Description of justification for relocation/lease space Office/Program:


5. Brief Description of Space Required: (please include desired square footage, space requirements in terms of location, tyoe of space, estimated cost associated with move, statement as to who will cover this cost, time period space required, statement as to why office/program is unable to function in current location.  Attach additional sheets as needed.
Signatures:   _________________________________________________ _________________________
                       Dean or appropriate Senior Administrator					Phone #		                         
__________________________________________________________________________                         Provost Approval								date
