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Facilities Management 
Space/Project Request Form

Date:Click here to enter a date.     

 Project#
Use this form for facility planning projects that include but are not limited to one of the following criteria:

· the need for more or less space (with or without renovations);

· a change of occupant(s) (i.e. a move);

· the movement of walls, doorways, etc. that would alter the entrance, exit or size of space

· any change to the use of space; i.e. office space to research space, pharmacy to social work, etc.;

· any alteration and/or addition to the engineering design of the hospital’s mechanical, electrical, plumbing,

fire alarm, control, systems etc., including all those that would not be considered regular maintenance

· equipment installation that may require alterations to space and/or the building systems

Location:
 FORMCHECKBOX 
 St. Joseph's Hospital




 FORMCHECKBOX 
 Mount Hope Centre 

 FORMCHECKBOX 
 Parkwood Institute’s Mental Health Care Building
 FORMCHECKBOX 
 Southwest Centre 
 FORMCHECKBOX 
 Parkwood Institute's Main Building


 FORMCHECKBOX 
 Mental Health Satellite Sites

Other____________________________
Requestors Details:

	Department:
     
	Division:

     

	Name of Contact Person: 

     

	Position: 

     

	Phone Number:

     
	Ext.

     
	Email:

     


Project Details:

	Project site address: (Include site name, zone/building, floor, room number, etc.)

     

	Project Description: (Please provide a brief description of the scope of the project including required completion date)

     


	Project Benefit: (Please provide an explanation of the benefits of the completion of this project)

     



Signing Authority:   Please note that this request will not be valid without the signature of the Program/Department Director 
	Signature of Director:


	Print Name:

     
	Date:

     


	Is there approved funding available?

          FORMCHECKBOX 
 Yes              FORMCHECKBOX 
 No
	If yes, please identify the source of funding (include amount available)

     


Send completed form to Bonnie Monteith, Systems Analyst, Facilities Planning -bonnie.monteith@sjhc.london.on.ca
