SGA Space Allocation Form 

	Section 1: Required Information

	Organization:
	Date:

	Number of Members in Organization:
	Number of Executive Board Members:

	
	

	President:
	Phone: 

	
	Email: 

	
	

	Representative:
	Phone:

	
	Email:

	
	

	Advisor:
	Phone: 

	
	Email:

	
	

	Section 2: Scheduled Organization Meeting Dates

	Dates
	Location
	Time
	Contact
	Phone

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	

	Section 3: Space Request Types
Type A. Exclusive Use of a Private Office 
Type B. Shared Use of a Private Office

Type C. Exclusive Use of an Inter-Org Desk w/ PC

Type D. Exclusive Use of an Inter-Org Desk w/ Mac

Type E. Shared Use of an Inter-Org Desk w/ PC
Type F. Shared Use of an Inter-Org Desk w/ Mac

REMINDER: You May Request More Than One 

Type of Space, But Be Sure to Prioritize Space 

Requests According to Needs of Organization. 

Fill Out Justification Statements for Each Request. 
	Section 4: Required Space Request


	
	  Priority
	Request Type 
	Amount Requested

	
	      #1
	
	

	
	      #2
	
	

	
	      #3
	
	

	
	      #4
	
	

	
	      #5
	
	

	
	      #6
	
	

	
	

	

	President                                                            Representative                                       Advisor 

	         My Signature above affirms that I have completely read and understand the allocation criteria and that the information 

Provided herein is accurate to the best of my knowledge


	
	
	
	
	
	
	

	Section 6: Optional Justification/Explanation 

	 

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	



	Section 5: REQUIRED Information

	Organization Name:
	Priority:  #1  # 2  #3   #4   #5   #6 

	President’s Initial:
	Representative’s Initial:
	Please Circle the Priority # corresponding
with the request to be justified below

	STOP DO NOT WRITE BELOW LINE

	Section 8: SGA Use only

	R 1. Reason for 

       Acceptance
	

	
	

	R 2. Reason for
        Denial
	

	
	

	R 3. Reason for 
        Modification
	

	
	

	R 4. Description of 
        Modification
	

	
	

	
	
	

	
	
	Committee Decision for above request:
                        Granted                      Denied                       Modified

	
	
	

	
	
	


If request granted or modified:
	Space Location, Type, and Quantity:

	

	
	
	
	
	


