FAS/SEAS Individual Office Re-Occupancy Planning Form

Individual Returning
	Name (Last, First)
	

	HUID
	

	Department
	

	Area/PI/Research Grp
	

	Email Address
	

	Cell Phone No.
	



Justification for Returning
	Justification for Return 

Why does this individual need to return?  Why can work not continue to be done remotely? 
	







Office Information
	Building
	

	Room Number
(incl bldg. prefix e.g. NW415)
	

	Office Type      (shared, private)
	



Proposed Office Schedule
Schedules should be designed to minimize contact overlap with nearby offices.  Avoid peak travel times. 
	Name (Last, First)
	Proposed Work/Access Times
	Buildings & Rooms
	Comments

	Ex: Harvard, John
	Mon – Wed 0700 – 1200
	Lyman 335
	

	
	
	
	

	
	
	
	



Shared Departmental/Area/Unit Spaces
List shared space access needs.  Shared spaces include, but are not limited to, departmentally managed libraries and collections. Access to main libraries and collections (Widner, museums, etc.) will be managed separately.  
	Shared Space
	Location
	Max. Occupancy
	Comments

	Math Library
	Science Center
	1
	Need access to journals

	
	
	
	

	
	
	
	




	Form Completed By:
	

	Manager/PI Signature
	



For Admin Use
	Dept Chair(s) Approval:
	

	Science/SEAS Dean Approval
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