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(Words in parentheses should be replaced and customized. Note this is just a template. Further customization may be required)
Memorandum of Understanding for Temporary CoE Space Assignment to (Department/PI)
To:  
Chair of (Department)
From:
Associate Dean of Infrastructure, CoE
CC:
Administrator of (Department)

Facilities Specialist, CoE

Others (as needed)

Re: 
CoE commitment of temporary space allocation in (Building) for (Department/PI/Center)
Date:


This memorandum addresses the temporary space assignment for (fill in purpose here). The assigned space will include (fill in Room numbers here). The space will be available for use for (fill in timeline, end date, or both) or until (fill this in if there is some other activity such as the non-renewal of a grant, renovation of “permanent” space), which ever comes first (keep if there is more than one alternative).  
(In some cases space will be temporarily assigned to a department, PI or research group while there space is being renovated. In this paragraph it makes sense to ensure that they objective of space renovation or densification is met with the clear understanding is that this is not achieved and the timeframe is met, the space will no longer be available). The (fill in Building Name, Floor) space will remain allocated to CoE in GeoSIMS.
The attached drawing provides a floor plan of the temporarily assigned space. (Department name) is responsible for completely vacating the space and ensuring that all equipment and supplies are removed upon vacating. Note that if this is not accomplished, (Department name) will be responsible for any expenditures associated with moving of equipment and supplies as well as cleaning of the space. 
(Please attach a floor plan or floor plans with space clearly identified)
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