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(Words in parentheses should be replaced and customized. Note this is just a template. Further customization may be required. Informational text is highlighted and should be deleted for completion of the form.)
Memorandum of Understanding for Assignment to (Research Center/Teaching Program/Administrative Center/other center) 
To:  
(Name) Center Director
From:
(Name) Departmental Chair or (Name) Associate Dean of Infrastructure, CoE
(Note that this should be from the administrative head of the unit to which the space is assigned/allocated)
CC:
Administrator of (Department)

Facilities Specialist, CoE

Others (as needed)

Re: 
Commitment of time-limited space assignment in (Building) for (Center)
Date:


This memorandum outlines the time-limited assignment of space to (center name) for (fill in purpose here). The assigned space will include (fill in Building and Room numbers here). The space will be available for use for (fill in timeline including start and end date) 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). The space will remained assigned to (Department) during the timeline referenced above.
Purpose

(Most space is developed to support the functionality of the unit. An explanation of the purpose and functionality of the center will help define and justify the space.   
 
The (center) is funded by (funding agency) with the objective of (put in primary overarching objective of (research center). The center will support:
· (Research mission including faculty, staff, students and activities that need to be housed in the research space as well as a delineation of those housed in the space vs. those housed elsewhere)

· (Educational mission including faculty, staff, students and activities that need to be housed in the research space as well as a delineation of those housed in the space vs. those housed elsewhere)

· (Industry-integration mission including faculty, staff, students and activities that need to be housed in the research space as well as a delineation of those housed in the space vs. those housed elsewhere)

· (Other missions including faculty, staff, students and activities that need to be housed in the research space as well as a delineation of those housed in the space vs. those housed elsewhere)

Summary of space needs

Based on the information provided above the center requires the following types of spaces. The number of each type of space is indicated in parentheses. (This should naturally derive itself from the prior description. Could be tabulated as an alternative layout) 
· Individual Offices
· Shared Offices

· Workstations

· Wet lab (here quantify fume hoods, LF of bench, floor equipment footprints as sub-bulleted items)

· Dry lab (see above)

· Conference room (number and seating for ?? people)

· Kitchen

· Other
Space Assignment

The center is assigned Rooms (room numbers) in (building name). The attached drawing provides a floor plan of the time-limited space assignment, with color-coding for the space use, as provided by the defined types of spaces in the section above. 

(Please attach a floor plan or floor plans with space clearly identified. In this case more information is usually better)

Time Frame

(Note that this is a time-limited space assignment. In this paragraph it makes sense to ensure that the time frame aligns with the grant life.). The (fill in Building Name, Floor) space will remain assigned to CoE. (Center name) is responsible for completely vacating the space at the termination of this agreement or the grant, whichever comes first. The center director is responsible for 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. 

If the grant is extended, the center director should put in a request to extend the assignment of the space to meet the new end-date. Note that the department and/or college is not obligated to meet this request but will work with the center director to ensure proper space resources are assigned.

Renovation

(This section should provide information regarding (1) the unit responsible for funding the renovation, e.g. the center, the department, or a financial partnership, and (2) housing of displaced people and functionality if renovation occurs after the space assignment begins) 

Changes is space requirements
The department and college will review the space assignment (give timeframe if space review is to happen before the end of the grant). This review team will be appointed by the college and department (typically the default is the departmental space committee). Note that this review may result in a reduction in space assignment if the review committee (typically the department space committee) deems that the assigned space is not being used efficiently and/or effectively by the center. 
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