INSTRUCTIONS

FOR SUBMITTING REQUEST

1) Save this “U-Store-It Request” Form to a personal folder, i.e., My Documents, Desktop, etc.

2) Add requester’s information to areas highlighted in Blue .

3) Email the completed form to: spacemgnt@hanscom.af.mil. 

4) You will be notified by Space Management on the status of your request.
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    (Today’s Date)

MEMORANDUM FOR   66 CES/CECS 




   ATTN:   Space Utilization Manager

FROM:
(Organization & Name of Requester)
SUBJECT:
Request for Space Allocation in U-STORE-IT Building - 1708


1. Requesting the use of (Qty) storage area(s) in the U-STORE-IT building.  (Provide a detailed description of reason why you require the space, and the nature of the materials to be stored).

2. Size of area(s) requested:

(Qty)    5’ X 10’ 

(Qty)  10’ X 10’
(Qty)  10’ X 20’

3. Use of the area(s) is expected to commence on/about (Date) and is expected to be vacated on/about (Date).  

4. I have received a copy of the “Procedure to Obtain U-Store-It Building Space” and agree to abide by the contents therein.  I understand that use of this space is temporary and may be revoked at any time.  I accept responsibility for ensuring that no hazardous or flammable materials will be stored in this facility. These spaces are subject to unannounced inspections by the fire department and must therefore be compliant with all safety requirements.

5. Point of Contact for this request is: (Title, Name, Location, Tel.Ext.) 
Respectfully,

(Hard Copy Signature

or e-Signature)





