
AU Research Space Request 
New Form Effective: 9/1/2022 

This form is designed to facilitate the conversation regarding additional space needs for pending 
externally funded research. It should be used to request space for research or research‐related use 
before a proposal is routed for approval.  This form must be signed by the Unit Dean or Vice Provost of 
Research and Innovation (for University Wide Centers).  If the request involves renovations, new 
construction, or an extensive allocation of cross campus resources, the form should also be submitted to 
the Provost and/or the University Chief Financial Officer for additional review, awareness, and discussion. 

Note: Please upload the completed and signed request form to the Cayuse proposal record as an 
attachment before routing the proposal for approval.  

Requestor Name:  ____________________________________  Cayuse Proposal No.: _________________ 

School/Unit/Center: ______________________________________________________________________ 
  This is a University Wide Center 

Funder: _____________________________________________ Budgeted Funding: __________________ 

Project Title: ___________________________________________________________________________ 

This proposal, if awarded, will require new, additional, or renovated AU space as follows: 
(Select all that apply) 

Desk / Office Space for new award hire(s) 

Special Space for participant related research 

Specific or extensive on-campus meeting space  

Space for specific equipment required to perform research 

Renovation of current space or construction of new space to accommodate research needs 

Other, please explain: ________________________________________________________________ 

This space will be used by:       Faculty       Research Staff       Students       Other ______________________ 

Please briefly describe the duration, frequency, or any other space details to be considered. 

I, Dean/VPRI __________________________________ have discussed the space needs of this proposal.  
If an award is granted by the funder, this research space request can be accommodated, or the alternative 
solution outlined below has been identified and discussed.  

Alternative solution: 

Dean/VPRI Signature: ______________________________________  Date: _________________ 

$
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Research Space 
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Principal Investigators and Researchers should 
follow this process to determine when to use a

Research Space Request Form

Questions about this flowchart or process should be directed to 
your department administrator or to the Office of Research
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*External space for research needs 
includes any space not under AU 

control for which direct funding will be 
provided by the sponsor. 



RESEARCH SPACE REQUEST
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STEP 1 STEP 2 STEP 3 STEP 4 STEP 5

Reviews the RSR form to 
address initial concerns 

with the requestor. 

Works with the Dean or 
VPRI to schedule 

discussions with the 
requestor

Ensures signatures are 
received if no conversation 

is needed

Reviews the RSR form to 
identify and discuss options 

or alternatives for space 
needs with the requestor.

Notifies Provost, CFO, and 
others if needed

Acknowledges awareness of 
the space need or that the 
conversation has occurred 
by signing the request form

Selects the appropriate 
option in Cayuse SP 

 Uploads the signed RSR 
form as an attachment in 

the Cayuse proposal 
record

Routes the proposal for 
approval

Reviews final proposal 
documents

Ensures proper 
documentation is 

attached and adheres to 
department 

requirements

Approves the proposal 
on behalf of the 

department

PROCESS FLOW
This process and its accompanying form (Research Space Request form) have been created to assist in the management 

and allocation of AU space and to facilitate discussions between researchers and decision makers when the current 
allocation of PI/Faculty space is not sufficient to meet the deliverables of a pending proposal for external funding. Since not 
all proposals are funded, this process only facilitates conversation. Definitive space is granted once an award is received.

PI / FACULTY  DA DEAN / VPRI PI / FACULTY DA

CFO - Chief Financial Officer
DA - Department Administrators
RSR - Research Space Request
UWC - University Wide Center
VPRI - Vice Provost of Research and Innovation

STEP 1 STEP 2 STEP 3 STEP 4 STEP 5

5 WEEKS BEFORE 
PROPOSAL IS DUE

Prepares the RSR form 

Submits the completed 
form to DAs for initial 

review and conversation

4 WEEKS BEFORE 
PROPOSAL IS DUE

 1 WEEK BEFORE 
PROPOSAL IS DUE

2 WEEKS BEFORE 
PROPOSAL IS DUE

3 WEEKS BEFORE 
PROPOSAL IS DUE



AU Research Space Request 

Current Cayuse State 

Future Cayuse State (Effective 9/1/2022) 

 

/ Research Space Information 

*Please select one of the following to describe the research space needed to fulfill the 
objective outlined above should an award be granted. (A completed and signed Research 
Space Request Form must be uploaded to the proposal as an attachment if the current 
space you occupy is	not sufficient for the needs of this proposal)

 The current space I occupy is sufficient to meet the research deliverables of this
proposal. 

 Funding for space external to AU facilities (e.g. offsite meeting space for workshops)
has been requested in the proposal budget. 

 Additional AU space (e.g. another office for new hires or student researchers) is needed
to meet the deliverables of this proposal. 

 Renovation to current AU space or new construction is needed to meet the deliverables 
of this proposal. 

 Other AU facilities, event space or specific locations are needed to facilitate workshops,
participant research / involvement, or the research equipment needs of this proposal. 
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