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Startup Space Allocation Request Form
As the demand for temporary lab space continues to grow among OSU researchers launching early-stage startups, Innovation Advocates (campus representatives dedicated to supporting OSU’s innovation ecosystem) have collaborated with University Facilities, Infrastructure and Operations (UFIO) to identify and secure suitable short-term lab space. This effort directly supports OSU’s Strategic Plan 4.0 (Action 15: Strengthen the support system for innovation and entrepreneurship).
Use this form to initiate your request for short-term commercialization space on campus. Please complete all fields and submit through DocuSign with the required attachments and approvals.
Principal Investigator (PI) Information
Name:
Department:
Email Address:
Phone Number:
Unit Head Approval
Unit Head Name:

1. Purpose of Request
Briefly describe why this space is needed and how it supports your commercialization goals.
2. Intended Use of Space
Describe the intended use of the room/space and include a summary of the proposed activities (e.g., commercial research, prototyping, production, etc.). In addition, please include the following:
· Specific room/location(s) requested
· Any special requirements
· Number and type of occupants (e.g., faculty, staff, TAs, RAs, student workers, etc.) 
3. OSU Equipment to Be Used
List any OSU-owned equipment that will be utilized in the space.
4. Requested Timeline
Enter the estimated start and end dates needed for your project (approximations are acceptable).
5. Renovation Needs
What type of renovation do you anticipate?
[  ] No renovation required
[  ] Paint/carpet only
[  ] Minor renovation (describe below)
[  ] Major renovation (describe below)
6. Renovation Description
If applicable, describe the minor/major renovations needed.
7. Space Layout and Cost Estimation
· Include a sketch with approximate measurements of the space being requested.

· Using the OSU fee book, calculate the estimated cost of equipment use over the project timeframe:
 $ ________________

· Work with your unit head and/or dean to determine an appropriate cost per square foot for the rental of the space for the duration of the commercial activity:
$ ________________

· Add the equipment cost and the per square foot space cost, then add a 20% markup to the total:
$ ________________
Submission Instructions
Route this completed form—including the space sketch if applicable—through DocuSign. Be sure to include all the following individuals:

1. Your college’s designated space allocation point of contact
2. Your department head and/or dean
3. David Jacobs, UFIO (david.jacobs@oregonstate.edu)
4. Include a CC to the Conflict of Interest Program Office (mailto:COI@oregonstate.edu)
5. Include a CC to Karl Mundorff, OSU Advantage Innovation Impact Office    (karl.mundorff@oregonstate.edu)

If you are unsure how to route this form through DocuSign, please contact your college administrator or visit the OSU DocuSign support page: https://docusign.oregonstate.edu.
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