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Office / Storage Space Application

Organization Name: 







Date: 





Contact Name: 







Position: 





Address: 








Phone: 





We are applying for storage in:


What will you be storing in this area (be specific)?
· File Cabinet











______
· Locker (12” wide x 11” deep x 34” tall)







______
· Cage (36” wide x 24” deep)









______
How long do you need this storage area? 
Fall Semester      Spring Semester      Full Year      Other: 


Policies of Storage Spaces-
To be eligible for storage space in the Student Organization Suite, groups must be:

· A recognized student organization through Student Senate. 

Criteria that will be used for selection of storage space will include:

· Purpose and need of the space. 

· Amount of activity and use of space (past use will be assessed). 

· Fully completed application received by the Student Organization Suite Advisory Board.
Expectations of Student Organizations granted storage space are to:

· Not place any additional locks onto the storage area. Any additional installed will be removed and space allocation will cease immediately. 
· Provide a list of authorized organization members who can access the storage space on this form.
· Store organization items only, no personal items.  

· Not store any food or other perishable items.
Loss of space will occur if:

· An organization loses its recognition status from Student Senate. 

· Unauthorized items are stored in the space.

· A group fails to adhere to the Storage Space Agreement of the Student Organization Suite or policies and procedures of the Harre Union or Valparaiso University. 

· It is determined that the space is being used ineffectively by the Student Organization Suite Advisory Board.
Please keep in mind:

· The VU Union assumes no responsibility for items in the storage spaces.

· Storage spaces are only accessible during Union building hours. 

· Due to the limited number of storage areas available, groups may be asked to share with other organizations. Respect for others’ property is a must.

· In the event of loss, theft, destruction, or similar, please notify the Union Building Manger within 24 hours. You will be asked to follow up with Campus Police. 

	Names of Authorized Organization Members to access your storage area:

1.                                                                                    2.

	3.                                                                                    4. 

	5.                                                                                    6.  

	7.                                                                                    8.


Return completed forms to Union Room 407 or the Union Director’s Office by

NOVEMBER 14th, 2008 at 5:00pm.
Angela Zemke • Assistant Director of Student Activities/Volunteer Programs • angela.zemke@valpo.edu • x6710
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For Office Use Only:

Allotted Space:  Yes    No
   Storage #: 
                Agreement Dates:  From: 

       To: 
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