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	Allocated Personnel Information (Multiple names may be entered)

	Full Name:      
Title / Position       
Allocation Date: mm/dd/yyyy

	Allocated Space Information(Information must be obtained from the Space Management System.)

	Select Department Select Department
Space Type (Office, Laboratory, etc.):    
Location (Floor, Block, etc.):      
Room No. / Name:      
Area (m²):      

	Administrative and Technical Details

	Purpose of Allocation (Academic / Administrative):    
Allocation Start Date :    
Number of Users :    
Space Sharing Status   ☐  Individual Use  ☐ Shared Use (Shared Person/Department)    

	LEGAL RESPONSIBILITIES

	Declaration of Resposibility
In the space allocated to me and in all shared areas, the following are strictly prohibited:
· Consumption of cigarettes, alcohol, tobacco products, and similar substances; 
· Possession, use, or distribution of prohibited substances; 
· Any unlawful, unethical, or immoral acts or conduct. 
I acknowledge, declare, and undertake that if I engage in any activity prohibited under the applicable legislation, the University's internal regulations, ethical principles, or any activity similar to those listed above, all resulting legal, administrative, and criminal liabilities shall rest solely with me.


	Declaration of the Receiving Personnel
I acknowledge that the above-mentioned space has been allocated to me. I undertake to use the allocated space and equipment in accordance with the principles of the Quality Management System and my duties, authorities, and responsibilities. I also undertake to return them when required and to report any damage that may occur.

	Full Name:    

Signature:    

Date: mm/dd/yyyy

	APPROVED BY

Select Title   Full NameI
Head of Department


	Note: The Dean's Office reserves the right to make or cancel space allocations at its own discretion.
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