Superintendent/Program
Memorandum

To:            Regional Director/Senior Management, 

From:        Superintendent/Program Manager, xxx Agency/Programs
Subject:     New/Additional Space Request

I am submitting a request for New/Additional space for the xxx Agency/Program.  This request is an unbudgeted requirement and I/we understand that the cost will be borne by the Agency/Program until such time that it can be covered by the Bureau’s Rental Account.  
Justification for the New/Additional space includes __________________.  
This New/Additional space request needs approval from the Regional Director/Senior Management).  I am requesting your approval.






Superintendent/Program Manager
“I Approve/Disapprove the xxx Agency/Program New/Additional space request dated
  xx/xx/xxxx.”
_______________________________                  ______________

Name of RD or Senior Management

        Date

Attachments:

