REQUEST FOR ACADEMIC FURNISHINGS 
All requests for academic furnishings for offices and academic lounges (e.g., desks, chairs, lamps, bookshelves and similar items) should be made through the Office of Academic Affairs. The Director of Budget and Data Management is responsible for forwarding such requests to the Office of Campus Services. (Please note: Equipment needed for laboratories, classrooms, art studios, and other specialized activities should be made through the department chair as a part of the regular equipment budget of the department.)

All requests for furnishings must be approved by the chair of the department making the request. If the request is being made by a faculty member, or an administrative assistant, the signature of the chair is still required. Be sure to send a copy (via mail or email) of your request to the office of the appropriate dean.
Please email request description to Lorie Holtgrave, Director of Budget and Data Management laholtgrave@loyola.edu  and to Sam LaMachia, Assistant Director of Facilities Operations slamachia@loyola.edu.

Date of Request: ___________________________________

Department Making Request: _________________________ 

(Please include name of Departmental Administrative Assistant)
Description of Request:  (Please email request description to Lorie Holtgrave, Director of Budget and Data Management laholtgrave@loyola.edu and to Sam LaMachia, Assistant Director of Facilities Operations slamachia@loyola.edu ).
Signature of Chair ________________________________________ 
Date___________Copy sent to Dean’s office  ___
Date_______________________
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