INSTRUCTIONS FOR COMPLETING FORM CPDC 2-6





The following instructions refer to headings appearing on Form CPDC 2-6.





	1.	Room Number:---Give the number of the primary room.  If, for example, the primary room is a chemistry laboratory and is designated as Room Number 8, a balance room directly supporting it is Number 8A, and the prep room serving it is Number 8B.  Other auxiliary rooms are numbered in a similar manner.  The next primary room is Number 9, and the auxiliaries serving it are numbered 9A, 9B, etc.  Auxiliaries common to both primary rooms are described with Number 8 and identified as 8C9.  Auxiliaries that serve three or more primary rooms (such as stockrooms) carry primary room numbers.	





	2.	Room Title:---Give the descriptive title of the room, e.g., classroom, freshman chemistry laboratory, graduate research laboratory, or faculty office.





	3.	Room Type:---Use a designation of the following type:  Lecture, Laboratory, Faculty Office, Faculty Administration Office, Self-Instructional Computer Laboratory, Auxiliary, or Instructional Service.  Except for the last two, these are self-explanatory.  For the purpose of this form, an Auxiliary room is defined as one that directly supports one or two teaching laboratories or classrooms.





	4.	Number of Stations:---Indicate the number of persons normally occupying the room.  For classrooms, this is given in terms of student stations; for faculty offices, it is in faculty office stations; for clerical rooms, it is the number of secretaries, clerks, and other office personnel.





	5.	FTE:---Give the FTE charged to the room.  This is applicable only to instructional facilities.





	6.	Area:---Give the square footage for the room.





	7.	Purpose or Function:---Describe the proposed use of the room.  If it is a special room, include examples of courses (by course number) to be taught in it.





	8.	Location or Relation to Other Rooms:---Give such information as:  "adjacent to Room 16," "near Room 21," or "on ground floor."  Also indicate the rooms or departments an auxiliary or supportive room serves.





	9.	Special Considerations:---List special utilities required, such as floor drains, extra electrical outlets, high-voltage outlets, raised flooring for self-instruction computer laboratories, distilled-water outlets, or special laboratory tables.  If necessary, attach a drawing to explain layout or relationships.





	10.	Equipment:---List items of equipment that occupy floor space by type and approximate size.  Group I Equipment is built-in equipment and includes such items as laboratory tables with utilities, special cabinets, and fume hoods.  Group II Equipment is movable equipment purchased from an equipment list.  Items in Group II include map storage cases, self-instructional computer workstations (general and advanced), communications wiring (including telephone set), tablet armchairs, tables, chairs, and refrigerators.
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