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Space Request Form – External Agencies

Thank you for your interest in Manchester City Council property. Please fill in this form and return via email or post: 

Operational Property Team

Corporate Property, 

Manchester City Council, 

PO Box 532, 

Town Hall, 

Manchester, 

M60 2LA. 

operationalpropertyteam@manchester.gov.uk

We will contact you if we have anything that we feel matches your requirements. Please note that Manchester City Council operates a policy of charging a market-level rent to any tenant therefore you will require an adequate budget for rental and property running costs.

1.) Contact details / Reason for request:

	Name and contact details of applicant:


	Name:

Email:

Tel:

Address:



	Name of ingoing group / charity* / company:
	

	* If you are applying on behalf of a charity please state registration no:
	

	Please describe the nature of your business:
	

	Please detail the activities you plan to carry out at the property i.e. yoga classes, luncheon club, football tournaments, worship etc.


	

	Is this a new project?
	

	Are you vacating accommodation elsewhere?
	

	Please give details of why you require additional / new accommodation:
	

	How long will you require the accommodation for?
	


2.) Space requirements:

Please outline your new space requirements below:

	Area (Longsight, Blackley etc).
	Amount of space (squared metres)
	Reason

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Please detail in the boxes below where you have specific requirements:

	Parking facilities: 
	

	Reception area:
	

	Storage/Filing:
	

	Managers’ offices: (Please state how many)
	

	Small meeting rooms (capacity of up to 5 people)
	

	Medium meeting rooms (capacity of up to 10 people)
	

	Large meeting rooms (15+ capacity)
	

	Large conference/sports/congregation hall:
	

	Please detail any outdoor space requirements:
	

	Specific access requirements i.e. “Wheelchair access required to all levels due to nature of service users” etc
	

	Good transport links i.e. off a main road 
	

	Will the public require access to your property? 
	

	How many staff will be based at the property?
	

	What days/times will you require the property for?


	


Please enter below any other details which have not been covered by the above. It will help us if you are as specific as possible:

	


3.) Sign off:
I confirm that the above accommodation request accurately represents my/our space needs. I confirm that I/the organisation I represent, have what I/we believe to be an adequate budget for legal fees/rental/running costs and other outgoings associated with the occupancy of Manchester City Council owned property. I understand that Manchester City Council is under no obligation to find and/or fund external applicant’s accommodation. 

Signature…………………………………………………………………………………………......

Printed Name.……………………………………………………………………………………......

Date........................................................................................................................................
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