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How do | request a facilities
modification project, and to
whom do | submit it?

Complete the Capital Working
Group Project Request Form
and submit to Facilities
Management

What information do | need to
complete the project request
form?

Who needs to approve the
project request form before |
submit it to FM?

Project Description, Reason
for the Request, Desired
Timeframe, Funding Source,
and Impacts on other
Departments.

Your Direct Supervisor,
Department Head, and Vice
President over your area.

Submit Project
to FM

Is the project likely to cost
over $10,000?

Project Submitted by FM to Project Submitted by FM to
the Capital Working Group for . the Provost for Review &
Review & Approval Approval

YES. Was the project approved?

FM notifies requestor, assigns
Project Manager, and the

FM notifies requestor, and

project is formally initiated. project does not proceed.




