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5600 City Avenue

Philadelphia, PA  19131

Phone:  610-660-3020

Fax: 610-660-3019

Planning Deadline:

For BAC Budget requests 6/15/11.

For Christmas Break work is 10/1/11.

For Spring Break work is 1/5/12.

For Summer work is 3/15/12.

PROJECT PLANNING PROCEDURES OUTLINE

Department Initiate by Completing Sections 1 and 2.
	Budget Year: ______________________ 

Project rEQUEST

DATE: _______________________ 

All projects over $1,000 must follow the Project Planning Procedures Outline and be submitted 60 days prior to proposed schedule.

Fax request to 610 660 3024 with VP signature.

	1.  Project Request Information:
Requested by: 
	Phone Ext.: 

	Department:                                      Vice President/Dean Approval:
	 

	Project Location:                               Proposed Schedule:
	Fiscal Year:

	Brief Description / Purpose or explanation / Attached Specifications for Project Work:



	2.  Department Request for Facilities Management:                      Approved Budget Funds = $________dollars.

	· Develop Budget Estimates.  

· Other ____________________________________________(Information Technology/Furniture/etc.)

	

	3.  Facilities Management Response:  (FM will complete and return to Department for further approvals.)

	· Scheduled Walkthrough to review Scope of work for __________________________.

· Budget Estimate for Vice Presidential Approval is ____________________________. 

	

	authorization to proceed with Project

Funding is Approved in the Amount of:                                                                    $_____________ dollars.

Transfer funds to the following project budget:  _________________________

  

	University Department Representative: 
	Date: 

	Vice President for Department: 
	Date: 

	Vice President for Administrative Services: 
	Date: 


to be completed by facilities management on all approved projects.
	Facilities Management Next Steps after Budget Approval:

	· Develop Scope of Work with Department for bids.

	· Develop Tentative Schedule

	· Request Project Team Meeting

	· Other________________________________

	

	

	Purpose or Explanation

	

	
	

	

	

	Special Instructions

	· Transfer funds completed to Facilities Management Budget.

	

	Final Budget authorization

	Source of Funding: 
	

	Vice President for Department: 
	Date: 

	Vice President for Administrative Services: 
	Date: 

	
	Date:

	FINAL DOCUMENTATION

	Fund.
	Building
	Account
	Purchase Order
	Project Number
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