
Process for Obtaining Approval for Unplanned Project Requests

Requestor Department Chair Dean/Director 
Signature required on Project 
Request Form

Completes and signs 
Project Request 

Form

Signature required 
on Project Request 

Form

Physical Plant Requestor Dean/Director 

Provost/Vice 
Chancellor (And 

Higher Depending on 
Funding Amount)

Signature required on Budget 
Approval Form (per approval 
limits)

Estimates 
preliminary budget 

and identifies 
realistic schedule

Completes Budget 
Approval Form and 

attaches Project 
Request Form to it

Signature required 
on Budget Approval 

Form

Building 
Alteration?

If the work will physically alter 
a building, further approval is 
required

Sr. Vice Chancellor for 
Administration (or 
Vice Chancellor for 
Financial Affairs)

Physical Plant

Signature required 
on Budget Approval 

Form to approve 
building alteration

Project is scheduled 
according to existing 

priorities and is 
assigned to a Project 

Manager

YES NO

Instructions:                                                                                                                                                                                                       
1. Complete Project Request Form and obtain proper approvals. 
2. Once approved, send form to physical plant to obtain preliminary budget and schedule.
3. After Project Request Form is returned to you, complete the Budget Approval Form and obtain the proper approvals as indicated on the form. 
(Please attach Project Request Form to Budget Approval Form for tracking purposes).
4. Return approved form to physical plant and the project will be scheduled according to existing priorities and available resources.


	Sheet1

