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FACILITY PROJECTS 8 FURNITURE REQUEST FORM PARADISE VALLEY

COMMUNITY COLLEGE

¢ Review project with the Vice President or Dean of your division before filling out this request.
¢ Please read the PVCC Furniture & Facility Projects Guidelines & Procedures (page 3 of this document) before filling out this form.
+ Incomplete, insufficient, or missing information may cause a delay or result in project denial.

L Project Type: [ JRemodel [ JNew Construction [ ]New Furniture }
Part A
Date:
Requestor: Phone:
Department: Division (Select one)

Project Location: Building / Room No. / Area:

Requested start date: Requested completion date:
Requested Amount: Vendor (if known)*:
Submitted for review period: * For a list of MCCCD contract Furniture vendors click here:

http://www.maricopa.edu/purchasing/furniture/distrib.htm

All requests must be submitted 30 days in advance
of the review period (see Guidelines & Procedures)

Part B Provide project information in detail. Include: a) itemized costs/quotes; b) description: attach drawings, specify
dimensions, materials, etc.; c) describe furniture type, use, planned or current location, quantity.
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FACILITY PROJECTS & FURNITURE REQUEST FORM - PAGE 2

Part C How does this request align with the college strategic goals and objectives? State any consequence if not approved.

Part D Other requirements to support this project: (Separate requests must be submitted for these items)

[] Security Systems (locks/cameras)

[ ] Media Systems (screens/projectors/microphones)
[] Furniture

[ ] Computer Systems
[ ] Occupational Equipment

Other (please describe):

PartE Isthe requesting department contributing funds toward this project? (e.g., department budget [JYes [INo
will pay recurring/annual maintenance costs)

If yes, what is the amount of department contribution?

Account Code:

- A Facilities Project is something which adds value to the campus, i.e., is not repair of an something already a part of the campus.
For Repair or Maintenance, please submit a HelpDesk Request (https://helpdesk.riosalado.edu/desk/default.asp)

- All Facilities Project requests are subject to MCCCD Facilities, Planning & Development review

Save this form to your computer then send your request
to your Division Vice President and to
the Facilities Services Department (DL-PVC-Facilities-Project-Request@paradisevalley.edu)

Remember to attach your project drawings, estimates, etc. to the email.
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Paradise Valley Community College Guidelines & Procedures - Facility Proje ¢ ts & Fumiture

Assumptions
¢ The College President, in c onsultation with the President's leadership Team (PLI), isresponsible foralldecisions
related to college facility projec ts.
¢ The College DirectorofFacilities and VP/Dean of Administrative Services manage facility projec ts to e nsure
they meetthe college masterplan and budgetconsiderations.
¢ Majorfacility projectsare reviewed by the PVCC Fac ilitie s Master Planning Committee forinput priorto the
fimalapproval Majorfacility projectshave a longertimeline than routine projec ts.
¢ Routine maintenance projectsare coordinated by the Directorof Facilities and VP/Dean of Ad ministra tive
Servicesand are reported quartery to the President and asinformationalite ms to the Fac ilitie s Master
Planning Committee.
¢ Facility Pojectsare defined as:
» Projects which manage functionaland operationalneedsrelated to the college physicalenvionment.
» College improvement and maintenance projectsnotfunded by GO Bond funds.
» Fumiture (see the Fumiture Acquisition Criteria & Proce dures document.)
Projec ts follow Distric t guideline s and re quire me nts prior to imple me nta tion.
Proje c ts will stay within the stated timeline oran amendmentis submitted 30 days priorto the scheduled
completion ofthe project.
¢ Any unused fundsare retumed to the college centralaccount.

AnnualBudgetDevelopment Cycle
¢ The President, in ¢ o nsulta tion with PLT re vie ws funding sourc es annually to ensure alignment with core needs
and establishesan annualfacility projectbudget.
¢ Contingencyreservesare maintained to meetemergency needsand future growth ofthe college.

Submission Timeline

¢ Facility Project & Fumiture re que st submission deadlinesare:
» August
» November
» March

¢ Requestsare reviewed and approved ordeclined the fist weekof:
» September
» December
» Apri

¢ Allrequestsmustbe submitted 30 days in advance ofthe review date to allow the Dire ctorof Fac ilitie s to

id e ntify facility mpactand additional funding needs.

Facilities Request Process
¢ Requestsare reviewed with the approprate divison VP/Dean before submission.
¢ Submissions are entered into the budget development system. Submissions should include the following
info rmatio n:
» Adetailed description ofthe project.
Projected timeline and/orrequested completion date.
Estimated projectcostto include itemized details.
Related budgetrequire ments.
Specific college benefit, orconsequence ifthe projectisnotapproved.
» Alignment with college strategic goalsand objectives.
¢ Submissionsare reviewed by the Directorof Facility Services to identify facility mpactand additionalfunding
needs.
» Facility impactconcems,ifany, are reviewed with requestorand resolved priorto proceeding.
Submissions are updated with additionalfunding.
Requestsare submitted by the VP/Dean of Administra tive Services to PLT'forreview and rec omme ndations to
the Presid e nt.
¢ 'The Presidentreviews PLTrecommendations. President'sdecision iscommunicated to the VP/Dean of
Administrative Services.
¢ The VP/Dean of Administrative Servicescommunicatesprojectapprovaland budgetdirectivesto the
requestor.
¢ Apprved requestinformation iscommunicated to the Budget Development Steering Committee and the
Facilitie s Planning Committee asan informationalitem.
¢ Changesto the projecttimeline orestitmated costare provided in a written report to the VP/Dean of
Administrative Services and President forreview and approval
¢ Projectcompletion and finalbudgetisreported to the VP/Dean of Administra tive Services.
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