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w   Review project with the Vice President or Dean of your division before filling out this request. 

w   Please read the PVCC Furniture & Facility Projects Guidelines & Procedures (page 3 of this document) before filling out this form.   

w   Incomplete, insufficient, or missing information may cause a delay or result in project denial.

Facility Projects & Furniture Request Form

Remodel New Construction New FurnitureProject Type:

Part A

Date:

Department: Division (Select one)

Requestor: Phone:

Submitted for review period:

Requested start date: Requested completion date:

Project Location:  Building / Room No. / Area:

Vendor (if known)*:Requested Amount:

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.  

* For a list of MCCCD contract Furniture vendors click here:

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

Occupational Equipment

Media Systems (screens/projectors/microphones) Computer Systems

Furniture

Other (please describe):

Part E       Is the requesting department contributing funds toward this project?   (e.g., department budget 

will pay recurring/annual maintenance costs)
Yes No

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.

Facility Projects & Furniture Request Form - Page 2
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Assump tio ns 

w   The  Co lle g e  Pre sid e nt, in c o nsulta tio n with the  Pre sid e nt's Le a d e rship  Te a m (PLT), is re sp o nsib le  fo r a ll d e c isio ns 

re la te d  to  c o lle g e  fa c ility p ro je c ts. 

w   The  Co lle g e  Dire c to r o f Fa c ilitie s a nd  VP/ De a n o f Ad ministra tive  Se rvic e s ma na g e  fa c ility p ro je c ts to  e nsure  

the y me e t the  c o lle g e  ma ste r p la n a nd  b ud g e t c o nsid e ra tio ns. 

w   Ma jo r fa c ility p ro je c ts a re  re vie we d  b y the  PVCC Fa c ilitie s Ma ste r Pla nning  Co mmitte e  fo r inp ut p rio r to  the  

fina l a p p ro va l.  Ma jo r fa c ility p ro je c ts ha ve  a  lo ng e r time line  tha n ro utine  p ro je c ts. 

w   Ro utine  ma inte na nc e  p ro je c ts a re  c o o rd ina te d  b y the  Dire c to r o f Fa c ilitie s a nd  VP/ De a n o f Ad ministra tive  

Se rvic e s a nd  a re  re p o rte d  q ua rte rly to  the  Pre sid e nt a nd  a s info rma tio na l ite ms to  the  Fa c ilitie s Ma ste r 

Pla nning  Co mmitte e . 

w   Fa c ility Pro je c ts a re  d e fine d  a s: 

4 Pro je c ts whic h ma na g e  func tio na l a nd  o p e ra tio na l ne e d s re la te d  to  the  c o lle g e  p hysic a l e nviro nme nt. 

4 Co lle g e  imp ro ve me nt a nd  ma inte na nc e  p ro je c ts no t fund e d  b y G O Bo nd  fund s. 

4 Furniture  (se e  the  Furniture  Ac q uisitio n Crite ria  & Pro c e dure s d o c ume nt.) 

w   Pro je c ts fo llo w Distric t g uid e line s a nd  re q uire me nts p rio r to  imp le me nta tio n. 

w   Pro je c ts will sta y within the  sta te d  time line  o r a n a me nd me nt is sub mitte d  30 d a ys p rio r to  the  sc he d ule d  

c o mp le tio n o f the  p ro je c t. 

w   Any unuse d  fund s a re  re turne d  to  the  c o lle g e  c e ntra l a c c o unt. 

Annua l Bud g e t De ve lo p me nt Cyc le  

w   The  Pre sid e nt, in c o nsulta tio n with PLT, re vie ws fund ing  so urc e s a nnua lly to  e nsure  a lig nme nt with c o re  ne e d s 

a nd  e sta b lishe s a n a nnua l fa c ility p ro je c t b ud g e t. 

w   Co nting e nc y re se rve s a re  ma inta ine d  to  me e t e me rg e nc y ne e d s a nd  future  g ro wth o f the  c o lle g e . 

Sub missio n Time line  

w   Fa c ility Pro je c t & Furniture  re q ue st sub missio n d e a d line s a re : 

4 Aug ust 

4 No ve mb e r 

4 Ma rc h 

w   Re q ue sts a re  re vie we d  a nd  a p p ro ve d  o r d e c line d  the  first we e k o f: 

4 Se p te mb e r 

4 De c e mb e r 

4 Ap ril 

w   All re q ue sts must b e  sub mitte d  30 days in a d va nc e  o f the  re vie w d a te  to  a llo w the  Dire c to r o f Fa c ilitie s to  

id e ntify fa c ility imp a c t a nd  a d d itio na l fund ing  ne e d s. 

Fa c ilitie s Re q ue st Pro c e ss 

w   Re q ue sts a re  re vie we d  with the  a p p ro p ria te  d ivisio n VP/ De a n b e fo re  sub missio n. 

w   Sub missio ns a re  e nte re d  into  the  b ud g e t d e ve lo p me nt syste m.  Sub missio ns sho uld  inc lud e  the  fo llo wing  

info rma tio n: 

4 A d e ta ile d  d e sc rip tio n o f the  p ro je c t. 

4 Pro je c te d  time line  a nd / o r re q ue ste d  c o mp le tio n d a te . 

4 Estima te d  p ro je c t c o st to  inc lud e  ite mize d  d e ta ils. 

4 Re la te d  b ud g e t re q uire me nts. 

4 Sp e c ific  c o lle g e  b e ne fit, o r c o nse q ue nc e  if the  p ro je c t is no t a p p ro ve d . 

4 Alig nme nt with c o lle g e  stra te g ic  g o a ls a nd  o b je c tive s. 

w   Sub missio ns a re  re vie we d  b y the  Dire c to r o f Fa c ility Se rvic e s to  id e ntify fa c ility imp a c t a nd  a d d itio na l fund ing  

ne e d s. 

4 Fa c ility imp a c t c o nc e rns, if a ny, a re  re vie we d  with re q ue sto r a nd  re so lve d  p rio r to  p ro c e e d ing . 

w   Sub missio ns a re  up d a te d  with a d d itio na l fund ing . 

w   Re q ue sts a re  sub mitte d  b y the  VP/ De a n o f Ad ministra tive  Se rvic e s to  PLT fo r re vie w a nd  re c o mme nd a tio ns to  

the  Pre sid e nt. 

w   The  Pre sid e nt re vie ws PLT re c o mme nd a tio ns.  Pre sid e nt's d e c isio n is c o mmunic a te d  to  the  VP/ De a n o f 

Ad ministra tive  Se rvic e s. 

w   The  VP/ De a n o f Ad ministra tive  Se rvic e s c o mmunic a te s p ro je c t a p p ro va l a nd  b ud g e t d ire c tive s to  the  

re q ue sto r. 

w   Ap p ro ve d  re q ue st info rma tio n is c o mmunic a te d  to  the  Bud g e t De ve lo p me nt Ste e ring  Co mmitte e  a nd  the  

Fa c ilitie s Pla nning  Co mmitte e  a s a n info rma tio na l ite m. 

w   Cha ng e s to  the  p ro je c t time line  o r e stima te d  c o st a re  p ro vid e d  in a  writte n re p o rt to  the  VP/ De a n o f 

Ad ministra tive  Se rvic e s a nd  Pre sid e nt fo r re vie w a nd  a p p ro va l.  

w   Pro je c t c o mp le tio n a nd  fina l b ud g e t is re p o rte d  to  the  VP/ De a n o f Ad ministra tive  Se rvic e s.

Pa ra d ise  Va lle y Co mmunity Co lle g e  G uid e line s & Pro c e d ure s - Fa c ility Pro je c ts & Furniture


