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Need for a Project
Complete web form with 

basic info

Date
Division
Department
Building
Room/Location
Requestor Info
Project Name

- Create Project Folder
- Create Project Request 

Form

- Notify Requestor and 
Planning & Construction

Project Status
SUBMITTED

- Fill out Project Request 
Form 

- Provide project 
information

PROJECT MANAGER
- Contact Requestor
- Evaluate project scope
- Provide additional 

information (i.e. drawings, 
estimate, photos, etc).

Project Status 
DRAFT

Complete Project Request 

Create Project Request 
Packet

DIRECTOR
- Review request info 
- Assign Project Manager

Project Status
ASSIGNED TO 

PROJECT 
MANAGER

- Review Project Request 
Packet

- Create Adobe Sign for 
signatures 

Project Status 
REVIEW

Review 
Project 
Request

Other
Other Approval Required

Need Additional Information

Not Approved

Approved

- Notify Requestor
- Notify Requestor
- Initiate project

Project Status 
NOT APPROVED

Project Status 
APPROVED

-
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