Renovation Process

The renovation process begins with a work order (WO) is submitted to Facilities Management (FM) by a department contact.  The WO is then assigned to a Project Manager who will work with you by walking the space to be renovated, determine the scope of work and provide a cost estimate and timeline to complete the job.  You should receive a “scope of work” with the cost estimate within a few weeks. If the estimate is acceptable, contact your Project Manager who will then send you an official “Customer Letter” which includes the scope and estimate.

The next step in the renovation process is filling out a Renovations and Alterations Form (R&A) based upon the Customer Letter.  Complete the form, provide the appropriate signatures, make a copy for your records and then forward to Capital Planning.  Once your R&A form has been received it then becomes an electronic process through AceProject.  As it moves through the approval process, the department contact will be able to see the approvals and any comments made by the reviewers. After all approvals are completed, the Project Manager will contact you with a date to begin your remodel/renovation.  

