SUBJECT:
BUILDING ALTERATIONS, RENOVATIONS AND/OR MODIFICATIONS PURPOSE
University facilities may not be modified without proper review and authorization in order to protect the University from inadvertently being placed in harms way and vulnerable to either embarrassment or litigation, and in order to ensure quality and consistency.

POLICY
The Purchasing Department shall not bid any contract that requires modification of a building or facility, or installation of a prefabricated structure on the campus until it has been approved by the Office of Planning and Construction.  All requests for building alterations, to include drawings/plans and specifications, must be sent to the Office of Planning and Construction for review regardless of the funding source or work force.  The Office of Planning and Construction must approve project design prior to being placed out on bid, or the work being performed, in the case of a volunteer work force.

PROCEDURE
All departmental or auxiliary needs for any form of remodeling, alterations, renovations, and/or modification of University facilities must be expressed on a standard Interdepartmental Request form and submitted to the Work Control Center. . Dependent upon the Office of Planning and Construction workload and staffing, work will either be acted upon with the in-house work force, or contracted out.  Consultant services, with the consent of the requester, will be engaged as necessary to meet the customer's needs.  Self-help projects, designed for implementation by volunteer groups, must still be submitted, as cited upon, for review and authorization.

Auxiliary Units, at the discretion of The Office of Planning and Construction' capability to respond, may be authorized to proceed independently and manage their own project in its entirety by employing consultants (if appropriate) and contractors.  Competitive bidding process and Campus Design and Project Management Standards still apply.  The accountability for the protection of University assets will always remain with The Office of Planning and Construction.  Upon project completion, The Office of Planning and Construction shall be provided with a full set of "As-Built" drawings depicting the changes made to any building system.
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