
Project Request Process 
 

 

 

Notes: 

1. Small requests, like moving or procuring a piece of furniture or equipment may not need prior VP 
Finance approval in order to be accepted, placed in the Project que, and implemented according to 
priority.  

2. Aramark’s top priority is preventa�ve maintenance and repair and cannot handle large move requests. 
Such requests are redirected to the Department of Facili�es and Program Management. They will also 
redirect requests for pain�ng and floor finishes depending on size of request. In all cases, all type of 
FF&E requests must be reviewed and approved by Department of Facili�es and Program Management.  
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The project idea fits within the department budget for 
the next fiscal year. The space or FF&E needs to meet a 
func�onal, programma�c objec�ve. The request meets 
Lincoln’s strategic vision.Project Idea

FPM project manager meets with requestor to review 
project details to include high level scope, schedule, and 
budget. 
FPM submits Project Request for VP Finance pre-approval 
to move forward with Project Plan Proposal.

Project Manager creates the Project Plan Proposal that 
includes the development of the Project Management 
Plan, refining scope, schedule, budget; and assess risks, 
resource requirements, con�ngencies, etc. 
Department VP Approves the Project Plan Proposal.
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Capital Project & FF&E Request Process

Request must be pre-approved by Department VP.

Project Request Form is submi�ed online (ask FPM for 
link). Submission deadline April 1st of each fiscal year.Project 

Request
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Department of Facili�es and Program Management (FPM)

This process is for requesting a capital project (construction or renovation) or Furniture, Fixtures, & Equipment 
(FF&E). This includes requests for painting or other room finishes. Requests for new space, reallocation of space, or 
change in use of space must be submitted to the Lincoln University Space Committee (LUSC) using the space request 
form. Please review the Lincoln University Space Committee (LUSC) Operating Guidelines and contact FPM for 
details.
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