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MichaelGutierrez
ExecutiveCouncil
President'€abinet

Vice PresidenReviewTeam(VPRT)

To establisha procesandtime-framefor requestingnodificationsto facilities andto
minimizedirectrequest®f the OperationandIT staff prior to propervettingof new
projects facility renovationsandIT action,suchastelephoneanddatadrops.

Thecurrentpracticeandfrequencyof requestingnodificationsimpactsthe work-flow
of theOperationandIT staff. A newproceswill helpsupplementheexistingunit plan
processf aneedarisesandwill notreplaceexistingprocessessuchaswork orders.

Requesterwill follow the processutlinedbelow,includingfilling outtheattached
form, gettingsignaturesandadheringto the VP ReviewTeam(VPRT) time-linethat
canbefoundbelowin parentheseg$ollowing eachstepin theprocesslif thereare
emergencyequeststherequestemustjustify theirreasoningvithin theform.

Requesterwill fill outall fieldsin theattachedorm andcommunicateheir requesto
theirdeanor directsupervisoldueendof Februaryor beginningof November)lIf the
supervisosupportgherequestheywill signtheform andforwardto their AVP or
directsupervisor(duebeginningof Marchor mid-November)lf the AVP or direct
supervisosupportgherequestheywill signtheform andforwardto the VPRT (dueby
mid-Marchor endof November) The VPRT will evaluateherequestaskfor additional
information,or invite thedeanto discusgherequesif applicableandwill communicat
changesvith thedeananddepartmentlf the VPRT hasdeterminedhatthe projectmay
moveforward,the VP'swill reviewthe projectwith the Presiden{endof Marchor
beginningof Decemben)lf the projectis not approvedo moveforward,the AVP will
communicatehisto therequesterUponfinal approval therespective/P or AVP will
providenextstepsrequisitiondetails)in anemailto the deanmakingtherequestand
CCtheVPRT,includingthelT DeanandDirectorof AdministrativeServicesUpon
receiptof theapprovalemail,IT will enterahelpticket.If awork orderis required,
Operationswill communicatevith therequesteabouttheinformationthatmustbe
includedin thework order.This allowstherequesteto checkthe statusof the project.
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