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EL PASO COMMUNITY COLLEGE PROCEDURE 
 

For information, contact Institutional  
Effectiveness:  (915) 831-6740 
 
CH-2 New Capital Projects 

Requests 
APPROVED:  July 5, 1985 
Year of last review:  2025 

REVISED:  February 1, 2019 

AUTHORIZING BOARD POLICY:  CH 

Classification:  Institutional 
Responsible Vice President or Associate Vice President:  Vice President of Finance & Administration 
Designated contact:  Vice President of Finance & Administration 
 
 
OBJECTIVE: To establish guidelines for developing, prioritizing and implementing new capital projects 

requests to include new construction, major and minor renovations. 
 
PROCEDURE: 
 
I. Statement 
 

The following procedure is to be followed for the planning and development of capital 
improvement projects. 

 
A capital improvement project may consist of:  a new facility space need and/or renovation of 
existing space.  New capital projects may be identified by any District employee as long as they 
are moved forward through the supervisory chain and then approved by the appropriate Vice 
President for evaluation and consideration. 

 
II. Preliminary evaluation of request at Vice President level 
 

Once a new capital improvement project is identified, it must be reviewed by the appropriate 
Dean/Director and finally the area Vice President.  The proposed capital improvement project will 
then be evaluated to ensure that it is consistent with the District’s Master Plan, space utilization 
standards, departmental and institutional goals and objectives.  In conjunction with the Budget 
Development and Planning processes, new capital project request forms are due to the Executive 
Director of Physical Plant no later than March 1st of each fiscal year.   

 
III. Preparation of Request 
 

After the space need is defined, the appropriate Vice President will be responsible for filling out 
the Capital Project Request Form (CPRF). 

 
IV. Preliminary Review of Request 
 

The Vice President will then submit the CPRF(s) to the Executive Director of Physical Plant for 
preliminary cost estimate.  The Executive Director of Physical Plant will compile a master list of 
projects that include total estimated cost details for each project.  This master list will be 
submitted to the President’s Cabinet through the Vice President of Finance & Administration.  The 
President and Cabinet will evaluate and prioritize the requests for potential funding. 

 
V. Final Review of Request 
 

A. Once the new capital projects have been approved by the President for funding, the Vice 
President of Finance & Administration will inform the Executive Director of Physical Plant 
of the approved projects to be scheduled for execution. 
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B. The Executive Director of Physical Plant will then submit a Banner 
Fund/Organization/Account Maintenance Form for the approved new capital projects to 
the Office of the Vice President of Finance & Administration for signature.  Once a budget 
has been developed, the Physical Plant can begin execution of the project. 

 
If the project is outsourced to an outside vendor, a purchase requisition will be initiated by 
the Physical Plant Department to trigger the procurement process in compliance with 
Board policy and Texas State law.  
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CAPITAL PROJECT REQUEST FORM (CPRF) 
 

INITIATED BY:    
 

DEPARTMENT & DIVISION REVIEW: 

(PRINT OR TYPE)                                                          
 

☐  DEAN/DIRECTOR:                                                                  DATE 
 

SIGNATURE:                                               
DATE 
 

☐  VICE PRESIDENT REVIEW:                                                   DATE 
 

PROJECT JUSTIFICATION & DESCRIPTION 
JUSTIFICATION OF PROJECT  
 
 
 
 
 
 
 

DETAILED DESCRIPTION OF PROJECT (INCLUDE CAMPUS, BUILDING/ROOM 
NUMBERS.)  IF MORE ROOM IS REQUIRED, PLEASE ATTACH SHEET(S). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

EXECUTIVE DIRECTOR-PHYSICAL PLANT 
☐   Proceed with total project cost estimate.  
SIGNATURE:                            DATE:   
VP FINANCE & ADMINISTRATION 
☐    Project reviewed.     
SIGNATURE:                                                                                                 DATE: 
CABINET REVIEW & PRIORITIZATION OF PROJECTS 
☐   Proceed approved for funding.  ☐   Project Rejected. 
SIGNATURE:           DATE: 
 
 

PHYSICAL PLANT ONLY: 
ESTIMATED COST TO BE COMPLETED BY PHYSICAL PLANT 

COST ESTIMATE:  $ _________________ 
(SEE ATTACHED ______ PAGES) 
 
COMPLETED BY:  
____________________________________
_____ 

DATE CPRF RECEIVED:  ___________________ 

*OVERTIME LABOR (If requested by Initiator):  $ ____________________ 

AUTHORIZED BY:  
______________________________________________________________________ 
 

DATE COST ESTIMATE COMPLETED:  
_____________________________ 

*Overtime labor will be charged to the respective budget if overtime is deemed 
necessary to complete the project on schedule.  Overtime may not be reflected on 
original estimate. 

 
EXECUTIVE DIRECTOR, PHYSICAL PLANT: ___________________________________________   DATE:  ________________ 
 

NO.   
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