


Capital Project Request Form ($10,000 - $50,000)

Request Form
Complete this small Capital Project request form and send to the Department Vice President to E-Sign in the designated signature box below (Requester should also e-sign in designated signature box below). Once signed by all parties please send the signed copy along with all supporting documents for review to capprojects@mmm.edu. Projects ranging from $10,000 to $50,000 will be reviewed semi-annually in the 2nd week of January and the 2nd week of July each year.

	Date: Click or tap to enter a date.
	Email: Click or tap here to enter text.

	Requester Name: Click or tap here to enter text.

	Department Name: Choose an item.

	Department Vice President: Choose an item.

	Summary of Project: Click or tap here to enter text.






	Work Required (Select All that Apply): Choose an item. , Choose an item., Choose an item., Choose an item., Choose an item., Choose an item., Choose an item.

	How does this project align with departmental priorities and needs? Click or tap here to enter text.



	How does this project align with the Institutional Strategic Plan? Click or tap here to enter text.



	How does this project align with the Campus Master Plan? Click or tap here to enter text.



	What benefit does this project have to elevate the student experience? Click or tap here to enter text.



	How does this project assist with the teaching pedagogy (If Applicable)? Click or tap here to enter text.



	Attachments:

	Estimate Cost: Click or tap here to enter text.

	Requester Signature:

	Department Vice President Signature:

	Capital Project Planning Committee Use Only

	Project Approved by Capital Project Planning Committee ☐

	Project on Hold ☐	Reasoning:	
* All projects on hold will be added to the capital planning budget sheet under future projects

	Director of Capital Planning + Design Signature:

	AVP Business Operations + Real Estate Signature:

	AVP Finance and Administration/ Controller Signature:

	Vice President of Finance and Administration/ CFO Signature:
* Certain projects, depending on annual funding for small capital projects, have to be approved by the board of trustees 

	Approved by Marymount Manhattan College Board of Trustees (If Applicable) ☐
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