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Facility Modification Project Proposal Form

There are times when school administration may identify a need for alterations to current facilities in order to accommodate the educational process. The attached project proposal form was developed to facilitate the communication of these needs with the Directors and the Department of Physical Support Services. 

Background and rationale sections are to be filled out in detail in order to help Directors and fund managers determine the actual need. The amount of funding must be estimated prior to submitting the form. The Division of Maintenance can help with obtaining estimates and quotes and can give you guidance on which contractors have access to Board of Education projects. Funding sources must also be identified prior to submittal. 
Identify if there are recurring or non-recurring costs associated with project. For example, will there be additional furniture needs as a result of the project (non-recurring cost) or routine maintenance requirements such as filter changes (recurring cost). 

In the measurable impact block, please identify the measurable benefits to the educational process and how this benefits the District. The form should be submitted to the Site Based Council for approval if school funds are being utilized for the project. The principal must sign and forward the form to the appropriate School Director for approval. The Director of Physical Support Services will provide a response and recommendation concerning approval or rejection of the project. 

It is anticipated that this process will facilitate communication and prevent problems such as schools initiating projects on their own only to have to remove the work because it does not meet with building codes and regulations. It also ensures that any alterations are noted and are updated on drawings and blueprints for future reference. Furthermore, this method will provide a process for prioritizing work and substantiate that the district gets the best value and benefit for the dollars that are spent. 
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Project/Event Proposal Form

Proposal: _____________________________________

	Date:
	
	School:
	

	Submitted By:
	
	Phone:
	

	Project Description:
	

	Educational Objective:
	

	Project Cost:
	

	Principal’s Signature:
	
	Date:
	

	School Director’s Signature:
	
	Date:
	

	PSS Director’s Signature
	
	Date:
	

	PSS Coordinator:
	
	Date:
	


Project Status Recommendation: ________________________________________________

	Approved:
	
	Denied:
	

	Signature:
	
	Date:
	

	
	Yes
	No
	Comments

	Funding Source
	
	
	

	Board Agenda Required
	
	
	

	KY Dept. of Ed – BG Form
	
	
	

	Building Codes and Regulations
	
	
	

	Prioritized Work (Preventive Maintenance Schedule
	
	
	

	Continuing Maintenance
	
	
	

	Archive Update of Drawings/Blueprints
	
	
	

	Safety & Liability Review
	
	
	

	Divisional Impact or Concern:
	
	
	

	
	
	
	


Copy to:
( Maintenance

( Operations

( Transportation
( Warehouse

( Food Services
( Risk/Safety

( Energy

( Construction Management
( Project Coordinator
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