
  

 

 
It is in the best interest of the University to develop standard policies and procedures for requesting, 
approving and completing remodeling and permanent improvement projects. 
 

 
This policy provides the process required to request the physical alteration of any University space.  All 
remodeling requests must adhere to this policy. 
 

 
All University departments.  
 

 
Remodeling is the physical alteration of any University facility or space and/or existing utility services.  This 
includes, but is not limited to:  relocation of or modification to walls or doors, major changes in utility supplies 
(gas, water, electric), installation of equipment requiring physical changes to the space, soundproofing, 
major lighting, electrical changes, or other similar facility changes. 
 

 
1. To initiate the request, the requester will: 

 
1.1 Discuss and conceptualize the project with the area supervisor. 

 
1.2 Receive initial approval from the area department head. 

 
1.3 Complete an “Alteration and Improvement Request” form.  All forms must include a fund source 

and proper signatures.   
 

1.4 Obtain all signatures as required on the form, and submit the form to Facilities Management. 
  

2. Upon receiving the signed “Alteration and Improvement Request” form, Facilities Management will: 
 

2.1 Contact the requestor and discuss project needs.  The Director of Facilities Planning and 
Construction will determine if the proposed project is feasible enough to warrant further 
exploration and, if so, will confirm with the requestor. 
 

2.2 If the project is deemed to be unfeasible, the Director will notify the requestor with the rationale for 
denial.  The requestor may revise the request to address the concern and resubmit the request. 

 
2.3 Assign a Project Manager (if decided that the project warrants further exploration). 

 
2.4 Prepare and forward to the requestor an “Alteration and Improvement Cost Summary and 

Authorization to Proceed” form, which details a cost estimate and other project details.   
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3. After receiving the “Alteration and Improvement Cost Summary and Authorization to Proceed” form the 

requestor will determine if the project will proceed.  If so, the requestor will return the form to Facilities 
Management with all authorizing signatures. 

 
4. Facilities Management will obtain quotes, prepare a requisition, and forward the requisition to the 

requesting department for processing. 
 

5. After the Purchase Order is issued, the Director of Facilities Planning and Construction will schedule the 
project and Facilities Management will oversee the completion of the project. 

 

 
Alteration and Improvement Request Form.  
Alteration and Improvement Cost Summary and Authorization to Proceed Form.  
 

 
Please direct questions or concerns about this policy to: 
 
Contact Phone E-Mail 

Director of Facilities Planning and Construction (773) 442 - 5260 N-Medina@neiu.edu 

 

 
The University reserves the right to modify or amend sections of this policy at any time at its sole discretion. 
This policy remains in effect until such time as the Responsible Officer calls for review. Requests for 
exception to any portion of this policy, but not to the policy statement, must be presented in writing to the 
Responsible Officer. 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

RELATED POLICIES, DOCUMENTS, AND LINKS 

CONTACT INFORMATION  

DISCLAIMER 

mailto:N-Medina@neiu.edu?subject=Remodeling%20Request%20Policy
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APPENDIX A – ALTERATION AND IMPROVEMENT REQUEST FORM 
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APPENDIX B – ALTERATION AND IMPROVEMENT COST SUMMARY  
AND AUTHORIZATION TO PROCEED FORM 


