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Request Type Completion Instructions for Phase I/Phase II Projects (Initial Request Type) – New PIP: 

If the Request Type was created from a CPIP, the below highlighted details will be included.  
If the Request Type was created manually, all fields and tables will be blank.  
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All details included should be updated and expanded upon as needed to complete the request.  
All fields and tables displayed must be completed. 
Do not update the CPIP Information as this will be current and applicable to the Request Type.  
 

***To edit an existing table entry, click the .*** 
***To add to a table, click the  sign.*** 
 
Project Type – Select the appropriate option(s) and provide the related percentage(s). 
 

Facility Type – Select the appropriate option(s) and provide the related percentage(s). Select the appropriate location code. 
 

Building Components Affected – Select the appropriate option(s) and provide the related percentage(s).  
Note: For renovation projects where a roof is being replaced, you must select “Roof” as a Building Component.   
 
 

 
Each table must total 100% 
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Request – Provide a concise statement outlining the project’s deliverables. This information will be included in the agenda 
summary document prepared by the Capital Budget Office for the request.  
 

Summary of Work – Provide a comprehensive description outlining the project’s full scope of work.  
 

Rationale – Provide the justification and rationale supporting the need for the project. 
 

Alternatives Considered – Provide the alternatives considered for the project. If no alternatives were evaluated, explain the 
reason why. 
 

 
This information will be summarized by the Capital Budget Office for inclusion in the agenda summary document. 
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Complete the table to present the estimated project cost by general ledger code for the current request.  
 

 
Complete the table to present the specific fund sources by amount for the current request.  
 

 
The totals reflected in the above tables must equal.   

 
Select the month and year in which the project is expected to be fully completed and formally submitted to the Capital Budget 
Office for closure.  
 

    
 

 Once the Request Type tab is fully completed, click  in the header.   
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Request Type Completion Instructions for Phase I/Phase II Projects (Subsequent Request Type) – Established PIP: 

Double click on the Request Type to open it.  
 

The previously approved Request Type details will be displayed in this Request Type. These details must be updated to 
correspond with the Request Type.  
 

 
Update the CPIP Information if the most recent CPIP details are not reflected in the Request Type.  
 
 

Click  in the CPIP Information section. 
Review the list of CPIP projects, locate the one to be pulled into the Request Type, and select it. 
Click  
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Request – Provide a concise statement outlining the project’s deliverables. This information will be included in the agenda 
summary document prepared by the Capital Budget Office for the request.  
 

Summary of Work – update as needed 
• Provide a comprehensive description outlining the project’s full scope of work.  

 

Rationale – Provide the justification and rationale supporting the need for the project. 
 

Alternatives Considered – Provide the alternatives considered for the project. If no alternatives were evaluated, explain the 
reason why. 
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Update the table to present the estimated project cost by general ledger code for the current request.  
 

 
 
Update the table to present the specific fund sources by amount for the current request.  
 

 
The totals reflected in the above tables must equal.   

 
If needed, update the month and year in which the project is expected to be fully completed and formally submitted to the 
Capital Budget Office for closure.  
 

    
 

 Once the Request Type tab is fully completed, click  in the header.   

 


