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Learning Objectives

1. Introduction to the Facility Improvement Project Process

2. Understand the type of information you may be asked to supply by your FPMO and/or UBO

3. Understand market constraints and its impact to project delivery



FACILITY 
IMPROVEMENT 
PROJECT
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What is a Facility Improvement 
Project? 

• Initiative involving planning, design or execution of 

improvement / changes to UB Facilities

• Including but not limited to new or renovated spaces, 

buildings, building systems, grounds, etc. 

• Examples:

- One World Café

- Paula T. Agrusa Plaza

- NSC Classroom renovations

- Crosby Hall
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Who can submit for a Facility 
Improvement Project?

• Only a unit’s Facilities Planning and Management Officer 

(FPMO) can submit requests for Facilities Improvements.

• Approval is required by Unit’s leadership (dean / VP) prior 

to being submitted.

Who is my FPMO?

https://www.buffalo.edu/administrative-services/managing-facilities/for-fpmo/fpmo-contacts-list.html

https://www.buffalo.edu/administrative-services/managing-facilities/for-fpmo/fpmo-contacts-list.html
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Facility Improvement Project 
Process – Why?

• Each Facility Improvement Project is unique, and the process 

can be complex.  University Facilities guides the units 

through this process to ensure:

- Project is in support of the unit’s as well as the 

University's mater plan(s)

- All codes and regulations are followed

- Project conforms to all University standards
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Facilities Improvement Project Phases

• There are four phases in a Facilities Improvement Project
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Facilities Improvement Project Phases

• There are four phases in a Facilities Improvement Project

Project approval 

not obtained yet.  

Project is not active

Project approval has been obtained.

Funding identified and secured.

Project is now active
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Project Team and Role:
Unit University Facilities
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Unit fills out the 

Facility Improvement 

Project Request Form

IDEA CONCEPT STATUS

I have

an idea

Questions FPMO will ask you:

• What is the desired completion date?

• What is the present situation driving the need for this request?

• What is the consequence of not proceeding with this request 

or if the project is not completed by the desired date?

• Is construction required when classes are not in session?
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Unit fills out the 

Facility Improvement 

Project Request Form

University Facilities

reviews and

approves form

Project is moved 

to Concept Status

IDEA CONCEPT STATUS

I have

an idea

If the unit is just requesting space, if 

approved, a Space Assignment Memo 

will be issued at this step
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University Facilities

develops concept 

budget

Unit fills out the 

Facilities Improvement 

Project Financial Workbook

CONCEPT STATUS PENDING STATUS

University Facilities

reviews and

approves form

• The Facilities Improvement Project Financial Workbook 

documents the total costs of the project (both initial and 

ongoing total cost of ownership) and the various funding 

sources. 

• UBO / Director of Finance, University Facilities to work 

together to complete form

• Requires signature of FPMO, UBO, Dean / VP

• FPMO to Submit completed form to:

- Director of Finance, University Facilities (Suzanne 

Gentz)
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If project 

has funding
Project moved 

to Pending Status

If project 

has no funding

Project moved 

to Unfunded Status

Unit Requests

Funding 

via ARPP

CONCEPT STATUS PENDING STATUS
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If project 

has funding
Project moved 

to Pending Status

If project 

has no funding

Project moved 

to Unfunded Status

Unit Requests

Funding 

via ARPP

Once funding is obtained, project 

will be moved to the Pending Status

CONCEPT STATUS PENDING STATUS
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PHASE FORM DEFINITION RESPONSIBLE PARTY

Idea / Concept 
Development

Facility Improvement 
Project Request Form

Provides University Facilities with important information about the project concept, 
ensures it is approved at all necessary levels, and identifies the proposed funding source.

Client FPMO, in conjunction 
with the UBO

Project Notification Letter
Provides the client FPMO with the assigned project number, location, description, and 
status.

Assistant Director, Facilities 
Initiatives & Program Support

Space Assignment Memo
For space requests only.  Informs the requestor of newly assigned or removed spaces.  
Includes the space locations and date(s) changes are effective.

Planner

Conceptual Project Budget
Documents the scope of the project and provides an initial cost estimate needed for the 
client to complete the Facilities Improvement Financial Workbook.  As this is a 
conceptual budget only; no approval signatures are required.

Project Coordinator

Facilities Improvement 
Financial Workbook

Excel workbook that captures the total cost of ownership of the project.  This includes 
one-time project costs as provided in the Conceptual Project Budget, incremental 
operating costs, operating savings, and revenue impacts (if applicable).

Client FPMO, in conjunction 
with the client UBO

Idea / Concept Phase Forms:
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Pending Status is the queue where new projects are reviewed 

and organized based on campus priority and resource availability.  

Once University Facilities resources are available,

the project is moved to the Planning Status.

PENDING STATUS PLANNING STATUS
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MORE AND MORE PROJECTS ARE 
REQUIRING THE NEED FOR 

TEMPORARY OR SURGE SPACE.  
THE NEED FOR THIS SPACE AND 
IMPROVEMENTS TO IT NEED TO 

BE IDENTIFIED EARLY IN THE 
PROCESS TO DOCUMENT THE 

COSTS
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Project Kick Off 

meeting is held
Approval for Advanced Work

is developed (If needed)

PLANNING STATUS DESIGN STATUS

Project moved 

to Design Status

Scope Statement created, 

reviewed, and signed

Approval for Advanced Work: 

• Identifies the need to procure a material / service prior to 

the cost quote, amount required, source(s) of funds, and 

necessary approvals.

Scope Statement: 

• Documents the scope of the project, initial cost estimate 

(prior to design) and proposed funding source(s).  

Documents all required approvals for the project to 

advance to the next phase.  
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PHASE FORM DEFINITION RESPONSIBLE PARTY

Planning Advanced Work

Required when a contract / purchase order must be issued before the Cost Quote is 
finalized and project funds are transferred.  Identifies the need to procure a material / 
service prior to the cost quote, amount required, source(s) of funds, and necessary 
approvals.

Project Coordinator

Scope Statement
Documents the scope of the project, initial cost estimate (prior to design) and proposed 
funding source(s).  Documents all required approvals for the project to advance to the 
next phase.

Project Coordinator

Planning Phase Forms:
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STANDARD PHASES OF 
CONSTRUCTION DOCUMENT 

DEVELOPMENT
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Construction Documents

are developed and approved

Construction Estimate

developed

DESIGN STATUS CONSTRUCTION STATUS

Cost Quote developed, 

Reviewed, and signed

Construction Documents:

• Consist of drawings and specifications that have all 

details, dimensions, and other information necessary to 

communicate the entire design intent to the contractor(s) 

performing the work. 

Cost Quote: 

• Documents the final cost estimates of the project (after 

the design has been completed), funding source(s) and 

approvals.  Once the Cost Quote has been approved, 

funds are pulled from the client.
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PHASE FORM DEFINITION RESPONSIBLE PARTY

Design Cost Quote
Documents the final cost estimates of the project (after design has been completed), 
funding source(s) and approvals.  Once the Cost Quote has been approved, funds are 
pulled from the client.  

Project Coordinator

Construction Documents
Consist of drawings and specifications that have all details, dimensions, and other 
information necessary to communicate the entire design intent to the contractor(s) 
performing the work.

Design Team

Construction Schedule
Outlines project timeframes / milestones and tracks project progress to keep everything 
on time and on budget.

Project Coordinator

Memorandum of 
Understanding

Documents the scope, roles, and responsibilities for all parties involved in the ongoing 
stewardship of the space, facilities, equipment, etc. of the project.  The MOU will be 
drafted at this time and will be fully approved in Phase 4 – Construction and Turnover.

University Facilities 

Design Phase Forms:
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Materials, Labor and 

Services procured

Construction work

started

CONSTRUCTION STATUS PROJECT COMPLETION

Punch List 

walkthrough performed

During construction, unanticipated conditions or needs 

may be discovered that require changes to the project 

scope.  The Project Manager will evaluate these 

changes, determine cost and schedule implications, and 

create a Change Order if necessary

Punch List:

• A list of items that need to be addressed before a 

project can be deemed complete
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Materials, Labor and 

Services procured

Construction work

started

CONSTRUCTION STATUS PROJECT COMPLETION

Certificate of

Occupancy issued

Client moves

into space

Punch List 

walkthrough performed

Project turnover

/ closeout

PROJECT IS 

COMPLETE!
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PHASE FORM DEFINITION RESPONSIBLE PARTY

Construction and 
Turnover

Change Order
Required when there is a change to the original project scope.  Change Orders include a 
description, reason(s) for, cost, and schedule implications of the change(s).

Project Coordinator

Punch List A list of items that need to be addressed before a project can be deemed complete. Project Coordinator

Certificate of Occupancy
Certifies project compliance with applicable building codes and other laws.  Indicates the 
building / space is in a condition suitable for shelter or support of persons, animals, or 
property.

Project Coordinator

Construction and Turnover  Phase Forms:



CONSTRAINTS & 
IMPACTS
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Timeline for Facilities Improvement Projects

Projects vary widely in size and complexity, creating wide ranges of time to complete.  Below is a diagram of 

the approximate time to complete the Planning, Design, Construction and Turnover phases of a project of 

average complexity costing up to $2 million.

If a project needs to be complete for Fall of 2025 – University Facilities needs to begin the planning Phase NOW!

- This does not account for the project being in the Pending Phase while University Facilities is working on other projects
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Constraints

• Internal Resource Constraints

- University Facilities has more than 100 active projects at any given time

• External Resource Constraints

- Material lead times, external vendor (consultant & contractor) availability

• Contract Development, review and approval time

- University Facilities must follow NY State and SUNY Procurement rules and regulation

• Project location / type of use

- Limited windows of construction, complex projects require more coordination

• Unforeseen Challenges or Complications

- December 2022 blizzard, existing conditions
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HOW DID WE DO?
Take the session survey on your smart 

device using the QR code on your schedule 
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