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All requests for room modifications, major/minor construction and new installation of equipment (anything attached to the building, classroom walls or attached to the grounds) must be submitted to the Facilities Department for review. 
Please submit all requests via email to victoria.garcia@twinriversusd.org.  Upon receipt of your project request you will be contacted by Victoria within 24-48 hours to begin the review process.PART I:  TO BE COMPLETED BY REQUESTOR  (All fields marked with * are required)


Name*				Click or tap here to enter text.
Date*				Click or tap here to enter text.
Point of Contact Name*		Click or tap here to enter text.
Site/Department*		Click or tap here to enter text.
Scope of Work*			Click or tap here to enter text.
Site Plan & Pictures*	Attach pictures of the project location highlighting the area where the scope of work will be completed.  Include room numbers and room names if applicable.
Desired Completion Date*	Click or tap here to enter text.
Funding Source*	Click or tap here to enter text.
Funding Deadline (if applicable)	Click or tap here to enter text.PART II:  TO BE COMPLETED BY FACILITIES


Site Visit Date & Time												(M&O Approval to Outsource)

Work To Be Performed By	☐ Maintenance Dept.		☐ Contractor   __________
Bid Method			☐ 3 Quotes     ☐ Informal Bid    ☐ Formal Bid     ☐ CMAS, Piggyback, Other ________
Associated Costs		☐ Architect/Engineer       	☐ Division of the State Architect
				☐ Preliminary Testing		☐ Construction Inspections
				☐ Construction Testing 		☐ Construction Management
				☐ Other 										
Est. Budget/ROM		$											
Timeline/Schedule													
Product Data/Materials													
Submittals/Cut Sheet													


FACILITIES APPROVAL – OK TO PROCEED       							Director, Facilities                                                               Date
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