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DDC PROJECT INITIATION PROCESS

Typically an informal
discussion or email

Transmit to 
Requestor 

via
DocuSign

Use template
for request

in MS Word or 
email

At 100% Design
Reaffirm Estimate

Sufficient
Funding...
Proceed to 

Construction

Need Funds?
Send Add’tl

Fund Request
Memo

To DDC
Director

* If funding is provided for project 
development, a project assignment 
must be created to track labor & 
expense prior to project authorization

FACMOD 
Manager


