
Typically coincides w/Recruitment 
Phase (1st & 2nd Visits)*

Typically Occurs after Candidate 
Accepts Offer

Department Contacts CPM 
or FM to begin preliminary 

scoping and estimating                   
(Consult directly w/CPM or 
FM for their current project 

request process)  

CPM or FM works 
with Department to 
prepare a Charter 
for EVC Approval 

(See Attachment 2)
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EVC 
Approves 
Charter 

Project goes through 
Capital Approval 

Process (see 
Attachment 3)

Major Capital 
Project:                  
>$10M

Minor Cap 
Improvement 

Form (Routes for 
EVC & Other 

Required 
Approvals) 

Approval by EVC 
and Chancellor for 
Submittal to UCOP

Full Project 
Approval

School Space 
Committee 

Identifies a Need to 
Renovate Space

If the nature of the space is not changing and only minimal modifications are needed, skip the Space Request Form and 
submit work order request directly to FM (see Attachment 1 for examples)

Space 
Planning & 

Facilities Team 
Receives 
Request

AAFA SCP Team 
Collaborates with 

Customer to Prepare a 
Recommendation for 
AVC, SAVC & EVC 

Approval

EVC Approves the 
Request and SAVC Issues 
a formal letter authorizing 
preparation of a Charter

Process 
Complete

Mini-Major:                 
$1M-$10M

Approval by      
EVC &   

Chancellor

School establishes a Project Governance 
Group and continues working w/CPM or FM to 
define the project scope, design and budget for 

formal approvals.

Funds 
transferred & 
project can go 

out to bid

Submit Space & 
Renovation 

Request Form 
Requires Dean or AD 

Approval

Request Concept 
Screening to be 
used for early 
budgeting and 
funding plan

Refer to Financial 
Cycle workflow for 

funding pre-auth and 
approval 

Minor Cap:                 
$35K-$1M

*School would also follow these steps when a renovation is not related to a Recruitment.

https://plandesignbuild.ucsd.edu/planning/capital.html#Capital-Process
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School Space 
Committee Identifies 
a Need to Renovate 

Space

School notifies 
AAFA SCP Team to 
request a Concept 
Screening that will 

inform a preliminary 
Budget Range and  

Budget 
Pre-Authorization 

Amount

Self-Funded

EVC/Chancellor's 
Request

Internal Processes 
will vary by school

Funding Source

Submit Budget 
Request to AAFA

Budget Pre-Authorization 
Process

 Submit Renovation 
Request to AAFA 

SCP Team
Charter Phase Capital Project 

Approval Process

For details, follow the 
Renovation Request 
Process with School 
Space Committees 

Flowchart

The Project Governance 
Group must seek 

additional funding fiscal 
authorization BEFORE 

approving ANY changes.

Project Close out

FINANCE

Capital Project Cycle

Construction

Project is 
finalized. Any 

resources 
reimbursed or paid by 
the EVC/Chancellor 

must be returned 
proportionally to the 

funding sources. 

For details, follow the 
Renovation 

Accounting Flowchart

Academic Affairs Renovation & Capital 
Projects Financial Cycle

Created by: Nirvana Navarro, 12/10/2024
Updated: 02/19/2025

Estimated Timeline: 1-2 Weeks Self Funded: varies, EVC/Chancellor's: 2-4 weeks
1-4 weeks depending 
on project details and 

staff schedules

*Projects may have a 
combination of 

funding sources.

*unless otherwise stated.

If New Faculty/Startup 
related project: need is 

identified with recruitment 
phase 1st or 2nd visit.

https://plandesignbuild.ucsd.edu/planning/capital.html#Capital-Process
https://plandesignbuild.ucsd.edu/planning/capital.html#Capital-Process
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StartUp Reno

Concept 
Screening

EVC 
Supported 

Reno

Budget Request 
Process or 

Ad-Hoc emails 

Funding Source Budget Pre-Authorization 
Request

Faculty Growth
3 Year Plan

Tracking

StartUp Reno 
Pools

Once Nirvana 
is notified, 

RCTT entry is 
created or 
updated

CAPITAL: resources are requested from Facilities 
Management (FM), EVC directly pays directly

Account used: 774011 - Capital Outlay 
NON-CAPITAL: reimbursements are processed once 
expense hits and it's requested from the department 
Account used: various, (ie. furniture, FM shops, etc)

Resource Allocation

School provides chartstring to post 
expenses.

EVC FYE Reimbursement based on 
GL balances 05/2X (or 11/FY2X), not 

dependent on account codes

Project is 
finalized. Any 

resources 
reimbursed or paid 

by the 
EVC/Chancellor must 

be returned 
proportionally to 

the funding 
sources. 

Project Close out

This process might 
happen throughout 
multiple fiscal years

FinU: 1000001, 
2001847 - StartUp 

Project Used

Definition: a new 
faculty needs a 

lab, space

Separations include 
Startup resources 

BUT NO reno

Self-Funded 
Renovation

Submit 
Renovation 

Request Form

Charter Phase Capital Project Approval 
Process

Final Project 
Budget

Definition: a new 
building/space need to be 

constructed, upgraded, 
etc OR leadership's (ie. 

Dean's) lab or office

FinU: 1000001, 
1004735 - Capital 

Project Used

Varies depending on funding source. 
Assumption is expenses post in a 
general department/school capital 

chartstring. 

Only the Project Governance Group has the 
power to AUTHORIZE project 

augmentations. Before approving the 
augmentation, Project Governance 

representatives must clearly request fiscal 
approval from commiting additional 

resources.

Allocations are provided based on 
actuals up to approved budget (or 

updated approved budget). If overage 
is not approved, department is 
responsible for paying for the 

difference. 

Chancellor 
Funding 
Request*

*If applicable

Created by: Nirvana Navarro, 11/19/2024
Updated: 02/19/2025

Academic Affairs Renovation & Capital Projects 
Accounting Cycle

For details, follow the 
Renovation Request 
Process with School 
Space Committees 

Flowchart

Renovations & 
Capital Projects

*Projects may have a 
combination of 

funding sources.

*unless otherwise stated.

Internal 
processes vary 

by school



Attachment 1 
 

If the nature of the space is not changing and only minimal modifications are needed, skip the 
Space/Renovation Request Form and initiate process with Facilities Management. 
 
A Space/Renovation Request Form would not be required for the following:  
 

1. Scope with a total budget1 less than $35,000 that the School, College, department or unit 
will self-fund.  
 
Note that any scenario where the total project budget exceeds $35,000 is required to go 
through the Space/Renovation request process, followed by completion of the capital 
improvement approval process. 
 
 

2. Per UCOP Guidelines, there is a special exception for Painting: All painting projects over 
$25,000 require a formal bid process to be administered by Facilities Management. 
 

 

 
1 The total project budget includes all design fees, construction management/administration, and construction costs. 

https://plandesignbuild.ucsd.edu/planning/capital.html#Capital-Process
https://plandesignbuild.ucsd.edu/planning/capital.html#Capital-Process


Attachment 2: Charters 

As described below by Capital Program Management (CPM): 

Rationale: 

 Project Charters are intended to provide our clients/customers with a very quick, rough idea of 
“how long” and “how much” a project may cost BEFORE significant time, money, and energy 
are expended.   

 They also serve as a means of informing Campus leadership of the project and its Need, Intended 
Goals, and Objectives.  

  

Purpose: 

 A Decision-Making tool for potential projects 
 Fast, loose, Rough Order of Magnitude (ROM) guesstimate for Cost and Schedule for capital 

projects with a defined scope, i.e., space, location, program, etc. 
 Cost and Schedule are expressed as ranges – from low to high probability.   
 Charters provide the projected “investment” required to develop the design documents- typically 

thru Design Development. 
 At completion of Design Development, a detailed cost estimate and project budget will be 

prepared, memorializing the actual projected cost and schedule for the project and validating 
assumptions on Code, Capacities, and Conditions, etc.    

  

Use: 

 Initial requests are funneled through RMP Sr. Director portal and are evaluated for content.   
 Triaged requests will be forwarded from RMP Sr Director to FM/CPM (depending on size and 

complexity) where a project manager will be assigned to develop a Project Charter.   
 Charters should typically be developed and returned to requestor within two to four weeks from 

date of assignment – depending on size. Complexity, and quality of information.   
 The Charter with its stated assumptions becomes the project parameters for scope, schedule, and 

cost.   
 ALL requests for “Scope” additions to the Charter require Vice Chancellor approval before 

incorporation into the Charter, or if significant a new Project Charter.   
 “Discovery” issues that add time or money also require Vice Chancellor approval  
 All Charters must be approved/signed by the responsible Vice Chancellor 

  

Charters are not: 

 Defined/Detailed Cost Estimates 
 Feasibility Studies or Option Studies – These must be accomplished PRIOR to the 

development of the Charter thru “seed monies” provided by the respective VC’s office. 
The entity managing these initial efforts (CPM, RMP, FM, CPD) is dependent on size, 
complexity, and scope. 

 

A Charter prepared by Facilities Management will take approximately 6-8 weeks to complete from the request date. 
A Charter prepared by CPM may require more time depending on the size and scope of the project. 



Attachment 3 

Capital Improvement Approval Process 

 

The capital approval Process is a UC Systemwide requirement. Refer to UCOP Facilities 
Manual, Volume 2, Chapter 7 for guidelines: 

 https://www.ucop.edu/construction-services/facilities-manual/volume-2/vol-2-chapter-7.html#7-1  

 

Campus Planning works with project managers and stakeholders to prepare approval documents 
and administer the approval process. Refer to their website for the most current thresholds. 

https://plandesignbuild.ucsd.edu/planning/capital.html#Capital-Process  

 

 

 

https://www.ucop.edu/construction-services/facilities-manual/volume-2/vol-2-chapter-7.html#7-1
https://plandesignbuild.ucsd.edu/planning/capital.html#Capital-Process
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