[image: image1.png]UNIVERSITY of

West Georgla




GREEK CHAPTER HOUSE PROJECT PROPOSAL FORM

Office of Residence Life
Chapters leasing University-owned houses are not permitted to make any renovation or modification, including decorative improvements such as painting and paneling in or around the premises without first obtaining consent in writing from the Office of Residence Life via a Greek Chapter House Project Proposal Form. 
If a chapter would like to propose a change or improvement to their University-owned house, they may do so by filling out the attached form and turning it in to the Director of Residence Life.  The following guidelines may help when filling out the Project Proposal Form:

· Include only one project proposal per form.

· Project proposals must be submitted at least two weeks in advance (preferably sooner) of when you would like to begin work on the proposed project.

· Be as detailed as possible and include all information requested on the form (drawings, plans, samples, colors, time lines, etc.)
· Chapter president and Assistant Director for Greek Affairs must sign the form.  
· Work may not proceed until you have had the form signed by the Director of Residence Life and Director of Facilities and returned to you confirming in writing approval to proceed.
If you have any questions about this process, please feel free to contact Stephen Whitlock, Director of Residence Life or Lucille Whiten, Assistant Director for Greek Life.  Contact information for both is below.  
Remember, the following must be submitted at least 2 weeks in advance.

· All items on this form MUST be completed prior to submission.

· No work may begin until approval from the Director of Residence Life and Director of Facilities has been received by the requestor in writing.
· Failure to gain official approval will result in removal, demolition, repainting, etc. at the chapter’s expense and/or significant fines.
Chapter Name: ____________________________________ Address: _________________________________
President Name: ___________________________________ Email: __________________________________  

Project Contact/Requestor Name: _______________________________ Email: _________________________ 
Preferred Cell # or other contact #’s: ____________________________________________________________
President Signature: __________________________________________________________ Date: __________

Project Contact Signature: _____________________________________________________ Date: __________

Assistant Director for Greek Life: _____________________________________________ Date: ____________
12.5.2008
GREEK CHAPTER HOUSE PROJECT PROPOSAL FORM 
cont.

1. Project Title: _________________________________ Project Location: ____________________________
2. Description/Scope of work (Please attach to this form if additional space is needed). __________________________
_______________________________________________________________________________________

3. Do you have a vendor other than UWG you would like to complete this work?    Yes  /  No
a. If yes, answer the following questions.  If no, jump to number 3.b. 
i. Who?:  _____________________________________________________
ii. Please attach a proposal letter from the contractor performing the work (on company letterhead) including qualifications and experience, proof of insurance, drawings and plans related to project, cut sheet and associated shop drawings, scope of work, projected timeline, methods for protecting existing finishes, cleaning responsibility, contractors license number and lists of materials including color selections.

iii. Include any warranties which come with the project, product and personal services.
iv. Please Note: The University may prefer the work be completed by UWG Facilities.  If this is recommended, a quote will be returned with this request and give you, the organization, the opportunity to turn down the University’s offer to complete the project.  At that time, you will either be allowed to choose your vendor or accept the University’s quote to complete the project.   

b. Are you requesting to do this work yourself (UWG Students)?  Yes  /  No

c. Would you like UWG Facilities to prepare a quote to complete your project?  Yes  /  No

*****************************************************************************************

Project Denied     /     Pending     /     Granted with the following exceptions*    /     Granted as is*
*(Both Initials required for granted approval)

______________

_____________








DRL Initials/Date  

DF Initials/Date

Comments: ________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

Re-submitted for review to Director of Residence Life on:___________________________ date.
Project Denied     /     Pending     /     Granted with the following exceptions     /     Granted as is

(Both Initials required for granted approval)

______________

_____________







DRL Initials/Date  

DF Initials/Date

Comments: ________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

Re-submitted for review to Director of Residence Life on:___________________________ date.

Project Denied     /     Pending     /     Granted with the following exceptions     /     Granted as is

(Both Initials required for granted approval)

______________

_____________







DRL Initials/Date  

DF Initials/Date

Comments: ________________________________________________________________________________

__________________________________________________________________________________________

