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This referencedocument outlines each of the project Phase Checklists and associated checklis t tas ks available in
Facilities Connect.

The purpose of

CHECKLIST ITEM CATEGORY

01. Initial Request activities and deliverables for this phase have been completed Approvals

Phase Number of Checklist Items Applicable Templates (s)
0.0 Initial Request 1 Large/Small Project 

CHECKLIST ITEM CATEGORY

01. Confirm with School/Department that request should be investigated Approvals

02. Identify intended funding source for project Funding

03. Identify budget tolerance from requester Budget

04. Identify preferred completion date from requester Schedule

05. Meet with Stakeholders and User Groups to develop Program of Requirements Program of
Requirements

06. Investigate existing conditions to identify feasibility, risks, and opportunities Existing Conditions

07. Consult with FM stakeholders as needed for expertise or to coordinate FM Stakeholders

08. Develop Scope of Work Program, Drawing(s), Narrative, etc. Scope of Work

09. Draft Project Definition Package Deliverables

10. Review completed documents with Project Sponsor, User Groups and Stakeholders for approval Approvals

11. Submit Estimate Request to Customer Service Scope of Work

12. Assist assigned PM and/or Shops as needed to complete Estimate, as
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PROJECT PHASE CHECKLIST TASKS

Phase Number of Checklist Items Applicable Templates (s)
2.0 Design 34 Small Project
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PROJECT PHASE CHECKLIST TASKS

Phase Number of Checklist Items Applicable Templates (s)
3.0 Construction Procurement 5 Small Project 

CHECKLIST ITEM CATEGORY

01. Bid Information Package Deliverables

02. Receipt of Bids, Official Bid Open Tasks

03. Bid Tabulation/Evaluation Report Deliverables

04. Award Contract, Issue Letter of Intent/Notice to Proceed Deliverables

05. Execute General Contract per Contract Workflow (Subprocess) Tasks
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PROJECT PHASE CHECKLIST TASKS

Phase Number of Checklist Items Applicable Templates (s)
5.0 Operational 8 Small Project
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PROJECT PHASE CHECKLIST TASKS

Phase Number of Checklist Items Applicable Templates (s)
6.0 Close-Out 6 Small Project

CHECKLIST ITEM CATEGORY

01. Customer Service activities and deliverables for this phase have been completed Tasks

02. Commissioning activities and deliverables for this phase have been completed Tasks

03. Laboratory activities and deliverables for this phase have been completed Tasks

04. Financial Closeout activities and deliverables for this phase have been completed Tasks

05. FM Accounting has closed all Purchase Orders for the project Purchase Orders

06. FM Customer Service has closed all Work Orders for the project Work Orders
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PROJECT PHASE CHECKLIST TASKS

Phase Number of Checklist Items Applicable Templates (s)
2.1 Schematic Design 24 Large Project

CHECKLIST ITEM CATEGORY

01. Confirm Scope and Goals with Project Sponsor and Stakeholders Program of
Requirements

02. Identify Project Reviewers
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PROJECT PHASE CHECKLIST TASKS

Phase Number of Checklist Items Applicable Templates (s)
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PROJECT PHASE CHECKLIST TASKS

Phase Number of Checklist Items Applicable Templates (s)
4.1 Mobilization 1 Large Project

CHECKLIST ITEM CATEGORY

01. Mobilization activities and
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PROJECT PHASE CHECKLIST TASKS

Phase Number of Checklist Items Applicable Templates (s)
5.1 Ready 10 Large Project

CHECKLIST ITEM CATEGORY

01. Customer Service activities and deliverables for this phase have been completed Tasks

02. Custodial Services activities and deliverables for this phase have been completed Tasks

03. FM Operations - Notify FMO Assoc Dir of Building Occupancy & Turnover of Maintenance Tasks

04. FM Operations - Provide FMO Assoc Dir with a copy of Punchlist of outstanding items to be corrected
by the Contractor Tasks

05.
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PROJECT PHASE CHECKLIST TASKS

Phase Number of Checklist Items Applicable Templates (s)
6.1 Commissioning 1 Large Project

CHECKLIST ITEM CATEGORY

01. Commissioning activities and deliverables for this phase have been completed Approvals

CHECKLIST ITEM CATEGORY

01. Customer Service activities and deliverables for this phase have been completed Tasks

02. Commissioning activities and deliverables for this phase have been completed Tasks

03. LEED Certification activities and deliverables for this phase have been completed Tasks

04. Laboratory activities and deliverables for this phase have been completed Tasks

05. Elevator activities and deliverables for this phase have been completed Tasks

06. Financial Closeout activities and deliverables for this phase have been completed Tasks

Phase Number of Checklist Items Applicable Templates (s)
6.2 FM Closeout 6 Large Project
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