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1. FPM Project and Lease Request and Approval Policy
Draft: v.1 dated 18APR22

Issued: 04/18/2022

Edited: 04/18/2022

2. Policy Purpose

The FPM Project and Lease Request and Approval Policy governs the request, acceptance, and approval
of capital design & construction projects and leases submitted to Facilities Planning and Management
(FPM), to include senior level review and budget approval.

3. Policy Statement

This policy (and accompanying processes) ensures that requests for capital projects (to include feasibility
studies) and leases submitted to FPM are reviewed and processed in a consistent fashion, are properly
timed and budgeted, and approved within current University guidelines. The policy applies to all schools
and departments and operates under the oversight of the Vice President and Executive Director for
Facilities Planning and Management; it includes the full participation of the Chief Financial Officer, the
Office of the Provost, the Senior Vice President for Health Systems, and the Office of General Counsel.

4. Scope and Application
This policy applies to all projects and leases that are submitted by schools and departments to FPM

5. Definitions

Below are some specific terms used in this policy

Term Definition ‘
CCD Capital Construction and Development
Capital Project A long-term, resource-intensive investment project with a purpose to

build upon, add to, or improve a capital asset; this is contrasted with a
project that is meant to maintain an asset in its current condition

Capital Planning Internal USC committee chaired by the CFO to assess capital planning

Committee (CPC) projects and initiatives and make investment decisions to senior
leadership

FAMIS Facilities Asset Management Information System

REAM Real Estate and Asset Management

ROM Rough Order of Magnitude

6. Policy and Procedure Details

1. Requests for Capital Projects (to include feasibility studies)

Purpose/Intent: Provide organized and consistent approach for Design and Construction project request
and approval, identifying key expectations for scope, schedule, budget, business case, and funding
source(s).
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Responsibilities and Process:

1. Customer (School/Department/Unit):

1. Prepares detailed scope statement, including the intended functions, uses, proposed
alterations or new construction, proposed site if project is a new building or structure.

2. Provides initial expectation for project timeline and completion, including critical
deadlines based on grants, donor funding/expectations, or other factors.

3. Provides initial expectation for total project budget

4, Provides business case summary.

5. Provides specific source(s) of funding and the advance approvals for use of any
restricted funding sources (one example being use of Provost Reserves).

6. Makes initial project request in FAMIS.

7. Completes "Capital Project Request Form" (attachment 7.1) and submits to CCD,
including all additional information/attachments that customer expects to be
considered in project development.

2 CCD:

1. Receives and reviews for completeness initial project request in FAMIS and the Capital
Project Request Form. Engages with customer to gain additional information as deemed
necessary to establish a complete record of project expectations.

2. Evaluates customer expectations for scope, schedule, and budget, and provides initial
analysis including risks, and potential for achieving scope, schedule and budget within
the parameters provided by customer.

3. Proposes feasibility study if necessary to reduce the number of unknowns/risks,
providing a more detailed analysis of scope, schedule, budget, and risks.

4, Prepares initial Rough Order Magnitude (ROM) budget estimate for evaluation.

5. Prepares documentation/brief for review by Capital Planning Committee.

3. Capital Planning Committee:

1. Reviews proposed projects within the context of university priorities and overall capital
planning.

2. Approves projects to proceed if no additional approvals required, or to further levels of

review/approval, as appropriate (example: Finance & Campus Planning Committee), or
requests additional information be provided.

Process Timeline:

1. Approximately 60 days for process to move forward to an initial decision about project.
2. Timeline may vary depending on complexity of project request, need for additional investigation
and information, and overall capital planning considerations.

Managing and Accounting for Restricted Funds

1. Lease User:

1.

Department/Medical Enterprise (“Users”) submits Space Request Form (“SRF”) and
supporting business plan to Dean/SBO for consideration and approval.
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Once User secures approval of budget and business plan and Dean/SBO signs SRF, user
submits SRF with accompanying business plan to Real Estate & Asset Management
(“REAM”).

Performs preliminary Lease vs. Own analysis.

Confirms Lease is forecasted on the leader board.

Reviews portfolio to determine if there are alternatives to leasing or consolidation

opportunities with other leases; provides feedback to Users and CPC for consideration.

REAM approval:

1. If the total lease obligation (base rent, anticipated operating expenses and tenant
improvements) is less than S1MM, REAM ASVP approves moving forward with
next steps in lease process.

2. If the total lease obligation (base rent, anticipated operating expenses and tenant
improvements) exceeds SIMM, REAM submits the SRF and supporting business
plan to the Provost’s office for review and approval.

If the Provost office approves, REAM advances the lease request (SRF and supporting

business plan) to Finance for consideration and approval.

Once either REAM or Provost and Finance approve the lease moving forward, REAM

requests third party real estate brokers to complete market survey/analysis of

competitive set of potential locations.

REAM reviews/tours lease options with Users, and based upon the tours and input from

Users, REAM solicits lease proposals from one to three potential owners/landlords.

Reviews lease metrics with Users, and based upon that review, REAM and Users select

potential location to pursue.

REAM and Users space plan the selected location and confirm use capability, and REAM

then negotiates Lease economics, terms and conditions.

Lease execution:

1. For total lease obligations less than S1IMM, REAM ASVP signs the lease.

2. For total lease obligations between S1IMM and $5MM, SVP Finance and CFO signs
the lease.

3. For total lease obligations exceeding SSMM, a resolution is prepared for Finance

and Campus Planning Committee (“FCPC”) to review, consider, and approve or
disapprove lease. If approved by FCPC, the SVP Finance and CFO signs the lease.

7. Attached Forms

Capital project request form
Space request form (SRF)

8. Responsibilities

9. Contacts

See attached Roles and Responsibilities

Please direct any questions regarding this policy to:
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OFFICE PHONE EMAIL
VP/ExecDir FPM 213-821-6784 ctoomey@usc.edu

10. Policy URL (under Project & Building Section): https://fpm.usc.edu/my-fpm/

Include links to where the policy is hosted on USC’s websites. Include all listed on a school, department,
or unit website, the URL to the policy (formatted in PDF) should be provided here.

POLICY GOVERNANCE

Policy Number: FPMO0O01

Effective Date: May 1, 2022

Approval Authority: Finance

Policy Owner: Facilities Planning & Management
Responsible Office: Office of the Comptroller

Found below: Project & Lease Approval Flow
Charts, Capital Project Request Form, Space
Request Form, Project & Lease Approval SOP,
Roles & Responsibilities

Supplemental Documents:

11. Project and Lease Approval Flow Charts

>$1MM or
Provost
Reserve

CCD reviews request and confirms scope,
estimate and desired timing

Confirm:

funding available, Capital Plan, business plan as Provost or SVP confirms funding
Ae———— N ),
needed — business plan, and scope

Establish in workplan

DESIGN AND CONSTRUCTION PROJECTS
(TO INCLUDE FEASIBILITY STUDIES)


https://fpm.usc.edu/my-fpm/
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>$1MM or
Provost
Reserve

REAM reviews request for justification, estimate,
and timing — checks space utilization and
alternatives

Confirm:

funding available, Leader Board, business plan <=> Provost or SVP confirms need,
funding, business plan, and scope

Capital Planning Committee Monthly Review

Establish in workplan

FMS updates capital plan list with
priority and estimate

VP FPM confirms priorities and
estimates

Approval with annual capital plan

ASSET RENEWAL

Establish in workplan
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Capital Project Request Form

CAPITAL PROJECT REQUEST FORM
INFORMATION TO BE COMPLETED BY REQUESTING ENTITY

KOTE: To dekete sy fip (such as this), ssect if and start iyping. To remove endinaly, select 8 fip and prass Spacabar i ramove it

1. F’roj ect Location wner me project will take place. ldenfiy campus, buliding(s), anadr sie. Include room numbers of mams fo be
aftered in & renavation project.
Idantify campus, buldingfs), andior site.

2. Customer Information Project sponsar or stakeholders who will be impacied by this project.
Full name of Unlverslty unitis) making the request: ident¥y school, colege, deparment, institwte, or academy.
Idantity school, cobege, depatment, instifula or scadky.

Hama & contact information of parscn making request: Primary Cusfomer confact ncluding emall address, offfce phane, and mable phane.
Primary Customer condac! inclucing emall svess, office phona, & mabile phone,

Mams & contact information of peracn within Custemer crganizztion that has declslon-making authorlly regarding scope, schaduls, &
budgst for this project: Provide name, emal address, oMce phone, and moble phone.

Provide name, amal address, office phone, & mobile phone

Mame & contact information of peracn within Customer crganization te nofify In the event of an emergency: Provide name, emall
address, office phane, and mobie phone.

Provide rame, amad address, offics phone, & mobide phone

3 PTDJ ect Scope Project scope deiines the boundarkes of 3 project. Think of the scope a5 an Imaginary box Mat will enclose ai the project
elements. I not only defines the work that you want perbrmed (what goes Info the box), but aiso sets Mmits for what will not be done a5 part of the
project jwhat is NOT in the box). Scope identiies what wil be done, what will nof be done, and what e result will loak Me.

If the Project is @ Bunding Expansion, idenafy which building: ingicate Bulding &, Fioorfs). Buiiding #1, Fioars
Type of project: Check ab apoiicable boxes.

Wet Labaratory {1 Dry Lavoratory
Faculty Office{s) 1 Administrative OMca(s)
Food Senvice {1 Housing

Student Space [Classroom, Audltorium, Teaching Lab)
Student Support Space (Lounge, Study Area, Group Mesting Rooms, LockersiStorage)
Clinical
1 Other Describe If nane of the above appiy. Enlar descripiion
Scope Narrative: identity the intended physical features andfor modiications to the space(s) comprising the project. Inciude spectfic expectafions and
requirements for the compieted project 35 applicable fo the project fypes above.
Erter gandral dascripion of rarralie.
Special accreditation requirements: Identity any centifications, Inspections, or Noansing required based on the yse(s] nfended.
Lis! all sppicabis reguiramans
Space Requirements: Provide specific space requirements, such as a specific amount of assigned square-footage commitied by contract to 3
pamicular nceupant. List all such confrachual and non-confractual space commitments you expect to be Implemented In the Space plan.
Liz! all spalcalis reguiramanls
Project Documentation already avallable: Check ail thaf apply & Include decumentalion with Project Request Fam susmission.

{1 Renderng/Phata [ Dlagrams/Sksichas 01 Space Plans
{1 Space Program [ Business Pran/Siatement
0 Ciher: Descrie If none of the above apply.
List dpguments avaiable

4, Schedule a project’s schaduie incledes nof fust the tme It fakes fo mooly space or construct 3 bulbding. There Is fypicaly a perod for

planning and design, fallowed by approvals from local agencles and from USC Senlor Administraion. Even affer consirushion is compists, FPL
CONONUES [0 WOMK O COMENNg ai raject BocUMEntation and ciosing ow al Mancial otwgations.

Completion Date: Date by which you expect to ocoupy the completed space(s).
Chick ar tap lo ander 2 dafe.

Dascribe the factors that Itate the above complsilon date and the pofential Impacts of falling to cccupy by the expacted date.
Enter dascriplion.

Identify any deadlines or dus dates requirad by start datss for new hires, donors, grants, andfor entifles outalde USC.
Enteyr daadlings oF dus dites and axpiain.

Dascribs any phazad Implementation of the project. For sxample, will parts of the projsct be occupled Incrementally or all at once?

Capital Project Request Form (rev. 0d/15/2022)
]
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Enter duseriplive.
Special Schedula Conslderations: ldentify any restrictions In the work hows (Can only work befween cerfain hours in arder to avodd disniption fo an-
going academic, research or administative aciivitles, Bic.), Special events that will prevent work, sic.

Enfey spadial considations.

5 Budget and Funding A legtimate funding /5 sowrce /5 required for FPL fo underfake any work, incieaing prefminary investigstions and
hiring design consutants. Transparency about your project budpet expectation is key io FPM providing the appropriafe sendses and completing
the waork i an expeolions manner.

Total project cost to be managed by FPM (TO TAL PROJECT COST = Cost far EVERYTHING refated fo the project, inciuding Construction, famituns,

equipment, signage, moving expenses, and consuffant fees. You will be committing this amount wa an Infemal Requisition fo FPM.): § Ender amound

Liat all work you proposs to manage and pay for dirsctly (an sxamjple would be packing/moving'storage costa),

How will the project be funded? Check all thaf appily & Isf Speciic SoUMCE(s) (By SScOUNT namenumber for e funding of the project.

O Operational Funds Account Hamea Enfer aams Mumbser Endar number
O Donor Account Hama Enfer aams Humiser Ealer number

Ampunt of donor funding sought: § Emer amoowal

Total amount of gifis on hand: § Ealar amounl

Total amount of pledges: § Haler amauni

Schedule for recelving pledged amounis. indicate amount and due daie

Amounf, Due Dada

Amoanf, Due Dida

Amounf, Due Dl

Add dame as nesded

OGrant - Already Approved Provide copy of grant Jocument(s) hat indicate requirements, rules, resiricions on Use of unds for design andfar

COnSIACHoR Costs, B

Sopurce of grant funding: /dentity insHtution or Sgency.

SOUNCE

Total amount of grant funds that can be applied fo design phase of project: Enfer amount

3 Eafer amouni

Total amount of grant funds that can be applied to construction phase of project Enfer amount

§ Eafer amount
01 Grant- Appllcation In process or fo be submitted Provide copy of grant documend(s) that indicate requirements, rles, resticiions on use of
funds for design andior coNSUCHoN costs, 8t

Source of grant funding: /deniy NSHTUNON oF 3gEncy.

Idenlily sounes
Total amount of grant funds that can be applled to deslgn phase of project Enter amaunt
% Ealer amount
Total amount of grant funds that can be applied fo construction phase of project  Ender amound
5 Ener amount
I Provost Reserve Aceount Hama Enfer axme Mumbsar Ealer number
Has approval b2en cotained from the Provest? [lYes [ No
01 assef Renswal Account Hama Enfier name Mumbsr Ealer number
Ol Facliities Infrastructurs Fund (FIF) Account Name Enfes aams Mumibsr Ealar fumlier

L]l D=bt
O Corporate Funding (Presidant or Provost funded)
0 Other Describe i none of the above apply.

Ml fands

6. Customer Value Assessment erowds the Customer Vaiue Assessment based on the defintons below. Diescrbe or sHsch 3
separate document fo expiain speciicaly how e project meets the definition of the Customer Walue salected befow.

O Urgent: Project reguired on a timeline that cannot be defemed, such 35 a funded grant deadiine or schedule commiment to donor In an executed
donor agreemant, o I order 10 recrult 3 facuity member who has aready accegted an offer, or 3 confimmed” business cass based on Immediats
opporunity, and for which no miigation measures exist

Supporting infarmatioriescriphion of proeel value.

O Essantlal: Project required for execution of confirmed program andior research commitment with grant funding or confirmed” business case basad
on opporunity with an extended fimeling, and considerad ctical to the on-going successiul operation or accraditation of the program, ressanch andior
business plan.

Supporting infarmatioriescriphion of proeel value.

O Important: Project required to enhance or expand existing program or research space, Including existing program consodldation or growih.
Supporting infarmatioridescriplion of projael value.

O] Diacreflonary: Projact that can be defermed, possioly creating Incorveniance, bt with possible mitigation measures andior defemal nod senously
detimental io confirmed” program, research andior bUSiNess plan.

Supporting infarmatioridescriplion of proel valve.

* NOTE: "Confirmed” defined 1o Mean program/research/bUsNess plan has besn discussedlapproved, 35 appropriars. by Provost (for
academic programs) or by appropriare Senlor Vice President (35 may be delegared) for adminsranve and athienc programs.

Capital Project Request Form (rev. 04/15/2022)
3
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7. Attachments to Project Request Form Thank you for compieting the Project Request Form. Flaase remember fo
include any documents requesfed above. Documents in electronic format (POF, M5 Word, or Excel) are prefemed, but if you hawve
large format prints, we can amange fo have them picked up from your focation.

Liat of Customer attachments included with Project Requesat Form: ident®y document descripfion and Me name.
Docaursnd §1 gescrption ang B asme

Docamend K2 desonpiion and e anme

Documend 83 descriplion and e asme

Add ilams as resdad

REQUESTOR SIGHNATURE wust be signad oy the requesting Deparment's Director or Autorized Agent

Enfer Nare, Tifia DATE Ciick o fap by grdar 3 dale.

NEXT STEPS

Plazse amail the Project Request Form m xxxxxx@usc eody along with ail amachments. You will réceive an email confirmanan miar your
submussion has been recedved. FPM S@afT wil review this for COmpiemensss and will nonly you wihin five (5) Dusiness 0ays i addmonal
informazon 15 nesded before We Can process your Project Requast Ifthe informanon is complere, you will receive an emall idenofymng the
FPM manager a55/gnad 10 Four project

Thank you for submitting your Project Request.
We look forward to working with you!

Capital Project Request Form (rev. 04/15/2022)
3
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Space Request Form

University of California Real Estate and Asset Management n j USCUniversi‘gy of )
Leased Space Requisition Southern California

DEPARTMENT INFORMATION

Department Name:

Contact Name:

Title:

Phone: Email:

SPACE REQUESTED

Square Footage:

Desired Configuration:

(# of offices/# of cubicles/# of conference rooms/pantry/classrooms/clinic spaces)
User Group:

Purpose/Use:

(i.e., medical, office, classroom)
Reason Space is Required:

New/Renewal/Relocation:

Date Space Required:

Term (#Years/months):

Desired Location:

(UPC, HSC, USC Center, Alhambra, etc.)
Parking Requirements: Staff: Visitors:

Special requirements:

(Signage, after-hours air, exam room/sinks, expansion needs, etc.)

BUDGET

Maximum Monthly Rent Budget: $

Tenant Improvement Budget: $

Lease Expense - Anticipated in current Fiscal Year Budget: Yes / No
- To be realigned from another Fiscal Year Budget Category: Yes / No
- Requires New Funding from outside of the Fiscal Year Budget: Yes / No
Lease Expense to be covered by Grant? If yes, amount and payment schedule:

APPROVALS
By:
School/Department/Program Director Name Signature Date
By:

School/Department/Program Director Name Signature Date
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Project Approval SOP, Roles and Responsibilities

Primary
Role:

Associated
Tasks:

Requesting Department -

FPM - CCD

Capital Planning Committee

FPM — CFA

Creation of request and conducts reviews

on behalf of requesting department

Owner of entire process

request

Executive Oversight and approval of

e-Builder and Workday Interface — Project and
Budget Initiation

Prepares and provides detailed scope,

project timeline and completion deadlines,

budget expectations, business case
summary and funding plan.

Upon receipt of project request and

completed CPRF Form, Project Manager is

assigned to request and
Builder.

notified via e-

Reviews proposed projects within the
context of university priorities and
overall capital planning.

If the Project is non-board level, Prepares
Request for Capital Project Budget Form and
attaches Project Approval, Project Budget
Worksheet, signed MOU and Funding
Information, if applicable. Form is submitted for
executive approval.

Initiates project request in FAMIS, which
create project in e-Builder, in addition to

workflow for PM assignment.

Project Manager engages requestor to gather

any required additional i

evaluates expectations for scope, schedule

nformation and

and budget, in addition to risk. Develop

MOU, obtain customer s

obtains confirmation funding. *Must specify

ignatures and

on MOU if project is on the Capital Plan

already.

Approves projects to proceed or
refers for additional approvals, such
as additional Senior Leadership
Review or Finance & Campus
Planning Committee Review.

If the Project is board level, prepares Request
for Capital Project Budget Form and attaches
Notification of Board approval, approved Board
Resolutions, budget worksheet and funding
information, if applicable. Form is submitted for
executive approval.

Completes and submits Capital Project
Request Form (CPRF) to FPM.

Project Manager proposes feasibility study if
applicable and provides initial Rough Order of

Magnitude (ROM) estimate.

Reviews Memorandum of Understanding
and Project Budget Worksheet, signs MOU
and obtains Funding Internal Requisition

from Requesting Department SBO.

If the estimated Project Values is $ IMM or
over, documentation must be submitted to
respective SVP/Provost to confirm funding,

business plan and scope.

If the estimated Project Values is $ 500K or

over, FPM/Project Mana,

documentation for review by Capital Planning

Committee.

ger prepares

Upon approval of Project Budget Form, Budget
is entered to project in e-Builder and pushed to
Workday to create project and budget.

Budget transaction in Workday is reviewed and
approved; approval is written back to e-Builder
to approve project budget.

If an internal requisition is provided by the
customer for funding, journal is submitted for
non-mandatory transfer in Workday.

Lease Approval SOP, Roles and Responsibilities

Primary
Role:

Associated
Tasks:

Department - Department — Finance and Campus Third Party RE
Dean/SBO REAM Provost Finance P ing C i Brokers REAM Finance

Creation of request
and conducts reviews | Executive Executive
on behalf of Oversight and Oversight and Executive Oversight Executive Oversight Service provider and
requesting approval of Facilitation of entire approval of and approval of and approval of Building Owner Workday Interface — Set
department request process request request request repr ive Up and Payment
Create and submit Reviews Upon receipt of approved Review Review supporting If the total lease Completes market Leasing Team notifies
Space Request Form request and SRF, performs preliminary supporting business plan and obligation exceeds survey/analysis of Finance team of new

(SRF) and supporting
business plan to
Dean/SBO for
approval. Submits to
REAM.

business plan,
and if
approved,
signs SRF.

lease vs. own analysis. Also,

performs site consolidation
analysis.

business plan
and approve SRF
with total lease
obligation that is
more than $
1IMM.

approve SRF with total
lease obligation that is
more than $ 1IMM.
Follows approval from
Provost.

$5MM, a resolution
is prepared for
Finance and Campus
Planning Committee
(“FCPC”) to review,
consider and approve
or disapprove lease.

competitive set of
potential locations.

lease; providing
responsible dept., lease
amount, lease term,
invoice or agreement,
PPGG to charge and
agreement.

Reviews lease
options, tours
potential sites and
selects potential
location to pursue
with REAM rep.

Coordinates Space
Plans of selected
locations with REAM
re.

If SRF total lease obligation
is less than $ 1IMM, REAM
ASVP approves to move
process forward.

If SRF total lease obligation

is more than $ 1IMM, REAM

submits to Provost for
approval. If approved by
Provost, submits to
Finance.

Upon approval of SRF,
requests third party real
estate brokers to complete
market survey/analysis of

competitive set of potential

locations.

If total lease obligation
is $1IMM - $5MM, SVP
Finance and CFO
executes the lease.

If the total lease
obligation exceeds
$5MM, and is
approved by FCPC, the
SVP Finance and CFO
executes the lease.

Works with REAM
representative to
coordinate tours.

SBO enters lease
information into Leasing
Report and Rebilling
Schedule.

Supports REAM in
negotiating lease
economics, terms
and.

Finance team processes
all lease payments 3¢
week of the month.

Finance team reconciles
lease payments and
rebills departments by
the 2" week of the
following month.
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