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POLICY: 

Issued:
February 10, 2015
This policy is to administer the creation of projects for capital and minor projects in CMS.

PURPOSE:

The purpose of this policy is to outline the procedures established to create projects for capital and minor construction work for the Washington University School of Medicine.
DEFINITIONS:
CMS-Construction Management System

CAA-Construction Accounting Assistant

FA – Fiscal Administrator in Business Operations

PCC-Project Controls Coordinator

PRC-Project Records Coordinator

PROCEDURE:
A. Project Manager will email the PCC with the Planning and Project Request Form  requesting the creation of a Project Number.

B. The PCC will enter the project information into the Construction Management System.
C. A random project number will be assigned by the CMS. The project number will be added to the Planning and Project Request Form.
D. The PCC will email the Planning and Project Request Form to the Project Manager and the PRC.
E. The PRC will set up the electronic project folders and save the Planning and Project Request Form to the appropriate folder.
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