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  Request for Development









Reference

  


Please see back of form for instructions



 Number
           ____________
 

SECTION 1 - Completed By Requesting Department


(Use additional pages as necessary)

This is a request for:   ( Equipment     ( COPN    ( Renovation    ( Space    ( Lease Space (check all that apply)


Date of Request: _________    Date Required: ________   Department: _____________________

Include:
(On additional Page)



 Charge Code: _________________
1. Description of Project – Describe project/request in sufficient detail so as to define scope of the project.
2. Location and Space Requirement: (include impact on other departments) 

3. Attach Justification – Revenue enhancement, to meet code/regulations, cost reduction, etc.

4. Attach Financial and Volume Projections – ALL Capital Projects must have a Return On Investment (expense reduction/revenue enhancement)
______________________________



_______________________

Department Head






Date

______________________________



_______________________

Administrator/Group Director 
 



Date

Designated Contact: _____________   Phone: _______ Fax: _______  E-mail: _________________________

Please return to Planning when this section is completed, Box 980060


SECTION 2 - Completed By Information Systems Department


5. Estimate for hardware, Software and Cabling


$


______________________________



_____________

Director, HIS






Date


SECTION 3 - Completed By Planning Department

6. Initial Project Estimates (includes HIS from 5 above)

A/E   $

Equipment (I.S.)  $

Renovation   $


Dominos $


















Total Capital $


Total Operational $





____________________
Please check one:
( Denied
( Approved asking for Capital


Administrator





( Approved funded by: (circle one)
minor capital +


___________________




Operational: MAS Code _________ or other: __________


Date


After disposition return directly to Planning





















 

SECTION 4 – Reviews
_________________

__________________________

Comments: 

Director of Planning

VP Support Services & Planning


_________________

__________________________


 
 


Date



Date


SECTION 5 - Approvals



Return Original to Planning, Box 980060 for action & distribution









Distribution

(
Chief Financial Officer

_____________________________




(
Group Director

Title







(
Department Director

________________________




(
Purchasing

Date _________________________




(
Plant Operations

( Approved:    Funding Authorization Code _______________________

(
Chief Information Officer

( Pending

( Denied 

+ Linda Pearson will provide Minor Capital Code
Directions for Completing and Definitions

The Request for Development is an approval source document for initiating certain capital projects as well as charges to space assigned.  Section 1 is completed by the requesting department and approved by the Department Head.  This section establishes the purpose and scope of the project and identifies potential impacts on other departments. After this section is completed the RFD is given to the Planning Department, Box 980060. Planning will then continue the process. Section 2 is completed by the Director of Information Systems  (IS) and assures a complete and accurate plan for IS in the project.  Section 3 is completed by the Director of Planning and establishes an estimate of the total cost impact of the project, including the IS estimate.  Once this section is completed, the RFD Summary will be returned to the Department Director for presentation to the Administrator and initial acceptance of the project at that cost estimate.  If approval by the Administrator, the form is presented to the Executive Vice President COO/MCV Hospitals & Clinics, VCUHS for approval and assignment of funding authorization. If you have questions or need assistance with this form, please call Planning at 828-2149.

Requests for: 

Renovation  Any physical change to the configuration or layout of the building structure.  Includes new door 

openings, moving, adding or demolition of walls, new electrical, computer cabling or telecommunication 

services and major reconfiguration of floors, departments, etc. (any enhancement), as well as the architectural planning 

for such changes.  Only projects expected to exceed the $5,000 threshold for capital require an RFD.

Space  Requests for additions to current space assignment and significant changes in use of currently assigned space.

Lease  Requests for space off-campus, or amendments to current leases.

Equipment  Equipment that will require structural modification, changes in building systems such as electrical, 

plumbing, cabling, heating, air condition or space not currently assigned to the department to install and/or 

operate.  An RFD is required only if the installation is expected to exceed the $5,000 threshold for capital.

Project Description  Describe the project in sufficient detail so as to define and set the scope of the project.  Include a list of new equipment and furnishings that are required.
Location and Space Requirement  Identify the intended or desirable location for the project and state the impact on other 

departments/functions that may be affected by the project.

Justification  Attach the justification for the project in terms of revenue enhancement, cost reduction or improvement 

in patient services.

Financial and Volume Projections  Attach pro forma budget data and service volume history and projections to 

support the project.  Include methodology and assumptions used in developing data.  Should include expense 

reduction and/or revenue enhancement projections.  A Return on Investment (ROI) is needed if the request requires capital funding not currently allocated to the project.

A/E
Estimated architectural and engineering fees to plan/design the project described by the department.

Renovation  Estimated cost of construction for the project described in the RFD.
Dominos  Estimated cost to accommodate all the moves, renovations to and physical disruption of other departments 

or services in support of the project.
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