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Project Request 

Project Request can come 
from Email, Phone Call or 

Direct Assignment

Assistant Director to 
review and assign Project 
Task after consulting with 

Director

Project Assignment

Three days

Task

Time

Action



Office of Planning and Construction University of Texas El Paso

SESSION SEVEN

Planning and Construction Process Mapping

Project Manager Assigned

Project Manager is 
informed of the project 

assignment. 

Contact user for 
gathering 

information on 
scope, budget 

and schedule and 
set meeting

Three days to contact user and schedule a face to face meeting

Task Contact user

Time

Action

project 
request form

project 
summary form

develop 
schedule
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Project Manager 
after meeting with 
user refines scope

A more detail 
scope, budget 
and schedule 
are refined 

and approved

ten days from initial user meeting to schedule a meeting for approvals

Task User meeting

Time

Action

revised project 
request form

revised project 
summary form

revised 
schedule

review with 
assistant 
director

and 
director for 
approvals 
of scope

scope, budget 
and schedule 
are approved

User meeting 
to agree with 
final scope 
and budget
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project manager 
with user scope 

begins the project 

pm to meet with EH&S, 
SPIRE, BM Shops for 

space review

no more than ten days from the user meeting to 
develop a solution, based on approved schedules

Task User meeting

Time
Action

Review by 
EH&S

Review by 
SPIRE

review by 
BM shops

review with 
director for 
approvals 
of design, 
and scope 

and with ad 
for schedule 
and budget

pm with the 
assistance of the id 

and sd develop 
solutions

Review by 
operations

review by IT

Code and 
reg’s check

develop 
concept 
design
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project 
manager 

refine 
concepts

pm to meet users to 
secure final 

approvals including 
the participation of 

the cm
based on approved schedules

Task
user meeting

for design and 
budget 

approvals

Time

Action

Document 
review with 

ad, cm, 
interior, 

inspectors 
and 

director

pm with the 
assistance of the id 

and sd develop 
solutions

bid 
project

approved 
and 

refined 
concept 
design

pm to 
develop 

construction 
and bid 

documents

pm to hands 
control to cm 
coordinate 

with 
purchasing



Office of Planning and Construction University of Texas El Paso

SESSION SEVEN

Planning and Construction Process Mapping

Cm will coordinate with pm any changes 
to the project and will coordinate with all 
parties to maintain all communication and 

the project on track.

based on approved schedules

Task inspection

Time

Action

review by 
operations

review by it

review by 
bm + sapien

Final 
project 
close 
out

cm with the assistance of 
Sapien and facilities to 
inspect and close the 

project

Meeting 
updates 

with 
client 
rep’s

construction cm to 
close 
out 

project

cm and pm to 
hand over all 
documents for 

final 
approval


