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M I N N E S O T A

INTER-DEPARTMENT CORRESPONDENCE

DATE: March 11, 2011

TO: Department Directors & Division Managers
Community Clubs and Organizations

FROM: Terry L. Groshong, AlA
City Architect/Facility Manager

SUBJECT: Project Request and Approval Process

Each year there are numerous requests for improvement projects on City Property. The
projects and related funding are pursued through a variety of avenues such as additional
capital requests not included in the City’s 5-year Capital Improvement Program (CIP),
requests to the City Facilities Management or Parks and Recreation Department,
Community Development Block Grant Program (CDBG), and others. These avenues
and the different people and requirements of each process have caused some
confusion. The result has been delays and, on occasion, rejection of funded projects.

For example, acquiring funds for a project through CDBG, a DNR grant, fundraising, or
donations does not guarantee project acceptability if the project is being considered on
City property? It must also receive recommendation and approval by the appropriate City
officials. There is no assurance that this will occur after the fact, and therefore, City
approval should occur in advance of, or at least concurrent with pursuing funding.

The City departments most actively involved with projects have developed a system that
will result in better communications, tracking, and processing of project requests. It
establishes Facilities Management as the City entity that will initiate the process once a
request has been received. Facilities Management (FM) is charged with identifying the
responsible and accountable “Project Team” and facilitating the process. At any point in
the process, FM can be contacted to respond to questions or concerns that are not being
addressed by the Project Team.

The intent of this process is to expedite decision making, clarify the approval process,
reduce confusion and miscommunication, and provide a central point of contact to
respond to questions and concerns. This process may need- modification to improve
upon what has been developed. Your input will be critical in that sense.

Enclosed you will find two documents, 1) the City of Duluth Project Proposal Request
Form and 2) the Project Request and Approval Process sheet. The Request Form
activates the Request and Approval Process which is diagrammed to reflect how the
process works. Implementation of this process is effective immediately.

Your cooperation and assistance is requested and much appreciated. If you have any
questions, please contact Tari Rayala at 730-4434.
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CITY OF DULUTH - PROJECT PROPOSAL REQUEST FORM

Use this form to propose improvement projects to any City facility. A City facility includes both building and grounds. It
is intended to be used by external community groups, organizations and internally generated requests.

PROJECT (Brief Description)

LOCATION (Name of City Park, Building)

ADDRESS:
Attach Sketch Diagram I:lyes, or Add Drawing on back of this form,l:l yes

NAME OF GROUP OR ORGANIZATION PROPOSING PROJECT:

Contact Person Name Home Phone
Address Work Phone
City, State, Zip Cell Phone
E-mail

PROJECT FUNDING: Do you have funding for this project?

|:|YES, indicated Funding Sources, Amounts and Total Project Cost

[ |NO, COMMENTS

Total Project Cost
ENERGY USE: Do you think there will be a change in the use of energy for any energy type listed here because of this
project?
DYES |:| NO D Not Sure  Check all energy types where use will change:

ELECTRICITY (kWh) GAS (Therms) OIL (gallons)
STEAM (Pounds) WATER and SEWER (CCF)

Person completing and submitting this request: PRINT NAME:
Phone SIGNATURE:

SUBMIT COMPLETED FORM to: Tari Rayala; Architecture & Facility Management; 1532 West Michigan Street;
Duluth, MN 55806; trayala@duluthmn.gov; (218) 730-4434

(For city use only) Action Taken:

Forwardto:  CCP committee - YES| | NO |:|
CCP (Cities for Climate Protection) Advisory Committee Review:

Signed: Date:

Project Review Team: Date
Accepted: Rejected: Comments:

Notifications sent to: Submitter Date: Dept. Director Date
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