Student Proposals for Construction or Space Needs
Building a structure (however small) or utilizing space on NAU’s campus requires significant oversite and
substantial approval from multiple departments. Each project will be unique but please use the
following outline as a guide for getting approval, funding, and assistance with implementation. Share
this document with your faculty/staff advisor.
1) Collect multiple Letters of Support as outlined in the Green Fund Proposal Application
a. Get letters from appropriate deans, chairs, building managers, existing land use
stakeholders, any faculty or staff that have any role in the implementation or ongoing
operations and maintenance (O&M) of the project. Two examples of letters of support
are below.
b. Get a letter of support confirming with your department’s chair and accountant that
they understand and agree with the Green Fund’s reimbursement policy.
2) Proposal goes to NAU’s Strategic Space Planning Committee (SSPC) for “Conceptual Approval.”
This is initial approval to move forward with planning. Final SSPC approval will be required
before any construction, assembly or use of space can begin.
a. Read the office of Space Management’s website
b. Email your proposal to SpaceManagement@nau.edu
i. Proposal must include financial plan with project and maintenance cost
projections.
c. Ask if you have to complete a short Space Allocation Request Form. Ask if there is
anything else they need and what their timeline will be for providing you the conceptual
approval.
3) Contact NAU’s Planning, Design, and Construction (PD&C) department.
a. Send them your proposal with proof that the SSPC has given it conceptual approval.
b. Work with Facility Services to request that a Project Manager (PM) is assigned to review
your proposal for technical accuracy, to confirm budget assumptions and obtain
necessary construction permits.
4) Submit your proposal to the Green Fund.
a. The Green Fund committee only considers and votes on projects during the academic
school year. The will only consider projects that have already collected the appropriate
letters of approval and gone through the above steps.
b. Their budget is approximately $110,000 a year and is allocated on a first come, first
serve basis.
5) Resubmit final proposal to the SSPC for final approval.
6) Work with your designated PD&C PM to complete your project.

Example 1:

Example 2:

