WORK ORDER REQUISITION

SEND TO PHYSICAL PLANT SUPPORT SERVICES DIVISION

Maintenance, Grounds, Custodial, Transportation, Warehousing, Delivery

Top section for use of Requisitioner – To complete see back of form for instructions. 


This section for use by Physical Plant Division Office


This section for use by Assigned Staff

INSTRUCTIONS ON COMPLETING

The top half of this form is for your use.  Please fill in all information requested in as much detail as possible.  It is very important to indicate the DATE and TIME your area or equipment is available for service.  Please indicate an alternate DATE and TIME  of availability as well.  This information will ensure services are provided and avoid lost time associated with return trips.

Work Order requisitions for non-emergency services which require a deadline for completion must be sent to the Physical Plant Division Office TWO WEEKS in advance in order to secure service.  This will require some preplanning by you and is necessary to avoid conflicts with other work that has been requisitioned in advance and pre-scheduled.

Work order requisitions are usually assigned individually to the trade or skill level necessary to perform services.  Do not combine requests for repairs that require specific skills to accomplish certain tasks.  Requests for Electrical, Plumbing, Carpentry, Painting, HVAC, Grounds, Custodial, Warehousing, Delivery and Vehicle Maintenance will need to be on separate work requests.

After completing your section of the work requisition, forward to your Center Director or department supervisor where it will be reviewed, signed, if approved, and then sent to the Physical Plant Division Office for further review and scheduling.

PLEASE NOTE:  For non-repair type services such as new construction or remodeling, advanced approval is required from the Center Director, Vice President of Instruction, and the Vice President of Administrative Services.  Prior to submitting your request for consideration you may call the Physical Plant Division Office for assistance in verifying code compliance requirements and project cost.  After project approval, submit your work order requisition to the Physical Plant Division Office with the necessary information including the proper account code for material charges.

EMERGENCY REPAIRS:  If you have an emergency repair in your area or have observed a problem in another area of campus which represents a  pending threat to the health and safety of students, staff, or general public, CALL the Physical Plant Division Office at 225-4748 for prompt repair service.  The Physical Plant Division Office will initiate a follow-up work order requisition reflecting the type of emergency corrective action taken.

HOW SCHEDULING SERVICES WORKS

Work order requisitions represent only a small portion of the required services performed by the various departments within the Physical Plant Division.  The majority of demands come from the daily care necessary to insure the buildings and equipment are functional and reliable, and that the grounds and the campus as a whole are esthetically pleasing.  The ever-increasing requirements to provide support for facility usage activities scheduled by college groups and special interests also place a high demand on staffing resources.  The question frequently asked as to how quickly can a request be serviced is determined largely by three factors:

1 – Priority Rating assigned to work order requisition

2 – Number of backlog work requisitions with similar or higher priority ratings

3 – Staffing resources verses demands for services

HOW PRIORITY RATINGS ARE ASSIGNED BY THE DIRECTOR OF PHYSICAL PLANT

PRIORITY 1 – 
REPAIRS NECESSARY TO INSURE THE HEALTH, SAFETY AND SECURITY OF 

STUDENTS, STAFF OR THE GENERAL PUBLIC.

PRIORITY 2 -
WORK REQUESTS WHICH ARE NECESSARY FOR THE CONTINUANCE OF A CLASS, PROGRAM, ACTIVITY OR REPAIRS NECESSARY FOR MAJOR COST AVOIDANCE.

PRIORITY 3 -
WORK REQUESTS WHICH ARE CONSIDERED ROUTINE MAINTENANCE AND REPAIRS AS WELL AS REMODELING AND BEAUTIFICATION PROJECTS.

PRIORITY 4 -
REMODELING, BEAUTIFICATION PROJECTS, (MUST BE PRE-APPROVED BY CENTER DIRECTOR AND ADMINISTRATIVE CABINET)


















8-99
REQUISITIONER: ______________________________  PHONE EXT: ___________ DATE:___/__/___


WORK LOCATION – BLDG: __________ RM: ________ REQUESTED COMPLETION:  ____/__/_____


AREA or EQUIPMENT AVAILABLE FOR SERVICE -  DATE: ____/___/____  TIME: 


        (Required prior to processing)      ALTERNATIVE -   DATE: ____/___/____  TIME: 


ACCOUNT CODE:__________________________ APPROVED BY:____________________________


TYPE OF SERVICE REQUESTED:_______________________________________________________


 ___________________________________________________________________________________


___________________________________________________________________________________


___________________________________________________________________________________


___________________________________________________________________________________


(Send first copy to Physical Plant Division, retain second copy. Incomplete forms will be returned to Requisitioner)





DATE RECEIVED:  ____/____/____	JOB PRIORITY:  	(1)	(2)	(3)	(4)


DATE ASSIGNED: ____/____/____	ASSIGNED TO: ____________________________________


DEPARTMENT:  (M)  	(G) 	(C) 	(T) 	(W) 	(D) 	(TEC)	(CNTR)


SERVICE APPROVED BY:____________________________________________________________


SPECIAL INSTRUCTIONS:____________________________________________________________


__________________________________________________________________________________











DATE STARTED: ____/____/____  COMPLETED: ____/____/_____  TOTAL TIME: ______ INIT:  ______


DATE STARTED: ____/____/____  COMPLETED: ____/____/_____  TOTAL TIME: ______ INIT: ______


LIST OF MATERIAL REQUIRED TO PERFORM WORK


ITEM__________________________QTY________PRICE EA____________TOTAL $______________


ITEM__________________________QTY________PRICE EA____________TOTAL $______________


ITEM__________________________QTY________PRICE EA____________TOTAL $______________


ITEM__________________________QTY________PRICE EA____________TOTAL $______________


ITEM__________________________QTY________PRICE EA____________TOTAL $______________


ITEM__________________________QTY________PRICE EA____________TOTAL $______________


            


      GRAND TOTAL: $______________            

















