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REQUEST FOR SERVI CES

The Work Request form (see Exhibit &) is to be used by all UTD personnel when
requesting work, services or to report conplaints to the Physical Plant. This formis
avail able from Central Stores. It should be conpleted in detail (see instructions
below) with the white copy being mailed to the Wirk Control Supervisor, Physica

Plant, PP11. The yellow copy should be retained by the requestor. Phoning in work
requests is discouraged for routine mai ntenance and services and should only be done

" this section for

for emergency or high priority requests (see “Wrk Priorities,
priority definitions).

Instructions for conpleting the Work Request formare listed below. The nunber of
each instruction corresponds with the nunber assigned to the appropriate section of
the sanple form Exhibit &.

1. REQUESTOR - The nane and title of the individual requesting the Physica
Pl ant service should be typed or clearly printed and include the
requestor’s signature.

2. DATE - The date the requestor noted the need for Physical Plant services,
whi ch shoul d be the sane date this formis being conpl eted.

3. MAIL STATION (MS) - The mail station of the individual requesting the
Physi cal Pl ant service.

4. DEPARTMENT - The requestor’s assigned department.

5. ACCOUNT NO. - Account to which labor and nmaterials for the job will be
char ged.

6. EXTENSI ON - The requestor’s UTD phone nunber. This is needed in case

further clarification of the requested service is required by the
Physi cal Pl ant.
7. REQUEST TYPE - Check the type of service requested according to the

foll owi ng definitions and exanpl es:
REPAI RS - This would include nost Institutional Services, such as
bat hroom pl unbi ng | eaks and repl acement of burnt-out I|ight fixtures.
These itens do not require imrediate attention but are annoyances
and shoul d be serviced as soon as possible. Also included in this
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category are itens such as the hangi ng of pictures and rearrangi ng
of furniture within a departnental area. |If the problemis serious
enough, the requestor should call the Wbrk Control Supervisor, who
has i nmedi ate communi cati on contact wi th mai ntenance personnel

However, such calls should be linmted to high priority or emergency

problenms (see “Work Priorities,” this section).

SPECI AL EVENT - When a special event, such as a sem nar or special
class, is scheduled, there may be special needs in preparation for
the event, such as setup of equi pment, chairs, or |lecterns, or

speci al custodial requirenments. The Physical Plant requires a one
(1) week notice prior to the date of the special event in order to

provi de adequate coverage.

M NOR CONSTRUCTION - This nornally involves physical alterations to
a departnmental area, such as changing a door, adding a partition or

fabricating a cabinet.

MOVE SUPPORT - This primarily involves the nmovenent of an
i ndi vidual s books, personal itens, etc., fromone facility space to

anot her.

ENG NEERI NG - This is a professional service used for the design

estimation and planning of facility inprovenents; for exanple, the
pl anned conversion of a classroominto office space. Al so included
in this category is the nodification of existing facilities to neet
t he teaching and adm nistrative requirements of a departnent, such

as nodi fying a chem stry | aboratory into classroom space.

OTHER - This includes anything not listed in the previous
cat egori es.
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8. LOCATI ON OF WORK
BU LDI NG - The canpus building in which the requested work is to be
conpleted. Use the followi ng notations to designate the buil ding:
NAVE
Animal Care Facility
Admi ni strative/ Ml tipurpose Building
Arts Studio
Ll oyd V. Berkner Hall
Callier Center(Buildings A B, QO
Callier Building D
Callier Building E
Callier Building F
Callier Building G
Callier Building H
Conf erence Center
Engi neeri ng/ Conput er Sci ence
Thermal Energy Pl ant
Founder s Annex

PBB2239RERE B

FN Founders North

FO Founders Buil di ng

GH G eenhouse

a GL

Gl Grounds Storage

(€7 Grounds Storage

(€] Grounds Storage

GC Cecil and Ida Geen Center

GR Cecil H G een Hall

JO Eri k Jonsson Academ c Center

LC Li near Accel erator Chanber

LF Karl Hoblitzelle Hall

MC Eugene McDernott Library

P Mul ti pur pose Buil di ng

NB North O fice Building

NL Nort h Lab Buil di ng

PG Pol i ce/ Grounds/ Gar age

PH Pol i ce Gatehouse

PI Physi cal Instruction Building

PP Physi cal Pl ant Buil ding

PS Property & Records Storage
(Surplus Property)

SB Service Buil ding

SuU St udent Uni on

S1 St orage Bui |l di ng

S2 St orage Bui |l di ng

S3 St orage Bui |l di ng

S4 St orage Buil di ng

S5 Barn

S6 Pai nt Shop

TH Uni versity Theatre

UR Uni versity Residence

VG ad Garage
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ROOM - The room nunber in which the requested work is to be

conpleted. If work is not to be done in a room |eave this space
bl ank.
AREA - |If a problemexists outside a room designate the area of the

building or, if the problemexists outside a building, designate the
canpus area. Exanples include:
Wthin a building - 4" floor corridor, north side; basenent,
nort heast corner
Qutside a building - front steps, Founders Building; Orange
Decal parking |ot, northeast corner
9. REQUESTED WORK/ PROBLEM - Thor oughly descri be the requested work giving as
much detail as possible. This is inportant since the priority assigned
wi || be based upon the work description. Additionally, a conplete

description will elinminate additional phone calls or visits by Physica
Pl ant personnel to deternine the extent of the work prior to beginning
the project. |If a cost estimate is desired before the project is

started, put “Request Cost Estimate” in this section after the
description of the work requested.

10. ROOM AVAI LABI LITY - Note tinmes when work can be performed in the room or
area to avoid any conflicts with class schedul es, work study sessions,
etc.

11. DATE AND TIME WORK REQUIRED - |If there is a definite tine period when

the service nmust be provided or conpleted, it should be noted here. The
requestor should be specific and state the reasons why a specific
conpletion date is required in the space entitled, “Requested
Work/Problem” Terns such as “ASAP” or “imedi ately” are not

sufficient for the Wrk Control Supervisor to assign an accurate
priority to the request/problem

12. PRINT OR TYPE NAME - Print or type the name of the person with signature
authority for the account nunber on the Wrk Request form
13. SI GNATURE - The person with signature authority for the account nunber

on the Wrk Request formsigns on this line.
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WORK ORDER PROCEDURE

The Wrk Order form (see Exhibit (4) is generated when a Work Request form (see
Exhibit &) is entered in the Physical Plant Facility Managenent system Wen a work
request is entered onto the system it is assigned the appropriate priority and
forwarded to the foreman responsible for that |location. The foreman will estimate the
| abor and material costs if the departnent has requested an estimte before the work
begi ns.

The | abor charges are entered into the systemon a daily basis by the work contro
clerk. The material charges are added electronically to the work request as the
materials are ordered. The requests are closed by the foreman after each job is
conpl et ed.

If the request cannot be conpleted or perforned by the Physical Plant naintenance
personnel, the job will be contracted to an outside vendor through the Physical Plant
with the requestor’s approval

Charges for all labor will be charged to the appropriate departmental accounts
according to the type of service perfornmed. The billing will be sent electronically
to the Procurenent Managenment O fice for processing.
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