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REQUEST FOR SERVICES

The Work Request form (see Exhibit G2) is to be used by all UTD personnel when

requesting work, services or to report complaints to the Physical Plant. This form is

available from Central Stores. It should be completed in detail (see instructions

below) with the white copy being mailed to the Work Control Supervisor, Physical

Plant, PP11. The yellow copy should be retained by the requestor. Phoning in work

requests is discouraged for routine maintenance and services and should only be done

for emergency or high priority requests (see “Work Priorities,” this section for

priority definitions).

Instructions for completing the Work Request form are listed below. The number of

each instruction corresponds with the number assigned to the appropriate section of

the sample form, Exhibit G2.

1. REQUESTOR - The name and title of the individual requesting the Physical

Plant 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,

which should be the same date this form is being completed.

3. MAIL STATION (M/S) - The mail station of the individual requesting the

Physical Plant service.

4. DEPARTMENT - The requestor’s assigned department.

5. ACCOUNT NO. - Account to which labor and materials for the job will be

charged.

6. EXTENSION - The requestor’s UTD phone number. This is needed in case

further clarification of the requested service is required by the

Physical Plant.

7. REQUEST TYPE - Check the type of service requested according to the

following definitions and examples:

REPAIRS - This would include most Institutional Services, such as

bathroom plumbing leaks and replacement of burnt-out light fixtures.

These items do not require immediate attention but are annoyances

and should be serviced as soon as possible. Also included in this
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category are items such as the hanging of pictures and rearranging

of furniture within a departmental area. If the problem is serious

enough, the requestor should call the Work Control Supervisor, who

has immediate communication contact with maintenance personnel.

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

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

SPECIAL EVENT - When a special event, such as a seminar or special

class, is scheduled, there may be special needs in preparation for

the event, such as setup of equipment, chairs, or lecterns, or

special custodial requirements. The Physical Plant requires a one

(1) week notice prior to the date of the special event in order to

provide adequate coverage.

MINOR CONSTRUCTION - This normally involves physical alterations to

a departmental area, such as changing a door, adding a partition or

fabricating a cabinet.

MOVE SUPPORT - This primarily involves the movement of an

individual’s books, personal items, etc., from one facility space to

another.

ENGINEERING - This is a professional service used for the design,

estimation and planning of facility improvements; for example, the

planned conversion of a classroom into office space. Also included

in this category is the modification of existing facilities to meet

the teaching and administrative requirements of a department, such

as modifying a chemistry laboratory into classroom space.

OTHER - This includes anything not listed in the previous

categories.
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8. LOCATION OF WORK
BUILDING - The campus building in which the requested work is to be
completed. Use the following notations to designate the building:

CODE NAME
AC Animal Care Facility
AD Administrative/Multipurpose Building
AS Arts Studio
BE Lloyd V. Berkner Hall
CA Callier Center(Buildings A,B,C)
CD Callier Building D
CE Callier Building E
CF Callier Building F
CG Callier Building G
CH Callier Building H
CN Conference Center
EC Engineering/Computer Science
EP Thermal Energy Plant
FA Founders Annex
FN Founders North
FO Founders Building
GH Greenhouse
GI GIL
G1 Grounds Storage
G2 Grounds Storage
G3 Grounds Storage
GC Cecil and Ida Green Center
GR Cecil H. Green Hall
JO Erik Jonsson Academic Center
LC Linear Accelerator Chamber
LF Karl Hoblitzelle Hall
MC Eugene McDermott Library
MP Multipurpose Building
NB North Office Building
NL North Lab Building
PG Police/Grounds/Garage
PH Police Gatehouse
PI Physical Instruction Building
PP Physical Plant Building
PS Property & Records Storage

(Surplus Property)
SB Service Building
SU Student Union
S1 Storage Building
S2 Storage Building
S3 Storage Building
S4 Storage Building
S5 Barn
S6 Paint Shop
TH University Theatre
UR University Residence
VG Old Garage 
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ROOM - The room number in which the requested work is to be

completed. If work is not to be done in a room, leave this space

blank.

AREA - If a problem exists outside a room, designate the area of the

building or, if the problem exists outside a building, designate the

campus area. Examples include:

Within a building - 4th floor corridor, north side; basement,

northeast corner

Outside a building - front steps, Founders Building; Orange

Decal parking lot, northeast corner

9. REQUESTED WORK/PROBLEM - Thoroughly describe the requested work giving as

much detail as possible. This is important since the priority assigned

will be based upon the work description. Additionally, a complete

description will eliminate additional phone calls or visits by Physical

Plant personnel to determine 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 AVAILABILITY - Note times when work can be performed in the room or

area to avoid any conflicts with class schedules, work study sessions,

etc.

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

the service must be provided or completed, it should be noted here. The

requestor should be specific and state the reasons why a specific

completion date is required in the space entitled, “Requested

Work/Problem.” Terms such as “ASAP” or “immediately” are not

sufficient for the Work 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 number on the Work Request form.

13. SIGNATURE - The person with signature authority for the account number

on the Work Request form signs on this line.
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WORK ORDER PROCEDURE

The Work Order form (see Exhibit G4) is generated when a Work Request form (see

Exhibit G2) is entered in the Physical Plant Facility Management system. When 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

labor and material costs if the department has requested an estimate before the work

begins.

The labor charges are entered into the system on a daily basis by the work control

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

completed.

If the request cannot be completed or performed by the Physical Plant maintenance

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 performed. The billing will be sent electronically

to the Procurement Management Office for processing.
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