Plant Operations Work Requests
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Plant Operations Work Requests are used to obtain services such as remodeling, painting, rekeying locks, moving furniture, etc.   

Faculty/Staff requesting work must: 

· Complete a Plant Operations Work Request form located in front office.

· Submit the form to the Front Desk Coordinator.

The Front Desk Coordinator ensures completion of the following steps:
1. Complete the on-line form as per instructions on the FAMIS Work Order System website (FAMIS Facilities Services Request) and additionally perform the following departmental steps.  This is available on the Access UH page (Access UH)
2. Verify funding availability for the cost center provided by checking the FMP balance.  Make sure the balance is sufficient to cover the estimated cost of the work request.
3. Save the document to ChemScanWorkRequests/Request Forms.  Naming format should be:  Month_Year_Brief description (i.e. January_2006_Move Chairs).
4. Enter the Work Request in FMP.  Include the description of the work in the description field on the Quick Entry layout.  Type “Pending” in the document number field.  Once a work request number has been assigned, you will enter the number in the “Ref #” field.
5. Email the completed form to DBA for approval.   The email must contain a statement that there is sufficient cost center balance to cover the estimated cost.
DBA will review within the FAMIS Approval system.  If additional approval is needed by the department Chair, the DBA will seek via email.  Once approved by the DBA, the requestor will receive an email from the FAMIS system.
6. Upon receipt of the approval email from FAMIS, the Front Desk Coordinator or designee will print and save the email approval and the work request form and maintain them in a pending file/binder.
7. The Front Desk Coordinator will maintain and monitor the status of all Work Requests by following up with Plant Operations when appropriate.
8.  Plant Operations will email the department a copy of the Work Request with the Work Request Number.  Upon notification of the work request number by Plant Operations, do the following:
1. Find the matching work request packet located in the pending file/binder.  Print the Work Request w/ Work request number (received from Plant Operations) and add it to the packet.

2. Data enter in FMP.  Enter the work request number in the “Ref” field of the previously created record in FMP Quick entry.
9. Confirm that the Work Request is completed by periodically checking the status on the Plant Operations website.  Once the status is “complete,”  do the following:

1. Print the Work Request Report from the Plant Operations website and append it to the corresponding packet.
2. Scan and save the entire packet as a PDF to ChemScanWorkRequest.  Save with name format:  <Work Request #>_Month_Year_Brief description (i.e. 079702_January_2006_Move Chairs).
3. Enter the cost of the work in the FMP Quick Entry layout.  Note:  “Qty” field must be a 1.
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