








I. PURPOSE
The purpose of this FSSP is to provide guidelines for Facilities Services employees to initiate and document completion of work orders.  

II. GENERAL
Work orders are used to identify work that needs to be accomplished by Facilities Services and the completion of that work including, but not limited to, maintenance, modification, minor construction, and service work.    

There are three important functions that work orders accomplish for Facilities Services:  

· Work orders provide documentation of work for regulatory agencies and Asset Management, 

· Work orders provide funding information, and

· Work orders are used to charge/bill auxiliaries for resources utilized to complete the job or services.
III. PROCEDURES
A. All work orders must be completed in a timely manner or cancelled.  Work orders are not deleted.  All completed work orders require documentation of Facilities Services labor.  All materials must be purchased against a valid work order.
B. Routine work generally done only by Grounds Services and Housekeeping Services does not require a work order.

C. Work orders are to be turned-in to the designated closing centers to close the work order.  The designated closing centers are the Facilities Services Center for the Main Campus and Facilities Maintenance – Health Sciences Campus located on the second floor of the Utility Plant.  Completed work orders are to be turned-in daily to the respective closing center.  Completed work orders must include the Employee ID, labor hours, type of hours and the Corrective Action required to complete the work order. Once closed, the work order will be filed in a system for review and audit (typically for Department of Insurance – Fire Marshall Office, Department of Labor – Elevator Bureau and the State Sanitation Inspector) up to 15 months after closure. 

D. Canceling a work order. 

1. There are three reasons for canceling a Corrective Work Order and it must be documented in the Corrective Action field:

· the first and most prevalent is if the originator of the work order cancels the work, 

· the second is if the job is refused by management for any number of reasons, and 

· the third is to remove a duplicate work order (the newest work order shall be cancelled; the oldest work order remains open) 
2. Work orders requiring cancellation must be documented with a reason in the Corrective Action field.  Shop supervisors are required to review and approve the work order cancellation.  The shop supervisor may contact or forward the work order marked cancelled to the Facilities Service Desk.

3. Shop supervisors are responsible for documenting the reason the work order is cancelled.  The Closing Center is responsible for notifying the original requestor that their work has been cancelled and the reason why.  When the requestor cancels the work order, no notification is required.  When the requestor is the same shop performing the work, then no notification is required.

E. Work orders can be transferred between shops.  If the work order requires transferring to another shop, then shop personnel will annotate “Transfer to Shop Name / Keep Open” on each work order.   The work order will be transferred in the most expeditious means available – radio, telephone call, etc. – not to wait on issuance of a new work order.  Note: If the Work Order responsible shop is changed in MAINSAVER client, then the person making the change must also change the FOAPA Number.
F. Preventative maintenance work orders

1. Generally PM’s should be performed as they are issued but some scheduling flexibility is necessary.  Therefore due dates for PM’s will be assigned per the following table.  The due date will be the origination date plus the performance period.  Certain specific exceptions may be made (e.g. annual fire alarm due to contractor scheduling). Exceptions must be approved by the responsible Director. PM’s are overdue if not closed by the due date.
2. Frequency table:
	Frequency

Name
	Frequency in

Number of Days
	Performance Period

	Weekly
	7
	10

	Monthly
	30
	31

	Bi-Monthly
	60
	31

	Quarterly
	91
	31

	Semiannually
	182
	59

	Annually
	365
	94

	2 Year
	720
	94

	3 Year
	1095
	94

	4 Year
	1461
	94

	5 Year
	1826
	94

	
	
	


3. Preventative maintenance work orders require supervisors’ review and the insertion of only one completion code (statement) prior to submission to the closing center. Completion code (statement)  consist of one of the following:

a. PMC
PM Completed – No Additional Action Required

b. NAA
Problem Noted – No Additional Action Required

c. CAT
Problem Noted – Corrective Action Taken

d. WOI
Problem Noted – Work Order Issued 

Note: Use of this code requires the work order number to be listed on the PM work order in the Corrective Action field and the PM Work Order number to be listed on the Corrective Work Order in the Work Requested field.

e. SX
 Labor resource scheduling problem. 

      Not enough time to complete, manpower shortage due to vacations, sickness, holidays, and other higher priority jobs.

f. XX
Asset scheduling problems. Equipment does not exist, Construction area, equipment is temporarily Out of Service or this is the wrong frequency for this PM.

Note: Use of the SX and XX codes requires the reason for this action to be documented on the PM work order in the Corrective Action field.

4. A PM will be closed as superseded by Maintenance Engineering if the next scheduled PM is issued before closure.  
G. Time worked on work orders assigned to the Facilities Service Center including, but not limited to, work orders regarding warranty issues, work orders requesting estimates, work orders specifying project work is not required to be recorded on the work order but is optional for Maintenance History purposes.  
H. Time worked by Facilities Services employees and select contractors performing jobs is to be recorded on the work order.

1. Record the time in quarter hour (15 minute) increments as a decimal.  15 minutes should be shown as 0.25 hour, half an hour as 0.5 hour, 45 minutes as 0.75 hour, an hour and 30 minutes as 1.5 hours.

2. Round up to the nearest quarter hour with 0.25 as a minimum and do not exceed the total hours worked for the day.  Ten minutes would be 0.25, 40 minutes would be 0.75, and an hour and 20 minutes would be 1.50.

3. Work orders are often bundled together for efficiency.  Each work order should show the approximate time worked, but the total should equal the total time worked rounded up to the nearest quarter hour. (e.g. a carpenter completes 3 work orders in the same dorm.  Each takes an hour and 20 minutes (4 hours total).  Two should show 1.25 hours and one should be rounded up to 1.5 hours so the total is 4 hours).

4. Mark premium time (hours worked outside of the regular 8 AM – 5 PM weekdays) with a PT notation.  Regular hours do not require a notation.  (e.g. an employee who works from 3 PM until 6 PM to complete a job has worked one hour premium time.  The work order should show two entries – 3.0 for the regular time and 1.0 PT).  Premium time is not necessarily overtime.

5. Supervisors, who work premium time, should record that time on the work order (e.g. a supervisor acting as the event manager for a basketball game from 7pm to 10:10pm should record 3.25 PT on the game staffing work order).  Supervisors do not charge regular time.

I. The following should be considered time worked on a job by the worker and recorded on the work order:

1. Supervisor’s directions and job instructions. 

2. Driving to the job.

3. Time spent going to the warehouse or shop to obtain parts for the job.  If parts for several work orders are obtained at one time, pro-rate the time between the work orders.

4. Design review meetings.

5. Project inspections and training related to projects.

6. Time spent preparing purchase documents specific to a job.

J. The following is not required to be recorded as time worked:

1. Break and lunch time.

2. Time spent returning to the shop specifically for lunch.

3. Time spent returning to the shop at the end of the day.

4. Time spent performing administrative activities, such as:

a. Completing time sheets.

b. Attending safety meetings.
c. Benefits meetings.
d. Non project related training. 
K. During the course of completing a work order, a FS employee may recognize the need for additional work not indicated on the work order.

1. If the work is relatively similar and simple (15 minute duration or less) and on the same Asset, the FS employee may complete the work, note it on the work order, and charge the time to the existing work order.   Examples: a carpenter repairing a door hinge notices some loose base molding in the room and re-glues it; an electrician re-lamping a light fixture sees a cracked switch cover plate and replaces it.

2. If the work is significantly different or longer duration or on a different Asset, a new work order is required.  The FS employee can initiate a work order on the Web, the FS employee can request their supervisor enter it, or the FS employee can request the Service Center enter it.  If it saves time and does not interfere with other work assigned to the FS employee, the work should be completed.  Example: a plumber completing a work order to unstop a toilet discovering a badly cracked sink needing replacement should initiate a new work order as this would take considerable time to accomplish.

3. If the FS employee is unsure how to proceed, they should contact their supervisor.

L. Contractors

1. The following contractor employees will document their work using work orders and this procedure.

a. Elevator Maintenance Contractor

b. Pest Control Contractor

2. In the Mainsaver system, these employee numbers will begin with an alpha character.  This is necessary for the billing process.

M. Students
1. Students, funded by Housing, are used in the Paint Shop.  They will document their work using work orders and this procedure.

2. In the Mainsaver system, these employee numbers will begin with an alpha character.  This is necessary for the billing process.

N. Reports

1. A report listing work orders that are older than 60 days shall be available to the Senior Associate Vice Chancellor for Campus Operations for periodic review.
2. A report indicating the PMs that were closed because the next scheduled PM was issued before closure shall be available to the Senior Associate Vice Chancellor for Campus Operations for periodic review.  
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