








I. PURPOSE
The purpose of this FSSP is to outline Facilities Services warranty process.  
II. PROCEDURES
A. Main or East Campus 

1. Project Warranty Letter is forwarded from FE&AS Project Managers or FSC Project Managers bearing the contractor info and warranty acceptance and expiration date.

2. Problems are reported to FS-Maintenance Engineering (FS-ME) by different people including project managers, maintenance staff, users, housekeeping, etc.

3. Problems are reported to FS-ME in different ways including phone calls, work orders, emails, visits, etc.

4. Regardless who reports the problem; an investigation/verification is required before reporting item to contractor including:

a. FS-ME verifies project is still within warranty period.

b. Maintenance staff investigates the problem and verifies it is a warranty item, preferably by work order if not already entered; problem could be result of normal wear and tear, vandalism, etc.  For departmental equipment, the maintenance staff investigates that power, water, air supply, and other real property utilities are provided in accordance with design and operation of equipment.
c. If not warranty or is determined to be a real property utilities problem, correction should be performed by maintenance staff as appropriate.

d. If deemed warranty, item should be reported to FS-ME by maintenance staff, in writing (email preferred) and describing the problem in detail.  For departmental equipment, a report of non-impact of real property utilities should be forwarded to FS-ME.
5. Action by FS-ME for warranty item reported includes:

a. Filling out warranty form (refer to FSSP 30-3023.1).  For departmental equipment list the department contact and department rather than supervisor and shop.
b. Faxing to Contractor.  Fax or interoffice mail to Maintenance Shop.

c. Keeping record of reported items.

6. Actions by Maintenance Staff for warranty items reported includes:

a. Await contactor contact to coordinate.

b. Contact contractor if no reply in reasonable time (considering problem).

c. Ensure problem(s) is correct by contractor.

d. Report any non-compliance to FSC.

7. In Summary, Actions by FS-ME are primarily to:

a. Verify warranty period is valid.

b. Report in writing item(s) to contractor

c. Maintain file of reported items and warranty info

d. Intercede when no action/results are performed by contractor

e. Report to FE&AS as needed
B. Health Sciences or West Campus 

1. Project Warranty Letter is forwarded from FE&AS Project Managers or FS Project Managers bearing the contractor info and warranty acceptance and expiration date.

2. Problems are reported to Assistant Director, Facilities Maintenance – Health Sciences Campus or his/her designee(AD FM-HSC) by different people including project managers, maintenance staff, users, housekeeping, etc.

3. Problems are reported to AD FM-HSC in different ways including phone calls, work orders, emails, visits, etc.

4. Regardless who reports the problem; an investigation/verification is required before reporting item to contractor including:

a. AD FM-HSC verifies project is still within warranty period.

b. Maintenance staff investigates the problem and verifies it is a warranty item, preferably by work order if not already entered; problem could be result of normal wear and tear, vandalism, etc. For departmental equipment, the maintenance staff investigates that power, water, air supply, and other real property utilities are provided in accordance with design and operation of equipment.

c. If not warranty or is determined to be a real property utilities problem, correction should be performed by maintenance staff as appropriate.

d. If deemed warranty, item should be reported to AD FM-HSC by maintenance staff, in writing (email preferred) and describing the problem in detail.  For departmental equipment, a report of non-impact of real property utilities should be forwarded to AD FM-HSC.

5. Action by AD FM-HSC for warranty item reported includes:

a. Filling out warranty form (refer to FSSP 30-3023.2). For departmental equipment list the department contact and department rather than supervisor and shop.

b. Faxing to Contractor.  Fax or interoffice mail to Maintenance Shop.

c. Keeping record of reported items.

6. Actions by Maintenance Staff for warranty items reported includes:

a. Await contactor contact to coordinate.

b. Contact contractor if no reply in reasonable time (considering problem).

c. Ensure problem(s) is correct by contractor.

d. Report any non-compliance to FS staff.

7. In Summary, Actions by AD FM-HSC are primarily to:

a. Verify warranty period is valid.

b. Report in writing item(s) to contractor

c. Maintain file of reported items and warranty info

d. Intercede when no action/results are performed by contractor

e. Report to FE&AS as needed
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