

APPENDIX F

Job Order number set-up:

1) A scope of work is established and an estimate completed.

2) Projects must conform to the University’s priorities and have adequate funding. As needed, Facilities Service’s planning, architectural or engineering staff reviews these projects to ensure they (1) will not significantly increase the cost of maintaining and operating a facility, (2) address code-compliance issues, (3) cause no negative impact on adjacent space and (4) are compatible with campus master-planning principles.
3) A funding source is identified for the project.

4) An e-mail is sent to the Associate VP, Facilities Management for notification of the project.

5) The following information must be supplied to Diane Juel to set-up a project:

a. Name of project (Building name and affected area).  Below are examples:
i. UNI-Dome Rooms 341-343

ii. Schindler Education Center Roofs 1 & 3

iii. Shull Hall Window Replacement

iv. Lang Hall Renovation

b. Amount of project

c. Funding source – both Legacy and Oracle account numbers
i. Along with funding source, a funding code must be provided.  Job order numbers are consecutive with a 2 letter prefix, such as BR1001.  The most important part of this is the numbers.  The two letter prefix only identifies the type of funding used.  Below are the prefixes that will be used:
BR - Building Repairs

CA - Capital Appropriation projects

DE - Dome Events

DF - Departmental Funds

DS - Dome/Fieldhouse Surplus Funds

FE - Fuel & Purchased Electricity funds

GS - Special Plant Services

GT - Grants

GX - General, Non-categorized

IR - Institutional Roads funds

IS - Information Network Services

MB - Maucker Union Bonds

MS - Maucker Union Surplus Funds

PA - PAC Events

PF - Private Funds

PO - Parking Operations

RB - Residence System Revenue Bonds

RI - Residence System Improvement Funds

TI - Treasurer’s Temporary Investment Income

WE - West Gym Events

d. Department assigned to:

i. Facilities Planning

ii. Operations & Maintenance
iii. Power Plant
e. Design Responsibility

f. Construction Responsibility
