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UFC Customer Request Work Flow
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To assist in preparing your UFC Customer Service Request,
the requestor can circulate the draft Additional
Information Form (AIF) for input by multiple stakeholders.
This draft may then be used as a template to copy and
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homepage: " jti i j
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Customer Initiates Request
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* Customer submits online work request

University Facilities Committee: Customer Request Work-Flow 05/05/17
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How Are Requests Submitted For Review?
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Facility Work Request Form

— Online:
http://aim.eastern.ewu.edu:8090/FMAXCustomerRequest/

* To submit a Work Order online, you can find our request button on both the
homepage and most all of the Facilities & Planning department paqges.
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http://aim.eastern.ewu.edu:8090/FMAXCustomerRequest/

What Types Of Space Request Are Reviewed By The UFC:
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1. Requesting Space 2. Remodeling a Space

Facility Work Request Form Facility Work Request Form

EASTERN WASHINGTON UNIVERSITY EASTERM WASHINGTON UNIVERSITY

Submit a Work Request Submit a Work Request

To submit a work request to the Eastern Washington University Facilities departn To submit a work request to the Eastern Washington University Facilities deg

below. If you need any assistance with this form, please contact the Work Order
500-350-2245 or workreguest@ewu.edu

below. If you need any assistance with this form, please contact the Work Or
500-350-2245 or workreguest@ewu.edu

Request Type: - ! Please select tf Request Type: i Please sel
Requesting Space [~ |Remodeling an area [=]

University Facilities Committee approval is required for this request type. University Facilities Comm ittee approval is required for this request type.
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Customer Request is Created in AiM
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Facility Work Request Form

JN M 87
EASTERN WASHINGTOMN UNIVERSITY sEE?DsllgN

Customer Request Summary Report

Diescription: Short Description of request ‘Created By: JEARLY?2
Date Created: Oct 5, 20146, 9:12 A
Submit a Work Request -
q Desired Date:
Problem Code: Reference:
To submit a work request to the Eastern Washington University Facilities department, please use the form

below. If you need any assistance with this form, please contact the Work Order Administrator at
500-359-2245 or workrequest®ewu.edu

Request Type: Please select the service related to your request

| Reguesting Space |:|

Umniversity Facilities Committes approval is required for this raguest type.

Contact: First Last Hame

i quest if applicable

Budget Information R ——

o N Ma, I am not & budget authority
Zudget Authorisy: M CHENEY (CHENEY CAMPUS) 1 (CAMPUS BUILDINGS)

T — o Property: 1460 (ROZ - ROZELL HEATING 001§
Eannar Indax: Plaz our indes code £ PLANT)
Anthority Hame: Mame of the budget suthority * Reques: Type: Space

Extra Description: Department: Construction & Planning
: R Room/Location: 101

Anthority E-mail: E-mail address for the budget suthc 3

fork Requested:

How does your raguest
align with the EWTr
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SharePoint Activated
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Additional information form sent to
requestor

University Facilities Committee: Custome
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Facilities Review

Initiates SharePoint Additional Info Form

Workflows

Facilities
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Space Request - Part 2 (Draft)

Is the space requested under your control?:
) Yes
) No

If no, which department controls the space?

PRIORITY CONSTRAINTS
Must the projact be initiated soon in order to:

A) Meet academic certification or accreditation requirements?

™y
L

Yes
Mo

)

C

B) Permit enroliment growth and/or specific quality improvements in current or new programs:
i

\J Yes
) Mo

If "Yes" to the above, provide brief explanation:
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Completed Form Submitted To SharePoint
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 Facilities AVP reviews form
— Incomplete:
* return to requestor

— Complete
* proceeds to next step

University Facilities Committee: Custome
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Request Sent To Department For Review
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* Vice President/Dean reviews documents to
determine whether to:
Cancel (requestor is notified)
dProceed

University Facilities Committee: Customer Request Work-Flow

Requestor

* |f space is not within the requesting department
the VP/Dean of the space is notified.

Facilities
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Proceed:
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* Notification is sent to AVP Facilities & Planning

— Construction & Planning Project Manager (PM) is
assigned

— A Rough Order of Magnitude (ROM) project estimate
and any related documents are created and saved to
SharePoint

 After final AVP Facilities & Planning review:

— Request and all documents are sent via SharePoint:
* Department
* Requestor
« UFC Members
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Construction & Planning Services
101 Rozell Cheney, WA 98004-2454

|[508)-358-8565 RequestiD:

Request Description:
Project Manager:

Diate: []

00 - Shop Support
In-Plant Services

Aocecs Control

X
Buwilding Maintenance %
Electric Shop %
EMnE %
Fabrication %
Housing Maintenance %
HWALSR %
Izl a tion Shop X
Faint Shop %
Flant Operation %
Plumbing Shop %
Auto Shop "
Custodial /By uipment Crew %
Grow nds %
Trucking %
Refuze




Committee Review
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* Requests ID number will be added to the
calendar to be reviewed.

RN

C lend e

* November 2016

SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY
0 1 4
1 11
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UFC Meeting: Determination
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* Request Declined
* Customer is notified of decision

 Proceed

* Request is sent to PEC/President for final review and
decision

" EASTERN WASHINGTON UNIVERSITY
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President/PEC Determination: Declined
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President/PEC

Final Review

« AVP Facilities is notified of decision
— Status Is changed in SharePoint
— Notifications are sent to Customer/Department
Requestor is Notified

and Requestis
Cancelled

iy 2
r\v
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President/PEC Determination: Capital Funded
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President/PEC

Final Review

« AVP Facilities is notified of decision that Capital
funding Is approved
— Status Is changed in SharePoint
— Notifications are sent to Customer/Department
— Moves to Work Order Created

Work Order
s Created

iy 2
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President/PEC Determination: Department Funded
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Department
Final Review

* AVP Facillities is notified of decision that
Department funding is approved
— Status Is changed in SharePoint

— Notification is sent to Department VP/Dean for final
review

(7% 2
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Departments VP/Dean Final Review
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Department

Final Review

« Department approves

« AVP Facillities is notified
— Funding source confirmed
— Customer is notified
— Moves on to the next phase, work order is created

Work Order
Is Created

iy 2
r\v

EASTERN WASHINGTON UNIVERSITY

start something big




Departments VP/Dean Final Review
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Department

Final Review

« Department declines funding request

 AVP Facilities is notified
— Notification is sent to customer

Requestor is Notified
and Request is
Cancelled
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SharePoint Highlights
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Central location for:

— Calendar
 UFC Meetings
« Customer Requests by ID number scheduled for review

— Meeting minutes

— Spreadsheets and reports

— Tracking status of requests

— Email correspondence related to requests
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Questions/Comments
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* Questions/Comments can be directed to:

Jacquelyn H. Early | Administrative Assistant
EWU Facilities & Planning

101 Rozell = Cheney, WA 99004
p] 509.359.6746
c] 509.828.8104
f] 509.359.4224

learly2@ewu.edu = http://access.ewu.edu/facilities

Thank you!

(7% 2
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mailto:jearly2@ewu.edu
http://http/access.ewu.edu/facilities

Fun Facts — Special Thanks To:
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« Mauricio Contreras

— C&P Student employee since Jan. 2016
« CAD (Computer Aided Drafting) Tech
« SharePoint lead

— Computer Science Major - Junior
 Anticipated graduation June 2018

— EXxcels at being able to learn business processes and
new software technology (at the same time)!
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