	THE UNIVERSITY OF TEXAS AT DALLAS
FACILITIES MANAGEMENT WORK REQUEST

	     
	     
	     
	     
	     

	Requestor
	M/S
	Ext
	Fax
	Date 

	     
	     
	     

	Email Address
	Dept / School / Division
	Acct No. (if applicable)

	

	Complete this section if you are submitting request as the Liaison.

	     
	     
	     
	     

	Liaison
	Ext
	Building
	E-mail Address

	

	Project #:               Project Name:      

	Location of Work:
	     
	     
	     

	
	Building
	Room
	Area

	Room Availability – Date and Time:
	     

	Date and Time Work Required:
	     

	Request Type: 
 FORMCHECKBOX 

Repairs
 FORMCHECKBOX 

Minor Const.
 FORMCHECKBOX 

Engineering

	 FORMCHECKBOX 

Move Support

Move Date:
     

Move Time:
     
	 FORMCHECKBOX 

Special Event

Event Date:
     
Event Time:
     

Setup Date:
     
Setup Time:
     

Take Down Date:
     
Take Down Time:
     

Event End Date:
     
Event End Time:
     

	 FORMCHECKBOX 
  Other:       

	Requested Work / Problem / Location Of Move:       

	Instructions:

1. Project # and Project Name may be assigned by the department to aid in the reconciliation process. 

2. Completed form can be 

A. E-mailed from person with signature authority for account to ppworkrequest@utdallas.edu,

B. Mailed to PP11 or
C. Faxed to 2075

3. Work requests are scheduled Monday – Friday.  If work is required on the weekend, overtime will be charged.

4. A $100 late fee will be charged if a Work Request is not received 36 hours prior to requested date for event setup or move.

5. Transfers of furniture or equipment to Surplus are not scheduled for a specific date or time.  There is no charge for moving items to Surplus.

Approval:

If e-mailing form, route in this order:

1. Person with signature authority for account

2. ppworkrequest@utdallas.edu
If printing form, get the authorizing signature and either mail the form to PP11 or fax to 2075.

_____________________________________
______________________________
______________________

name of person with signature authority
signature
date



Revised 5/1/08

