
8/19/03     C:\Attach\Repair Flow Chart.wpd

 
              

        
 

   
   

Physical 
Plant 

assistance is
 required for work
order, project, or 

maintenance
 work.

NDSCS PHYSICAL PLANT WORK ORDER PROCESS
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YESYES
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WORK ORDER PRIORITIES

1. Safety & Health Concerns
2. Key Operational Functions & Building Envelope Needs
3. Revisions/Alterations to Existing Facilities
4. Cosmetic Enhancements

Call 3-2313 
7:45a.m.-4:45p.m. or after

hours refer to the 
NDSCS EMERGENCY
PROCEDURES card

Does work
 involve considerable

resources, time,
material and/or

labor?

Complete Work Request
Form and submit to your

department supervisor for
approval & proper funding.

Is this an
emergency?

Is the work 
request approved by

the department
supervisor?

Is the
 request the financial 

responsibility 
of the department?

Forward completed
Work Request form to

the Physical Plant
Department.

Work Request
is processed by

the Physical
Plant.

Contact 3-2313 
or fax work request to

initiate work order.

Request is
returned to

the
requestor.

Work request is
 returned to

supervisor for
prioritization &

inclusion on biennial
capital improvement

project list.

YES

NO

Work Request
is processed

by the Physical
Plant.


