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APPLICABILITY/ACCOUNTABILITY: 
 
This policy applies to all Facilities & Safety (F&S) personnel who direct or perform work 
on new or existing university facilities, infrastructure, or assets. 
 
 
POLICY STATEMENT: 
 
Facilities & Safety departments will use Work Orders, through a Computerized Maintenance 
Management System (CMMS), the Facilities & Safety Work Management Process, and F&S 
Standard Operating Procedures (SOPs), for services provided and work performed on university 
facilities, infrastructure, or assets.  Work Orders will document activity, labor, materials, and 
external charges.  
 
 
DEFINITIONS: 
 
Asset. Tangible or intangible property having value and available to meet commitments, or legacies, 
to include but not limited to: property, resources, software, equipment, infrastructure, and permits. 
  
Infrastructure. Assets and services on which the operations of campus buildings and grounds depend, 
e.g., roadways, water supply, waste water, storm water, irrigation, power supply, and utility support. 
 
 
POLICY: 
 
Work Orders 
The following require a Work Order number and attached documentation:  
 Work performed on assets (either in-house or contracted)  
 Minor Projects 
 Major Projects 
 Materials requested from Central Stores  
 Materials ordered independent from Central Stores using a Requisition or Procurement Card (P-

Card). The Work Order number must be referenced on the Requisition or written on the P-Card 
reconciliation statement.  






