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.  PURPOSE:

This procedure applies to work order requests to the Facilities Management Division and
outlines how the Maintenance Department will respond to that request.

POLICY STATEMENT:
Facilities Management has an automated work order request system that provides a
method for requesting work:

Tracking and monitoring status of the request.
Response back to the requester.

When work is estimated to be completed.
When work is completed.

Tracking time, materials, and cost.
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PROCEDURES:
a. Submit Help Desk tickets by clicking the link:

Charter Township of Northville Help Desk

b. Orsend an e-mail to fmsupport@twp.northville.mi.us. We kindly ask that your
request includes all pertinent information in order to complete your work order.

RESPONSIBILITIES:
Facilities Manager is responsible for implementing the work order policy and procedures.

RELATED INFORMATION:
FAQ's

Q. What types of work orders does Facilities Management complete?

A. FM encompasses multiple disciplines to ensure functionality, comfort, safety and
efficiency of the built environment. Some common examples include:
¢ Heating and Cooling

e Electrical

¢ Plumbing

e Janitorial

e Space Planning
e Grounds

e Pest control
e Roof Leaks


https://chartertownshipofnorthville.freshservice.com/support/home
mailto:fmsupport@twp.northville.mi.us

VL.

Q: How long will my request take to complete?

A. Once the request is submitted, we will inspect, assess, and create a scope for

solution. Some requests may require a lead time part order, while others can be
completed same day.

Q: How will I know my work order request has been completed?

A. Using this work order system will allow proper communication between FM and our
internal customers. Once a work order has been completed, you will receive an e-
mail that describes the solution.

POLICY HISTORY:
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