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- SUBJECT
ADMINISTRATIVE WORK ORDER SYSTEM

POLICIES AND PROCEDURES MANUAL

SUB-TOPIC

WORK CONTROL CENTER

The purpose of the Wirk Control Center is to effectively coordinate the Wrk Order
System This Center is located in the Physical Plant building and is manned by the
Work Control Supervisor, who is responsible for scheduling the daily operations of the
Physi cal Pl ant.

Al'l work requests should be directed to the Work Control Supervisor via the Wrk
Request form (see Exhibit &) or by phone (Ext. 2177) if the request is urgent or an
energency (see “Work Priorities,” this section). Al trouble calls and conplaints
shoul d be reported to the Wrk Control Supervisor, who has instant conmunication with
mai nt enance personnel




