District Plant Maintenance Guidelines
The District Maintenance Department provides general repairs to the Campus including, but not limited to:
· Air Conditioning




· Carpentry

· Ceiling Tiles

· Doors/Locks

· Electrical 

· Grounds

· Hanging pictures, bullutin boards

· Landscaping

· Painting

· Plumbing 

· Signage 

Custodial/Moving & Set-Up Requests must be submitted through the online Plant Maintenance Work Request. 
· Special Event Set-Ups

· Tables and Chairs

· Boxes to/from Mailroom, Duplicating or storage room

· Office moves, other than Steel-case furniture.

Do not forget to choose NCS-North Campus Services as the Repair Center.

		*Name: 
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John Doe


*Phone Number: 
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7-0000


*E-mail Address: 
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Doe1@mdc.edu


*Repair Ctr.: 
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NCS - North Campus Services

 

*Room #: 
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111600, CLASSROOM

 

*Request: 
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Lights need to be replaced.
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ubmit




	

	


Work orders must be detailed, including dates, starting and ending times, room numbers, identification of  event being supported and the individual in charge.   Campus Support Services must receive the work order at least two working days prior to the need for the service.  

The above listed service requests must be submitted through the online Plant Maintenance Work Request. Click here to access the Plant Maintenance Work Request 
It is suggested that for your records, you print out a copy of the confirmation        shown on the screen once the trouble report has been submitted. 
   
· Key Duplication*** (Hard Copy Only)  
(Click here to access a sample of the Work Request Plant Maintenance Form)
To order a new key***, a three-page carbonless Plant Maintenance Work Request must be filled out, signed by the head of the departmnet, submitted to the Campus Support Services Department for approval.   The Work Request requires the Public Safety Department to sign off and the final Dean’s approval before being processed by Plant Maintenance.   Public Safety is responsible for releasing the key to the requestor.   
Key Requests (must include MDID number of the person to whom the key will     be issued)*
* Keys are ONLY issued to full-time employees.

For urgent problems, call the Trouble Desk at 7-1710


For after hour emergencies, call the North Campus Public Safety Department at 7-1100
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