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WORK ORDERS
I. PURPOSE
The Bureau of General Services (BGS) is committed to providing optimum support services for all department employees to assist the department in achieving its goals and objectives.  In order to provide the best possible service for all employees, a method of scheduling and prioritizing work has been established.

II. SCOPE
Department-wide.

III. POLICY
It is department policy to maintain high quality standards through priority attention to requests for assistance related to building operations (e.g., telephone services/voice mail, equipment and/or furniture moves, maintenance work, nameplate requests, conference room setups, etc.).

IV.
PROCEDURES
A. Verbal requests will be honored only in emergency or safety-related situations.  The program must contact BGS at (573) 751-6040 to report emergency or safety-related problems.
B. For routine work (e.g., furniture moves, bulletin boards, telephone lines, etc.), the program must submit requests to BGS on a Work Order form (DH-61).  This form can be found in two locations:  in Word under “My Templates” and on the intranet under “Forms.”
C. Completed work orders are to be sent electronically to designated staff in each division for approval.  The approved work order request is then forwarded to the “WorkOrders,WorkOrders” e-mail address.  State the type of service required in the subject line of your e-mail message (i.e. phone, conference room set up, nameplate, surplus, etc).  See Attachment A of this policy for instructions on information required on the work order.
D. BGS staff will receive the work order and distribute it to the appropriate staff to be completed. 
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