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Estate Services

NEW WORKS REQUEST

Part 1

(To be completed by Applicant and submitted to the Head of Projects - Estate Services )

Thursday, 15 December 2005 FORMTEXT 

Monday, 20 December 2004
  3:11 PM FORMTEXT 

14:44

	1.1
	Applicant
	     
	Department
	     

	
	Location

     
	Telephone
	      : Mobile / Direct
      : Extension

	
	
	
	

	
	
	E : Mail
	                        @rhul.ac.uk

	
	
	
	

	1.2
	Where are the works to be carried out.
     

	Preferred Dates

	Start
	      

(enter date as dd/mmm/yy )
	Complete
	      

(enter date as dd/mmm/yy )

	
	

	Please note that until formally confirmed by Estate Services, this date relates only to your preferred completion date.


	The Works

	1.3
	Full description of work required : 

Maximum 1000 Chars
( This item MUST include a detailed description of ALL works required and any specific location (please attach separate page if necessary with sketches / layouts )

	Funding & Coding

	1.4
	Please confirm ;          

Amount of funding available :      
Cost Code to be used :         :        :       
If anticipated costs are below       please proceed with works.        
Authorised by Head of Department………………………………………………………….




Part 2 

(to be completed by Head of Projects)
	Receipt and Work Allocation Details

	2.1
	Date Received…………………………….….      By :  …………………………………………

Project Ref. No. : …………………………….     Assigned to : ……………………………….



	2.2
	Project Manager advised to liase directly with applicant.: (date)…………………………………



	2.3
	Indicative Project Cost and basis on which it has been made (may be attached on a separate 

document), sent / E:Mailed to Applicant : (date) ……………………… of £ ………..…………….

                               

	
	Approved by Head of Projects

Signed…………………………………….    Date…………………………………………….




Part 3 

( Departmental Authorisation )

The Applicant will be advised within 30 days as to proposed costs and timescales.  From this point the Head of the department will need to formally agree in writing or e:mail the Project Manager to confirm authority to proceed using the cost code and budget described in part 1.4.

	Receipt and Work Allocation Details

	Budget       FORMTEXT 

     
 ( Part 1.4 )          Cost Code :      FORMTEXT 

    
  :       FORMTEXT 

    
  :        FORMTEXT 

     

( Works will proceed if below a value of £       FORMTEXT 

     

Authorised by Head of Department : ……………………………………………………………………….

(or nominated representative where no already signed in Section 2) 

Date : ………………………………………………………………………………….………………………..


	Please note that this application will only proceed if it has been completed in full and contains the required codes and or an actual / indicative budget.  In order to be properly assessed, it must contain a concise client brief, with specific equipment and installation requirements.  The brief must include approximate sizes and numbers if actual figures are unknown and must also have achievable target completion date, giving consideration to the timing of the application and advice given from the Project Manager.  

See example below.

Acceptable:

To room FW 99 - Admin - Provide 7 No. 900mm wide by 250mm deep shelves to outer wall, centrally positioned adjacent door and  painted white to match existing door.  Shelving to be fixed position with rounded corners . (see attached sketch). Also provide 1 No double socket outlet under bottom shelve with switches to enable small printer and desk lamp to be placed on bottom shelf.

( existing socket under position of proposed new socket.)

Unacceptable

New Shelves and power sockets in FW99



	Completion

	Works Completed : ……………………………………………… Date : …………………………………

To be signed by the Project Manager on completion of the project only AFTER the applicant has filled in the Completion Sheet at which time a copy of each section along 

with a final financial summary is to be passed to the Head of Projects.


Project Ref. No. : ………………

Works were completed on time :  



YES  /  NO

Works were completed as requested : 


YES  /  NO

Additional works / alterations were carried out


YES  /  NO

Works completed to budget : 



YES  /  NO

Final account / cost acceptable : 



YES  /  NO





                 Disagree                                                            Agree


                                  

1              2            3             4             5
Contractors attendance was acceptable                  FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
  

                    Left the site clear and tidy daily            FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
  

                    Cleared the site on completion             FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
  

       Workmanship was acceptable           FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
  

                    Would use these contractors again      FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
  





                 Disagree                                                            Agree


                                  

1              2            3             4             5
Service received from Estates was acceptable        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
  

I was kept informed throughout works                      FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
  

My views and requirements were acted upon           FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
  

Overall I was pleased with the completed works       FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
  

Comments - Notes

C:\WINDOWS\Temporary Internet Files\OLK1045\New_Works_Request_PC_Ver.doc
New Works

Is any building or service-related work which cannot be considered as day to day maintenance or servicing of plant, machinery and services infrastructure.   New Works are projects requested and funded by the applicant and exclude provision of Furnishings and equipment.
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