START

Work is
identified

Fill out
requisition

Dept. sends
requisition
to Facilities

Request goes to
Dave for approval

Approve?

Assign to
department

Assign Number

Requisition can be sent by:
-Fax (followed by mail)
-Mail

-Walk-In

Dave may "kick back" to
department if it is a courts
project.

Return to
No Department

End

Number is formatted: DYC###
D - Department (J/G/M)

y - Year (5)

C - Code
7=blanket
8=capital improve ment
4=FEMA

0O=nothing/anything
#iHt - sequential number

Facilities Management
Work Order / Requisiton Processing

Kai
February 2005

DRAFT

Send to
Angelica

Make copies:
1. Department
(JIG/M)

2. Accounting

Send copies
to department

Department
Imangager assigns
to workers

When completed,
copies placed in
Gail's inbox

End




San Bernardino County
START Facilities Management
Work Order / Requisiton Processing

(Billing Process)

Work In Kai Ponte, ISD
Process February 2005
DRAFT

Worker
Fills Out
TLR

Worker
Fills Out
Job Cost List

Worker
Fills Out
Mileage Report

Information
Gathered Into
Job Cost
Ledger

JCL
Sent To
FAS

End



