For Trustee Use

	JOB #
	APPROVED BY/DATE
	ASSIGNED TO

	
	
	


	WORK ORDER REQUEST

Complete and return to Trustees

	LOCATION (BLDG & FLOOR)



	REQUESTER


	TELEPHONE 


	DATE SUBMITTED

     

	DESCRIBE IN DETAIL WHAT NEEDS TO BE DONE 


IS THIS A SAFETY ISSUE?  FORMCHECKBOX 
 YES   FORMCHECKBOX 
  NO
[PLEASE GIVE THE FORM TO THE OFFICE STAFF AFTER COMPLETING]


	Date received by Administrative Assistant ______________________

	Passed to Trustees?   FORMCHECKBOX 
 YES   FORMCHECKBOX 
  NO                                                                            DATE RECEIVED BY TRUSTEES  ______________

	PROJECT COST DETAILS (MATERIALS/LABOR/ ESTIMATES)
     
	OPTIONS:     
 RECOMMENDATION:      


	TRUSTEES REVIEW AND ANALYSIS OF REQUEST/ISSUE



	DATE

      


	DOES THIS NEED TO GO TO COUNCIL?   FORMCHECKBOX 
 YES   FORMCHECKBOX 
  NO
DOES THIS NEED TO BE BROUGHT FORWARD TO THE CONGREGATION?         FORMCHECKBOX 
  YES   FORMCHECKBOX 
  NO


	ANTICIPATED SCHEDULE  
START DATE           

	DATE  RESOLVED         STATUS

                              



The Board of Trustees has responsibility for all space and storage utilization, and any interior or exterior building or grounds issues to include renovation, construction, repair, maintenance, safety, and aesthetics (carpeting, flooring, cabinetry, furniture, painting, and renovation), space planning and short and long range facility planning. Any work request will follow the process as outlined and requires a written request.  
Work Order Process
1.     Requestor to fill out a Work Order request and provide the work order to the Church Office. (On the web at: http://oberlinchurch.org/t/share/docs/Forms.html) In that request, provide the best idea of what you would like to do. You can include photos, drawings, or extra text attached to the work order. If you have costs please include, if not Trustees will work with you to get the costs. Your primary responsibility will be to write the work order as accurately and precisely as possible. Someone from the Trustees will be sure to contact you if we need more clarification. The Administrative Assistant will log in the work order. If it is something that can be solved at that level, the work order will be filed at that time. Otherwise, the work order will be passed to the Trustee Board for action.
  2.      Trustees will assign the work, or route the Work Order to the Interiors Committee if it involves painting, wallpapering, carpeting, etc. If your request  is extensive, Trustees will look at it in light of Oberlin’s short and long range plans to ensure the change will not negatively affect other programs or  growth in the future of Oberlin. Trustees will evaluate the request to ensure it is in line with the vision and purpose of Oberlin. If the request impacts program space used primarily by a program, group, or committee Trustees or Interiors will ensure that they are made aware of the proposal. (Example: Kitchen-Women's Fellowship, Youth Room – Youth Director). 

3.      Trustees will evaluate the financial impact to determine if funds are available, or evaluate possible funding scenarios. Timing of the project may need to be included in the planning for the next budget cycle or require congregation input.  If so, Trustees will take the proposal to the Council and make recommendations as to the project, timing and communication plan. 

4.      Once the steps are completed, Trustees will hire the contractors or find volunteers to complete the project and will maintain project management oversight and fiscal responsibility (to include control of funds) for completion of the project.  

These steps are integral to ensuring we have an efficient and coordinated effort that is in line with who we are and where we want to go as a body. This process will ensure that safety, building codes, competing needs and interests, good space and storage utilization are evaluated and considered. Communication and collaboration as outlined above will assist Oberlin in quality control, space utilization and interior and exterior aesthetics. 

NOTE: If you desire to donate material, furniture, memorials, or other items, please see the Board of Trustees. Acceptance, placement and removal of these types of items are the responsibility of this board.  

Instructions for Administrative Assistant and Trustees:

Work Order Requests are to be turned into the Administrative Assistant.

The Administrative Assistant will: 
1) Maintain the work order log by assigning  the next number with the details into the work order log

2) Put the work order into Interior Trustee’s folder in the Trustee’s box, and

3) Provide a copy to the custodian
4) When the Administrative Assistant sends the monthly financials to the Trustee Chair, (just before closeout), s/he will send the current work order log. 
6)
Ensure that blank work order forms are left at the boxes just at the entrance to the Fellowship Hall (where the board and committee boxes are)

Trustees will:

1) Interior Trustee will check his box each week
2) Go over the WO that our Custodian will do

3) Determine process for others OR

4) Let the Chair know if one needs to be established as a project rather than a WO. (The Iinterior Trustee is our liaison with the Custodian, and provides oversight and work assignments to same. Any work requests for the Custodian go through the Interior Trustee). 

The appropriate Trustee will assign the work, or ensure that the work is done.
