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Top Ten Ways 
You Can Help Us Help You



10 Submit Requests Timely

 Don’t wait to submit a maintenance issue.

 No request is too small. 



10 Submit Requests Timely



9 Emergencies are treated differently than 
non-emergencies



8 How do I follow up on my request?

Zone Shop Maintenance



7 Know the different Physical Plant 
departments.



6 What phone number do I call for an urgent 
facility need?



5 Don’t exaggerate.  Please provide the facts.



4 Understand some services are provided by 
outside vendors.

 Elevators and Fire suppression systems maintenance 
are performed by outside contractors



3 We must have a strong communication bond between 
our Service Center and Building Coordinators

 Get to know us

 Develop a relationship

 Understand our processes



2 Decide how you will have you building 
occupants request service

Building Coordinator



1 DETAILS! We must have details to provide 
successful service.

 Details, details, details!!!



Thank You!


