

[image: ]
Facilities Request Protocols
· Address all requests and issues to Michael Cabral via email. Copy Francis Calvert and your department Chair or Dean.
· Please try to avoid multiple requests by different persons for the same issue. This is confusing and can result in a loss of response to this or other requests. Please have your Chair, Dean, Director or supervisor approve before submitting. By using the process detailed below, Facilities will be able to check and avoid duplicates.
· We use the same request format for all requests (see attached form).
· There are five categories of Facilities Requests. Select the type of request you have, and make sure this is in your email title. (See how to title you email, below.)
· Custodial Request– use this for a general request (Example: Trash can by Padre Martinez needs to be emptied.)
· Please allow 2 working days for a follow up response via email with an anticipated date of action.
· [bookmark: _Hlk216352906]If your issue cannot be immediately addressed, an anticipated date of completion will be given. Facilities will strive to update you if that date is going to be missed.
· If you wish further future communication please send your email submission with “FOLLOW UP” added to the title.
· Custodial EMERGENCY Request – use this for a situation where the health or safety of building occupants is at risk (Example: There is water on the floor of the Men’s bathroom.)
· You should receive a follow up phone call to the number in email (see format below) and an email confirmation within 2 working hours.
· Maintenance Request - use this for a general request (Example: Light out in the classroom.)
· Please allow 2 working days for a follow up response via email with an anticipated date of action.
· If your issue cannot be immediately addressed, an anticipated date of completion will be given. Facilities will strive to update you if that date is going to be missed.
· If you wish further communication please send your email submission with “FOLLOW UP” added to the title.
· Maintenance EMERGENCY Request - use this for a situation where the health, safety, or use of the building is at risk to the occupant/users. (Example: Heat is out in STEM Room 116.) and call either (575) 779-3663 or (505) 277-4453.
· You should receive a follow up phone call to the number in email (see format below) and an email confirmation within 2 working hours. 
· Facilities Project Support Request – use this request when you need assistance with a facilities based project. (Example: Need furniture assembled for classroom 129 in Rio Grande Hall.)
· Expect follow up within two working days. 
· Examples of Email Title:  
· “Custodial Request – Empty Trash Outside Padre Martinez Hall”
· “Maintenance Request – Brighter Lights in Fred Peralta Fish Bowl”
· Do not forget to copy and paste or attach your request form to your email. (See form on page 3.)
· Following up on your request.
· If you did not receive a confirmation to your standard request within the stipulated time, you can resend the email with “FOLLOW UP” in front of the subject line title.
· Example: FOLLOW UP – Custodial Request – STEM 116 Trash
· If you did not receive a follow up to your emergency request, you can follow the same procedure above for the email and call Michael Cabral directly at (575) 779-3663 or Wayne Bewley at (575) 737-3737.
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