C-200 

Project Assignment and Transfer Process



 1.0
Purpose

This procedure defines the process of assigning or transferring a Central Services Activity (CSA) request from receipt in the Work Reception Team, Business Support Branch, DPM to assignment as a project to the implementing area. 

2.0   Applicability

This procedure applies to all CSA requests.

3.0   Responsibilities

The Work Reception Team (WRT) responsibilities include the following:

· Receive all electronic work requests.

· Sort them by IC and Team Coordinator. 

· Make status changes/ assign status codes and job types for automatic funding. 

· Route appropriate electronic copies to their designated areas. 

· Maintain a logbook of CSA requests, hard copies of CSA requests, and information relevant to CSA requests.

The Project Team Coordinator has the following responsibilities:

· Receive and review CSA requests.

· Make CSA request assignment recommendations electronically for CMB, or to reroute to other Branches or Divisions within ORF.

· Implement CSA requests for window treatments or material orders.

· Maintain information relevant to CSA requests.

4.0   Procedure

4.1
Initial CSA Assignment

4.1.1 
The  WRT receives CSA requests and prints, sorts, and distributes requests to the CMB Team Coordinator, the Small Alterations Team (SAT), the Facilities Operations Branch (FOB), the Utilities Operations Branch (UOB), the Division of Capital Project Management (DCPM), or the Division of Environmental Protection (DEP).    Copies of CSA requests for leased facilities are faxed to the off campus Customer Service Team (Facility Managers).  Information copies of all CSA requests are distributed to the BMS Team, FOB.  Information copies of all Building 10 CSA requests are sent to the Technical Support Team, FOB.

4.1.2  
The Small Alterations Team may accept, cancel, or recommend a CSA request for reassignment to another team.

4.1.3
The WRT logs in the CSA requests by IC and Team Coordinator and distributes them.  

4.1.4
The team coordinator may make assignment recommendations to one of the following CSA request destinations (see Attachment B for coordinator guidance on CSA request assignment recommendations): SAT, CMB, DCPM, FOB, UOB, ORS purchasing, combined requests, or cancellation.  If the CSA indicates that there are additional attachments, the team coordinator obtains the attachments.

4.1.4.a
If the CSA request is for window treatments (i.e. blinds or draperies), it goes to ORS purchasing. The team coordinator prepares an acquisition worksheet when the customer approved quote is received from the vendor.  Also, a credit card purchase mechanism may be used. 

4.1.4.b
If the team coordinator deems it to be appropriate, he/she can authorize a CSA request to be put on hold, combined with another CSA request, or canceled.

4.1.4.c  The team coordinator makes the CMB team assignment and returns it to the WRT electronically.

4.2
Transfer of CSA Request/Project

4.2.1
For transfer of requests or projects within CMB, the transferring team coordinator contacts the receiving PM to discuss the transfer.  If the transfer is agreed upon, the transferring coordinator notifies the WRT through the PIN to transfer the project.

4.2.2
For transfer of requests or projects between Branches or Divisions and within the Office of Research Facilities Development and Operations (ORF), the transferring team coordinator discusses the need to transfer with the appropriate receiving representative.  If the transfer is agreed upon, the transferring coordinator notifies the WRT to transfer the project and returns the appropriate project information to the WRT.  

4.3
The WRT updates SSFAS with status code/job types.  The WRT enters the CSA request number into a logbook by CMB team or other branch or by division assignment.  The WRT processes the CSA request according to its recommended assignment.

4.3.1
CMB or DCPM. The WRT updates status code/job type as necessary for CMB or DCPM execution.  (An obligation automatically occurs.)  

4.3.2    FOB or UOB. The WRT distributes a hard copy of the CSA request to the FOB or UOB. 

4.3.3
Combined requests: If two CSA requests should be combined, the WRT updates SSFAS with the “Combined With” status code.  

4.3.4
Cancellation: If notified by the team coordinator, PO, or SAT PO of a CSA request/project cancellation, the WRT updates SSFAS with the “Cancelled” status code. 

4.4
If the team coordinator knows the PO assignment, they may make the PO assignment in the PIN.  Otherwise, the team coordinator forwards the CSA request to the PM through the PIN.

4.5  
The PM assigns the CSA request to a PO.  The team coordinator prepares and sends CMB team/PO letters of assignment to customers. 

4.6  
The PO receives the CSA request and sets up the project.  The PO arranges an initial meeting with the customer and proceeds with implementing the project.
5.0   Related Procedures

C-100, Pre-Project Development

C-300, Develop Project Plan & Revised Project Plan

6.0   Relevant Documents

Hard copy of CSA Request

Acquisition Worksheet - Maintained by coordinators for window treatments and MAST materials purchases.

7.0 Records

Not applicable



See attachments

Attachment A

CMB Teams 

	 
	Area of Specialty

	Team A
	Building 10/Clinical Center Complex 

	Team B
	Laboratories

	Team C
	Administrative

	Team D
	AALAC Facilities

	Team E
	Leasing Support

	Team F
	Small Alteration Team


	


Attachment B

Coordinator Guidance on Project Assignment Recommendations

For assigning projects, perform preliminary investigation based on these guidelines:

1. Contact requester by telephone, e-mail, or site visit to get a clear scope of work and extent of work.

2. Consult with other experts such as the Building Engineer, Technical Support Team members,  and the Facility Manager, and with other coordinators, as needed for their input.

3. If acceptable to the requester and FOB, assign the project to FOB; otherwise assign it to CMB.  For example, if the request involves repairing existing equipment or a building utility system malfunction, then the request should be assigned to FOB.

4. For requests in Building 10, verify that it does not violate the Building 10 Vacant Space Policy.  Consult with the Program Manager (PM) for CMB Team A and the customer to determine that the space is not within areas designated to be vacated and locked-off, that the customer has obtained a Space Justification Document for occupying vacated space (even if previously owned by the IC), and that the renovation request meets the Vacant Space Policy parameters.

5. For requests involving site utility infrastructure work, consult with the Engineering Support Team, UOB to determine appropriateness for UOB implementation.

Rules of thumb for assignments:

1.
For projects where the value of the work appears to no greater than $25,000, consider sending the request to the SAT.

2.
If the coordinator knows the SAT cannot meet the customer requirements because of scope/trade, backlog, etc., then it goes to one of the other teams in CMB.

3.
For projects where the value of the work is $5 million or more, or appears to be highly complex or to have a high degree of risk, the coordinator should review the CSA request with the Director, DCPM.  The Director, DCPM would consult with the Director, DPM and the Chief, CMB to determine whether the project should be routed to DCPM or CMB.


4.
If a project deals with a common area, the coordinator should talk to the Facilities Operations Branch to see whether it will do the work. If the customer does not want to wait for FOB to pay, the coordinator should consult with the CMB PM to determine the appropriateness of using IC Operating Funds.  If determined to be appropriate, forward the project to CMB. A similar procedure should be followed for roofing projects.

5. 
If a project entails maintenance work, FOB is responsible for replacement or repair, and CMB is responsible for new work, i.e., installation. For example, if the project entails cardkey repair, FOB should be assigned; if it entails cardkey installation or alteration, CMB should be assigned.

6.
If a project is for a window treatments order or a material order, the coordinator should prepare an acquisition worksheet. 

7.
If a customer wants only carpeting, refer the project to the Carpet Project Officer. If a customer requests a renovation that includes carpet, then the coordinator can choose to forward the project to CMB to have it included in the design.

8
If a project requires less than 2 hours labor and does not require purchasing new material, the Facilities Operations Branch will do the work as a free service to customers. To use this service, contact the Central Desk Team for appropriate routing of the work.  (Examples of this work include installing a bulletin board; hanging a coat hook or clock; and installing doorstops, door holders, or door closures.)



