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1.0 SCOPE:   

1.1 This procedure describes the process in which the Maintenance Department reviews Special Project 
Requests. 

2.0 RESPONSIBILITY:   

2.1 Program Records Technician 

3.0 APPROVAL AUTHORITY: 

3.1 Director, Facilities Maintenance Department 

4.0 DEFINITIONS: 

4.1 PRT – Program Records Technician 

4.2 SEIU – Service Employee International Union 

4.3 SIA - Schools Insurance Authority 

4.4 FSS – Facilities Support Services 

 

  

Approved signature on file 

The on-line version of the procedure is 
official.  Therefore, all printed versions 
are unofficial copies. 
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5.0 PROCEDURE: 

Completed special project request 
form received by FSS with 

appropriate paperwork, maps/
drawings, DSA approval, and 
Principal/Site Coordinator’s 

signature of approval.

Special project 

request reviewed 

by Facilities 

Support Services, 

and assigned 

tracking number.

(1-3 Working Days) 

Special project 

request sent out for 

review and 

approval from 

Trade Supervisors, 

and Facilities 

Managers.

(10 Working Days)

Special project 

request sent out for 

review and 

approval from 

SEIU.

(5 Working Days)

Special project 

request sent out for 

review and 

approval from 

Director of 

Facilities Support 

Services.

(5 Working Days)

Additional 

review needed 

from Risk 

Management, 

SIA, and Chief 

of Staff.
(Min. of 10 

Working Days)

Approved Denied

Additional work to 

be performed by 

District personnel.

Email notification with the 

approved/denied special 

project request will be sent 

out to the requester(s), and 

Principal/Site Coordinator, 

with details on approval/

denial.

Form MOP-F005 will  

be filled out by 

Facilities Support 

Services and returned 

back to site.  MOP-

F010 form will be 

needed if the project is 

Capital Improvement, 

and/or Charge Costs. 

If necessary, Trade 

Supervisors will work with 

project coordinator to correct 

any requirements needed 

prior to start of project.

No additional 

work to be 

performed by 

District 

personnel. Comply to all requirements, 

and requests concerning the 

denial; resubmit a new special 

project request for review. 

Following all requirements, requests, and 

comments; you may proceed with your 

approved special project. To prevent any 

questioning, please have your approved form 

on hand while the project is taking place. 
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6.0 ASSOCIATED DOCUMENTS: 

6.1 MOP-F011 – Special Project Approval Request Form 

6.2 MOP-F005 – Job Estimate Form 

6.3 MOP-P001 – Capital Improvements and Charge Costs Procedure 

6.4 MOP-F010 – Capital Improvements and Charge Costs Form 

7.0 RECORD RETENTION TABLE: 

Identification Storage Retention Disposition Protection 

SPR##-#### Facilities Support 
Services Filing 

5 years Signed Forms None 

 

8.0 REVISION HISTORY: 

 

 

 

 

* * * E n d  o f  p r o c e d u r e * * *     

 

Date: Rev. Description of Revision: 

10/22/2012 

09/17/2014 

A 

    A 

Initial Release 

Update  

   

   


