Physical Facilities, Planning & Management
9501 S. King Drive/ O&M 200

Chicago, IL 60628

T 773.995.2140

F 773.995.3291

il Designee Application Form (DAF)

Directions:

Complete this form with required signatures before submitting the original document to O&M200 for
processing. The original DAF must be completed and PFPM approved prior to electronic work orders
acceptance. An activation email will be sent with training access and required materials attached after the PFPM
processisfinalized.

Description of Authorization L evel

Department Phone Number Location Date

Designee Employee Name Title uiD

Location Email Phone

Account Name Fund- Org- Program Authorization Approval Amount

| certify that an unobligated balance will be available in the above fund(s) to cover the expense of service
requests.

Department Head and UID Sign Date

Fiscal Officer Sign Date

CHICAGO STATE

UNIVERSITY




Physical Facilities, Planning & Management
9501 S. King Drive/ O&M 200

Chicago, IL 60628

T 773.995.2140

F 773.995.3291

MEMO

To: Departmental Designee

From: Monique Horton, Assistant Directo
Physical Facilities Planning & Manage (PFPM)

Date: October 12, 2016

Subject: Electronic Work Order Process

The PFPM department is launching an electronic work order process. Departments
should select a designee who will have access to the electronic system to place work
orders. A departmental designee should complete the enclosed form and acquire
authorized signatures to submit electronic work orders for his/her department. An
activation email will be sent with training access attached after the PFPM approval
process is finalized.

The Designee Application Form (DAF) is available online at the link below to complete,
print and have the appropriate parties sign. The Department Head and Fiscal Officer must
approve DAF document prior to submission to PFPM in O&M 200 for processing. The
electronic work order training and access will not be provided until the required
authorizations are completed. Your cooperation is appreciated as we strive to improve
our campus facilities.

http://www.csu.edu/PFPM/documents/Designee Application Form.pdf

CHICAGO STATE

UNIVERSITY




http://www.csu.edu/PFPM/documents/Designee_Application_Form.pdf
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