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Maintenance & Project Account Request (Non-NEIDL)


Operations, Fiscal Analysis & Analytics

Maintenance and Project Account Request Process (Non-NEIDL) 
 
Standard Maintenance – Routine repairs, replacements, and upkeep done regularly to keep equipment and systems in good working condition.  

Cost: < $30K
Account Structure: Work Order, FSR (Ex. 906xxxxxxx)
Funding Source: Operating Accounts – 186xxxxxxx

· Option 1
· Requestor signs in to CAMMS Portal (Trucking/Grounds, Material)
· Clicks on Quick Links: Maintenance – Fills in pertinent info and submits.  
· 906XXXXXXX FSR (Facilities Service Request) is auto-generated and sent to Operations team 
· Option 2
· Sign into MSRS (Maintenance Service Request System) https://facilities.bu.edu/MSRS/Service
· Complete webform and submit
· Note: Option 2 provides you with a user portal that displays current status
 	 
Emergency, Special Maintenance, Asset Renewal, and Reserve Account (Non-Capital) – Unplanned repairs and replacements performed after a breakdown or failure to restore functionality as quickly as possible.  

Cost: Between $30K - $100K
Account Structure: Work Order, FSR (Ex. 906xxxxxxx)
Funding Source: Emergency Maintenance Reserve Account - 1869500040

· Scope should be related to emergency maintenance or compliance
· Cumulative costs are estimated to amount < $30,000
· Manager creates FSR Work Order (906xxxxxxx) in system
· All requests should be submitted by project manager using this form 
· Project manager fills out form in its entirety
· Project request is reviewed and approved by Bill Walter
· Bill Walter replies to Project Manager and OFAA if project has been approved
· If approved, OFAA transfers funding from Special Maintenance account # 1869500040 to 906xxxxxxx account
· Approved projects are tracked and monitored by OFAA
· Unapproved projects will be tracked as variances



Emergency, Special Maintenance, Asset Renewal, and Reserve Account (Capital) – Unplanned repairs and replacements performed after a breakdown or failure to restore functionality as quickly as possible.  

Cost: Between > $100K (> 75% in capital improvements)
Account Structure: WBS Element (Ex. R.xxxxxx.1)

· Scope should be related to emergency maintenance or off-cycle deferred maintenance  
· At least 75% of cumulative costs must be related to capital improvements 
· All requests should be submitted by Department through PMWeb 
· Department identifies emergency work project over $100K
· Department puts in project request into PM Web
· If emergency (i.e. system failure), be sure to select category “Operations Emergency”
· Project request is reviewed and approved by Bill Walter
· Project request is reviewed and approved by Capital Planning
· Project record generated in PMWeb by PMWeb Administrator (G. Broderick)
· Budget is developed by department
· Department inputs budget request into PM Web
· Budget is reviewed and approved by Bill Walter
· Budget is reviewed and approved by Capital Planning (elevated to Brian Raymond)
· WBS Element is created in SAP and manually added to Project record by Capital Planning
· OFAA/Capital Planning move costs from Operating Account if necessary
· Budget added to Reserve schedule for funding & added to capital plan
· FSRs can be created via PMWeb Work Order Entry module in CAMMS for in-house labor & stock.

Planned Maintenance – Major repairs and replacements, scheduled in advance, based on end-of-life and/or usage patterns to prevent failures and disruptions to operations. 

Cost: > $100K
Account Structure: WBS (Capital)

The most effective way to plan, prioritize, and fund facilities projects is through the annual asset renewal process. This process is designed to identify and schedule the end of lifecycle equipment and infrastructure before they become urgent or result in system failures. While emergencies can’t always be avoided, a strong asset renewal strategy can significantly reduce their frequency by proactively addressing aging infrastructure and equipment. 

The asset renewal process is integrated into the annual budget submission cycle, managed by Central Operations, which typically occurs between October and December. Departments are encouraged to participate actively in this process to ensure critical needs are captured early and represented in the request process so that they can be aligned with available funding. Funding approvals for the annual asset renewal process are generally issued in January/February.
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