Wayne State University
Facilities Planning & Management
Design & Construction Services

PROJECT NOTIFICATION

This procedure is to be used to notify the building occupants and Plant Operation of any utility shutdowns, noise or vibration impacts of construction to the existing building.   

Procedure:

1. The Contractor shall provide Project Notification to WSU Project Manager seven (7) days prior to any shutdown of building services or occupant disturbances. 

2. The Contractor shall sequentially number all Project Notifications.

3. The Contractor shall minimize areas to be disrupted and shall coordinate multiple shutdowns required in a specific area whenever possible.  

4. No shutdown of building services shall occur without prior approval of the Project Notification by WSU personnel, regardless of amount of WSU investigation needed.

5. WSU Project Manager will notify the appropriate Building Coordinator, the Senior Director of Facilities Operations and Maintenance, Risk Management, and the Building Engineer for review of the Project Notification. The Building Coordinator will notify all affected building occupants of any shutdowns or disturbances and their respective effects of the spaces.  If notifying for noise Plant Operations and Risk Management need not sign off. 

6. The Building Coordinator, Senior Director Facilities Operations and Maintenance, and the Building Engineer will confirm acceptance or rejection of proposed shutdowns to the WSU Project Manager within 3 days of the shut down.  Acceptance or rejection of any requested shutdowns will be conveyed to the Project Manager by the Building Coordinator, Senior Director Facilities Operations and Maintenance, and Building Engineer to allow the contractor to schedule requested activities.

The Building Coordinator, Senior Director Facilities Operations and Maintenance and Building Engineer will also advise the WSU Project Manager if Plant Operations or Public Safety personnel are required to observe or participate in the building shutdown and/or re-start of the affected building system services.

7. WSU Project Manager will notify the Contractor of acceptance or rejection of the respective Project Notification 3 days before the intended shut down.

8. Shutdown and resumption of building services occurs as per the Project Notification specifics.  Risk Management must be notified by telephone immediately prior to fire protection system full or partial shutdown, and again immediately after they are restored to service.
Wayne State University
Design & Construction Services

PROJECT NOTIFICATION FORM

Shut Down or Occupant Disturbance <pick appropriate items>

Date:  						Project Notification No:  

Project Description 
WSU Project Name:  
WSU Project Number: 
WSU Project Manager:     				Phone: 

Description of requested shutdown or disturbance including location, systems and areas affected:
 



Activity commencement: 
Date  		      			      Time:  

Activity completion and\or re-establishment of all affected building services:
Date:   					      Time: 

				 
Contractor: 			      	       Phone:  Fax: :  	     
Subcontractor: 			       Phone: 

Approval or acknowledgement: 
 
Senior Director Facilities Operations 
and  Maintenance:_______________________________________    	Date:_________  Phone:________

Risk Management Department:______________________________     Date:_________  Phone:  577-3110

Building Engineer:________________________________________     Date:_________  Phone:________

Building Coordinator:_____________________________________      Date:_________  Phone:________

Project Manager:_________________________________________      Date:_________  Phone:________

Meeting location of Contractor and Plant Operations Representatives at the beginning of the shutdown process: 

Additional space for description of impact to the facility: 
_____________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________
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