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Description##i&:
PURPOSE: To provide a system of controlling Engineering expenses not directly related to

repairs and maintenance.
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POLICY: An R&M Project Request form is to be completed for any work in excess of $500.00
not defined

BUR as repair or maintenance.
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STANDARD#R#E:

1. Any project that is expensed to R&M must be initiated through the R&M Project Request.
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The Controllers Department will designate R&M project account funding.
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The General Manager must approve any R&M project request.
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PROCEDUREFE/F:

1.

An R&M Request Form, as in Figure 1, is to be completed when any department requests
maintenance services for work in excess of $500.00 that is not repair and maintenance of
the existing facility.
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The department head is responsible for completing the top portion of the R&M Project
Request Form providing as much detail as possible. Purpose and justification for the project
request must be stated clearly and the estimated cost determined.
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The department head must obtain appropriate Executive Committee member approval for
the concept.
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The Executive Committee member must then obtain the General Manager’s signature for
concept approval.
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Upon approval of the concept, the Chief Engineer to determine material, labor and (if
necessary) contractor costs. The Chief Engineer then reviews the project with the
department head for accuracy and additional information, if required.
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When the final cost has been determined, the Accounting Department is to designate the
appropriate account funding and the R&M Project request is to be signed by the Hotel
Controller.
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Upon completion of the above steps, final approval of the request is to be obtained from the
General Manager.
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The approved project is then scheduled for completion by the Chief Engineer.
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FIGURE 1. : R&M PROJECT REQUEST FORM EXAMPLE
R1: LEBRAEY T H HIERFR

TO BE COMPLETED BY REQUESTING DEPARTMENT
EH ER B ] 58 A%
FROMHIiE A
DATE H J:
Departmentfi[]:

PURPOSE OR FUNCTION OF PROJECTH H H ik Zhfg:

PROJECT DESCRIPTION: (SIZE, SHAPE, LENGTH, WIDTH, HEIGHT, TYPE OF FINISH, COLOR, QUANTITY, ETC. . .

PROVIDE SKETCH OR ADDITIONAL INFORMATION ON BACK OF THIS FORM).

DUHFER: RUF TR, Ky 38, m. RIS %. S, B eI RIS T iR AL
EAEERIIEEEERSY

SPECIFIC AREA ESTIMATE COST
A XI5 oA 9%
PERMANENT OR TEMPORARY PROJECT

KNI i PRI H -

EXECUTIVE COMMITTEE MEMBER APPROVAL DATE:
AT 5 2 DA AL H
GENERAL MANAGER CONCEPT APPROVAL DATE:
S B I H B (g H 3
TO BE COMPLETED BY ENGINEERING DEPARTMENT
TRERTERL
PARTS & MATERIALS COST LABOR COST
HAE &AL B FiEh 715
ESTIMATED HOURS OUTSIDE CONTRACT COST
T T MR AL B
TOTAL COST
=3 H
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TO BE COMPLETETED BY HOTEL CONTROLLER
T8 )5 W 55 58 R
TO BE FUNDED FROM
H St B
amtroller Approval Date
55 e H 3
TO BE COMPLETED BY EXECUTIVE OFFICE
ITBIP A E B
APPROVED BY General Manager Date
ik S 2oL H 3

RETURN TO CHIEF ENGINEER
RIE i TAE T
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