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WARRANTY REQUEST FOR SERVICE LETTER – TEN DAY NOTICE
This process is initiated by campus operation and maintenance personnel, who do the following:

1. Fill out all known information at the top of the form (CC-0065-A). The College Project Team (CPT) Project Manager (PM) will fill out any areas left blank.

2. Identify the subject of the work on the “Subject” line and enter the name to whom the reply shall be made.

3. Specify the problem that exists in the area marked “Notification”.

4. Identify the person who initiated the notification.

5. Send the form, completed thus far, to the CPT–PM.

The CPT–PM shall log in and review the notification to ascertain that it falls under warranty conditions. If it does, the CPT–PM shall:

1. Send the notification to the contractor or Design Builder who responds to the CPT–PM within the mandated 10 days.

2. Arrange with the institution and contractor for the work to be done.

3. Receive the completed form from the contractor.

4. Arrange with the campus for the Warranty Team, DSA Inspector, or Campus Facilitates Manager to inspect the work performed. The inspector signs as having accepted the work.

5. Return the completed form to the campus operations and maintenance personnel.

If the CPT–PM determines that the work does not fall under warranty conditions, the CPT–PM shall return the form to the institution indicating the reason.
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