
Entered into system
When a request is 
received by the Work 
Request offi ce the staff 
enters it into a database 
then follows one of the 
paths to the right.

Student calls the Work 
Request Offi ce to 
report a malfunctioning 
microfridge in their room.  
The students information 
is recorded and entered 
into a database.

Life of a Work Request

Work Request Offi ce

Malfunctioning microfridge

Work Request Offi ce staff completes task within 5 
business days.

Microfridge is added to queue of tasks and Work 
Request Offi ce student staff arrives within 5 business 
days to replace the microfridge in the student’s room.

Emergency Physical Plant Craft

An elevator becomes stuck.

Work request offi ce calls physical 
plant immediately.  (After hours, hall 
director calls Heating Plant)

Specifi c craft is dispatched 

Craftsperson repairs the elevator.

Maintenance Physical 
Plant Craft

A screen has detached 
from a lounge window.

Work request offi ce prints requests 
daily to the physical plant.

Every morning at the physical plant a 
list is printed of work requests added 
to the database.

Request is 
prioritized by 
specifi c craft.

Craftsperson is 
dispatched within ten 
business days.

A carpenter arrives to 
repair the screen.

Non-Physical Plant Craft

Washing machine will not turn on.

Called to proper NIU department or 
outside vendor.

Family Pride is contacted regarding 
the washing machine

Work scheduled and completed by 
the department.

Family Pride technician arrives to 
repair the appliance.
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