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FACILITIES SERVICES

Our Mission

Facilities Services (FS) is committed to supporting the University, ensuriagyf@ality environment in which to attract

and retain top level students, staff and faculty. We are committed to ensuring the campus infrastructure meets the highes
safety, aesthetic and sustainability standards in keeping with San Francisco Stata's, @dticational mission and
student experience. It does so by creating, supporting and maintaining campus infrastructure, while providing custome
centric quality of services that are responsive and efficient.

Vision
To maintain facilities that attract and retain top level students, staff and faculty while pro\adéadeexcellentlearning
andworking environment.

About Us

Every dayapproximately170 Facilities Services employees make their way to San Francisco State, in support of th
' YADGSNBRAGEQA YA&daAz2yd CIFLOAfAGASE {SNBAOSa Aa O2YYAdd
campus, including 14 major academic and adstiative buildingsind quastauxiliary and auxiliary buildings

Facilities Servicébperational scope encompasses:
1 2.6 million gross square feet
1 144 acres of land at the main campus in southwest San Francisco
T 34 ONB’a&a 2F fFryR G GKS ! yAOSNBRAGEQA 9aiddzZa NBE IyYyR hO
of San Francisco Bay in Marin County
The Downtown Campuecated at 160 Spear Street, Suite 1220
Other Universityowned properties in or around San Francisco
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.~ OPERATINGUNITS

Departmental Overview

Facilities Services is responsible for maintaining the University buildings and grounds, ensuring they meet high aesthe
and sustainability standards, in keeping with San Francisco State's overall culture and educational mission. Facilit
Services prades smooth dayo-day operations of campus facilities and grounds as well as the Central Utilities Plant that
provides all campus utilities water and heat, electricityand sewage servicas to the academic campus. The division
values safety, comfort and efficiency and strives to respond quickly to routine maintenance issues that arise, as well as
buildingrelated or campus emergencies. The division is a major gaatitiin San Francisco State's Emergency
Preparedness planning, partnering with the University Police Department (UPD), Environment, Health & Safety (EH
Parking & Transportation, and many other campus units as needed to respond to incidents and coritiicalecampus
operations.

Facilities Brvices is compréxd of the following units:
1 Customer Service Center
Custodial Services and Waste Management
Mechanical and Electrical Maintenance
Structural Maintenance
Fleet
Grounds
Facilities Operations Estuary & Ocean Science Center
Business Unit (Human Resources and Finance)

=A =4 =4 -4 8 -4 4
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CUSTOMER SERVICE CENTER

About -
The Facilities Services Customer Service Center (CSC) is the single point of contact in res -
to customer requests for campus facilities related services. We act dfaiben between the
campus community and Facilities Services. Our mission is to provide fast, efficient respor
all service requests as part of effectively serving the needs of the university stutiemnity and
staff.

Scopes of Services
9 Triage calls, service requests and emails to ensure appropriate call referral/acti

Carl Wind
Interim Director

91 Dispatch trade services, as appropriate Facilities Operations

1 Creation, monitoring and closure of facilities related service requests Email:carlwind@sfsu.edu
1 Oversight of estimate requests for facilities work Phone:(415) 3387245

1

Administer and process key and building card access requests

How to Submit a Service Request
There are two ways to request services:
1. Submit a service request online B& State FacilitiesLiakhttps://sfsu.metabim.com/
2. Contactour Customer ServicEenter (CSC) representativéepresentatives canebreachedMonday ¢ Friday
from 8 a.m. to5 p.m. at (415) 3381568

Emergencies
For emergencies involving life, safety and/or property damage, please immediately contact the University Police
Department Dispatch at (415) 338200.

Note:
1 Between the hours & p.m.-8 a.m.(Monday¢ Friday)and on weekends (SaturdgySunday) service requests
initiated via phone arautomaticallyrouted to our business partners at University Dispatch, within the University
Police Department.
i If you are calling between the hours®p.m.- 8 a.m.(Monday¢ Friday) oron weekendg{Saturdayg Sunday)
please press "0" to speak directly with the Dispatch Operator.
1 University Dispatch will advance priority service issues to our Facilities Serviedisstaff, where appropriate.

Determine the Status of an Existing Work Order Request
You can check the status of a work order by emafhidities @sfsu.eduThe Customer Service Coordinators will make an
inquiry with the appropriate trade shop. Please note that requests are managed by priority and not date or time receivec
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CUSTODIAL SERVICES

About

The Custodial Services and Waste Management operations are committed to providing a
safe and healthy environment for the campus community. We take great pride in
appearance and cleanliness of the campus and the impact our services have oadeenax
experience. Our goal is to continuously enhance our service delivery and maintain the hi
of standards.

We do so by remaining current in the areas of environmentally sustainable products
industry best practices to achieve the highest levels of health, efficiency and effectivene -

ShelleyCole
Custodial Services and Waste Management have approximately 2.5 million building s Director

Custodial Services and
Waste Management
Email:shelleyc@sfsu.edu

Phone:(415) 4053677

feet to maintain across approximately 20 campus buildings. The cleanable squarie f
approximately 1.6 million.

What We Do

Custodial Services and Waste Management provide a broad spectrum of cleaning services, including but not limited
general cleaning services in buildings, restrooms, floor care (for example, carpet cleaning or strip and wax hard surfe
floors), trash andecycling removal and project work as appropriate. Waste Management also provides minor moving
services to campus departments and other units on a cost recovery/recharge basis.

Our three shifts work around the clock to ensure our classrooms, laboratories, offices and indoor spaces continue
promote the integrity, quality and values of the University's mission and its goals. We even have a Custodial Services te
dedicated to spcifically support the Cesar Chavez Student Center. The department is also responsible for supportir
multiple events for the campus, including Sneak Preview and Commencement at Oracle Park.

Have an Emergency?

For emergencies involving life, safety and/or property damage, please contact the University Police Department at (415)
338-7200.

If this is not an emergencplease contact the Facilities Services Customer Service Center (CSC) through the followir
methods:

1 Online Service Reques$hcilitiesLinkat https://sfsu.metabim.com/
1 Email:facilities@sfsu.edu

1 Phone: (415) 338568

Questions

Our usual and customary campus cleaning is performed Monday
through Friday between 4 a.m.12:30 p.m.For additional questions,
please contacShelley Cole, Director of Custodial Services and Waste
Management, via email ahelleyc@sfsu.edar by phone at (415) 405
3677.
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WASTEMANAGEMENT

About

Waste Management utilizes a recycling program wherein all acceptable recycling materials can be disposed of into thr
recycling containers, specifically recycling, compost and landfill. Containers are easily identifiatd#eoytingon the

left, Wompostin the middle andiandfillkbn the right.

For more information about what items can be recycled and what itemadaiabe recycled, please visit the Custodial
Services and Waste Management FAQ section.

Additional Services
Office Clean Out:
1 Submit a service request online through
FacilitesLinlat https://sfsu.metabim.com/or
9 Call the Facilities Services Customer Service Ce
at (415) 3381568

Special Events:
1 Submit a service request online through
FacilitesLinlat https://sfsu.metabim.com/or
9 Call the Facilities Services Customer Service Ce
at (415) 3381568

Our Office Challenge for SF State!
Help SF State increase our recycling efforts.
1 Convert all office waste into recycling.
1 Use desk waste can for recycling.
1 Designate one office suite container for waste.
1 Remove desk can liner (everything but food should be recycled).
1 Set the example and spread the word to recycle.

Questions

For additional questions, please cont&tielley Cole, Director of Custodial Services and Waste Management, via emai
at shelleyc@sfsu.edor by phone at (415) 463677.
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Cleaning Services Overview

Below is an outline of the scope and frequency of usual and customary services provided by Custodial Services:

Where Frequency What
. Dustmop
Dalil
Corrid aly Auto scrub
orrdors Monthly Burnish
Yearly Scrub andecoat
Vacuumcarpets
Daily Dustmop
Auto scrub
Common Areas
Spotcleancarpet
Monthly ,
Burnish
Yearly Scrub andecoat
Restrooms Daily Generaldisinfecting

Rodent control
Crawling insect control
For pest control services, please | Flying insect control
submit a service request onlinga SF

Migratory pest control

Pest Control State FacilitiesLinér call our -
Customer Service Center at Bird control
(415) 3381568. Mite control
Other specialized pest managemen
applications
Daily Cleaningivork requests peservice
request
_ Cleancarpets
Projects Yearly Scrub and recoat hard surface floor
Renovatiorcleaning
Per service request Spotcleancarpet
Wallwashing
. Yearly Blinddusting
Annual Projects
Gumremoval
Per service request Polishfurniture

Carpetcleaning

(more than annually)
Hardsurfacefloor care
(more than annually)
Blindcleaning ¢lusting)
Projects Per service request Exteriorwindow cleaning
(beyond scheduled serviege
1stfloor only accessible)

Refrigeratorcleaning

Eventstaffing
(other than scheduled staff)

11
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Specialized Custodial Cleaning Services Information

Custodial Services also offers additional services outside of
usual and customary. These services typically require extra ti
equipment or manpower. Refinishing of flooring al
shampooing of furniture and carpets are just some exampl
Some serviceare completed by Custodial Services during t
semester and can be initiated by custor@iginatedservice
request submissions online vi&F StateFacilitiesLink at
https://sfsu.metabim.com/or by contacting the Facilitieg
Services Customer Service Center at (415)158.

Please note, there are select services that fall outside the sc§™
of usual and customary work, such as support services |
special events. As a result, these may incur a charge for serv
To learn more, please review the additional information belo

Floor Care

Custodial Services is dedicated to daily floor maintenance (corridors/large common areas) and special projects on t
main campus. We use ergonomically friendly, modern equipment, with a crew that utilizes and ensures for prope
application of all "greenfloor-care products.

Floor care services provided by this team include:

Dust mop and mop (clean floor)

Scrub floor (machine clean floor)

Clean and burnish (clean floor and shine)

Scrub and recoat (deep clean floor and apply floor finish)
Strip and wax (remove floor finish and apply new)

Spot clean carpet (remove spots on carpet)
Extract/clean carpet (deep clean carpet)

=A =4 =4 =8 =4 =8 =9

Requests for floocare projects can be made by submitting a service request onlirigRvistate FacilitiesLiok by calling

our Customer Service Center at (415) @3%8. The Custodial Services unit will then contact the customer to schedule
said request.

Window Cleaning
L Exterior window cleaning (first floor only accessible) is provided by Custodial
5 Susatats IVERSITY . . . . . . . .
DUF WELLNESS CENTER Services on an annual basis. Office interior window cleaning is a charge back
to each department.

To place a request for a price quote or service, please subs#gtrvice
request online vieSF Statd-acilitiesLinkat https://sfsu.metabim.com/or
call our Customer Service Center at (415)-3388.

12
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. : LN =
Special Events NN
Custodial Services will provide the following services for events i = - ' a7

department is informed of such events:
Preevent cleaning of space

Extra trash containers

Recycle containers

Removal of trash during/after event
Policing of restroom during event
Clean up of space after event

= =4 =4 =4 =4 =9

Custodial Services currently does not charge for event coverage as long as services are provided during normal work hc
(Monday to Friday, 8 a.m.5 p.m.). However, should services be needed duringsaeduled work hours or require
dedicated staff dung the entire event, a chargeback will be incurred.

To request Custodial Services for an event, please subnsigréice request online vi&F StateFacilitiesLinkat
https://sfsu.metabim.com/or call our Customer Service Center at (415)-3368.

Please provide the following information when requesting Custodial
Services for your event:

Date of event

Location of event

Start and end time of events

Break schedules (for trash removal)

Lunch break (for cleaning/trash needs)

Dinner break (for cleaning/trash needs)

Number of guests

Other pertinent information

= =4 =8 -8 -4 -8 -8 -9
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Custodial Services FAQS

How often do we receive custodial services?
1 Custodians work every night performing different services depending on the type of facility and how it is used
The priority for Custodial Services is research and instructional facilities, so classrooms and labs are serviced m
frequently than officesFor details on cleaninfrequencies, please visit the Cleaning Services Overview section.

How do | get my floors refinished, my carpets cleaned or my windows cleaned? Is there a cost”
1 These enhanced services are not included in routine cleaning but may be requested on a recharge bas
Departments may submit service request online viaF Staté&acilitiesLinlat https://sfsu.metabim.com/or call
the Facilities Services Customer Service Center at (415)5338

Why do custodians sometimes throw recycling materials in regular trash @ans
1 Throughout campus, separate receptacles are provided for recycling, compost and landfill. Individuals an
departments are expected to place their waste in the appropriate receptacles. Custodians collect recyclables c
the same day as trash collection, ahey empty the bins into appropriate containers for processing.

Can | have a custodian unlock a room?
1 For security and safety reasons, Custodial Services employees are not authorized to unlock doors for anyor
Request for unlocking of doors must be made to Campus Police at (4152868 You will need to present
campus identification before being admitte

What if | have a spill cleanp or need a towel dispenser filled?
1 For spills, immediate cleamps or filling of dispensers, please contact the Facilities Services Customer Servict
Center at (415) 338568, who will then dispatch a custodian as soon as possible.

Can | use the campus trash and recycling receptacles to clean up during and after a speci:

event?

1 Trash and recycling receptacles on campus have the capacity faio-di®y use and are not designed to
accommodate the larger volume of trash generated at events. Groups may request additiesitd trash and
recycling receptacles if they pay to servibem during and after the event. When you place a work order for an
event, we will estimate the number of receptacles provided for this purpose.

B
P p—_
AIEMNET EAREIEE
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Waste ManagementAQS

What goes in the recycling bin?
Many things are recyclable as long as food and liquids are emptied out first.

Recyclable items on campus include:
1 Clean paper, including newsprint, catalogs, magazines, phone books, copy paper and junk mail and mail enveloj
with the plastic window removedno wax coating please
Clean plastic items
Clean glassood andbeverage containers clears or colored
Clean metal cans and aluminum food and beverage containers
Clean, empty cardboardno wax coating please
Clean unused towels and napkins

=A =4 =4 =8 =9

Remember, when in doubt, throw it out.

What does NOT go in the recycling bin?

Food and liquids

Plastic bags

Straws

Styrofoam

Hot beverage cups

Plastic utensils

Flexible packaging and muléiminated materials

Sticky notes

Used tissues, wet paper towels, and broken household itetimsse go in the trash!

Metals

Wood

Appliances

Toner cartridges

Batteries*

EWaste*

Hazardous Waste*

0 * Please visit th&nvironment, Health & Safety websfta specific informationabout disposal for these
items.

= =8 =8 =8 =8 =8 =8 =8 -8 -8 - o oo
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MECHANICAL AND ELECTRICAL MAINTENANCE

About

The Mechanical and Electrical Maintenance operation is charged with thetoetgy
maintenance of the campus facilities, including the operation, repair and upkeep of the
academic, classroom and office spaces. The mission is to ensure the campus conasinity
safe, reliable and optimal performing facilities.

The Mechanical and Electrical Maintenance operation is comprisexuiotifits:
Electrical Shop

Heating, Ventilation and Air Conditioning (HVAC) Shop

Plumbing Shop

Fire and Life Safety

Carl Wind
Interim Director
Facilities Operations
Email:carlwind@sfsu.edu

PoODdPE

Phone:(415) 3387245

All shops are responsible for emergency response, preventative maintepasampus
maintenance requestand small departmenfunded recharge work. Maintenance and
recharge work can be requested through the Facilities Services Customer Service Center b
submitting aservice request online viaF Stat&acilitiesLinlat https://sfsu.metabim.com/or

by calling the Facilities Services Customer Service Centert3381568.

17
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ELECTRICAL SHOP

About

The campus electrical needs are serviced by the Electrical Shop. The scope of services dledtrial repair and
maintenance of all power supplied to the campus and where appropriate, includes construction. The unit is als
responsible for servicing the emergency generators that provide backup power to the campus in various buildings as w
as maintaining the campus electrical distribution system, provided from two substations through either underground
conduit or in overhead cabling.

Services
Typical services include:
1 Identifying, repairing, maintaining and installing electrical systems and equipment, such as motors, transformer:
wiring switches and alarm systems
Replacing and installing light bulbs and ballasts in campus owned equipment
Troubleshooting and testing electrical systems for safety and efficiency
Troubleshooting power outages
Cable pulling for electrical power and signal networking

=A =4 =4 =9
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HEATING, VENTILATION AND AIR CONDITIONING (HVAC) SHOP

About
The Heating, Ventilation and Air Conditioning (HVAC) Shd
responsible for the operation, maintenance and repair of
campus heating, ventilating, air conditioning a
refrigeration equipment. This team of skilled craftsmg
oversees the daily managemeof the campus buildings andg
maintains the air temperature and quality in the buildin
interiors.

Our goal is to maintain a building environment that
conducive to work and study by ensuring HVAC systg
reliability, comfortable building temperature control ang
sound indoor air quality, while also helping to ensure f
HVAC systems that are cost etfee and energy efficient.

In addition, Building Service Engineers (BSES) respond tq
safety issues across the main San Francisco State campus.

Services
1 Respond to client requests regarding their thermal comfort
1 Maintain and repair the water and steam distribution systems for the campus
1 Maintainsteam boilers, air compressors, supply fans, heat exchangers, etc.
1 Repair, install and maintain all types of refrigeration systems and equipment, such as central air conditioning, foo
refrigeration and freezer facilities and equipment

Request for Maintenance Service
If you are experiencing a maintenancdated problem, please contact the Facilities Services Customer Service Center
(CSE They can be contacted as follows:
1 Routine maintenancservice requestsanbe submittedonline viaSF State FacilitiesLiak
https://sfsu.metabim.com/
1 For emergency issues, please contact the CSC at (4135888

19
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PLUMBING SHOP

About
The Plumbing Shop is responsible for the maintenance upkeep of campus restroom plumbing and fixtures, building sew
and drain lines, water fountains and domestic hot and cold water systems throughout campus. The team of professione

ensures that all pluming fixtures and pipes are installed and maintained according to building codes and safety
requirements.

What We Do

The unit responds to customer requests that typically encompass:
Installation, repair or removal of plumbing fixtures throughout campus
Operations and maintenance of restroom equipment

Maintenance of emergency eyewash/showers

Maintenance and testing of sewer lift stations backflow devices

=A =4 =4 =9

Request for Maintenance Service
If you are experiencing a maintenancgated problem, please contact the Facilities Services Customer Service Center
(CSC) by one of the following methods:
1 Routine maintenance request for service should shemitted online through SF State FacilitiesLatk
https://sfsu.metabim.com/
1 If you have an emergency maintenance problem, call the CSC directly at (4156838
o Emergencies may inclugdumbing leak, overflowing water, a toilet or shower drain clog with no other
oFGKNR2Y | @FAflo0fS (2 @2dz ' YyRKk2NJ gl GSNJ 6 KSNB A
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FIRE AND LIFE SAFETY

About

The mission of our Fire and Life Safety Department is to broadly increase fire safety awareness
reduce the risk and number of fires, prevent loss of life, injury and property damage through
education training and inspection, as well as policy and starsddegtelopment.

Fire and Life Safety at all CSU Campuses is overseen by the Office of the State Fire Marsh
Inspections of San Francisco State University buildings are performed by the State Fire Marsh:
coordinated through the Facilities Services Fire and Life Saégtgrinent.

_David Abordo In accordance with the State Fire Marshal requirements, the Fire and Life Safety staff conduc
Fire and Life Safety vy inspections of all fire extinguishers located on main campus and other SF State
Systemdanager

- University offsite facilities. The unit also coordinates the mandatonuahfire extinguisher
Email:dabordo@sfsu.edu . . . . . . L .
Phone:(415) 8761643 inspections ywth state licensed contractors. Tl‘le“FI[e and Life SafetyAstaff maintains elect[oglc
NEO2NRa 2F |ff FANB SEUAYIdZAAKSNBEQ AYyalLISOI

For additional questions, please contact David Abordo, Fire and Life Safety Manager, via ema
at dabordo@sfsu.edor by phone at (415) 876643.

Reporting a Fire or Incident
All fires are to be reported to SF State University Police dispatch (41222280r 911.

Resources
9 Extension Cord Safety Guidelines
9 Space Heater Safety Guidelines
1 Microwave Safety Tips
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STRUCTURAL MAINTENANCE

About

The Structural Maintenance operation is comprised of four units:
1. Lock Shop

2. Carpentry Shop

3. Paint Shop

4. Small Projects Group

The operation maintains all state funded campus buildings and auxiliary services spaces. Th
Carl Wind includes doors, windows, locks, security systems, permanent signage, painted surfaces, roo
Interim Director drain systems and bu#uh furniture.
Facilities Operations
Email:carlwind@sfsu.edu Work can be requested through the Facilities Services Customer Service ©eotgrh a
Phone:(415) 3387245 service requesbnline viaSF Stat&acilitiesLinlat https://sfsu.metabim.com/or by calling the
Facilities Services Customer Service Centerl#) (@381568.

Vacant
Manager
Structural Maintenance
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LOCK SHOP
About

The Lock Shop provides responsive services associated with the installation, repair and replacement of a variety
mechanical and electric door operating and locking hardware throughout the campus.

What We Do

Services include but are not limited to:

1 Repairing and maintaining existing locks, panic hardware and door closures for the campus

1 Changing out locks and providing new keys when security requirements demand changes to locking systems

9 Cutting keys for authorized customers

1 Maintaining and installing local security alarms and key switches

1 Installing door closers and doorstops
Note: The unlocking of general pubbceas, such as classrooms and buildings, is the responsibility of the San Francisc
State University Police Department (UPD).

How to Request Keys and Building Access Cards
1 Forallkeyand building acceszmard(keycardyequests, pleassubmit akey requesbnlineviaSF State FacilitiesLink
o For a stephy-step guide, please visit otttow to Request Keys and Building Access Cards page
91 All key and building accesard(keycardyequests must be approved by the appropriate Key Approver
1 The Facilities Services Customer Service Center (CSC) reviews and advances all requisissfdesecutting
and recuts prior to submission to the Lock Shop
9 For additional information about how to submit a service request, please visbemwice Requests page

Pick Up of Key and Building Access Cards

1 With the implementation of the Key Module, customers will now be notified via email once keys and/or building
access cards (keycards) are ready for pick up

1 Valid SF State ID or government issued photo identification is required at the time of pick up, and no other forr
of identification is accepted

1 Only the requestor, key holder or designated approver can pick up requestecdidia building access cards
(keycardsfrom the CSC at Facilities Servilmesated in Corporation Yard 102

1 If the department would like to elect an alternate to pick up keys, a signed memo authorizing the alternate to do
S0 must be presented at the time of pickup

1 Pick up times for keys and building access cédegcardsire fromMonday through Fridaypetween8:30 a.m.
¢ 12 p.m.and1l p.m.¢4:30 p.m.

Staff and Faculty Clearance

1 Separating staff or faculty must return all keys and building access (eegsards)to the Facilities Services
Customer Service Cent@ZSC) located in Corporation Yard d@2r before their last day of work

Additional Information
1 Loaning, lending or duplicating of keys is prohibited
1 Lost/misplaced keys must be reported to thecilities Services Customer Service Cantarediately

1 Persondan possession of unauthorized keys may be guilty of a misdemeanor as outlined in the California Pen
Code Sec.469

Business Practice Directive
For more information regarding issuance of keys on campus, please sé&eyh®anagemenPolicyin the Business
Practice Directive section.
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Campus Keys FA

Who is responsible for unlocking classrooms?

1 Classrooms are unlocked by custodians. Please caiabiities ServiceSustomer Service Cent@€SCif you
require assistance. The CSC can be reach@ §) 3381568.

My key broke off in the lock and | need a Locksmith.

9 Call theFacilities Services Customer Service Ceatté415) 3381568 to generate a work order for the locksmith

to check the lock. To obtain a new key, contact the Customer Service Center to coordinate a return and obtain
replacement.

My key will not open the door and has the same number on the key as other people.

1 The key may be defective, i.e., a bad cut, worn or a burr on it. Contaéiatiéties ServiceSustomer Service
Centerto coordinate a key return and issuance of a new key.

My room has been r&keyed. Can | turn in my key and get the new key?

1 The old keynustbe returned.To obtain the new key,monlinekey requesmustbe completedhrough SF State
FacilitiesLink

| lost my keys. What do | do?

1 Report the losimmediatelyto the Facilities Services Customer Service Center (CSC) at (4156838

1 A Lost Property Report Formmust be filed with UPD prior to submitting a replacement request to Facilities
Services

i If you need replacement keygleasesubmita key request online &F State FacilitiesLink

Can | get a duplicate key for my assistant?

1 Unfortunately, it is against University policy to issue duplicate keys to one individual. Too many keys invite

security and safety risks. If your assistant needs a key, they will have to follow the normal procedure and have
key issued in their name.
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CARPENTRY SHOP

About

The Carpentry Shop provides responsive services to the campus that are of light construction and small. The servi
provided include installation, repair and routine maintenance of public spaces, including walls, floors, ceilings and door
plus all sendge calls that are generated by the campus community.

What We Do

Below is an overview of some of the services we provide:
Baseboard, door, drywall and plaster repairs
Ceiling tile replacement and repair

Restroom partitions

Floor tile repair and replacement in public spaces
Replacement and/or repair of vinyl floors, wooden floors and other floor surfaces in public spaces
Mirror replacements in restrooms and public spaces
Wooden railings and steps repair and replacement
Stair tread, guard replacements, safety strips
Window and glass repairs on building exteriors
Install whiteboards in classrooms

Hang artwork

Furniture assembly

Clean gutters
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Carperiry Rechargeable Services
In addition to routine maintenance and
repair, the Carpentry Shop also provide A
billable-recharge services. Such services 4" &
typically those that fall outside the scope d " @
routine maintenance and baseline servicg
and are customer funded. Payment fo
billable services is the responsibility of th
requesting department or it is included in :
LINE2S00GQa a02LIS 27 Y
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Types of Rechargeable Services
Below are some examples of the Carpentry Shop's rechargeable services:
9 Construction, repair and/or installation of cabinets, bookshelves and miscellaneous casework
91 Door replacements and/or conversions within controlled space
1 Earthquake restraints: shelves, cabinets, gas cylinders, bookshelves, file cabinets, freezers or other such furnitt
or equipment
Picture framing, picture hanging, whiteboard/chalk board installations or moving
Office furniture repair
Mirror installation or moving
Replacement and/or repair of carpet squares, vinyl floors, wooden floors and other floor surfaces in departmenta
spaces
1 Purchase and/or installation, maintenance and repafrgenetian blinds or draperies
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PAINTSHOP

About

Paint maintenance is provided to all general fund suppomedersity facilities. Nowgeneral fund programs may be
provided service on a chargeback basis. The Paint Shop maiamarsximately2,288,245 square feet of space on the
main campus.

What We Do

Due to resource constraints, available Paint Shop services have been reduced to the following:
1 Emergency repair work (leaks, wall damage, open wall access repairs)
1 Graffiti removal (priming/painting)
9 Safety striping (stairs/curbs)

The following services are not available at this time:
Paintingand refinishing of all nosF State spaces
New painting projects

Parking lot painting and restriping

Accent walls

=A =4 =4 =9
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SMALL PROJECTS GROUP

About

Our Facilities Services Small Projects Group philosophy begins with an established objective; a defined life span wit
beginning and an end; specific time, cost, and performance requirements. The Small Projects Group is proacti
determined and innovatie. Our focus is to complete our projects on time or ahead of schedule. We work with campus
community members from the onset to identify needs then develop estimates of probable costs and a project timeline
scenario.

Depending on complexity, scale and scope of the project, the Small Projects Group can provide you with the proje
management services you need to stay on time and budget.

Have a project you need help with?
Submita project initiation request vithe onlineQualtrics form

Please noteAll project requests must be submitted by a dean, SAVP, AVP, auxiliary director, or equivalent, who will sen
as the project owner.

' s 2o (AR AR
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Carl Wind
Interim Director
Facilities Operations
Email:carlwind@sfsu.edu

Phone:(415) 3387245

About

Fleet Services is responsible for the operation and maintenance of University owned
vehicles, electric andaspoweredcarts as well as landscaping movers and equipment. The
team is dedicated to providing a quick response to broken down University vehicles and
electric or gagpowered carts.

Facilities Services Management serves as a point of control for San Francisco Stat
University state owned or leased vehicles and electric and gas carts as required by Executiv
Order 691 and Educational Code 89031.5 and California State Uniddsityd University

and Private Vehicles Policy Guidelines. The Motor Vehicle Inspection Program has-campu:
wide administrative responsibilities related to vehicle specification, acquisition, inspection,
repair and disposal. This program covers any cargpused notorized device for land
transportation that is sefpropelled and carries a driver or is towed by another vehicle.

What We Do

I Serve as primary operational contact for the campus Motor Vehicle Inspection Program
I Troubleshoot University owned electrior gaspowered carts and vehicles

1 Service University vehicles

I Maintain a current campus Responsible Managing Employee (RME) list and safety anc

smog inspection and notification calendar
1 Maintain a current inventory of the campemswvned fleet and a list of nenampus
owned vehicles stored and operated routinely on campus paths

9 Certify mechanical inspection of all new campus vehicles upon delivery

9 Inventory and label all camptmvned vehicles used on campus paths with the campus
vehicle ID number

1 alb1S Fyydzrf Ay@Syid2NB NBLR2NIa G2 G§KS /¢

1 Administer Voyager state fuel card program

I Maintain and administer the Corporation Yard Underground Storage Tank program,

including supplies, keycards and billing, serving also as the liaison with regulatory
agencies

I Perform program compliance audits as needed or other duties as requested by Motor
Vehicle Inspector in implementing the Motor Vehicle Inspection Program

1 Acts as the RME for Facilities Services vehicles to schedule, request procurement fo
and maintain records of all fuels, service and repairs
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Fleet Program Policiesna Procedures

The Fleet Program is mufaceted and entails detailed operational procedures required for compliance with the Campus
Motor Vehicle Inspection Program Directives, as derived from Executive Ordavi@®t Vehicle Inspections and
applicable sectionsregakdy 3 @SKA Ot S AyallSOGAz2y Ay [/ {! LIt A OASligiest 2 C
and Regulatiorss

All departments with stateowned vehicles are subject to the campus motor vehicle inspection policy whether the
department contracts with Facilities Services Fleet Services Department for services or an outside vendor.

Vehicle Maintenance and Inspection Services
Departments may procure vehicle maintenance and inspection services in a variety of approved methods:

1 Facilities Operations ihouse services on a recharge basis. Estimates will be provided in advance for all bu
emergency requests. If a department contracts with Facilities Services to satisfy compliance requirements
Facilities Services will assume resgibility for maintaining all required vehicle inspection reports and
scheduled maintenance documentation.

1 Approved campus contracted vendors under existing service agreements approved by Facilities Operations a
Contracts & Procurement. For campus contracted vendor, proof of routine service performed will be forwarded
by the service provider to Fleet Services

1 Other vendors may be used after performing the assessment below. If the estimate and scope are over $150
approval must be obtained from the Supervising Fleet Services Mechanic in advance. If an outside vendor oth
than a campus contracted vendor is uspobof of routine services performed must be forwarded to the Campus
Vehicle Fleet Administrator in Facilities Operations upon completion of work.

Fuel
Facilities Services offers a gasoline fuel depot that is available for official campus vehicles 24 hours a day. Theg dispen
system utilizes Voyager State Fuel Cards, which are issued to campus departments with state vehicles.

Requests for a Voyager State Fuel Card with an assigned vehicle must be made by the RME to the attention of the F
Services Coordinator. Requests must be in writing and include the accodnérifieldsto be associated with the charges

to the card. Fuel cards are issued through the Fleet Services office Monday through Friday from 7:30 a.m. to 4 p.
Facilities Services also offers Liquid Propane Gas (LPG) dispe
Individuals must be issued a key and be trained prior to using
LPG station. Keyand training are provided through the Flee
Services office Monday through Friday from 7:30 a.m. to 4 p.

Gasoline charged on the Corp Yard Fuel cards is rechargg
current wholesale price plus a surcharge 08 per gallon, which §
covers the maintenance and regulatory costs associated
maintaining an on-campus fuel storage, dispensing, and
accounting system. Historically fuel costs at our pump are $0

changes in delivered prices.
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Vehicle Acquisitions (New or Replacement Vehicles) and Disposal

Requests for any new or replacement vehicles must be approved by the Dean or equivalent administrative officer and tt
VicePresident. Specifications for any new or replacement vehicles must be approved by the Motor Vehicle Inspectic
Program (MVI) tensure they meet current inspection standards. Requests for new or replacement vehicles are to be ser
to the Purchasing Department. Purchasing will obtain approval from the President.

In addition to the normal requirements for purchasing any kind of State personal property, the acquisition of new or use
motor vehicles for campus use necessitates additional registration and certification procedures. These procedures a
specified withinthe contents of the California Vehicle Code sections 4000D. It is also campus policy to purchase new
vehicles utilizing State contracts negotiated by the Department of General Services (DGS) whenever it is practic
Exceptions may be made on the lsasf an emergency or the availability of a more favorable price for a vehicle that closely
approximates the specifications of the vehicle for which the State is under contract.

When a State contract is not used, vehicles shall be procured by a method that documents reasonableness of price. T
YIe 0SS @Al a2t A0AGlFIGA2Y 2F O0OARasz 2NJ oeé (KS dzasS 27F NX
public entities. A campus vehicle purchases where a State contract is not used must be approved by the Associate Vi
President for Financial Management (Vehicle Code 4A210; CSU Policy 303.02; PS348614a).

Upon delivery of the vehicle, the Procurement Department will not
the Fleet Operations Coordinator of the purchase for inclusion in
campus vehicle inventory, which is the basis for scheduling}
required motor vehicle inspections. The departmentsgansible |5
Managing Employee (RME) will arrange for the disposal of canf==_
vehicles, in cooperation with the Motor Vehicle Inspector (MVI), tff

dzy A @SNEAGEQa t dzNOKFaAy3a 5SLI N

The criteria for vehicle disposiaklude

1 As a result of extensive unrepairable damage or o
prohibitive repairs :

T When thq vehicle is no longer economically sustaina S
0fATS G2 RIFIGOS | yRk 2N &y
purchase cost)

1 When the vehicle is no longer required

1

When programs downscale or shut down

In order to ensure new vehidare tagged appropriately, please ensure the following guidelines are adhered to.

New vehicles labeling requirements include:
9 Affix labels to all vehicles for notification of drivers of the correct fuel and oil for each vehicle, requirement for
seat belt use and the no smoking regulation
Notify Fleet Services Coordinator if additional labels are needed
Label text is as follows:
o No Smoking in Vehicles
Use seabelts if so equipped
Report accidents immediatehSF State Public Safety (415) 3280
Fuel: Unleaded Gas
Engine Oil: SAE 30W

1
1

(0]
(0]
(0]
(0]
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Compliance Monitoring
SF State is obligated to adhere to compliance monitoring practices, per CSU directives. The scope of complial
monitoring is indicated below.

1 Safety and Smog Inspections: Status of department vehicles regarding safety inspections and smog inspectic
will be maintained via the online Fleet Inventory/Safety & Smog Inspection Schedule as a central point of contre
for purposes of compliance ceitiition as per Executive Order 691.

1 Vehicle History Files: Complete records of all automotive service expenses (repairs, inspections ar
maintenance, but not fuels and insurance) are kept in a vehicle service history file maintained by the Responsib
Managing Employee (RME), separated amtes! by vehicle and made available for annual inspection.

9 Daily Operator Inspections: CSU policy directs drivers to conducttaprgsual inspection of the condition of
the vehicle to include testing lights, brakes and other controls. Written certification of the daily operator
inspections is to be completeghch day and maintained by the RME for a period of 6 months. Drivers report
deficiencies to the RME for correction.

i Trip Logs: Trip logs are to be used by departments as needed, such as to collect mileage information for
scheduling maintenance.

Servicing Vehicles Leased from State Garage

Services to leased vehicles other than minor emergency services will not be provided by the campus Auto Shop. Ple
4SS OdzNNByid 1/ {! L112f AOASa aiGriSR Ay (KSE2KAQPRE88271 YR! &
regarding repairs to vetles leased from the state pool. Inspection services required are obtained from the Department
of General Serviced-leet Administration, (916) 327085.

Vehicle Emergency Assistance
The Auto Shop is available for emergency assistance for service vehicles blocking paths. Please contact the Custc
Service Center at (415) 33568 for assistance.

Rates for Services

FleetServicegadministrative services work recharge rates (being developed) cover the hours required per transaction fo
service, customer service, including scheduling, transporting vehicles and processing original bills and recharges. Rechi
rates forthe Auto Shop are recalculated annually to CSU audit standards and approved by the SF State Vice President
CFO.
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Accidents and Reporting

Drivers involved in an accident are to report any vehicle accident to the State Office of Risk and Insurance Managemd
(ORIM) within 48 hours. Drivers should complete and submit the form STD 270 (Vehicle Accident Report) to the
supervisor and notify SF State Enterprise Risk Management at (4126838 If a police report was completed, provide

the report number (not the report) with the STD 270.

If you are involved in a vehicle accident involving a rental car on State business, contactStiage 3terprise Risk
Management for assistance at (415) 33865.

Immediately report any bodily injury or significant property damage to the State Office of Risk and Insurance Manageme
(ORIM) by telephone at (916) 35300, by fax at (916) 37277 or by email atlaims@dgs.ca.goWeekend voicemail
messages may be left at theall-free phone number (800) 968634. All calls will be returned next business day.

Report all vehicle related accidents on the STD 270 (Vehicle Accident Report), no matter how minor, and send your veh
accident report to the SEtate's Enterprise Risk Management in Administration 260.

The campus accidents and reporting program is administered by SF Gtar'prise Risk Management

Driver Safety Program: Driver Requirements

The campu®river Safety Program is administered by SF Stitgsrprise Risk Managemef{RM). The program
establishes policy and procedures governing employee use of privately and University owned vehicles for busine
purposes. The program has been implemented to ensure the safety of employees, students and the public and compl
with CSU and California mandates. More information alib&S ! yASSNARAG&@ Qa 5NROSNI {
authorization required prior to drivingroUniversity business, can be located at ERMiger Safety Program page

Documenting Control of and Monitoring Use of Vehicles

As required by the CSU Use of University and Private Vehicles Policy Guidelines, a vehicle log must be maintained fc
state-ownedvehicles. This can be accomplished by keeping a log for -@heaid checlout for vehicles with multiple
drivers or by documenting specific driver use atate-ownedvehicle.

All documentation used to control and monitor the usestdite-ownedvehicles must be kept by the department for a
period of 7 years after the disposal of a vehicle and furnished upon request.

CSU Policies

Below are CSU Policies related to Fleet Services:

1 Executive Order 691: Motor Vehicle Inspections: Delegation of Authority
1 CSU Use of University and Private Vehicles Policy Guidelines
91 California State Education Code Section 89C&1D49.1
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GROUNDS

About
The Grounds unit is responsible for the grounds maintenance of the campus and Uni
Housing properties, which encompass approximately 140 landscaped acres.

The Grounds unit provides a variety of outdoor maintenance services. Primary duties i
general horticultural maintenance, litter and debris removal. The staff is engaged in a proz
approach to the maintenance tdndscape androunds care that inades turf and sports field
maintenance, shrub and tree maintenance, irrigation system maintenance, exterior Integ
Pest Management (IPM Practice) and new landscape planting. The Grounds staff mem™h-

are dedicated to providing a safe and aestheticplgasing campus environment. Robert Murphy
Grounds Manager

Email:robertnmurphy@sfsu.edu

What We Do Phone:(415) 3386071

The Grounds unit provides four distinct areas of service which include:
9 Grounds Maintenance
1 lrrigation Management
1 Tree Management
1 Pest Management

If you or your department has a concern that woulddive Groundspleasesubmit a service request online V& State
FacilitiesLink atttps://sfsu.metabim.com/
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Grounds Maintenance Services

Grounds Maintenance

The Grounds staff provides a variety of outdoor maintenance services. Primary duties include general garde
maintenance. The operation also provides integrated exterior pest management, irrigation repair and maintenance, 8
well as small landscape plantipgojects.

Services

Turf Maintenance and Fertilization
Mowing isperformed mostly on one scheduled service day of
each weekExclusions to the regular schedule occlil
duringholidays and inclement weather. This may be needed
accommodate fertilization and various outdoor activitie
which may need to use thawns.

Tree Pruning and Maintenance
Tree pruning is performed with the intent of developin

Shrub Pruning and Maintenance
Shrubs are kept in a healthy, vigorous condition, free frd

disease andarge concentrations of pests. Shrubs are pruné&s
asneeded to provide formal and informal shapes, fullness, and blooms.

Pest Control and Weed Abatement

Grounds usedntegrated Pest Management (IPM Practice) to control inseisgases, and weeds on and around
perennials, ground covers, shrubs, vines, and trébs includes frequent monitoring and spot treatmentnasessary
using the least toxic methods of pestntool.

Irrigation Management

Grounds manages the University water resources by utilizing the Calsengal irrigation control technology. This
system uses daily plant water loss information to apply water in the proper amount and frequency to minimize the use c
water in irrigating our landscapes
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ESTUARY & OCEAN SCIENCE CENTER

About
The Estuary & Ocean Science Center (EOS Center) is located at the Romberg Tiburon Camg
LG A& I YFENARAYS a0OASyOS olFlaSR SygANRByYyYSydll

Science & Engineering that occupies approximately 34 acres of a forméawdW/wWil U.S.
Navy base. We operate and maintain a fvegter intake system (the only research center on
the San Francisd®ay) and distribute thatvater to various labs on site.

Scott Dahlman What We Do

Director, Facilities Operations | he Facilities Services staff at the EOS Center is much like the campus Facilities Servic
Estuary & Ocean Science Cent providing a comparable range of service to the EOS Center. There are eight occupiec
at Romberg Tiburon Campus  buildings on site that we clean and maintain. The EOS staff place a large sssnpha
Email:sdahiman@sfsu.edu  projects, due to theeverchangingrequirements of our client base. Included also is
Phone:(415) 6724452 support of the EOS Conference Center, providing services that range from the cleaning.
setup and breakdown for all conferences and meetings held at the Bay Qenfs
Center.

The EOS team works closely with the many graduate students locatsiteprwith
support that may include assisting with the buildt and ongoing operation of their varied
research experiments.

Carl Wind
Interim Director
Facilities Operations
Email:carlwind@sfsu.edu

Phone:(415) 3387245
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FACILITIES BUSINESS UNIT

About

Facilities Servicdsas a dedicated Business Operations function comprised of two units: H
Resources/Organizational Development and Financial Operations. They are intended to p?
financial, human resources and customer services support for theialivi

What We Do
The units are designed to provide exceptional stewardship of facilities and operatior
through collaborative, transparent, and effective leadership and administration. We v
internal and external communication, process improvement, organizational affedss,

Barry Jodatian

. . . Associate Vice President
transparency, customer service, expertise and quality. CPDC &acilities Services

Email:;jodatian@sfsu.edu

Human Resources/Organizational Development

Human Resources (HR)

Facilities Services has a dedicated HR team which supports the division while serving as a liaison to SF State's ce
Human Resources office. We are committed to providing top quality and best HR services and assistance to all Facili
Services empl@es on a local level, focusing solely on Facilitiesc&sremployees and their needs.

Organizational Development

The Organizational Development unit is responsible for a variety of initiatives that facilitate the advancement of Facilitie
Services. Through diligent planning and researching, the Organizational Development unit develops communicati
materials, busines processes, strategies, and programs that strive to improve the efficiency and efficacy of the
department and its services to the SF State campus comgunit

Financial Operations

The Finance team works with Facilities Services and other campus administrative divisi
provide effective leadership and guidance in the budgeting and allocation of Facilities Sel
financial resources. We are committed to providing exceptionalises to all our stakeholders
in the campus community while maintaining sound financial decisions that support
department as part of the University's strategic priorities.

We are responsible for the preparation of the Facilities Services' budgets, monitorin
expenditures, creation and support on procurement needs and submission of quarterly rey
and budget reports to the Administration and Finance Cabinet, BudgeeQifid all internal
Facilities Services departments.

Judy Yu
Director
Financial Services

Email:;jhyu@sfsu.edu
Phone:(415) 4053845
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Building Coordinator s

About

Facilities Services works with an important network of key Building Coordinator representatives across campus, ea
representing their respective University building.

Responsibilities of Building Coordinators
Building Coordinators serve as business partners with Facilities Services. Each coordinator has a responsibility to stude

faculty,
The BU

M

=

staff and guests to make sure the building is safe. There can be multiple Building Coordinators in each buildit
ding Coordinators are responsible for the following during usual business hours:

Notifying building occupants of impending access interruption to public areas/utilities in the building and/or in
surrounding areas

Advancing all campus outage notices to building occupants, as received from Facilities Services

Forwarding notices of construction work in the building and/or in surrounding areas that could affect occupants
in other than departmental space

/| 22NRAYFGAYy3 o0dzAf RAY 3
maintenance of public areas within buildings
At times, assisting with coordinating building key distribution to building occupants

Training an alternate to assume duties when the Building Coordinator is on vacation, absent or not available
Notifying Facilities Services of personnel changes pertaining to Building Coordinators and Emergeshtyubdter

200dzLJ yiaQ NBaLRyasS FyR &SN

contacts

Administration

Building Cristal Wallin Administration & Finance (415) 4052226 cwallin@sfsu.edu ADM 3%
Burk Hall John Cleary Graduate College of Education (415) 3381066 jcleary@sfsu.edu BH 310
Business Building Janet Remolona College of Business (415) 3381276 jlremolo@sfsu.edu BUS 322
Kirk Schaible (415)338-2020 kirks@sfsu.edu CA B2A
Creative Arts College of Liberal & Creative Arts
Jim Tay (415) 3381587 jimyt@sfsu.edu CA 163
Chris Morring (415) 3387393 cmorring@sfsu.edu FA 234
Fine Arts College of Liberal & Creative Arts
Jim Tay (415) 3381587 jimyt@sfsu.edu CA 163
gavorstudentieal  yananh Mai Student Health Services (415) 3387823 tuan@sfsu.edu GHC 276
Gymnasium Chanh Dinh Athletics (415) 3382243 chanhll@sfsu.edu GYM 121A
HensillHall, Thornton
Hall, Science Building
(ESB), Sciend&
Engineering Ron Marzke College of Science & Engineering (415) 3382955 marzke@sfsu.edu SEIC 512J
Innovation Center
(SEIC), Ethnic Studies
& Psychology Building
HSS Building Samantha Ward College of Health & Social Sciences (415) 3383330 skward@sfsu.edu HSS 204
" ErinGinnis (415) 4050319 gibbe@sfsu.edu MH 441
Humanities & Marcus . .
Hall College of Liberal & Creative Arts
Jim Tay (415) 3381587 jimyt@sfsu.edu CA 163
Library Matt Blevin University Library (415) 3381639 mblevin@sfsu.edu LIB 340H
?:A:rS]PeOrUf Wellness Ryan Macko Campus Recreation (415) 4052809 rmacko@sfsu.edu MWC 104M
E;rl;lgg CEELR] Patricia Tolar Parking & Transportation (415) 3382744 snoopy8@sfsu.edu CY 103
Student Services Stephen Roberts Student Affairs & (415) 3382563 sroberts@sfsu.edu SSB 403 DIE
Building Enrolliment Management
Towers and Mary — ryga e Mikami Housing, Dining, & (415) 4054489 tamikami@sfsu.edu TCS G96

Ward Hall

Conference Services
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How to Obtain Services

About Service Requests

The Facilities Services Customer Service Center (CSC) staff receives service requests (work orders) from the unive
community, then procesgs and assignshem to the appropriate trade/custodial personnel. All service requests are
processed through the CSC.

Service requests submitted between 8 a.m. and 5 p.m. will be procasssee business day.

Service requests submitted between 5 p.m. &wm. may be processed the next business day.

How to Request Services
I Customers are encouraged to submit a service request onlingFviatate FacilitiesLink at
https://sfsu.metabim.com/
1 Customers may also contact the Facilities Services Customer Service Center at (4Ep3338

Emergencies

For emergencies involving fire, life safety and/or property damage, please immediately contact the University Polic
Department Dispatch at (415) 33200.

You are encouraged t@frainfrom submitting service requests via SF State FacilitiesLink in the event of an emergency.

If you are uncertain, please contact the Customer Service Center at (4185888 Some examples of emergencies
include flooding, gas smell, elevator entrapment, lockout, lock change, no hot water to a building, no heat to a building
power outage affectig a building, security and/or fire system malfunction.

How to Submit an Online Service Request
Below you will find a guide fdnow to submit an onlineservice request, per your FacilitiesLink Accdype.

ForGuests

Step 1:
1 Go to theFacilitiesLink website &ittps://sfsu.metabim.com/
1 SelectGuest Login

SAN FRANCISCO STATE UNIVERSITY

SF Stata Gateway
Single Sign-On Portal

43 iep Docs
MetaBIM,
012 2470 Fghes Reserved
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Step 2:
For Active FacilitiesLink Account Holders:
1 Enter your FacilitiesLink username and password and then click 'Login'.

FRANCISCO STATE UNIVERSITY

Welcome to FacilitiesLink!

] E—
Password:
Login

Fist-Time User? £ Apply for an Account

Forgot Password? ¢ Request Reset Email

43 Help Docs
MetaBIM, Inc.
Scorts Valley, CA 95066
winetaRim Com'

il fwwec

MetaBIM
©2012.25 AT g Reserven

T LT @e2dz KIS FT2NH2GGSy @2dz2NJ LI 3ag2NR> Of AO1 WwWwSIjdzS

SAN FRANCISCO STATE UNIVERSITY

Welcome to FacilitiesLink!
] —
Password:

Login

First-Time User? £ Apply for an Acooun
Forgot Password? % Request Re

— .
v B
|

@ Myl @ Iy Requests © 43HelpDocs
MetzBIM, Inc.

‘Scofts Valey, CA 85066

IS, iNew Tetaim. comy

MetaBI
201225 AT IS Reservet

1 On the following screen, enter yotacilitiesLinkisername and email address associated with yeagilitiesLink
accountTKk Sy Of A 01 wwSaSiQo

SAN FRANCISCO STATE UNIVERSITY
i Home : Reset

D R, e Loon O
Request Password Reset Email

Frease enfer your usemame and emal address in 1 the iformation me

parary I 10 resel your pa Nate, f you use the. Yo st create a new pa og back i o Ihe sysien
Username:

Email Address:

ﬁ Resst ‘cancel

or mesd technical suppor, please comtact Cusiomer Service Centers. Housing Services ot (415) 4050879 or

Hyou have acdmonal guestions

e, Campus

Ep— oo

@ liyinio @ Wy Requests 43 Hep Docs
MetaBIM, Inc. ™
Scons valey CA 55065 etaBl

P meraoi oy © 201225 Al i Reserves
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If you do not have dacilitiesLink account:
1 Click on 'Apply foan Account'.

SAN FRANCISCO STATE UNIVERSITY

Home - Logn

Welcome to FacilitiesLink!

e S—

Password:

Login

Fust-Time User? 2 Apply for an Account

Forgot Password? (@ Request Reset Email

e
1

@ MyImo @ My Requests

4 Help Docs

BIM™

Meta
© 2012-25 AX Rights Reserved

1 On the following screen,if out the requested information. Required fields haveasterisk next to them. Once
complete, click on 'Apply".

SAN FRANCISCO STATE UNIVERSITY

izsien

Apply for Account s Reqed Ficd - &

. sl s s o bl ycur . b anarsanzason Ve v smal s and ivans it G n G e 5 reachyo A Agpl 10 b 5 sppication an chos your nsa o »confrmation smai
Jr—— [Ep— [r— Retype Passunr: &
e B
N and Organuzation Conlacts and Addess
Flrst Name: = Last Name: % Email Address: =
o0 T Phons Humber et Phoee
Deparment Stoot i Suta U
L

fr— ci: sur: 2 Goder

@ oo Basie serount acsens submi reguass Faciltic
Dashbaard Check stats procas sppraas Accaun

ﬁ Ry Canet

e SF sl FucilisLin webse o e tchaical .ppoe it hese pages, lsase: cotae Lhe Customer Service Cente n Faciies Sesvices by plions st (415 3381558 of by el a claciiesi@ato 0
@i @ My e irep Docs
MetaBIM. inc.

5321 Scolis Valey Dise, Suie 105 MetaBl

St Valey, CA 3506

201224 A8 Rights Reserved

. winstatim com!

FaANBS (2 F06ARS

1 Review the Terms of Es(TOU).

SAN FRANCISCO STATE UNIVERSITY

o
5}
C:
~
w
O
~
w
O
—
(@]}
No
m
[N
No

Home : Terms CTFERIDEEEIMEND Printer  Login ¢y

Review Terms of Use [ (EiEsmEsEm |

End-user access to SF State FaciliiesLink is governed by this Terms of Use Agreement ('TOU"), covering account security, responsible s, liabilty waiver and non-disclosure. Please re

w the conditions below and agree or decline. Acce

g the TOU is a requirement for gaining access the system

e oo e

1 agree to keep my account credentials secret. Itis a violation of the Terms of Use to share passwords or enable others to use the system I agree to use the system in a responsible manner, for authorized business purposes only. | understand that some of the informa
under my login. | understand that all activity on the system is logged and audited, and that access to the system may be terminated atany ~ maintained on the system may be sensitive or confidential in nature, and should be maintained as such. | understand that the
time without cause or notification aggregation, sale or transfer of information on the site is prohibited

Loty Vrwr T S
While efforts are made to keep information as current and free of errors as possible, and to repair software defects. no representations or I agree to maintain technical information about the system in confidence, including user interfaces, program designs, and storage
warranties are made as 1o system performance or accuracy of information. | waive any claims against the system operators and assume it i that reverse engil or copying elements of the system without permission is expressly prohibited and
all risks from use of the system and its data violates intellectual property and copyright laws:

ﬁ [ By checking this box, | agree to abide by the Terms of Use.
ﬁ\ Agree | | Decline |

If you have any questions or cancerns about agresing to the Terms of Use, or if you require clarification of any of the terms, feel free to decline the agreement and contact the System Administrator by phone at (415) 338-1568 or by email at faciities@sfsu.edu

@ Myinfo @ My Requests 3 Help Docs

MetaBIM, Inc.
5321 Seotts Valley Drive, Suite 105 Meta Bl
Scots Valley, CA 95066

https:/iwww metabim com/ © 2012-24 All Rights Reserved
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1 Next, you will see a screen confirming that your application has been received. Check the inbox of the email yc
used to apply for the accouribr an email from SF State FacilitiesLink containing instructions on how to confirm

your accountapplication.
o If you dorRreceive an email, please contact the Facilities Services Customer Service Center for assistance.

SAN FRANCISCO STATE UNIVERSITY
WCUEHDEEETREN P Login ()

i=  Home : Application

An email has been sent to (I NEUNNSMEND =t the address ([ INSUNEREMM Fo!low the instructions in the email to confirm the account.
PENDING Account Application Received [ (iEiEsiEmamy | PENDING

The account application has been received and queused for review. An email has been sent to your email address requesting confirmation that you submitted this application. Please check your email inbox and follow the instructions to activate your account

Emi GG
Alt Phone: NIA
Other; N/A

Notes: (NGUINEREN =opied for a Public Dashboard account on (SEEENTMEAIBIEEIGHSIERTED

@ Next Step? Check your Inbox for a Confirmation Email

Instructions. Check your email inbox for a message from SF State FacilitissLink containing instructions on how to confirm your Account Application. The email message contains a link back to the MetaBIM Database to confirm the application.
If you have additional questions about any of the information on the SF State FacilitiesLink websits, or need technical support with these pages, please contact the Customer Service Center in Facilities Services by phone at (415) 3381568 or by email at <facilities @sfsu.edu>

@ Myinfo @ My Requests 3 Help Docs

MetaBIM, Inc.

5321 Scotts Valley Drive, Suite 105 MetaBI
Scotts Valley, CA 95066
hitps:/fwww.metabim.com/

© 2012-24 All Rights Reserved

1 Follow the instructions in the email to confirm the account and thea yourFacilitiesLink username and
passwordo login.

Step 3:
1 You will be brought to your FacilitiesLink homepalJee appearance varies depending on the access granted.
91 Scroll down until you fin&My Request&and click on that link.

SAN FRANCISCO STATE UNIVERSITY R
N SRSy Friner  Logout (1

i= @ Home

SF State FacilitiesLink

e )

. Feoo0
&
L R

~

R
L X

PO BH G

I you have addilonal questions about any of th Information on the SF Stats FacilissLink wabsite. o nesd technical support with thass pages. please contact tha Customer Sarvice Center In Facilltes Services by phane at (415) 3381568 or by emal at <facilitiesd@sfsu.edu>

® liyinia @ My Raguests _ # Add Bookmark 3 Hislp Docs
ne.
532 falle uite

MetaBIM,

[ 2012-24 AN Rights Reserved

Step 4:
Onthe Wly Request§age slectii KS WCI OAtb place\aSénire @aleRil @uyipus.
0 You may also check the status of previously submitted service requests through éibkWprk Requesi@

SAN FRANCISCO STATE UNIVERSITY Tive: SRS
ED (SNSRI Frintar  Logout ()

i= @ Home- Requasts

My Requests

Submit Work Request to: Submit Key Request

Ordar G
5 Work Order Involcas

i you have addilions! questions about any of the information on the SF State FaciliiesLink websile. or need technical suppod with these pages, please contact the Customer Setvice Center in Facilities Services by phene at (415) 338-1568 or by email ot <facilitiecs@sisu.edu>.

@ Mylinic | @ MyRequests ¢ Add Bookmark 43 Help Docs
o Ko MetaBIM,
coth @ 2012-24 A Rights Reservad
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Step 5:
1 Please fill out the service request form completely and to the best of your aBiktyuired fields haverneasterisk
nexttothem.. S a4 RSGIFIAf SR Fa LI2adaiotsS FyR Ot AO0] W{ dzmo YA
Use this form to request work from Facilities. Describe the issue in the Work Request field. Please be as detailed as possible. Provide location,
including room number if applicable, and enter your contact information. Click Submit when finished
* - Fields marked with an asterisk are required.

Thank you
Facilities Services

Location of Work

Name of Building or Property: *

é‘ Include suite or room if applicable, or other location (e.g. parking lot).
Work Request

Describe the Issue or Work Needed: *

Please describe the issue or work being requested (e.g. room too het, sink clogged, etc ). Help us understand the work being requested using as much detail

I as is required

Take an Optional Photo or Upload a Document:

Choose File | No file chosen

Contact Information

Take a photograph or upload an existing picture or document associated with the
‘ work requested.

Your Name: * Alternate Contact:

é\ | Your Name ere | | [vaneDoe |
Phone Number: * Alternate Phone:

ﬁ\ NiA | (e mme |

Email Address: * Alternate Email:

é\ [ VourEmaiHere | | [jane sos@smail com
Client Organization: For Campus Departmental Use Only

Name of Organization, Department or Tenant:

Account or Fund to Use for Billing: Require estimate to proceed? [

‘ Include department, unit, or account references. |

Requested Completion Date:
[ Mm | ] |oo | 1 [y m Used for

. Actual Completion depends on staffing and resources.

ﬂ | Submit
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For Faculty/Staff/Students

Step 1:
I Go to theFacilitiesLink website dittps://sfsu.metabim.com/
1 Select 'MySFSLbgin.

SAN FRANCISCO STATE UNIVERSITY

= Home OISO, Privec Logh ()

[ Welcome to SF State FacilitiesLink ]

SF State Gateway
Single Sign-On Portal

Login to FacilitiesLink
Using a Guest Account

MetaBIM_,

©2012:28 A1 Rights Reserved

Step 2:
1 Enter yourSF State ID # or Emaiid then clickNext.

SAN FRANCISCO
STATE UNIVERSITY

Signin

 Enteryourpssword YR G KSy OfA01 W{A3dy AyQ

SAN FRANCISCO
STATE UNIVERSITY

Enter password
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1 Verify and omplete your login with twefactor authentication (2FA) using your Duo token or app.

Step3:

SFSU

Enter your passcode

Verify it's you by entering a passcode from your
hardware token,

Passcode

Other options

Need help? Secured by Duo

SFSU

Enter code in Duo Mobile

Verify it's you by entering this verification code

in the Duo Mobile app...

[ |
|
Sent 1o
Other options
Need help?

Secured by Duo

1 You will be brought to your FacilitiesLink homepaJee appearance varies depending on the access granted.
1 Scroll down until you fin&My Request&nd click on that link.

SAN FRANCISCO STATE UNIVERSITY

i= @ Home

sOBHE A

SF State FacilitiesLink

&

i
! rd
=
e

!ﬂ ]

If yeu have additional questions aboul any of the information on the SF State FadiiliesLink websile, or need lechnical suppert wilh these pages. phease contact the Customer Service Center in Facilities Services by phone at (413) 338-1368 or by email al <lacilities@slsu edur.

® Mylnic @ My Requests _

MetaBIM, Inc.
5321 Scatts Valay Drive, Suite 105
C sl

htlps dherwee: matabim com!

Step4:
T OntheWa é
o Y2dz YI &

SAN FRANCISCO STATE UNIVERSITY

i= @ Home:Requests

Submit Work Request to:
Facilities
9 My Work Requests

t. 7 My Work Orders
™ Work Order Quotes

—

& Work Order Invoices

t

az

£ Add Bookmark

GKS adl Gdz

My Requests

Submit Key Request

Q My Key Requests
£ Ready for Pickup
& Express Key Pickup
& My Keys Issued
J2 Approvals Pending

27

+ Help Dacs

MetaBIM,

£ 2012-24 2l Rights Resarvad

w S I dzSsleittd R S LIWB B O A tb place\aSanare eqlmkii @yipus.
OKS O]

LINEGA2dzaf & &adzoyY

Time: HENNENNENNENN
(OUREAEDSEESIRED Printer  Logout (Y

If you have additional questions about any of the information on the SF State FacilitiesLink website, or need technical support with these pages, please contact the Customer Service Center in Facilities Services by phone at (415) 3381568 or by email at <facilities@sfsu.edu>.

@ Myinfo @ My Requests

MetaBIM, Inc.

5321 Scotts Valley Drive, Suite 105
Scotts Valley, CA 95066
htps:/iwww.metabim.com/

¥ Add Bookmark

{3 Help Docs

MetaBlb

© 2012-24 All Rights Reserved
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Step5:
1 Please fill out the service request form completely and to the best of your aBiktyuired fields havereasterisk
next to them.Be as detailed as possible and click 'Submit' once you have finished.

Use this form to request work from Facilities. Describe the issue in the Work Request field. Please be as detailed as possible. Provide location,
including room number if applicable, and enter your contact information. Click Submit when finished

* - Fields marked with an asterisk are required

Thank you
Facilities Services

Location of Work

Name of Building or Property: *

é‘ Include suite or room if applicable, or other location (e.g. parking lot).
Work Request

Describe the Issue or Work Needed: *

Please describe the issue or work being requested (e g. room too hot, sink clogged, etc ). Help us understand the work being requested using as much detail

I as is required

Take an Optional Photo or Upload a Document:

Choose File | No file chosen

Contact Information

Take a photograph or upload an existing picture or document associated with the
‘ work requested.

Your Name: * Alternate Contact:

é\ [ vourtisme rers | | [saneDoe |
Phone Number: * Alternate Phone:

é\ NIA | |

Email Address: * Alternate Email:

| vouremaiHere
Client Organization: For Campus rimental Use Only

Name of Organization, Department or Tenant:

‘ jane.doe@email. com |

Account or Fund to Use for Billing: Require estimate to proceed? [

‘ Include department, unit, or account references. |

Requested Completion Date:
| Mm |/ |oo | ] very

e Used for planning. Actual Completion depends on staffing and resources.

ﬁ | submit
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Service Requs Information, Prioritization and Timelines

Emergencies

For emergencies involving fire, life safety and/or property dama
please immediately contact the University Police Department Dispg
at (415) 3387200. '

You are encouraged to refrain from submitting service requests via
State FacilitiesLink in the event of an emergency. If you are uncer

you are also welcome to contact the Facilities Services Custojy

Service Center (CSC) at (415)-3388. Some exaples of emergencies
include flooding, gas smell, elevator entrapment, lockout, lock cha
no hot water to a building, no heat to a building, power outag
affecting a building, security and/or fire system malfunction. '

What to Include on a Service Request

When you initiate a serviaequest,we will need the following information:

1 Specific Location

0]
0]

The formal building name, not just the nickname of the building
Room number. Every room on campus has a room number. If you can't find the number on the room, provide
numbers for the rooms adjacent to the room where the work is requested.

91 Description of the Problem

(0]

(0]

You may have an idea of what's needed to solve a problem, but we also need details about the problem itsel
Please be as descriptive as possible!

If you are reporting a problem on behalf of someone else, be sure to get plenty of details from them as well a
their contact information.

9 Contact Information

(0]

(0]
(0]
(0]

Your name, phone number and email

Name and phone number of the person who reported the problem or requested the. work

Department name

Departmental account number. You will not be charged for work that is caffymaed. Requests related to
department equipment are the funding responsibility of your department and will require an authorized account
number.

If you are a new user to our service request system and need a profile, please request this through the system or cont:
our Customer Service Center for assistance at (415)1388.
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Prioritization and Timelines of Service Requests

Service Request Priority Guidelines
The Customer Service Center prioritizes service requests according to the natheereported problem. The service
request priority guidelines outlined below are intended to:

1 Provide a system to prioritize the urgency of assignment of service requests.

1 Provide fair and equitable treatment of all customers.

1 Allow the orderly, timely and efficient accomplishment of facilities work.

Priority Levels

Whenservice requests are submitted to the Facilities Services Customer Service Center, it is assigned one (1) of four
priority levels. Within each priority level, work is assigned primarily on aifirdirst-out basis, contingent upon efficient
coordination of work and availability of material. As service requests are received, they will be scheduled according to tf
following priorities:

Priority 1: Emergency Requests
Emergencies are situations that pose an immediate threat to personal health or safety or major damage to building:
Emergencies are handled immediately to ensure safety or preserve work product or facilities.
1 Please contact University Police Department Dispatch at (8B87200. Contact made with customer
immediately.
1 Response Timémmediate
1 Problems classified as emergencies may include large scale flooding, building power outages, gas smell, eleve
entrapment, alarm sounding/smoke/fire, no building hot water, hazardous material spill, etc.
1 This type of request must be called in immediately and never submitted solely via a service request submission

Priority 2 UrgentRequests
Urgent requests are typically those for which the work is considered tionpertant but may not qualify as emergent.
Priority requests typically include conditions that immediately affect the continued performancacaafemic or
administrative serviceskactors influencing urgency include if the saday nonresolution of which would impact use or
performance in the space and/or could damage the Facilities Operations or further damage the item in question.
I Contact the Facilities Services Customer Service Center at (418)58880r submit aservicerequest via
FacilitiesLink atttps://sfsu.metabim.com/
1 Response TimeContact made with customer immediately; work is assigned and typically completed within
eight (8) hours.
1 Urgent requests may include pipe leakages, minor flooding/water intrusion, front entrance or gates not securing
leaking toilets, resetting a circuit breaker, fallen branches obstructing walkways/road, large spills, etc.

Priority 3 RoutineRequests
Routine requests are those considered to be important in nature but not urgent or an emergency. Requests are reviewe
within one (1) working day. Work is typically scheduled within three (3) working days of service request submission, at
work is completed usually within two (2) weeks. To submit a routine service request:

1 Pleasesubmit a service request onlinga FacilitiesLink dittps://sfsu.metabim.com

1 Response timeContact made with customer within 24 hours and work typically completed within 2 weeks.

1 Routine requests may include lighting issues, lighting outages (localized), sticking locks, regular spills, broken gl

pestcontrol, etc.
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Priority 4: Specialized Requests
Service requests for work that does not pose a threat to life, safety or property, or serious disruption-to-aky
operations are considered specialized requests. These requests are put in the job queue and are processed in the orde
which they araeceived. Largscale requests are treated as projects. Small repairs are usually completed by arrangemen
with the customer.

1 Submit a service request onlinga FacilitiesLink dtttps://sfsu.metabim.com/

1 Response timeContact made with customer within 72 hours.

1 Specialized requests may include damaged walls, loose handle door, adjusting door hinges, repairing windc

treatments, etc.

Special Note:

1 No repairs, upgrades, or permanent alterations are permitted to be performethdogampus communityr
permitted to be contracted out. The University Collective Bargaining Agreements govern all trades, labor
maintenance, grounds and custodial operations that are performed by employees of San Francisco Sta
University.

Recharge Policy

Facilities Services has a cost recovery process, as required by the CSU, requiring deptaripagmiisr services that are
not routine maintenance. Office moves, building a wall, hanging pictures, or moving furniture ameitioe maintenance
and the reuesting departmenwill be charged An account number will be required thie time of request.

The CSC will process the request in compliance with University procedures. You will be advised by a memGSof
staff of the following:
1 When Facilities Services staff will perform the work or
1 If some or all of the work will be contracted out, Capital Planning will assign a Project Manager to be the point c
contact between the Department and the approved contractor.
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How to Request Keyand Building Access Cards

Campus Keys and Building Access Cards Details

Key Management processes and systems are in place to protect SF State students, employees, vendors, contractors
assets by providing a safe, secaral accessible environmerall key holders issued University keys are responsible and
accountable for the safety and security of their keéykease note:

1 Loaning, lending, transferring or duplicating of keys is prohibited
1 Unauthorized fabrication, possession or use of keys or building access(lkeydards}o access San Francisco
State University facilities and structures is a violation of California Penal Code 469

Formoreinformationaboutcampus keys and building access cards (keycards), issuance and return processes, please re
the additionalinformation below:

Keysand Building Access Cards

1 Facilities Services will issue keys and building access cards (keycards) to campus members and vendors
require access to a campus space to perform their officially assigned duties and responsibilities

1 Forall key and building accesard (keycardiequests, pleassubmit a key request online & State FacilitiesLink

1 All key and buildingccess card (keycardquests must be approved by the appropriate Key Approver

1 The Facilities Services Customer Service Center (CSC) reviews and advances all requkstssfdeesecutting
and recuts prior to submission to the Lock Shop

91 Forfurther information about how to submit a service request, please visit3rmvice Requests page

How to Submit an Online Key and/or Buildingcces<Card Service Request

Facilities Services has launched timéine key module via FacilitiesLink for the campus communiitis application allows

for seamless, online submission of key requests to Facilities Services via Metabim, including the tracking of reque
submission and automated notification of key pick Below you will find a stepy-step guide to submit an online key
and/or buildingaccessard (keycard)service request.

Step 1:
1 Go to the FacilitiesLink website located lattps://sfsu.metabim.com/
1 Select 'MySFSLbgin.

SAN FRANCISCO STATE UNIVERSITY
i=  Home R Priter Logh ()

ah Q)

[ Welcome to SF State FacilitiesLink ]

Guest Login

56


https://sfsu.metabim.com/
https://facilities.sfsu.edu/servicerequests
https://sfsu.metabim.com/login/Welcome.htm

Step 2:
1 Enter yourSF State ID # or Emaiid then clickNext.

SAN FRANCISCO
STATE UNIVERSITY

Sign in

T 9y GSNJ @2dzNJ LJ 44 62NR

SAN FRANCISCO
STATE UNIVERSITY

Enter password

Terms of use  Privacy & cookies

W{AIY AYQOD

1 Verify and omplete your login with twefactor authentication (2FA) using your Duo token or app.

SFSU

Enter your passcode

Verify it's you by entering a passcode from your
hardware token

Passcode

Other options

Need help? Secured by Duo

SFSU

Enter code in Duo Mobile

Veriy it's you by entering this verification code
in the Duo Mobile app...

Sent to

4

Other options

Need help? Secured by Duo
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Step 3:
1 You will be brought to your FacilitiesLink homep&aldee appearance varies depending on the access granted.
T {ONRftt R2gy dzyGAf &2dz FAYR Waeé& wSldsSSaitaQ IyR OfAO0

SAN FRANCISCO STATE UNIVERSITY

= @ Hme
SF State FacilitiesLink
== ®
¢ u
. & =
@
*

o]
o

"\
+
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& R &
g (2] Yt o

&
%

If yeu have additional questions aboul any of the information on the SF State FadiiliesLink websile, or need lechnical suppert wilh these pages. phease contact the Customer Service Center in Facilities Services by phone at (413) 338-1368 or by email al <lacilities@slsu edur.

® Myinia @ My Requests _ i Aad Bookmark 3 Help Docs

MetaBIM. Inc.

5321 Scalts Valay Drive, Suite 105 MetaBIM-
Seotts Valay, CA 35066 o ihubilt LA
itps.{eewee metabim.com/ £ 2012-24 A1l Rights Resarvad

Step 4:
 OntheWaeé wSI dzSsleGttheV {LdzoaYSA (Y IBto swtinif alkByBuiiddg access canbquest.
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