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Order for Technical Services	
1. Ordinary operational tasks are reported directly to Technical Services via 8888@sdu.dk. In case of doubt, contact TEK Building Committee: https://sdunet.dk/en/enheder/fakulteter/teknik/praktisk-info-og-faciliteter/ombygninger-installationer-og-pladsudnyttelse. 
2. Contact TEK Building Committee via this form for tasks that require changes to buildings and/or installations that:
a. Affect overall space utilization at TEK.
b. Entail requirements for e.g. ventilation, drainage, building supplies, etc.
c. Affect the environment (e.g. noise, vibrations, emissions).

To ensure that the TEK Building Committee and Technical Services can process the request as quickly as possible, as well as to try to prevent misunderstandings and unforeseen obstacles, the task must be described as accurately as possible from the start. Use the checklist on SDUnet  (Checklist - Requirements for installation and safety measures) in combination with this order form.

The completed order form with appendices must be sent to TEK Building Committee.


Sender
	Department
	[Department Name]

	Cost center and name of unit 
	[Cost Centre]
[Name of Unit]

	Approver of orders from the requesting unit (Management level 1 or 2, typically the Head of Department): 
	[Name]
[Email]

	Unit coordinator/contact person:
	[Name]
[Email]
[Tel. no.]

	
	

	Approved by the head of department[footnoteRef:1] [1:  Digital approval is accepted: It must be stated in the email with the order form and appendices that the order has been approved by the manager at level 1 or 2, typically the head of department, and this head of department must be among the recipients of the same email that is sent to the TEK Building Committee. ] 

	[dd.mm.yyyy]



Location of desired building modification or installation 
	Room number (or explain location, in the absence of room number)
	

	Room category (X)
	
	Laboratory/Workshop [Name of Room]
Person responsible for the lab/room: [Name] [Email]

	
	
	Office
Person(s) in the office: [Names] [Emails]

	
	
	Outdoor area

	
	
	Other: [specify]



Insert or attach relevant sketches and/or photos of the location of the desired modification/installation.

Purpose: Background and reason for ordering
Why is the ordered task necessary? What is the prehistory? What needs should be met?
[Describe]
Other clarification of needs:
Will the room be used for teaching? 
How many lessons should be held per week?
Which subjects? How big are the teams/expectations in the coming years? How large have the admissions of new students to the field of study been in recent years?
[Describe]

Will the room/location/installation primarily be used for research projects? 
Which researchers should use it? 
Are there large external grants that justify the new layout of the room?
[Describe]

Will the room be used for other purposes? Which, and how many users?
[Describe]

When the changes/installations are completed, what is the goal, how will it be used, what benefits will come out of the changes?
[Describe]

Interfaces and dependencies
Are the changes linked to something else? Are there time constraints on projects, other activities or grants, etc.?
[Describe]

Desired delivery from Technical Service
What should the order deliver? What products do you expect to come out of it? A product can be both a physical thing such as an installation or a change to the building, but also a service such as a major relocation or support for an event.
[Describe]

When must delivery from Technical Services be ready for use at the latest?
[Insert Date]
Insert or attach relevant specifications of any new equipment, as well as sketches and/or photos of the specific location for installation/building modification, e.g., location of process ventilation or socket, as well as sketches illustrating the ideas for rebuilding and arranging the room. 
Also attach a completed checklist.

Working environment
Has the change/installation been discussed with the working environment group? 
	Yes
	

	No
	



Has this given rise to recommendations from your working environment group, including actual action plans?
Is the safety of the room taken care of, for example, mechanical moving parts, electrical safety, chemicals, vapours, noise, vibrations, etc.?  
[Describe]

Budget
Are there external grants that can cover the purchase of equipment/appliances? 
Is it expected that there will be a need for (external) consultancy services?
Other information/knowledge from the department about conditions that may have an impact on costs, e.g. legal requirements and standards that must be complied with?
[Describe]


The table below of estimated costs is completed by Technical Services: 
At this point, it can be difficult to give detailed information but try in the best possible way to come up with an estimate of the costs and thus an estimate of the amount that must be granted for the project to be carried out.
Expenses may include the purchase of equipment and materials, consultancy services, etc. The entire process from idea to operation must be included. Remember that the cheapest solution is not always the most economically optimum overall for SDU.
If consultants are needed for the task, it must be included in the budget. Attach any price information from possible suppliers or an estimate of costs.
	Expenses (e.g., equipment, materials, consultancy)
	DKK

	
	

	
	

	
	

	Total
	


 

Other comments	
[Describe]
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