
Primary Contact submits Outage Planning Form to Building Coordinator

Building Coordinator notifies Dept. Chairs of possible Outage

Dept. Chairs respond to Building Coordinator with any concerns or special 
accommodations needed

Building Coordinator approves Outage, notifies Primary Contact

Primary Contact initiates mtg. with affected stakeholders (BC, GC, FM, 
subs, AE, Fire Marshal, IT, Parking, UHPD etc. as applicable) if Building 

Coordinator and Primary Contact agree that it is necessary

Primary Contact completes FM Planned Outage Notification, submits 
along with Outage Planning Form to FM Supv. Of Facilities Dispatch 7 

business days in advance

Spv. Of Facil. Dispatch sends to FM Director, FM Director approves

Primary Contact coordinates all aspects of Outage (text updates at start, 
end, and in progress as needed)

Outage 
successful?

Primary Contact notifies BC, FM, PPM; 
meets with stakeholders to correct 

problems and propose rescheduled date

FM checks equipment

Primary Contact notifies FM Call Center, Call Center notifies Occupants

Primary Contact issues Post-Outage Assessment, Building Coordinator 
signs, Primary Contact files in project file

Primary Contact coordinates logistics (class sched, backup plan, keys, 
etc.) Building Coordinator assists

NO

Spv. Of Facil. Dispatch issues Planned Outage Notification to building(s) 
5 business days in advance

OUTAGE STAGE:

NOTIFICATION STAGE:

FOLLOW-THROUGH STAGE:

YES

PLANNING STAGE:

PLANNED OUTAGE REQUEST FLOWCHART
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