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	FIRE AND SECURITY ALTERATION FORM

	[INSERT REFERENCE NUMBER] (building code and date e.g. SHER 110210)

	N.B. to be submitted at least 5 working days before any works commence. Please attach any supporting documentation e.g. specifications, drawings.


	1. PART A - CONFIRMATION OF TASK REQUEST – to be completed  by those who are initiating the request for the work to be carried out 

	Request Originator
	
	Department/Company
	

	Date
	
	Signature
	

	Telephone
	
	Email
	

	

	1.1 Location of works to be carried out 
	

	1.2 Description of system e.g. Fire Alarm, CCTV, FFE, Access Control, Intruder Alarm, Intercom:

	

	1.3 Description of work to be carried out on system e.g. Amend, Remove, Install, Project Alteration following Stage D Design:  (All works to be carried out in conjunction with the Colleges Standard Specifications)

	

	1.4 Any additional system information

	

	1.5 Reason for work taking place e.g. Project, Maintenance, System Upgrade

	

	1.6 Are Alterations Temporary?
	Yes/No Delete as necessary

	If YES, Agreed Start Time/Date:
	Agreed Finish Time/Date:

	1.7 Additional Comments

	


	2. To be completed if request forms part of a PROJECT or DEFECT – 

	2.1 Defect Number (if raised through the FM Service Centre)

	2.2 Project Number
	
	Project Title
	

	Project Manager
	
	Contact Details
	

	

	2.3 Has a quote been obtained for the work
	Yes/No Delete as necessary

	Quote obtained from (company name):
	Contact:

	PLEASE FORWARD FORM WITH COMPLETED PART A – to be sent to Security/Fire Officer 


	3. PART B – AUTHORISED SIGNATURES - to be completed by the Person who authorises the work:

	3.1 Permit/DO NOT Permit delete as necessary the work request detailed in Part A

	Authorised Security/Fire Officer:
	
	Signature
	

	Date
	
	

	

	3.2 This request has been counter-signed by

	Engineering Team Representative
	
	Signature
	

	Date
	
	

	

	PLEASE FORWARD A COPY OF COMPLETED PARTS A & B to: 

	Original requester (
	Fire and Security Engineer (
	Engineering Team (

	Senior Security/Fire Officer (
	Installation Contractor (


	4. PART C – COMMISSIONING - to be completed by the College authorised Personnel and the commissioning contractor: 


	Job Reference Number
	

	
	

	4.1 Commissioning/Handover
Description of system to be commissioned e.g. Fire Alarm, CCTV, FFE, Access Control, Intruder Alarm, Intercom

	

	Comments

	

	4.2 I confirm that the commissioning/handover of the system has been completed to the satisfaction of all parties.

	Authorised Security/Fire Officer
	
	Signature
	

	Date
	
	Time
	

	

	Commissioning Engineer
	
	Signature
	

	Date
	
	Time
	

	


	5. PART D - CONFIRMATION OF POST COMPLETION AMENDMENTS - to be completed by the College Person who authorised the work:

	5.1 I confirm that the following amendments will be required in respect of the completed work Delete as necessary

	Updating of Asset Register / Log Book 
	Yes/No
	Updating of O&M Manuals 
	Yes/No

	Updating of Drawings
	Yes/No
	Other (Specify)

	Name:
	
	Signature:
	

	Date
	
	Time
	

	


	6. PART E - CONFIRMATION OF RECHARGE COSTS - to be completed by the College Person who authorised the work:

	6.1 Are there re-charge costs arising from the work?
	Yes/No Delete as necessary

	If YES, Confirm the amount to be re-charged 
	£
	

	

	How will recharge be made? Journal/CONCEPT/Other Delete as necessary

	Specify

	6.2 Additional Comments

	


Reference
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