Machine Shop Project Request Form Policy and Instructions:

To understand and track the Department, College and University’s machine shop needs the College of Science and Engineering will be requiring all machine shop project requests to be submitted via a Machine Shop Project Request Form.

Projects will be ranked in order of priority and feasibility with the requested time frame by the mechanical engineering department chair. Due to limited time resources in the machine shop not all project requests will be approved.  
Form instructions:

1) Complete Part 1, with all the necessary project information to allow for a comprehensive estimate.

2) Email the form to Steven Leslie, lesliest@seattleu.edu, for labor and part estimate as well as estimated date of completion.

a. Steven will complete and email to department chair for approval.  
b. Senior design teams will consult with their advisor regarding the planned work, and will cc him/her to the e-mail sent to Steven.

3) If your project request is approved you will receive an estimate back from Steven. Please confirm you would like to move forward with the work and forward the form to your Activity manager for activity string and approval (Part 2).

4) Activity manager will forward the completed form to the Mechanical Engineering Office. Activity string will be charged using a Journal Entry form.

Note: This document pertains to machine shop job requests and does not pertain to small help requests from Steven.  

