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Sending Fax Number: 





Time: 



am/pm

Request Date: 
/
/

Agency: 







Contact Person: 






Phone: 




Building: 





Room: 


Floor: 


Approved by agency representative: 









TYPE OF REQUEST

□  ELECTRICAL




□  CUSTODIAL SERVICES

□  Lights Out





□  Need Clean-Up


□  No Power





□  Need Toilet Paper/Towels/ Sanitary Supplies


□  Install New Electrical Outlet



□  Empty Recycling Box


□  Overhead Door/Gates Inoperable



□   Special Event Set-Up (Podium, PA, Chairs, Etc.)


□  






□  









 

□  HEAT/VENTILATION/AIR-CONDITIONING




□  Too Hot:  Current Temperature: 


□  CARPENTRY, KEYS, ROOFING


□  Too Cold:  Current Temperature: 


□  Roof Leak


□  Air-Conditioner Noisy/Inoperable


□  Gutter Leaking/Plugged


□  Steam Leak





□  Need New Lock


□  Radiator/Fan Coil Problem



□  Need Keys Made


□  






□  Door/Cabinet Won’t Lock









□  Hang Picture/Plaque/Bulletin  Boards, etc.

□  PLUMBING






□  Repair Furniture/Courtroom Benches


□  Toilet plugged





□  Broken Window


□  Drinking Fountain Plugged/Leaking


□  Broken Door (closer, hinges, etc.)


□  Faucet Dripping




□  




□  No Hot Water








□  Urinal Plugged/Running Constantly






□  Sink Plugged




□  OTHER

□  Shower Head Leaking



     








□  





     










DETAILED DESCRIPTION OF WORK REQUESTED (This section MUST be completed):
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WORK ORDER REQUEST FORM
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