Request for Service (MAINTENANCE WORK ORDER)

A Request for Service (Maintenance Work Order) will only be accepted for the following requests: 
· Event Set-up

· Maintenance

· Other Support Services

· Vandalism (Public Safety report must be filed)

General Examples that would require a Maintenance Work Order form to be completed:
· No heat or air

· Repairing an existing lock on a door

· Replacing ceiling tile

· Repairing a dripping faucet

· Routine maintenance or repair to existing item 

· Assisting in setting up for a special event (two week NOTICE required)
· Document shredding (Certificate of Disposal form required)
· Furniture moving (two week NOTICE required)

· Damage to Facilities due to other sources besides maintenance and/or natural causes
Request for Service MUST be submitted to the Building Supervisor’s office. The Building Supervisor will then forward the request electronically to Facilities Services.
NOTE
Any other request that does not follow under the above Maintenance Work Order guidelines should be forwarded via a Request for Change to Facilities (RCF) form. All signatures will be required on the RCF form before processing.
 SEQ CHAPTER \h \r 1Request for Service
(Maintenance Work Order)

	Date:
	
	Building:
	


	Requested By:
	


	Room/Location:
	


	
	 Event Set-up


	
	

	
	 Other Support Services

	
	

	
	 Maintenance

	
	

	
	 Vandalism (Public Safety Report MUST be Filed.)

	
	

	
	 Key Request (Key request forms can be obtained from Building 

	
	 Supervisor.  All signatures on form required.)


	Specific Request:

	

	

	

	

	

	

	

	


FORM MUST BE COMPLETED IN ITS ENTIRETY
AND SUBMITTED TO BUILDING SUPERVISOR

(Only Electronic request via Building Supervisor will be accepted.)
http://www.forms.eku.edu/docs/Facilities_Services_Work_Order_Form.doc-11/06


