	Mt. San Jacinto Community College

Maintenance Department

Facilities Work Order Request

	The following form must be completed and submitted to the Maintenance Department. The form can be completed on-line by tabbing into the shaded fields and entering the requested information.  If the form is completed on-line, you may submit the form by e-mail as an attachment addressed to Facilities (instructions are at the bottom of the page).


	NOTE:  Your Dean/Supervisor must sign all key requests. An 
e-mail from your Dean/Supervisor will serve as their signature.

	Requested by:      
	Date:      

	Department:      
	Extension:      

	Location:   SJC   FORMCHECKBOX 
   Menifee  FORMCHECKBOX 
   Temecula    FORMCHECKBOX 
   Other        
	Room No.:      

	Type of Service

	Maintenance  FORMCHECKBOX 

	Custodial  FORMCHECKBOX 

	Grounds  FORMCHECKBOX 

	Keys  FORMCHECKBOX 

	Other  FORMCHECKBOX 


	Print or Type Request

USE A SEPARATE WORK ORDER FOR EACH SEPARATE JOB

	Description of work to be performed; attach a diagram if necessary:

     

	Signature:

	For Office Use Only

	Work request number:
	Anticipated completion date:

	Date completed: 
	Completed by:

	Approval of Director of Facilities:


E-mail Attachment Instructions:  

1. 
Upon completion of the form, do not close the file.

2. 
Select File from the menu 

3.
Select Send To
4.
Select Mail To (As Attachment) 

A mail message will appear with the attached form.  

5.
Address the mail message to Facilities and Send
