
MAINTENANCE REQUEST & WORK ORDER 

Building: 
DATE:

 WORK REQUESTED (JOB DESCRIPTION): 

_________________________________________________________________________________________________

_________________________________________________________________________________________________ 

_________________________________________________________________________________________________ 

_________________________________________________________________________________________________ 

_________________________________________________________________________________________________

_____________________________________________________
_____________________________________________

____________
__________________________________________________________________________________________________
__________________________________________________________________________________________________
__________________________________________________________________________________________________
___ 
__________________________________________________________________________________________________
__________________________________________________________________________________________________
__________________________________________________________________________________________________
___

ASSIGNED TO: 

WORK COMPLETED: 

_________________________________________________________________________________________________________ 

_________________________________________________________________________________________________________ 

_________________________________________________________________________________________________________ 

_________________________________________________________________________________________________________  

DATE COMPLETED: ______________________________________________________________________________________ 

APPROVED BY: __________________________________________________________________________________________ 

IF INCOMPLETE, EXPLAIN: 
_________________________________________________________________________________________________________ 
_________________________________________________________________________________________________________ 
_________________________________________________________________________________________________________ 

_______________
_____________________________

Work Order Number  ____________________

!!! STOP !!!   ITEMS BELOW ARE TO BE FILLED OUT BY MAINTENANCE DEPARTMENT ONLY
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