WORK REQUEST FORM 

Please fill in the four question blocks. We will return a copy to you when the work has been completed. Thank you!

1. Today’s date         /        /        
Requested by 


Level of urgency:    Urgent        ASAP        By __________ date


2. Location: 


  Office area
  Main sanctuary
  Nursery
  Classroom               
  Choir room
  Youth Office
  Fellowship hall
  Kitchen
  Parsonage
  Outside/garage


3. Problems relate to:

  Electrical
  Plumbing
  Heating/air conditioning

  Equipment/tools
  Walls/floors/ceilings

  Hardware
  Special requests


4. Description of problem 


**The remainder of this form is reserved for staff use only.**

This work will be done by 


Maintenance comments

_______________________   _______________________   _________________________


Date/Time started
Date/Time completed
Cost estimate

_______________________   _______________________   _________________________


Repair requires specialist
Date called
Date parts ordered

Reply comments 

