Rich Township High School 

District 227

E - MAINTENANCE SERVICE REQUEST

A. Person Requesting Service                                                                

DATE:        

  CAMPUS:       

   LOCATION:            
  DESCRIPTION OF REQUESTED SERVICE:          
  PRIORITY:  FORMCHECKBOX 
Urgent  FORMCHECKBOX 
 Routine  FORMCHECKBOX 
 Time Limit:       

Submitted By:      
       

(Print name)


                                                                                               

                                                          Phone Extension:     
B. Principal 

DATE RECEIVED:      
 FORMCHECKBOX 
APPROVED        FORMCHECKBOX 
DISAPPROVED                                                                                         

FORWARDED TO MAINTENANCE (Date):      
   PRIORITY:    FORMCHECKBOX 
Urgent  FORMCHECKBOX 
 Routine  FORMCHECKBOX 
Time Limit 

  REMARKS:      
                                                                                                                      Principal      
                                                                                                                                  (Signature)
C. Building Foreman

RECEIVED DATE: _________________________

ASSIGNED SERVICE REQUEST NUMBER: ______________________

ESTIMATED DATE OF COMPLETION: __________________________

C. Maintenance Technician

ASSIGNED TO: __________________________________________________

                                           (Print Name)

DATE SERVICE PERFORMED: _____________________
Man Hours: ____________ Labor Cost: _________________
Material: ________________________________________________________________________ Material Cost: ________________

ACTION TAKEN: _________________________________________________________________________________

REASON SERVICE REQUEST DEFERRED: _______________________________________________________________________

SERVICE PERFORMED BY: __________________________________________________________

                                                                           (Signature)

BUILDING FOREMAN: _______________________________________________________________

                                                                      (Signature)
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