	
	
	



Maintenance Request Form  

Date of Request: ____/____/_____ Requesting Party: __________________________________
Work Location: _________________________________________________________________
Description of work/repair:
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________
For Facilities Use Only:
Date Reviewed: ____/____/_____ Priority Assigned: _________________________________________
Authorized By:  _______________________________________________________________________
Priority:
[___] High - Must be done within 24 hours. (Unsafe situation)
[___] Medium - Within the week. (There is no safety risk)
[___] Low – When you get a chance. (Periodic maintenance)
Comment: ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Date Work Completed: ____/____/_____ Number of Days to Complete: _________________________
Work Assigned To: ____________________________________________________________________
Additional comments:  ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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