MAINTENANCE DEPARTMENT WORK ORDER

[bookmark: _GoBack]INSTRUCTIONS: Complete the top portion of this form. When finished, please save this file to your computer desktop and then email it to Jessica Johnson (jessica.johnson@weldre4.org) as an attachment.

PARTY MAKING REQUEST: 
	



DATE:
	



SCHOOL/LOCATION: 
	



ROOM #:
	



PHONE NUMBER: 
	



WORK REQUESTED: (PLEASE BE SPECIFIC)
	



IS THIS URGENT: (TYPE LOW, MODERATE, OR URGENT)
	





TO BE FILLED OUT BY MAINTENANCE PERSONNEL:

DATE COMPLETED:					COMPLETED BY:

TIME SPENT:						COST:
  X							X
	
	 Less than 1 hour
	
	 Under $50

	
	 1-2 hours
	
	 $50-$100

	
	 2-3 hours
	
	 $101-$200

	
	 More than 3 hours (enter # of hours)
	
	 More than $200 (enter $ amount of cost)



COMMENTS: 
