
DEPARTMENTAL WORK ORDERFACILITIES DEPARTMENT
Requestor to complete boxes in yellow area only

EMERGENCIES Call the operations center at 1250
Corrective Work Request Complete the blank boxes in shaded portion of this form and send through courier to Facilities Department

Clear Screen Notes

Requested by TimeDatePhone #

Reported by Location
(School Building Department)(Below Use only Supply Services Fixed Asset Number)

Service StatusEquipment #
(Below Include exact location building hallway department floor room number)

Description
Note Some preparations used in general pest control are of a poisonous nature

Not to exceed $ AmountG/L Acct #

Req Dept/Div # Date Needed

For Dept/Div# Priority

Date ApprovedApproved By

Facilities Department Use Only
Prop ID ClassWO#

StatusProjectTask

SourceEmpSkill/LvI

Crew Priority

Work Code Cause

Facility Type            Work Desc

Remarks/Instruction

Entered by
(Data entry information)

WORKERS REPORT
List parts, material and cost on back of first copy.

Act. HourAct. Cost Site ReviewNameStatus Employee #Date

LEGEND Work Codes Priority Codes
Mason PlumbFrAlmDoorsAsbestStatus Codes
Odor RefrigGasLnElectAulVis 1 EmergencyS ScheduledI InspectedC Completed

RoofPaintGlazin 2 HighPO Parts Ordered  T Travel EquipBellsD Delivery
* Pest SecAlm 3 MediumGroundFenceBusMaINC Incomplete     PU Pickup

IP In Progress     P Planned StockPhoneHVACField 6 WarrantyCarpen
TVPickUP 8 SeasonalInterFl Til TYCeilCause

75 PreventiveLISTFloor PkgLtKeysCompNI New Install     VD VandalismAC Accident
Water 99 LowPI GrdKitchDebris      Fr ExtNW Normal Wear     WR WeatherGR Graffiti

* Some preparations used in general pest control are of a poisonous nature.RelatedPU PupilMD Misused

Description of Work Performed:
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