
 

Revised 7/17/2022 
 

WORK ORDER REQUISITION 
 

Please use this form to make all facility maintenance, housekeeping and/or grounds requests to 

ensure the safety and cleanliness of this organization. 

 

Allow a minimum of 24 hours to receive a response to your request with an estimated time of 

follow-up or completion to resolve. 

 

 GROUNDS   HOUSEKEEPING   MAINTENANCE 

 

WORK ORDER REQUEST # TODAY’S DATE: DATE RECEIVED: 
 
 

NAME OF REQUESTOR: 
 

DEPARTMENT: 
 
 

LOCATION OF ISSUE: 
 
 

 

DESCRIPTION OF WORK REQUESTED: 
 
 
 
 
 
 
 
 

DATE COMPLETED: TIME REQUIRED: COMPLETED BY: 
 
 

DESCRIPTION OF WORK COMPLETED: 
 
 
 
 
 
 
 

 
All Work Order Requisitions must be submitted to Mark McCoy for approval,  

they will then be disseminated to the appropriate department for repair. 
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