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Maintenance/Special Request Form Instructions

Please complete upper portion of Work Order, located in the bottom file holder next to these instructions. 

Check the box for maintenance or special request.

Please make sure your information and how best to get in touch with you on the form.

Describe the maintenance issue or special request in enough detail that staff knows how to assign the request.

When complete, please return form into the top file holder.

You will be notified when maintenance is scheduled or when a decision on your special request has been made.  You will be asked to sign 
off on the form once your request has been completed.
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