___Emergency (called in)

RICHLAND PARISH SCHOOL BOARD

WORK ORDER

School ________                                                                                  Date_________________

1. Item needing repair/location_______________________________________________

______________________________________________________________________________
2. Description of  problem___________________________________________________

______________________________________________________________________________

3.
Urgency of repair          __________Within a week

                                                                                  __________ As soon as possible 

                                                                                  Requested by_________________________

                                                                                                                                                    Principal

Received by____________________________

                                                                                                                         Supervisor of Maintenance

                                                                                  Request Approved_____________________

                                                                                                                            Superintendent

Completed____________________________

                                                                                                                         Supervisor of Maintenance
Date Maintenance Received _______________________________
Date Maintenance Completed ______________________________

Maintenance Signature ___________________________________
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