NORMANDIE AVENUE ELEMENTARY SCHOOL

STAFF REQUEST

PLEASE PLACE COMPLETED FORM IN PLANT MANAGER’S MAIL BOX

FROM: 








DATE:


ROOM NO. / LOCATION / SLC:


PLEASE CHECK THE APROPRIATE BOX FOR THE REPAIRS NEEDED

	
	Faucet Dripping
	
	Floor Tile Loose / missing
	
	Pest Control / Ants, Bugs

	
	Sink (basin) Plugged
	
	Baseboard Loose or Broken 
	
	Wall Outlets Repair

	
	Toilet Plugged
	
	Ceiling Tile Loose / missing
	
	Instrument repair

	
	Flush Valve Not Working
	
	Venetian Blind Repair
	
	Heating/ A/C repair

	
	Flush Valve Leaking
	
	Lights Replacement 
	
	Graffiti Removal

	
	Broken Furniture
	
	Light Fixtures loose/replace
	
	Fire Hazard/ Specified

	
	Plaster Repair/Paint 
	
	Dispenser refill /soap, etc.  
	
	Safety Hazard/Specified 

	
	Locks  Repair
	
	Dispenser replace/ repair
	
	Phone repair

	
	Glass (window)Broken 
	
	Door Repair
	
	Other


Remark:




TO: 


         Date: 

From: Plant Manager      Re: 



Disposition Request:

	
	Completed
	
	REPAIRED
	

	
	Called In
	
	Other
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