HOUSING WORK REQUEST

PART I. (To be completed by requester.)

LOCATION_________________UNIT No___________________. DATE___________

Work required/requested:

Signature____________________________

____Housing Occupant

____Housing Maintenance

PART II. 

(To be completed by maintenance personnel.)

Date/Time Work Started ____________
Date/Time Work Completed______________

Type maintenance required:______
 Routine Emergency__________

Work Accomplished:

COSTS: 


Materials and Supplies: 


$______________

Labor: 

No. Hrs ______Rate________



$______________

TOTAL 
$______________

Signature:____________________________

INSTRUCTIONS FOR COMPLETING HOUSING WORK REQUEST

PART I.

1. To be completed by tenant or maintenance personnel.

2. Enter location, housing unit number and date.

3. Describe briefly work required/requested.

4. Check either Occupant or Maintenance box; then SIGN.

5. Forward to Housing Representative.

PART II.

1. To be completed by maintenance personnel.

2. Enter date/time work started and date/time work completed.

3. Check type maintenance required: routine or emergency.

4. Briefly describe work accomplished.

5. Enter cost of material and supplies, and total cost.

6. Enter number hours labor, rate per hour and total cost.

7. Enter total cost.

8. Sign.

9. forward to Housing Management.
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