MAINTENANCE REQUEST FORM
Note: this form should be completed as needed, it is expected that Directors do weekly and monthly checks on facilities and all equipments.  Failure to report items in a timely manner that are in need of repair will result in disciplinary action.   Repairs/problems that are in need of immediate attention must be reported directly Paul Snyder.
Site: 



      Date of Request:    


Requested by: _____________________ 

	Location
	Description of Problem or Repair
	Cause of  Damage/Repair
	Incident Report Attached

	
	
	
	Yes
	No

	
	
	
	Yes
	No

	
	
	
	Yes
	No

	
	
	
	Yes
	No

	
	
	
	Yes
	No


Approved By:____________________________________    Date rec’vd_____________

Director of Program Operations:______________________   Date rec’vd__________
