Work Order/Maintenance Request Form 
USD 493 Columbus

Email:  tpaxson@usd493.com or Fax: 429-1417 

In the event an emergency arises and you are unable to contact your Principal, please call the Maintenance Department at 429-1415.   
Maintenance Request
Section I 
(Section I of this form is to be completed prior to submitting to your principal for approval) 
Employee Submitting Request :  ______________________________  Date ________ 
School: ________________  Room/Area: _______________
Describe the Work/Repair Needed:     

Section II 
(Section II of this form is to be completed by your principal) 
Priority:   Immediately          Within 2-3 Days    Next Week                 Routine  
               Christmas Break   Spring Break         Summer                     Other 
Principal’s Signature ___________________________________ Date _____________
Section III 
(Section III of this form is to be completed by the Maintenance Dept.) 
Can the project be completed by USD 493 Staff?  Yes or  No (check one) 
If checked NO above what vendor will be completing the work?   ___________________    
Assigned to: _________________________________________ Date _____________
Completed by: ______________________________ Completion Date _____________

Notes:
