
Work Order

Jefferson Community &

Technical College

Department of Facilities Management

Please download a copy of this form, complete the form, save a copy of the completed form and e-mail it as an attachment to:  
JF-FacilitiesWorkOrder@kctcs.edu
Please use this form for standard requests and use a separate work order form for each individual request.  If your request needs immediate attention for issues that create imminent danger for employees and students or is causing immediate damage to the facilities or equipment such as running water or potential electrical shock, please report this immediately by calling the following numbers: 

418-9051 (DT Campus)                        418-9221 (SW Campus)

418-9183 (JTC)
Work Requested By:                      Phone #      
       
	Building Name

(press F1 for help)
	Room # 

	 FORMDROPDOWN 

	     


Work Requested For: 
Provide a brief description of the work requested:       
Maintenance and Operations:

 FORMCHECKBOX 
Painting
 FORMCHECKBOX 
Move/set-up
 FORMCHECKBOX 
Heating/cooling 
 FORMCHECKBOX 
Plumbing
 FORMCHECKBOX 
Electrical/Power outage
 FORMCHECKBOX 
Light bulb replacement
 FORMCHECKBOX 
Door problems
 FORMCHECKBOX 
Other, please specify:       
Please indicate any time restrictions, (classes, meetings, etc.) for the room(s) indicated in this request:      
Environmental Services:





Security:

 FORMCHECKBOX 
Floor/carpet cleaning





 FORMCHECKBOX 
Special event request

 FORMCHECKBOX 
Trash removal






 FORMCHECKBOX 
Other, please specify:      
 FORMCHECKBOX 
Window cleaning

 FORMCHECKBOX 
Restroom maintenance (paper, soap, cleaning)

 FORMCHECKBOX 
Other, please specify:      
Key Requests:

Department or Division:      
Building Name and Room Number of key request:      
Please issue keys to: (list names):      

 FORMTEXT 
     
To report Computer-Related issues, please use the Help Desk.   Faculty & Staff Computer Problems  

For Facilities Use Only                                              


Date Received:_____________________  Work Order #________________________


Date Completed:____________________  Person Doing Work:__________________





Brief description of work performed:__________________________________________________________�___________________________________________________________________�___________________________________________________________________�Approximate amount of time to complete work order:_________________________


Key Requests 


Keys issued to:________________________________________________________________
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