Marion Center Area School District
Maintenance Work Order

Complete this form and email as an attachment to your supervisor/building principal.  Upon their approval they will email your request to Butch Rowe for custodial needs and/or Joe Kirk for maintenance needs.
There are instructions for completing this form at the bottom of the page if you have a problem.

	Date: Click here to enter a date.
	Building: Choose an item.
	Room/Area: Click here to enter text.

	Requested by: Click here to enter text.

	Nature of request: Click here to enter text.



Stop here.  The part below is for supervisors and custodial/maintenance department.
	Approved by: Choose an item.

	[bookmark: Check1]Request denied: |_|
	Reason: 

	Work Order Number: 
	Date Received:

	Assigned to:
	Date:

	Work completed by:
	Date:

	Comments:




1. Click on the gray text – Click here to enter or Choose an item – to fill out form.  To move quickly between shaded areas, use the tab key.
2. If you don’t fill in a shaded area nothing will print in that area.
3. Always, do a SAVE AS.  If you click “save” you will no longer have a blank form to start from.
