BUILDING AND GROUNDS WORK ORDER | BEWO-110520

= A » “
W *This part of the form is to be completed by the requester for any building
and grounds task(s) related to an approved facility request from.

Date: Requester:
Address: Phone:
Name of Event Scheduled:
Room Approved / Assigned: Date of Event:

Description of Work: Change Set up / Layout:

ltems Needed to be Moved:

Other:
Room Layout Drawing Attached: Yes No
Requested Completion Time: Date:
gyt =
W *This part of the form is to be completed by Building and Grounds Supervisor.
Date Order was Received: Date Order Completed:

Order Assigned to (In House or Sub Contract)

Order Completed: Order Incomplete:
OFFICE USE ONLY

@ AePROVALS: i

DEPARTMENT HEAD: DATE REC’D

Copy To:

BUILDING & GROUNDS SUPERVISOR: DATE REC’D Business Office






