[HARVESTIME INTERNATIONAL INSTITUTE]


[Address and telephone information]








MAINTENANCE REQUEST





Requesting Party





(This section of the form to be completed by the requesting party)





(Please Print)





Name of the person requesting __________________________________________ Date ____/____/____





Specify work to be done _________________________________________________________________


 _____________________________________________________________________________________





_____________________________________________________________________________________





Signature of person requesting ____________________________________________________________





Approved by _____________________________________________





Maintenance Department





(This section of the form to be completed by the maintenance person assigned)





Date and time work started ______________________________________________________________





Date and time work finished _____________________________________________________________





Total number of hours/days to complete ____________________________________________________





Description of work done ________________________________________________________________





_____________________________________________________________________________________





_____________________________________________________________________________________





Maintenance Person ____________________________________________________________________





Signature of Maintenance Person __________________________________________________________





Checked by head of Maintenance Department (print name) _____________________________________





Signature of Head of Maintenance of Department ____________________________________________


