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In the event that maintenance does any 
work in your department, the adjacent 
form will need to be filled out.  This form 
will prove that cleaning and sanitation 
were performed after a job is completed 
by maintenance, as well as track repairs  
for the departments. 
 
 
These forms can be found with the shortcut 
on your web browser, labeled- submit a 
work request.  
 
The department will fill in all required 
information for the work request, providing 
as much detail as possible. After all 
information has been entered click the 
green submit button, and you will receive 
your work order number.  
 
Once the work order has been completed, 
an email will be sent to the email provided 
in the work order request.  
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