LOS ANGELES HARBOR COLLEGE
WORK REQUEST
Please read the following instructions before completing the Plant Facilities Work Request form.

1. Complete the form by typing or printing your information.

2. Event setups and setup drawings are required to be submitted a minimum of two weeks prior to the event.

3. Ask your supervisor or chairperson to sign and date their approval.

4. Submit the completed work request by campus mail or in person to the Plant Facilities Office.

5. A copy of the work request, once processed, will be sent back to you through campus mail.

Submitted by:          Division/Department:       
Contact Phone #:         Date Submitted:        

Chairperson/Supervisor Approval:  _________________________________   Date Approved:  _____________

(Signature Required)

Work to be done:       

-------------------------------------------------DO NOT WRITE BELOW THIS LINE  ~ PLANT FACILITIES USE ONLY--------------------------------------------








Approved  (   )    Denied  (   )    Hold  (   )











_______________________________        ___________


Director of College Facilities		                 Date





Remarks:  





Work Assigned To:





Carpentry		    HVAC 





Custodial		    Locksmith 





Electrical		     Maintenance Assistant





Electronics		     Painting





Gardening		     Plumbing





General Foreman	     Receiving





PLANT FACILITIES - ACTUAL COST





Date�
Employee�
Labor Cost


     Hourly Rate                 Total     �
Material Cost�
�



�
�
�
�
�
�



�
�
�
�
�
�



Work Performed:  ___________________________________________________________________________





___________________________________________________________________________________________








______________________________________				___________________________


                     Employee Signature					   		Date Work Completed








___________________________________________________________________________________________








Work Request








#








