MAINTENANCE WORK ORDER REQUEST FORM
This form is for general maintenance, custodial requests ONLY. Please fill out this form completely, or your request may be delayed.  You will receive confirmation of receipt, and Maintenance/Custodial staff will follow up for scheduling. Confirm All Emergencies (Alarms - Fire - Spills - Water) first to RAY ROTTER at 605-367-5289 or 605-201-2371
Email: ray.rotter@sduniversitycenter.org
	Name  
	Bldg/Room for Svc. 

	Dept.   
	

	Phone  
	Date Requested 

	Email  
	Priority 1-10. (10 = Top Priority)  

	Are you Staff, Faculty, Student or Visitor?



	Category of Request: 
Please check all that apply from the following categories.  Provide details of your request in space below. 

	General Maintenance
	

	  Door Locks Issues
	  Replace Lamps

	  Restroom Issue
	  Pest Control

	  Electrical 
	  Other General Maintenance

	
	

	HVAC (Heating, Ventilation, Air Conditioning)

	  Electrical
	  Plumbing 

	  Room too hot
	  Room too cold

	  Water leaks
	  Other Mechanical

	
	

	Renovations
	

	  Carpeting
	  Painting

	  Tile/carpet
	  Case Work

	  Other Renovations
	

	

	Date Work Completed.   
	Completed By.

	
	


Detailed Job Request:
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