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South Plains Community Action Association, Inc.

Head Start and Early Head Start Program

P.O. 610, Levelland, TX 79336

(806) 894-2207 / Fax (806) 894-2765 
Email:  Robert.whitfield@spcaa.org 
Cell phone #:  806.893.8745

Work Order/Service Request

1. Identify work needed and contact information 
	Site Name:
	
	Request Date:
	

	Site Address:
	

	Telephone #:
	
	Fax #:
	

	Requested by:
	
	Approved by:
	


Type of Service Requested:

	Electrical
	
	Plumbing
	
	Heating/AC
	

	Move
	
	Clean-up
	
	Repair
	

	Playground
	
	Roof
	
	Other
	


Description of Service: 

	









2. Maintenance/Transportation Manager Action:

	Date scheduled to be completed:
	Reschedule date if needed:

	Assigned to Maintenance Tech:  Y    N
	Name:

	Parts/Supplies needed:      Y     N
	Parts/supplies:

	Contracted to another vendor:   Y    N
	Vendor Name:

	Notes:  



3. Completion Notes:
Signature of Requestor ________________________________________________ Completion Date ___________
                                                                                         (To indicate work is complete)
Signature of Person completing the work   _________________________________ Completion Date: ___________
If vendor completed the work, is invoice attached:  ___ yes   ____ no 

Requestor submits completed work order and vendor invoice (if applicable) to Robert Whitfield:  __ yes __no 

Rev.8.21.0808








