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Building Maintenance Request 

• Please complete form above blue line and submit to Procurement Manager. 
• Please list as much detail as possible. 

 

Location of Request (please list room number if applicable): 

 
 

Nature of Request: 

 
 
 

 

Requested by:   Date:  
 

 

 

Request Received on: 

 
 

Action taken: 

 
 

 

Request Completed on: 

 
 

Confirmed by:   Date:  
     

 

Further Action Required: 

 
 

 


