DEPARTMENT OF MATERIALS

To:

Simon Aldworth

From:



Date:

 

REQUEST FOR MAINTENANCE / IMPROVEMENTS

Staff of the department continue to provide an excellent service maintaining our facilities.  If you think anything needs repair or attention, or need some modifications (including to electric and water services), please use this form and submit it to Administration.

	Your name
	Date

	Your email
	Your telephone

	Your research group leader


	
	Your building and room no.
	

	What needs to be done?

(a brief description)


	

	Further detail (attach drawings if necessary)


	

	What safety factors are involved? Have you made a risk assessment?


	

	Source of funds
	

	Date required, and why
	

	Research group leader’s approval
	


----------------------------------------------------------------------------------------------

For office use:

	Request number
	
	Estimated cost
	

	Comments


	
	Actual start
	

	
	
	Job completed
	


