
Work Order # _______ 
Anniston City Schools 

 
Work Order Request Form 

(one request per form)  
 

Date: ____________________________________________________ 
 
Location: _________________________________________________  
 
Requestor: ________________________________________________ 
 
Detailed description of work needed: _________________________________________  
 
________________________________________________________________________  
 
________________________________________________________________________  
 
________________________________________________________________________  
 
Assigned to: _______________________________________________ 
 
Date:  ____________________________________________________ 
 
Time started: ______________________________________________ 
 
Truck Mileage:  ____________________________________________  
 
Time Finished: ____________________________________________ 
 
Action Taken:  ____________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
 
Parts needed: ______________________________________________ 
 
 Completion: _______________________________________________ 
 
Signature of maintenance personnel: ___________________________ 
 
Signature of requestor:  ______________________________________ 
 
Work orders by email only 


