FED WORK ORDER REQUEST

All Work Orders must be received via e-mail from the Building Manager to the FED Work Order Control Clerk unless it is an emergency.  Emergencies are anything that are life or property threatening (i.e. broken pipe, electrical cable sparking, overflowing toilet (flooding-not clogged), etc.).  An emergency situation may be called in to 483-8500 by the person finding the problem.
For information or Prioritization go to the Base FED web page.
The following information is required to ensure there is not a delay in processing the work order into the work queue.

	
	DATE:    
	[bookmark: Date]     

	[bookmark: Buildings]Building:                         or
	[bookmark: Facility]Facility:  

	Location in the Building
	[bookmark: Floor]Floor:      
	[bookmark: Room]Room:       
	[bookmark: Shop]Shop:      

	Type of Problem:
	

	
	

	
	

	
	

	Description of Problem Below:

	[bookmark: Description]     



	Point of Contact  
	[bookmark: PointOfContact]     

	
	

	Work Phone  
	[bookmark: WorkPhone]     

	
	

	E-Mail  
	[bookmark: Email]     


	 

Please e-mail form as an attachment to 
D05-SMB-FEDWORKORDER@uscg.mil
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