
Maintenance/Custodial/Grounds Request Form   

Richmond County Public Schools 

Maintenance Request: 

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________ 

From: ______________________________ Date ____________ 

 Principal/Asst Principal/Director/ Administrator: (Date/Time) 

_____________________________  Custodian_______     Maintenance_______(Send 

maintenance requests to Mrs. Rice. Mr. Forrest will pick up requests from Mrs. Rice.  

Central Office Review/Assignment (Janet Rice)  Request Number       ________       

Date   ________         

 

Maintenance Dept Action taken 

______________________________________________________________________

______________________________________________________________________

____________________________________________________________________ 

Hours worked and cost in parts/materials/receipts attached 

______________________________________________________________________

______________________________________________________________________ 

Date Req Rcvd: _______________  Date Work Began:________ 

Date Work Comp: ____________________  Return form to Mrs. Rice.   

Remarks: 

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________ 

Validation of Completion: 

Principal/Asst Principal Date/Time: ___________________________________ 

Asst. Superintendent Review Date/Time _______________________________ 

Superintendent Review Date/Time____________________________________ 
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