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The work order preparation must include the following information:


The date and time: 


In which the work was requested


Date and time of the Inspection when the need for the work was discovered, (or)


The designated date per the Annual Plan. 





2.  Address where work is needed:


Specific unit address 


Office area 


CB Area 


General area of Exterior work





3.  Description of the work to be performed





4.  Urgency 


Normal, 


Urgent, 


Emergency, 


Turnover 


5. Type


CF 


UPCS


HAP,


LCHC


NPW, etc. 





6. Permission to Enter: 	Yes	or 	No 





7. Other pertinent information 


The resident’s phone number


Special need








Standard Operating Procedure: 4-05








F: Public/


