	USD 377 CUSTODIAL REQUEST FORM

	1) Submit this form to your Building Principal.

2) Daily, routine requests will be approved by the Principal and assigned to the Custodian.

3) Anything that requires alteration of the building, a time consuming or major project, or anything that requires additional costs will be sent by the Principal to the Maintenance Supervisor and/or Superintendent for approval.

4) The Custodian is assigned the project by the Principal; if the Custodian cannot complete the request, the Maintenance Supervisor will be contacted.

5) Upon completion of the requested project, the Custodian will sign and return this form to the Building Principal.

6) The Building Principal will have the Staff member sign and date this form after project completion.

7) And the Principal will send a copy to the Maintenance Supervisor.

	STAFF MEMBER
	BUILDING 
	ROOM 
	DATE
	PRIORITY

	     
	     
	     
	     
	     

	Describe the request and include any cost involved below.

	     

	Building Principal Signature
	     
	Date
	     

	Approved  FORMCHECKBOX 

	Not Approved  FORMCHECKBOX 
 Reason
	     

	     

	If applicable
Maintenance Supervisor  Signature
	     
	Date
	     

	Approved  FORMCHECKBOX 

	Not Approved  FORMCHECKBOX 
 Reason
	     

	     

	If applicable
Superintendent Signature
	     
	Date
	     

	Approved  FORMCHECKBOX 

	Not Approved  FORMCHECKBOX 
 Reason
	     

	     

	Signature of custodian/maintenance completed
	     
	Date
	     

	Staff member (when completed)
	     
	Date
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