Facilities Work Order Checklist 
Please understand that the submission of the work order DOES NOT GUARANTEE acknowledgement by the Maintenance Department. A conversation must also take place with the Maintenance Staff at 215-412-7101 *531 to review and confirm the details you’ve requested. In addition, Maintenance will show you where the lighting controls are located.
The Maintenance staff will also review with you, the following checklist of items to be completed prior to your departure from the property:
 ___ 	Doors are NEVER to be propped open. 
[bookmark: _GoBack]___ 	If your event is scheduled in the:
 Gym or School classrooms, turn off ALL LIGHTS, including the Gym, Lobby, Classrooms, Bathrooms, etc. 
	 Church, Chapel or Narthex, turn off ALL LIGHTS. 
	 Parish Center, the lights in the meeting rooms are on timers (do not try to reset). 
___ 	Do not attempt to close or open the wall in Redeemer Hall. This should be scheduled through Maintenance with a Work Request.
___ 	Return all the rooms to their original condition
	 Empty trash cans, by taking the filled bags to the dumpster. 
	 Reline the trash containers with new supplied liners. 
	 Sweep, Mop or Vacuum Floors, as needed.
 	 Wipe Down all tables and countertops.
 ___ 	Lock All Doors to the facility used, making sure they are closed tightly.
 ___	When applicable, RETURN KEYS TO PARISH OFFICE DROP BOX before leaving the property, when applicable. 
Please understand that you are to leave the requested facility in the same condition that you found it (or better)! There is no “clean-up” staff to manage the facilities between meetings.. Thank you for your continued support in the preventive maintenance of all of our facilities
