NEWNHAM COLLEGE
PROFORMA TO REQUEST MAINTENANCE / REPAIR Version 4
Please complete to request maintenance / repairs and e-mail to maintenance@newn.cam.ac.uk 
If you have an emergency situation e.g. you smell gas or there is a major flood, contact the Porters Lodge immediately on one of the white emergency phones or ring 01223 335 700
	Your Name:
	…
	Date of request:
	…

	Contact Email:
	…
	Contact Mob/Tel:
	…

	Location of request:
	…                                                                                             i.e. Hall / House / Block / Rm No.

	Details of the request:
	…

	Your request may require a member of the College Staff or an external appointed contractor to enter your room. We will aim to respond quickly to your request and we shall assume that you are happy for a maintenance operative to visit your room during the working day (Monday to Friday: 9am – 5pm) unless you state otherwise below: …

	Is this a new or repeat or ongoing problem? 
Please state in the box on the right:    NEW -  REPEAT -  ONGOING
	


Please be aware that these request proforma’s are only received during normal office hours (Monday to Friday 8am - 4pm).  If they are emailed at any other time they will not be dealt with until the Maintenance Office is open again. If your request is very urgent & outside of normal office hours please make your request in the maintenance book held at the Porters’ Lodge. 

Office Use Only:
Priority:
                    (                                                                                         Comments: 
	Immediate
	
	

	Next 2 days
	
	

	Next week
	
	

	Within Month
	
	

	Next 6 months
	
	

	Long term plan
	
	


Ticket Issued to:                 (     Date Issued:    Date Completed:                                 Comments: 
	Malcolm Coe
	
	
	
	

	Marcus Delph
	
	
	
	

	Richard Jackson
	
	
	
	

	Andy Minor
	
	
	
	

	Barry Thorpe
	
	
	
	

	Darren Clough
	
	
	
	

	John Folbigg
	
	
	
	

	External Contractor
	
	
	
	


