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WORK REQUEST FORM

Any occupants / staff / contractors, prior to requesting any works likely to disturb the building fabric or structure, must complete the work request form.

Section 1 - Staff / Contractor to Complete

	Date:
	Reference / Project No:


	Block:

	Location:

	Start Date:
	Completion Date:

	Proposed Works:

	

	

	

	Contractor:

	Signed By:
	Position:

	Print Name:
	Date:


Section 2 - Management Plan Controller to Complete

	Is the location clearly defined (If NO request further information from tenant)
	YES  (    NO  (

	Proposed plans appended
	YES  (    NO  (

	Is asbestos containing material present in work area (refer current Asbestos Register)
	YES  (    NO  (

	Has contractor been inducted to site and provided sufficient evidence of qualifications / licences.
	YES  (    NO  (

	Risk management consultant advised
	YES  (    NO  (

	Are permits required (if YES state type/s of permits)
	YES  (    NO  (

	Asbestos     (
	Hot Works     (
	Other (nominate)    (
……………………………..

	Asbestos likely to be disturbed:

	Approval to Proceed
	YES  (    NO  (

	Signed:
	Dated:


Original to be retained by the Management Plan Controller

Copy to be retained by Tenant / Instigator of Work Request
	Originator:  
Bill Heath – Property Manager 

	Approved by: 
Leah Atkinson – Chief Financial Officer
	Approved for Intranet Publication: 
4 July 2013


	Controlled Document Number: 
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	Version Number: 
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	Review by: 
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