Workflow of College Maintenance Service Requests (For guests only)
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Office Working Hours =[5/ R

Monday to Thursday £ Hf— 2 2 HAPU:
09:30 — 13:00, 14:30 — 17:45

Friday 2ZHf#: 09:30 — 13:00, 14:30 — 17:30

During Office Hours ¥/ \NSRAA

1.

Visit the college office (W22-G042 / W21-G040) for maintenance request.
EFATEEBOR A (W22-G042 / W21-GO40)FE H4E(Z FHEE 20K -

Complete the Maintenance Service Request Form with the assistance from college office
staff via Computerized Maintenance Management System (CMMS).
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The College Office processes the maintenance request accordingly.

Sher = TIF A B B R -

During Non-Office Hours JE&E/\BERTA

1.

Approach the security counter at the college lobby to pick up a Maintenance Request
Application Form.
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Fill out the form as needed and return the completed form to security.
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The security guard shall submit the form to the college office on the next working day.
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In case of emergency, please inform the on-duty security guard directly.
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