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Emergency General Work Orders 

Office Tech II dispatches to 
appropriate Trade Technician 
immediately. 

Office Tech II reviews and 
approves Work Orders in the 
Request Line, ACT 100 
Maintenance Work Order System.   

Print Work Order 

Work Order is entered into ACT 
1000 system as an emergency and 
with a notation of the date and 
Trade Technician called.  

 
Routine and Emergency Work Orders 

Print Work Order 

Place in appropriate Trade 
Supervisor’s in Box. 

Supervisor reviews for accuracy 
and puts in dispatch Trade 
Technician’s box for completion. 

When Work Order is complete, 
Trade Technician returns to Trade 
Supervisor with labor hours and 
materials listed. 

Trade Supervisor reviews for 
accuracy.  

Trade Supervisor approves Work 
Order and returns to Office Tech II 
to input labor and materials in the 
ACT 1000 system to close out. 

Place in appropriate Trade 
Supervisor’s In Box 

Trade Supervisor assigns Work 
Order to Trade Technician. 

When Work Order is complete, 
Trade Tech returns to Trade 
Supervisor with labor hours and 
materials listed. 

Trade Supervisor reviews for 
accuracy.  

Trade Supervisor approves Work 
Order and returns to Office Tech II 
to input labor and materials in the 
ACT 1000 system to close out. 


