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MECHANIC WORK REQUEST

Incident Name	Incident Number 	

OWNERSHIP:	Government	[	]   Private [	]	Owner's Name  	

EQUIPMENT:	General Description 	

E-Number	License Number  	

DESCRIPTION OF WORK

|	|
|	|
|	|
|	|
|	|
|	|
|	|
|	|
|	|
|	|
|	|
|	|
|	|
|	Hours Worked 		Cost of Parts 		|
|	|

MECHANIC REMARKS

|	|
| Probable Cause:	Normal Wear	Incident Damage 		|
|	|
| Cause or Circumstance:	|
|	|
|	|
|	|
|	|
|	|
|	|
|	|
|	|
|	|
|	|
|	|


Contractor Signature	Mechanic Signature	Date



Original to Finance	Copy to Contractor
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1. This form is to be completed by the mechanic providing the service, with the original being turned into the Procurement Section in finance and a copy to the Contractor. Any invoices for purchases supplies/parts are to be attached.

2. Incident name and number, self-explanatory.

3. Ownership: Check the appropriate box; if privately owned, include the owner's name.

4. Equipment: Provide a description of the equipment being repaired, such as: " blue 1985 Ford 3/4 Ton 4X4" or "Stihl 056 chainsaw."

(a.) Be sure to include the E-number for private equipment; otherwise, we may be working on every vehicle in the county. This number is also very useful in identifying the owner/contractor to determine financial responsibility.

(b.) Also include the vehicle license number (preferred) or other identification numbers.

5. Description of Work: This box is used to describe the service provided and should include a list of parts installed. For example, "drove to site of stalled tender, installed rebuilt alternator (provided by owner), new V-belt. Replaced battery and hold-down. Also replaced a bulging radiator hose and 2 gallons antifreeze.

(a.) Be sure to include any travel time required to obtain parts or getting to and from the work site.
[bookmark: _GoBack]
(b.) Include the cost of all parts and supplies that are provided by the Government. DO NOT include cost for items supplied by the Contractor.

6. Mechanic Remarks: Check the appropriate cause, whether in your opinion the damage/breakdown was "normal wear" or damage related to conditions on the incident.

Provide a brief statement of the apparent cause, if any. For example, "Tender was regularly crossing kelly bumps, battery hold- down broke and battery landed upside-down on alternator. Apparently burned out the diodes. "Radiator hose was just old."

7. Obtain signature of the owner or operator and mechanic signs and dates as well.
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