Special Events Request Form
Please complete the HVAC request form and forward via email to request HVAC and/or Parking Lot Lights for events outside of normal school hours. The number of requests that can be accepted by the scheduler’s computer is limited, so it would be most helpful for the person entering the schedule into the computer if you would be kind enough to highlight your current entry request.  Also, due to the limited number of schedules that can be entered, only those events that require more than two hours of HVAC will be scheduled in through the EMS.  The override button should be used to accommodate your needs for periods of two hours or less. 

Please write the school or site name in the space provided on the form.  Send the completed form to the following Maintenance personnel: Joe Jackson at Jackjd@fusd.net, Karen Woodall at Woodks@fusd.net and Ana Cruz at Cruzam@fusd.net.  We will keep a record of your request to ensure that your requests are scheduled before the event, while avoiding the risk of overloading the EMS schedule program.
If you have any questions, please call the Maintenance and Operations Department at 357-7520. 

Thank you,
Joe Jackson, Assistant Director
Maintenance and Operations

*HVAC REQUEST FORM*
Site Name:                                                                                   Date submitted:      
Name of person submitting request:                                                Contact phone number:      
**Regarding the HVAC and/or Parking Lot Lights boxes must indicate YES or NO.  If left blank, request will not be scheduled.**
	Room(s)
	Event / Purpose
	HVAC
	Parking Lot Lights
	Start Time
	End Time
	Start Date
	End Date
	Day(s) of the Week

	
	
	
	
	
	
	
	
	

	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     


________________________________________________________________________________________________________________________

For Maintenance personnel only

 Date entered: ________________________           Entered by: _______________________________                                                                                    Revision 07/01/11

