WORK REQUEST
Cinnamon Square Townhome Association

Name

Property Address

Contact Number

E-mail Address

Best Time to Call O Day [0 Evening [0 Other (Specify Time):

Description of Issue
or
Work Requested

(include photos if
available)

Please Note:
e  Work will not be initiated without a formal written request. Please note that work will have to be prioritized with other work
being completed and submitted requests.

e Requests can be submitted to: Property Manager cinnamontownhomes@gmail.com (Best and fastest medium)

Mailed to PO Box 3742, Springfield, MO 65808 In case of emergency 417-894-8500

To be completed by Cinnamon Square Townhouse Association Manager or Maintenance Committee

Date Received

Manager Review O Approved [0 Denied (provide reason)

O Referred to Maintenance Committee

Maintenance O Approved [ Denied (provide reason)
Committee Review

[0 Not Applicable

Communication of 0 In person O By E-mail 0 By Phone O Left Message
Status Back to Date: By:
Requestor

Comments from Requestor:

Scope of Work

Bid(s)
(name & amount)

Contractor
Completing Work

Invoice No. & Final
Amount

Date Work
Completed

Verification

(Description and/or
Photo)



mailto:cinnamontownhomes@gmail.com

