
 
WORK ORDER REQUEST 

 
As is stated by law (RCW 59.18.070), tenants must request work orders in writing.  Your request will be reviewed 
and the appropriate response will be scheduled. This work order request does not mean a repair will occur if it is 
deemed that the repair is your responsibility. If you do not see a repair or hear from this office regarding your 
request, you are welcome to call the office for an explanation, Please refer to your lease and security deposit 
agreement for repairs that will be your financial responsibility. 
 

The Landlord Tenant Law states the response lime for your repair request is: 
24 hours for no hot or cold water, heat or electricity, or for a condition imminently hazardous to 
life. 
72 hours for repair of refrigerator, range and oven, or a major plumbing fixture supplied by 
landlord. 
10 days for all other repairs. 

 
In case of a true emergency after hours, call Grassi for any heating/cooling emergencies (509-529-9700) or 
Chris Johnson Plumbing for plumbing emergencies (509-520-5022). 

 
Please give all of the following information: 
 
Address:_____________________________________________Unit#_______________ Date:_____________ 
 
Name: _________________________________________ Email__________________________________ 
 
Phones:  Cell__________________________.Home:____________________ Work: _____________________ 
Please circle the best number to reach you during the day. 
 
Nature of work requested (provide as much detail as possible-see "Details" sheet): 
 
___________________________________________________________________________________________ 
 
___________________________________________________________________________________________ 
 
___________________________________________________________________________________________ 
 
(Please check ONLY one)   Permission to enter:  OR   Call for appointment:  
If an appointment is required, please check the day(s) most convenient. Please also check AM or PM. If you miss 
your appointment, you will be charged for one hour of the contractor's time. 
 

MON.  TUES.  WED.  THURS.  FRI. 
 

AM  or  PM 
 

Should your appointment be bumped for an emergency, we will reschedule your appointment. 
 
Phone 509-526-7368/Fax 509-529-0728 Mail: 20 E.Poplar, Suite 204B, Walla Walla, WA 99362 
 
For Office Use Only: 
 
Received by:__________________ Date Received:_____________ Time Received:________ 
 
Method of Receipt:_______________________________ Assigned to:_______________________________ 
 
  



Details Needed for Work Orders 
 

Washer/Dryer: Is water leaking or running onto the floor? 
If yes, have you checked to ensure the drain hose is properly placed in the 
drain 
pipe? 
Is there no water at all? If so, have you checked to be sure the hot and cold 
faucets 
are turned on? 
If unit isn't turning on have you checked the circuit breaker? 
Have you cleaned the lint filter? 
 

Plugged Drains: What caused the plug? 
Have you tried a drain cleaner? 
Have you tried a plunger? 
 

Outlets: Have you checked the circuit breaker? 
Have you pushed the reset button on the GFI plug? 
 

Heating/Air Conditioning: Is air coming put of unit? 
How long has this been occurring? 
Have you changed the filter? If yes, when? 
Does the thermostat seem to be working properly? 
Have you checked the circuit breaker? 
 

Garbage Disposal: Is it plugged? 
Does it hum or make any sound? If yes, what kind? 
If no sound at all and ~he unit isn't coming on, have you checked the circuit 
breaker and 
pushed the reset button? 
Have you used the Allen wrench? 
 

Garage Door Openers: Do the doors open using the wall button? 
If the doors open using wall button, does the remote work? 
 

Dishwasher: Is the water entering? 
Is the unit cycling properly? 
If unit isn't turning on at all, have you checked the circuit breaker? 
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