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Construction and Buildings Section--Property Repair Procedures
7 #% ] Flow Chart :

T#EEE{EE Download and complete a Repair Request Form
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Download and complete a Repair Request Form from General Affairs Division website. Don’t

forget to write down inventory number, serial number, purchase order number, and your
unit’s code number.
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B2/ Signed and Approved

T REE SR 4EE B A PR E M # 44 (BEMEIE ~ 288 ~ (R{BJ5) - Categorize item
according to type and have all units approve and sign.
MER (EERIRECHR) HEFEHH - HEEE—>RE -
Fill in requested date and reason(s) for repair in the Repair and Maintenance Column of the
Inventory Card, and then make a copy.
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%22 Submit Property Disposal Form

ME-RER K REHIETEEH -
Submit a copy of Inventory Card and a Repair Request Form to the Construction and Buildings
Section.

P Explanation :
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T2 H ould LR HE R i-F & 0 2222 o Some property must be declared as “damaged”
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before being repaired. If it is broken, fill out a Repair Request Form and have it signed. The Inventory Control

Section will contact the vendor to have repairs made.

] «L}«Pﬁg.{: LIS R R R AR A %FF 2P H N R F) (S o P4 A+ B2FEF o Filloutthe

requested date and reason(s) for repair in the Repair and Maintenance Column of the Inventory Card, and then make a

copy.

CHEHAF R ARG E - HERIY AT PR A 2 r}i‘i > Submit a copy of

Inventory Card and a Repair Request Form to the Construction and Buildings Sectlon. This will complete the repair

procedures.

7 T2 P4 A #F %] Category of equipment to be repaired :

1. % %o#f Computer— T etk & 2| Z_~ B & o( bl 2~ FHF LT -4 B2
# ) Checked, approved, and signed by the Information and Network Division (for hosts, monitors, notebook

computers,



printers, and fax machines).
2. T %7 Appliances—F B B SRR T K L o( BT B4 F ¥ k2 A4k ) Checked,

approved, and signed by the Construction and Buildings Section (for fans, air conditioners, and small water dispensers).





