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Work Request 

Staff name: ___________________________________________________________
Work Requested by: ______________________________________________________
Contact phone/email: _____________________________________________________
Date requested: __________________________________________________________
Date and time required: ____________________________________________________
Task importance (please circle):		URGENT	    Normal	           Low

Task details
We are working with some clients on their financial management and ways to improve their profits. One of the cost saving areas identified was resource efficiency.  They have requested for some suggestions to reduce energy use. 
Research on energy efficiency and present the findings in a properly formatted report. Check with your manager for the approximate length of the report and any format requirements from appropriate policy and guidelines of the organisation. 

IMPORTANT
Beware of security issues when searching on the internet. Avoid accessing or downloading from suspicious website. Check with your manager if you are not sure.  






Report prepared by __________________________   Date _______________
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