
CITIZEN SERVICE REQUEST FORM INSTRUCTIONS 
 

SERVICE REQUEST TICKET PROCESS 

♦ Select the appropriate department from 
the drop-down menu 

♦ Fill out ticket and submit 
♦ Ticket will automatically be sent to a 

City employee for assignment 
♦ You will receive a status email upon 

assignment of the request if you chose to 
provide your email address when you 
filled out the form 

♦ You will receive notification of 
completion of request by email  if you 
chose to provide your email address 
when you filled out the form 

FILLING OUT A SERVICE REQUEST TICKET 

 
Citizen Service Request Ticket Form 

 Contact Info – Please fill in your name 
and email address as a minimum.  The 
remaining contact fields are optional.  
Checking “Include in Updates” will cc this 
contact on all update emails regarding the 
status of  this ticket. 

 

 
 

 Information on the issue you are 
reporting – Select the category and type of 
request using drop-down selection boxes. 
Additionally, you can state the priority of 
the request and the date needed.  If you 
cannot find or decide on which category or 
type, select “other” from the pull-down. 

 
 

 Summary and details of the issue – 
Now describe the issue or request.  In 
Summary, type in a short sentence on what 
you are asking for, then more information in 
the details field. Be as specific as possible, 
include any details or relevant information 
that may be helpful to City Staff to assist 

you with your request.  The more specific 
the information, the faster the issue will get 
resolved.  

 
 

 Attachments – You may attach a picture 
file to the ticket by using the “Add 
Attachment” button.  
 

 Submit ticket – Once you have 
completed the ticket, hit Submit. This will 
route the ticket to the appropriate City Staff  
for assignment. 
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