MAINTENANCE REQUEST FORM

NON URGENT MAINTENANCE REQUESTS BY THE TENANT WILL NOT BE DONE UNLESS IN WRITING AND DELIVERED IN PERSON TO REAL ESTATE WITH RECEIPT GIVEN.

FOR PROPERTY AT: _________________________________

q
URGENT REPAIR 
Urgent repairs will be attended to immediately; (please circle one of the listed below) 

burst water service, dangerous electrical fault, blocked toilet, flooding, serious roof leak or gas leak, storm or fire damage, failure or breakdown of electricity or water or essential service, or any fault or damage that causes the premises to be unsafe or unsecure
q
NON URGENT REPAIR (all other repairs, other than those listed above).


The tradesman will gain access to the property as per your instructions below

ACCESS INSTRUCTIONS (Please tick one)

q
Phone first, if we are not at home tradesman can use master key. Preferred by tradesperson
q
OK for tradesman to use key but tradesman must try and contact us first. 

q
By appointment only. We understand there may be delays by the tradesman to gain access
Your Name____________________________


Your Phone (Home)____________________(Work)________________(Mobile)


REPAIR/S REQUIRED ————————————————————————————————————————————————————————————————————————————————————————REASON FOR REPAIR (IF APPLICABLE)—————————————————————————————————————————————————————————

-------------------------------------tear off here-------------------------------------------

Tenant Receipt of Maintenance Request Advice




Received 



Repairs required


_____/____/_____

Date request received at 

Office  

Office use		Special Instructions 							Tradesman_______________





Date Given_______________





Date Completed___________





IMPORTANT NOTE!


When Requesting Repairs, please complete repairs required summary at bottom of page for your receipt!





Office stamp to be placed here as proof received





____________________________________________________________________________________________________________________________________________________________________________________








