Tenant Maintenance Request
Property and unit: [property name and unit]
Best contact: [phone or email and preferred time]
Describe the issue in your own words. Include where it is, when you first noticed it and whether it is getting worse.
	Location
	When it occurs
	Photo or reference

	[room or fixture]
	[constant, occasional or when used]
	[optional]

	[add entry]
	[add entry]
	[add entry]



What needs attention
[For example, water collects under the kitchen sink when the tap runs.]
Access arrangements
[Preferred appointment windows, pets or access needs.] Confirm permission and entry instructions with property staff through their approved channel.
Office response
Received [date/time]. Reference [request ID]. Next update [date/time].
Urgent situations
Use the property’s urgent contact route for an immediate hazard. Follow local emergency procedures if people are in danger.
Office use
[Callback made, appointment window and assigned work order]




