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Repairs and Maintenance Request Form 

NOTE: Any repairs and maintenance requests MUST be made in writing, using THIS form. 

The form must be completed entirely in order for us to action it. 

Step 1: If the problem is urgent, call/email the landlord straight away before going onto Step 2 

Step 2: Complete ALL sections of this form, initial where indicated and sign and date at the bottom 

Step 3: Send the completed form to the Landlord via email or post 

Property Address: …........................................................................ 

Your Contact Information that you authorise to be given to tradesmen for access and arrangement of 

repairs.  

First and Last Name: ...................................................................... 

Email Address: …............................................................................ 

Contact number: ….................................. 

If you want to be home when tradesperson attends you will need to arrange this directly with the 

tradesperson whom we refer to you and you will be liable for any no show callout fees etc INITIAL 

HERE............ to indicate your agreement and preference. 

If you do not care to be home when the tradesperson attends and would like us to arrange access for 

the tradesperson INITIAL HERE............ to indicate your preference. 

Issues: Clearly describe the Repair or Request for Maintenance below.  

1.  
 

2.  
 

3.  

 

 

If you have more than 3 issues, please complete them on a separate form. 

NOTE: You confirm you have done everything reasonably possible to repair the problem and have not 

done anything to worsen the problem, including following any user manuals supplied at the property, if 

not you may be liable to pay for any  invoices. INITIAL HERE ............ to indicate your agreement 

If you do not keep an appointment made with a tradesperson and the landlord is charged a fee or 

invoiced for the tradesperson's time you will be responsible for paying the fees if any. INITIAL HERE 

............ to indicate your agreement 

 

Signed: …....................................................... 

Tenant's Name: ….......................................... 

Date: …....…............... 
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