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	Property



	Requested By:

	
	Owner / Tenant


	Date:

	
	Time:

	Phone:
	Mobile:
	Office Key
Yes / No

	Detail of Repair Requested:
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	To be Forwarded to Property Manager for Action

	Actioned By:

	Date:
	Time:

	Repair Authority $:
	
	Discuss with Owner
Yes  / No

	Owner Instruction
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Repairer / Tradesperson Used:
	
	

	
	
	

	
	
	

	
	
	

	Estimated Cost (If Applicable) $
	
	Order No.



	Key Taken By:


	Date Taken
	Date Returned

	Update (If Applicable) 


	
	Yes / No


N.B. Owner must be contacted when there is no Authority for expense, unless it is a health or safety issue. Request to be maintained in “Maintenance Pending” file until invoice received/work completed, then to be filed on the relevant property file.

Maintenance Request Sheet
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