Maintenance Request Form

Dear [Maintenance Team/Manager's Name],

| am writing to submit a maintenance request for my unit located at [Unit Number/Address]. The
details of the issue are as follows:

Maintenance Issue:

[Describe the problem briefly, e.g., leaky faucet, broken heater, etc.]

Location of Issue:

[Specify the location within the unit, e.g., kitchen, bathroom, etc.]

Preferred Contact Time:

[Indicate your preferred times for maintenance personnel to contact you or visit the unit.]

Please let me know if further information is needed. Thank you for attending to this matter
promptly.

Sincerely,
[Your Name]

[Your Contact Information]
[Date]



