
Routine Maintenance Request 

Date: [Insert Date] 

To: [Facility Manager's Name] 

From: [Your Name] 

Department: [Your Department] 

Contact Information: [Your Phone Number/Email] 

Subject: Routine Maintenance Request 

Dear [Facility Manager's Name], 

I hope this message finds you well. I am writing to request routine maintenance for the following 

facilities: 

• [Facility Name/Area 1] - [Description of required maintenance] 

• [Facility Name/Area 2] - [Description of required maintenance] 

• [Facility Name/Area 3] - [Description of required maintenance] 

These maintenance needs have been observed over the past few weeks and require attention to 

ensure that our facilities remain in optimal condition for use. 

Please let me know if you need any further details or if there is a specific procedure I should 

follow to process this request. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 


