
Maintenance Service Request 

Date: [Insert Date] 

To: [Maintenance Supervisor's Name] 

Company Name: [Insert Company Name] 

Address: [Insert Company Address] 

Dear [Maintenance Supervisor's Name], 

I am writing to formally request maintenance services for [describe the issue, e.g., "a leaking 

faucet in the kitchen"]. The problem was first noticed on [insert date], and it has since [describe 

the progression of the issue, if applicable]. 

Details of the request: 

• Location: [Specify the location] 

• Description of the problem: [Provide a detailed description] 

• Preferred date and time for service: [Insert your preference] 

Please let me know if any further information is required. I appreciate your prompt attention to 

this matter. 

Thank you. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


