Maintenance Report

Date: [Insert Date]
To: [Recipient Name]
From: [Your Name]

Subject: Maintenance Report for Building Repairs

Building Details
Building Name: [Building Name]
Location: [Building Address]
Report Summary

This report outlines the maintenance issues identified and the actions taken to address them in
the building.

Issues Identified
1. Issue: [Describe the issue]

2. lIssue: [Describe the issue]
3. Issue: [Describe the issue]

Actions Taken
1. Action: [Describe the action taken]

2. Action: [Describe the action taken]
3. Action: [Describe the action taken]

Recommended Follow-Up
It is recommended that the following actions be taken to prevent future issues:
e [Recommendation 1]

e [Recommendation 2]
e [Recommendation 3]

Conclusion



We appreciate your attention to these matters, and we are committed to maintaining a safe and
functional environment for all occupants.

Best Regards,
[Your Name]
[Your Position]

[Your Contact Information]



