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 Tenant maintenance request FORM 
This form may be either:
	· Lodged in person or mailed to Professionals edge hill, (PO Box 635) 120 Collins Ave, Edge Hill 4870

	· Faxed to (07) 4053 3203  OR Emailed to rentals@professionalseh.com.au


All general maintenance must be reported to our office in writing. In order for a repair to be attended to, please complete this form and fax, post, email or deliver to our office. In the event of an emergency repair contact our office immediately! Once we have received the request either our office or a tradesperson will contact you as soon as possible.
	
Property:                                                                                                        Date:          /         /20

	Tenants name (s):

	W:                                                                          H:

	M:                                                                    Email:

	Repairs considered:        FORMCHECKBOX 
 Very Urgent       FORMCHECKBOX 
 Urgent        FORMCHECKBOX 
 Routine        FORMCHECKBOX 
 Preventive maintenance

Repairs requested (for appliances please list make, model number and general appearance):

	

	

	

	

	

	
Access to property:       
 FORMCHECKBOX 
 Use office key: I hereby authorise your office or the tradespeople to enter the pet friendly property 
     with spare keys in order to carry out/inspect the repairs. __________________________/____/20__
                                                                                                                             (tenant signature)                  (date)
 FORMCHECKBOX 
 Tenant will be home on preferred date & time ____ /____ /20   from _____ am/pm to _____ am/pm.

	

	Office use only (Checklist)
	Completed

	· Date received and time received
	_____ /____ /20__ | ______ am/pm

	· Date entered on computer
	_____ /_____ /_____

	· Landlord advised and approval given    Yes/No
	_____ /_____ /_____

	· If NO, tenant and Landlord letters sent
	_____ /_____ /_____

	· If YES, job given to tradesperson:

	· Work Order No. 
	

	· Tenant contacted to inform work order details 
	 FORMCHECKBOX 


	· When invoice received, confirm work been completed
	 FORMCHECKBOX 


	Property manager’s signature:








