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PRIVATE 
	MAINTENANCE REQUEST FORM
	Date:

	
	
	

	Building Name:
	

	
	FLAT:                                                           Room:                       

	

	Tenants details:
	Name:  


	

	Maintenance issue(s):
	

	
	COMPANY POLICY 

PLEASE EITHER RING/TEXT THE TENANT TO LET THEM KNOW AS TO WHEN YOU WILL BE GOING OUT TO THEIR FLAT/HOUSE

	
	

	Comments/Advice given 
to tenant(s) by WPS:
	

	Please confirm whether or not you still require maintenance assistance after trying the above advice.

Delete the statement that is NOT applicable: THEN RESEND
· I have tried the above advice and I no longer require any maintenance assistance

· I have tried the above advice and I still require maintenance assistance

	
	

	FOR OFFICE USE ONLY:
	

	Reported to Landlord:
	

	To be completed by:
	

	PLEASE LET  THE WPS MAINTENANCE TEAM KNOW IF THIS HAS NOT BEEN COMPLETED BY THE DUE DATE

	

	 To be completed by the person (s) who attended site:

	Name of person who attended the job:
	

	Date Issued:
	

	Date completion:
	

	Details of Remedial action / repair carried out:


	Charge to Tenant(s) £


�









