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PRIVATE 
	MAINTENANCE REQUEST FORM
	Date: 
	Office use only
Job No; M1/___/__

	
	
	

	Building Name:
	
	Flat Number
	
	Room Number 
	

	Tenants Name
	

	

	Maintenance issue(s):

Please give as much detail as possible of the issue to shorten time taken to allocate the work
	

	
	Contractor can visit to complete work as soon as possible after receipt of this form YES/NO
 I wish to be present when the contractor visits (this will delay work being completed due to arranging mutually convenient timeframe and date) YES/NO
IF THIS SECTION IS NOT COMPLETED, WESTMANOR WILL ASSUME CONSENT HAS BEEN GIVEN TO COMPLETE WORK AS SOON AS POSSIBLE

	Tenant must check the Westmanor website for advice to self-rectify the issue, if possible. (failure to do this may result in a charge)

	Advice given to 

tenants to rectify

issue
	

	If the work has not been completed within the job number category timeframe, namely; A =24 hours, B= 3 Working days and 

C= 7 working days, please call the Westmanor office for an update


__________________________________________________________________________________________

For Office Use Only
Reported to Landlord; Date ______________ Landlord ____________________________  

To be completed by _______________________________ (Use job number category for final completion date)

	Contractor assigned the work
	

	Date Issued
	

	Date completed
	

	Details of action taken to remedy the issue
	

	Any charges liable to tenant
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