
[Date] 

[Tenant Name] 

[Tenant Address] 

[Unit Number]  

Subject: Update to Maintenance Request Procedures 

Dear [Tenant Name], 

We are writing to inform you of a change in the way maintenance requests are handled for your 

property. To ensure that all repairs are addressed efficiently and tracked accurately, we have 

updated our maintenance request procedure effective [Start Date]. 

New Procedure Details: 

• Online Portal: Please submit all non-emergency requests through [Website URL/App 

Name]. 

• Email: You may also send requests to [Email Address]. 

• Phone: For urgent matters during business hours, call [Phone Number]. 

Emergency Requests: 

In the event of an after-hours emergency (such as flooding or total loss of heat), please contact 

our 24/7 emergency line at [Emergency Phone Number]. 

Required Information: 

When submitting a request, please include your name, unit number, a detailed description of the 

issue, and whether we have permission to enter the unit if you are not home. 

Thank you for your cooperation as we work to improve our service. 

Sincerely, 

[Your Name/Property Manager Name] 

[Company Name] 

[Contact Information]  


