								Address




								Date			


Landlord/Letting Agent 
Address




Dear Sir/Madam or landlords name 

RE: REQUEST FOR REPAIRS at (insert address)
	
I am writing to inform you of some repairs that need to be carried out at the above property.

[Describe the repairs needed and include pictures if possible]

[List your concerns e.g. we are worried that if left unattended this problem could cause damage to the property]

Could you please arrange to have this problem  investigated within the next [24 hours for emergencies and those with a Health and Safety risk; 5 working days for urgent repairs that affect comfort and convenience; 14 working days for non-urgent repairs] After which, please inform me in writing what you intend to do  to resolve the matter. 
I’d be grateful if you could contact me on the following number xxxxxx as soon as possible to arrange a time to meet me at the property.  I am available between the hours of XXX and XXX on the following days: list days here. If you fail to investigate my concerns and agree a way forward, I will have no option but to contact the Council’s Private Sector Housing Team to report my concerns. 
I look forward to hearing from you soon.
Yours faithfully / Sincerely

Tenants name 
Include your contact telephone number and email 
