Maintenance Request
ALL maintenance requests (other than emergencies) must be submitted in writing on this form.  Mail, fax or email attachment is acceptable.  If approved, your request will be assigned to a repair vendor.  That vendor will call you within one week to schedule the repair.  Scheduled hours are 8:00 to 4:30.  You may make arrangements to leave a key for the vendor, or if you must be present for the work to be done, the vendor will give you a four-hour time frame for the repair.  There is a $50.00 fee if no one is at home for the appointment to let the vendor inside the unit.  If you have not heard from the vendor within one week, please call the office.

Pets MUST be restrained during the time of the maintenance.

Date:  ________________________

Tenant Name:  ____________________________________________________






Please Print

ADDRESS:  ______________________________________________________

HOME PHONE:  ________________________ 
CELL PHONE:  _________________________
WORK PHONE:  ________________________

Best Time to Call:  _______________________

Tenant Signature:  __________________________________________________
REPAIR(S) REQUESTED:  PLEASE BE AS SPECIFIC AS POSSIBLE:
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Smith Realty Salinas, Inc. * 911 Padre Drive, Salinas, Ca 93901 * 831-751-9600 * 831-751-9669 Fax
