
Maintenance Request Form 
Help residents report an issue with enough detail for the property team to review. 

For immediate danger, follow local emergency procedures. Send this form to your property team using its published contact method. 

Request reference if known​
[Enter details] 

Date reported YYYY-MM-DD​
[Enter details] 

Your name​
[Enter details] 

Preferred contact email or phone​
[Enter details] 

Property address​
[Enter details] 

Unit or room​
[Enter details] 

Exact location of the issue​
[Enter details] 

When did you first notice it​
[Enter details] 

 
Describe what you can observe and when it happens 
[Enter details] 
  
  
How is the issue affecting use of the space 
[Enter details] 
  
Times you are available to coordinate a visit 
[Enter details] 
Access arrangements to confirm with the property team 
[Enter details] 
Photo or attachment references do not include access codes 
[Enter details] 

For the property team 
Reviewed by and review date​
[Enter details] 

Priority and related work order​
[Enter details] 

Next action and owner​
[Enter details] 

Target response date​
[Enter details] 

 
A submitted request does not authorize entry or repair work. The property team confirms access and the next step. 

 

 

 



 

Keep work and messages together 
Keep the request, assigned work and messages together as the job changes. Keep using this template, or explore Hili 
when your team needs a shared workflow. 

Explore Hili 

Template v1.4.0 | Updated October 30, 2026 

License and use notice 
Permission to use and modify 
Copyright 2026 Hili AI Inc. These templates and examples are licensed under Creative Commons Attribution 4.0 International (CC BY 4.0). You may 
copy, modify, and redistribute them, including commercially, under that license. License: https://creativecommons.org/licenses/by/4.0/ 
Credit and scope 
When sharing, retain reasonable credit, the license link and disclaimer notice, and identify changes. Suggested credit: Template by Hili AI Inc., 
https://hiliai.com/, CC BY 4.0; modified by [name] if applicable. The license covers only copyright and similar rights Hili AI Inc. holds, if any. It does not 
claim rights in your entered data, facts, ideas, or other unprotected material. 
Informational use only 
These general planning and recordkeeping aids are not legal, tax, engineering, safety, or other professional advice; contracts; emergency reporting 
services; or compliance certifications. They do not replace qualified judgment, inspections, manufacturer guidance, or applicable requirements. 
Check suitability, calculations, permissions, and local requirements before relying on a template. 
No warranty and limitation of liability 
Materials are provided AS IS and AS AVAILABLE. To the fullest extent permitted by law, Hili AI Inc. and its directors, officers, employees, contractors, 
and contributors disclaim warranties, including accuracy, completeness, fitness, merchantability, and non-infringement, and liability for losses or 
damage arising from use, modification, or inability to use the materials. No outcome is guaranteed. Nothing excludes rights or liability that cannot 
lawfully be excluded. CC BY 4.0 Section 5 governs its warranty and liability provisions. 
Branding privacy and changes 
The Powered by Hili capsule identifies the template source. It does not imply Hili prepared, reviewed, verified or endorsed completed content or 
recorded services. Users are responsible for their changes, entered data and checking suitability. The final Hili page or tab may be removed; keep 
reasonable attribution and the license and disclaimer notices with shared copies, for example in the accompanying Hili-LICENSE.txt file. Hili names 
and logos are excluded from this content license except for source attribution; no other trademark rights or endorsement are granted. Example 
records are fictional. Keep completed records private and share only information you have permission to use. 
License controls 
This notice does not add restrictions to CC BY 4.0. The full license controls: https://creativecommons.org/licenses/by/4.0/legalcode.en. Version 1.1, 
issued 2026-10-29. 
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