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Dear Sir/Madam,

RE: 
REQUEST FOR REPAIRS at XXXX
I am writing to inform you of the repairs needed 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]

Please could you arrange to have these repairs carried out 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; 28 working days for non-urgent repairs]
I’d be grateful if you could contact me on the following number xxxxxx as soon as possible to arrange a time for the repair work to be carried out.  
Failure to respond to this letter and complete the necessary work, would result in my concerns being passed to South Gloucestershire Council’s Private Sector Housing Team.

I look forward to hearing from you soon.

Yours sincerely


