SJRE Management, Inc.

Repairs & Documentation Guide

A simple guide for documenting habitability problems and creating a clean record for follow-up.
What to document

o Leaks, mold, pests, broken locks, unsafe wiring, no heat, no hot water, or other serious problems.
e The exact room or area affected.

e How the problem impacts daily living, safety, or health.

Best evidence to collect

o Wide photos and close-up photos taken on more than one day if the issue continues.
o Copies of written repair requests and all responses.

o Names of staff, vendors, or maintenance workers who visited.

e A written log with dates, times, and outcomes.

Helpful follow-up habits
o Use emalil or text when possible so the date is captured automatically.
o Stay factual and polite in your messages.

e Save everything in one folder on your phone or computer.

Educational information only. This handout is not legal advice. For direct help, contact SJIRE Management, Inc. at
cjusten@sjregroupinc.com.



