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Property maintenance contact checklist
Select contacts for the actual work and communication purpose. A contact, access role or email address does not establish approval authority. Review recipients and selected information before sending; this worksheet does not change an agreement, redirect reminders or grant record access.
Customer / reviewed billing arrangement: _______________________________________
Property / unit / Site reference: _______________________________________
Work reference / requested repair: _______________________________________
Prepared by / review date: _______________________________________
1. Role matrix
	Purpose
	Selected person / route
	Relevant property / work
	Confirmation basis / open question

	Work coordination
	[Actual selection]
	[Specific coverage]
	[Source, date and question]

	Access for attendance
	[Actual selection]
	[Specific coverage]
	[Source, date and question]

	Approval route to review
	[Actual selection]
	[Specific coverage]
	[Source, date and question]

	Quote recipient
	[Actual selection]
	[Specific coverage]
	[Source, date and question]

	Invoice recipient
	[Actual selection]
	[Specific coverage]
	[Source, date and question]


2. Selections before the next message
☐ Work contact confirmed for this repair
Evidence / owner of open question: ________________________
☐ Access arrangement reviewed for the particular attendance
Evidence / owner of open question: ________________________
☐ Approval route established through appropriate agreement process
Evidence / owner of open question: ________________________
☐ Document recipient deliberately selected
Evidence / owner of open question: ________________________
☐ Relevant information selected for this purpose
Evidence / owner of open question: ________________________
☐ Private notes and unrelated Customer records excluded
Evidence / owner of open question: ________________________
☐ Team has current work-pack contact details
Evidence / owner of open question: ________________________


3. Contact-change review
What changed / source / date: _______________________________________
Old role and selection: _______________________________________
Proposed replacement and actual coverage: _______________________________________
Person reviewing affected records: _______________________________________
	Affected record / message
	Current selection
	Review / action needed
	Outcome / owner / date

	Open work
	[Actual recipient or work contact]
	[Confirm replacement or retain existing selection]
	[Actual review result]

	Planned attendance / work pack
	[Actual recipient or work contact]
	[Confirm replacement or retain existing selection]
	[Actual review result]

	Draft or prepared Quote
	[Actual recipient or work contact]
	[Confirm replacement or retain existing selection]
	[Actual review result]

	Issued Invoice / selected copy
	[Actual recipient or work contact]
	[Confirm replacement or retain existing selection]
	[Actual review result]

	Future reminder / delivery
	[Actual recipient or work contact]
	[Confirm replacement or retain existing selection]
	[Actual review result]


Preserve issued documents and historical delivery details. A changed default contact does not prove that existing work or future messages use the replacement. Record the actual recipient review through the relevant process.
4. Outstanding responsibility
Question remaining: _______________________________________
Person obtaining confirmation: _______________________________________
Relevant record to update: _______________________________________
Team / recipient to inform: _______________________________________
Next review date: _______________________________________


Worked example: agent-managed cupboard repair
Willow Management requests work at Flat 2, 18 Alder Lane, reference WORK-AL02. The actual Customer and billing arrangement are reviewed separately. The rows below demonstrate distinct communication purposes; they do not assert approval authority from a title.
	Purpose
	Person / route
	Coverage
	Basis / question

	Work coordination
	Morgan
	WORK-AL02 / Flat 2
	Agent-confirmed coordination arrangement

	Access
	Lee
	Selected attendance at Flat 2
	Entry and availability still to confirm

	Approval route
	Property representative via Morgan
	Proposed adjustment only
	Authority / response process to establish

	Quote delivery
	Selected work recipient
	Specific offered version
	Office selects through actual offer process

	Invoice delivery
	Accounts
	Reviewed billed Customer
	Billing route selected independently of access


Change example: Rowan replaces Morgan
	Affected item
	Review question
	Recorded next responsibility

	Open repair
	Does Rowan coordinate this existing work or future requests only?
	Office obtains confirmation from agent

	Attendance pack
	Does access still use Lee? Has the team received the revised work contact?
	Scheduling reviewer confirms both selections

	Prepared Quote
	Which recipient should receive the selected version?
	Offer reviewer selects recipient before delivery

	Issued Invoice
	Does Accounts remain the reviewed recipient?
	Preserve original document; review selected further delivery

	Future reminder
	Has the actual delivery recipient been reviewed?
	Do not assume directory update redirects the message


Short rehearsal
Who needs the entry details?
Answer: _______________________________________
Who should review a proposed price adjustment?
Answer: _______________________________________
Which existing selections need checking after a coordinator leaves?
Answer: _______________________________________
What information should stay out of the access message?
Answer: _______________________________________
ICO principles guidance: https://ico.org.uk/for-organisations/uk-gdpr-guidance-and-resources/data-protection-principles/a-guide-to-the-data-protection-principles/
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