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Property repair and maintenance history
Complete the blank pages for one retrieval question. Retain original references and distinguish offered scope, agreed work, recorded activity and a current observation. A missing search result does not prove no earlier work occurred. Select information appropriate to the purpose and recipient.
1. Define the search
Question to answer: _______________________________________
Searcher / search date: _______________________________________
Address / postcode / Site reference: _______________________________________
Unit / floor / room / elevation: _______________________________________
Date range and uncertainty: _______________________________________
Search terms / earlier descriptions: _______________________________________
Systems or record holders to check: _______________________________________
2. Customer / Site / work map
	Customer / requester
	Site and exact area
	Separate work reference
	Relationship / source

	[Name / reference]
	[Property + area]
	[Work reference]
	[Actual relationship / evidence]

	[Name / reference]
	[Property + area]
	[Work reference]
	[Actual relationship / evidence]

	[Name / reference]
	[Property + area]
	[Work reference]
	[Actual relationship / evidence]

	[Name / reference]
	[Property + area]
	[Work reference]
	[Actual relationship / evidence]


3. Search log
	Source / terms / range
	Result and reference
	Question answered / limit
	Missing item / owner

	[Actual search]
	[Match or none in this view]
	[Supported finding]
	[Next retrieval responsibility]

	[Actual search]
	[Match or none in this view]
	[Supported finding]
	[Next retrieval responsibility]

	[Actual search]
	[Match or none in this view]
	[Supported finding]
	[Next retrieval responsibility]

	[Actual search]
	[Match or none in this view]
	[Supported finding]
	[Next retrieval responsibility]

	[Actual search]
	[Match or none in this view]
	[Supported finding]
	[Next retrieval responsibility]




4. Evidence timeline
	Date / event type
	Source and area
	What it establishes
	Open question

	[Report / offer / agreement / work / query]
	[Reference + property area]
	[Supported statement]
	[Unresolved detail / reviewer]

	[Report / offer / agreement / work / query]
	[Reference + property area]
	[Supported statement]
	[Unresolved detail / reviewer]

	[Report / offer / agreement / work / query]
	[Reference + property area]
	[Supported statement]
	[Unresolved detail / reviewer]

	[Report / offer / agreement / work / query]
	[Reference + property area]
	[Supported statement]
	[Unresolved detail / reviewer]

	[Report / offer / agreement / work / query]
	[Reference + property area]
	[Supported statement]
	[Unresolved detail / reviewer]

	[Report / offer / agreement / work / query]
	[Reference + property area]
	[Supported statement]
	[Unresolved detail / reviewer]


5. Current context and selected sharing
☐ Current requester and relationship checked
Basis / open question: ______________________________
☐ Current work contact confirmed independently of past history
Basis / open question: ______________________________
☐ Access arrangement for any new attendance reviewed
Basis / open question: ______________________________
☐ Approval-authority question routed appropriately
Basis / open question: ______________________________
☐ Evidence selected for the actual recipient
Basis / open question: ______________________________
☐ Private notes and unrelated Customer records excluded
Basis / open question: ______________________________
☐ Technical interpretation assigned where needed
Basis / open question: ______________________________
6. Retrieval summary
Earlier scope and exact area: _______________________________________
Recorded outcome / source: _______________________________________
Relationship to the new request: _______________________________________
Evidence gap / person obtaining it: _______________________________________
Reviewer / date: _______________________________________
Selected attachments / recipient: _______________________________________


Worked search: two rear-wall areas
Training example. A new request for loose pointing above the first-floor rear window at 18 Alder Lane is initially remembered as the same "wall repair" carried out earlier. Search the property reference and compare actual areas. Replace these exercise references with your own records in the blank form.
	Customer / Site / work
	Actual context

	Willow Management / SITE-AL18 / WORK-AL01
	Earlier agreed ground-level patch beside rear door

	Willow Management / SITE-AL18 / WORK-AL02
	New request above first-floor window; coordinator changed


	Date / event
	Reference / area
	Supported finding
	Limit

	12 February 2025 / agreed scope
	SCOPE-AL01 v2 / rear door
	Selected ground-level patch defined
	Does not cover all rear-wall areas

	20 February 2025 / work note
	NOTE-AL01 + PHOTO-AL01 / rear door
	Selected repointing recorded
	Read scope and photograph together

	21 February 2025 / billing
	INV-AL01 / "masonry repairs"
	Billing reference found
	Broad label does not identify full scope or current condition

	1 October 2026 / request
	REQUEST-AL02 / first-floor window
	Different area reported
	Cause / remedy need appropriate assessment


Example summary
Earlier agreed scope concerned the ground-level patch beside the rear door. Current request concerns the area above the first-floor window. Earlier scope, attendance note and photograph located. Assessment of the current condition remains needed. Confirm the new coordinator and any attendance separately from historical contacts.
Retrieval exercise
Which source defines the earlier area?
Your answer: _______________________________________
Why is Invoice wording insufficient on its own?
Your answer: _______________________________________
What remains for assessment?
Your answer: _______________________________________
What current-contact check is needed?
Your answer: _______________________________________
External records and privacy guidance
Building-control searches concern the approvals and documents held through that route, not all maintenance. Check the relevant authority and requested record. Review appropriate access and sharing before supplying personal or Customer information.
Hounslow Council example: https://www.hounslow.gov.uk/building-control/building-control-property-history-search
ICO principles: 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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