
Template letter for initial contact with owners


Insert address
Town
Postcode


Insert date

Dear                   ,

As you may be aware, our building requires some maintenance works to be carried out as a result of (insert reason for works if appropriate, e.g. wear and tear/recent storm damage, etc.).
Carrying out the works will help keep our building wind and watertight and will help keep our building in a good condition.

The required maintenance works are (insert a description of the works) and these works are considered communal to the building.  The title deeds/tenancy management scheme (use whichever is appropriate) set out the responsibility of each owner for communal works and also shows that works can proceed where a majority of owners agree to the works.

To allow the works to be properly assessed, quoted for and instructed a response from you as a joint owner would be greatly appreciated.  It would be helpful if your response could confirm that you are in agreement to the works being assessed by a contractor/surveyor with a view to a number of relevant quotes being provided for our consideration.

Kind regards,



(insert name(s) of sender(s))
 









