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Chapter 1: Maintenance Using a Team Approach
Chapter Overview

In this chapter The table below lists the topics in this chapter.

Topic See Page
Overview of Maintenance 1-2
Developing a Team Approach 1-3
Simple Repairs Anyone Can Do

&
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Overview of Maintenance

Definition of
maintenance

Why
maintenance
is important

Who is
responsible
for property
maintenance

Maintenance refers to the upkeep and repair of property and equipment. It
involves different tasks, including:

make ready services;

daily property, mechanical, and curb appeal inspections;
preventive maintenance services and retrofitting, and;
timely, quality responsiveness to resident service requests.

A good Maintenance Supervisor can save and control ‘ an any
other source. They can do this by proper dig@iRosing & >
part vs. the entire unit. The objective is max
prudent costs. Community Managers can mak
property’s financial condition with increased main »
control or reduction, and a scheduled pre i ance program that

itment and retention of
ians who increase their

Well maintained properties will also 2
skilled maintenance personnel
skill levels and accept great
potentially add greater valu

ork must be done
oach to resolving maintenance issues

ith residents and contractors, and
tand the duties/responsibilities of maintenance personnel.
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Developing a Team Approach

The Although the Maintenance Supervisor or Service Manager typically supervise

manager’s and direct the work of maintenance personnel such as technicians,

responsibility  groundskeepers, janitors, and make-ready technicians, it is the Community
Manager’s ultimate responsibility for the property’s effective functioning
including maintenance operations.

The manager, through leadership communication and example, creates the
environment where everyone is a part of the maintenance program from
taking the service requests from the residents to performipg

What needs to To develop the team approach to ensure a we
be done community manager must:

establish quality standards;
share responsibilities;
value the employees;
set obtainable goals; and
provide training opport
professional developm

ersonnel and encourage

Following are some i ' manager can do.

Emphasize size the team approach are:
the team
approach .

s, saving time and money by getting the work done right
time which means higher resident satisfaction.
ge residents to report maintenance needs promptly before they

w up to make sure repairs were completed and that you have a
satisfied resident.

Continued on next page
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Developing a Team Approach, Continued

Actively seek  Some ways to actively seek input are:
input
o Make a point of speaking with the Maintenance Supervisor or staff every
day. Know what maintenance or repair activities are scheduled for the
day.
e Make sure a discussion about maintenance is part of every staff meeting
—even if it is only a brief update, mention of a new situation or issue or
words of encouragement or praise for everyone’s effort.
e Engage residents in conversations both on the groung
homes.
¢ Develop a network for finding help - us
contractors and vendors.
e Listen, discuss and/or explain specific pro .
e Seek input for possible decisions and timefra Problem is
urgent.
o Respect workloads and schedules
Supervisor to set schedules for g
maintenance work.

Use effective  Some ways to help people
time
management o Work with the

skills i i i ritizing their individual assigned tasks.

Support and Some w3

value
every_one_’s : important part of the team.
contributi Espect for every team member.

ons arise that make people feel uncomfortable, be involved
g an agreeable solution.

Continued on next page

© 2014 National Apartment Association 1-4



Certified Apartment Managers Participant Guide Property Maintenance for Managers

Developing a Team Approach, Continued

Use training Some training opportunities for building a team approach to maintenance
opportunities include:

¢ Encourage and support maintenance staff members to earn the
Certificate for Apartment Maintenance Technicians (CAMT) offered by
the National Apartment Association Education Institute (NAAEI), and
¢ Involve team members in property and apartment home inspections.

In particular, utilize the training offered by NAAEI as pa

with the instructor provided by NAAEI or thro
association sponsorship. The curriculum is the

maintenance professionals or as a e mole’experience
maintenance technician. The purpd i same; to give these

run an effective
maintenance operation. T al courses consisting of
online learning followed b i i gnarios; the five technical
courses consist on h i ollowed by online practice

Inside the Apartment Business” and
technical courses are: Electrical

aintenance experience, successful completion of the seven
d online content noted above, and meeting all examination

her information go to:
www.naahg.org/education/designationprograms.

Continued on next page
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Developing a Team Approach, Continued

Report Some ways you can report results and celebrate success are:
results,

celebrate ¢ Share the results of your service records, such as:
success, and o what went well;

encourage o0 consistent and timely maintenance repairs;

training o potential problems; and

0 preventive measures to prevent similar problems;

o Make time to celebrate and acknowledge the team’s successes and
growth!

e Thank people for their work. It builds trust and mq
encourages loyalty. Everyone needs t

e Support the training necessary to allow
enhance their skills and earn a profession
managers should not make the mistake of no
employees to offsite training becausg t such employees
gone for a few days if it might ma i
shortsighted. Such training will
project correctly the first time sa
maintenance expenses wj
productivity, enhance r:
and finally reduce em
satisfied mainten

members do a
ney, reduce

Esionals, increase

will reduce turnover;
ore capable, personally

The skill standar aintenance skill standards developed by
industry professio tandards provide a framework for
maintena ini the curriculum developed by NAAE| for CAMT.
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Simple Repairs Anyone Can Do

The top Handling service requests from residents quickly and efficiently is always
priority management’s a top priority. Therefore, if everyone knows how to determine
the problem, many service requests can be handled quite easily.

Simple Troubleshooting should always begin with identifying the simple things that
trouble- might be causing the problem, and then moving to the more complex things.
shooting A simple troubleshooting procedure that can be used to diagnose and

complete simple repairs includes:

Step Actj

1 Identify the primary complaint by
the problem(s) being experienced.
2 Locate the possible cause.
3 Fix the problem.

Caution: Make sure eve nds all safety
precautions and has been gly before attempting a
repair.

Common Some common maint

maintenance
and repairs
Problem Solution(s)
Interior door squeaks e Use dry lubricant on
when opened or close hinges.
e Test hinges (by lifting
door).
¢ Inspect gap clearance of
door.
Dirty filter e Check filter
e Installa new A/C
filter.

Continued on next page
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Simple Repairs Anyone Can Do, Continued

Property Maintenance for Managers

Common maintenance and repairs, (continued)

Problem Possible Cause Solution(s)
Glass broken in e Improperly stacked Retrieve large glass
dishwasher. dishes. pieces.
e Dishwasher is Vacuum out the glass
overloaded. particles.

Normal accident.

Leave use and care

Water constantly running
into the toilet bowl.

Tank ball not sealing
correctly.

Flapper worn out or
damaged.

Ball cock leaks.
Chain under flapper.

Garbage disposal not
working.

Refrigerator is silent and
interior light is off.

Loose commode seat.

ck fuse or circuit
aker.

heck outlet plug and

all switch position.

eck outlet and plug.
Check fuse or circuit
breaker.

Replace light bulb.

Inspect and tighten seat.
Replace commode seat.

Inspect clip, replace if
needed.
Reinstall the slat.

© 2014 National Apartment Association
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Chapter 2: The Onsite Manager’s Role
Chapter Overview

In this chapter The table below lists the topics in this chapter.

Topic See Page
A Property Manager’'s Responsibilities 2-2
Setting High Quality Standards
Hiring Maintenance Personnel
Assigning and Evaluating Work
Using a Contractor
The Bidding Process
The Contract
Vendor Management

© 2014 National Apartment Association 2-1



Certified Apartment Managers Participant Guide Property Maintenance for Managers

A Property Manager’s Responsibilities

What you are A Manager’s responsibility for maintenance involves many things. The list
responsible below includes several key areas, but should not be considered all-inclusive.
for
Set a standard for high quality work.
o Keep current with new laws and regulations that impact the property
particularly those relating to safety for residents and staff.
o Keep records and required certificates (occupancy, elevators, swimming
pools, etc) for the property. This includes the Environmental Protection
Agency (EPA) certification for working with refrigera
Pool Operator (CPO) where required.
¢ Understand the maintenance repairs n
local and state requirements are met.
¢ Conduct inspections.
Oversee safety issues and emergencies.
o Work closely with and utilize the skil ance supervisor or

service manager.
o Work with your supervising offi plement preventive
maintenance programs.
e Hire qualified maintenan i ate their performance.
o Know when to use a co fite a job specification and

e Understand basi
Prepare and

Benefits of
maintenance
knowledge

p and inspect workmanship.
nicate better with maintenance personnel, residents, ownership,
ntractors.
trol maintenance expenditures.
¢ Work with your Maintenance Supervisor or Service Manager to manage
the daily maintenance work such as:
0 assigning tasks and prioritizing service requests, and
o estimating cost and time for completion

© 2014 National Apartment Association 2-2



Certified Apartment Managers Participant Guide Property Maintenance for Managers

Setting High Quality Standards

Importance of
setting high
quality
standards

Your behavior

The effects of
high quality
work

Communicate
expectations

One of your most significant responsibilities is to add value to the property.
By setting high quality standards, you ensure that the property is well
maintained and improved. Remember, well-maintained properties attract
and retain residents.

Quality standards include the way you treat others. Your behavior sets an
example for others to follow. Be respectful, ethical and honest.

cific pr@blem and any special
ich room or location the item to be

© 2014 National Apartment Association 2-3
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Hiring Maintenance Personnel

Purpose of Often, the hiring of maintenance personnel is delegated to the Maintenance
this topic Supervisor or Service Manager, but the community manager is ultimately
responsible for employee performance.

The actual hiring process is covered in depth in the CAM Human Resources
Management Course. However, this topic will concentrate specifically on the
technical maintenance job rather than on personnel or legal issues.

Reference: See the Human Resource Management Partigi
additional information.

Job Hiring technicians begins with writing a detaile
description description should clearly detail the work to be p

Reference: See Resource Materials
descriptions.

Examples of The following are skills job description, depending
Maintenance  on the skill level of thg [

Technician
skills

ncluding minor painting
ging light bulbs, testing outlets and switches

and ability to learn new skills
owledge of computer skills

ommunication skills
¢ Organizational skills
o All entry level skills

Continued on next page
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Hiring Maintenance Personnel, Continued

Examples of Senior/Supervisory skills:
Maintenance
Technician
skills,
(continued)

All skills mentioned above
Budgeting skills
Communication skills
Organizational skills
Building codes

Ability to train others

Other In addition to maintenance tasks and skills,
considerations

ability to take/give directions and
administrative skills such as:
0 organizing and prioritizing
o time management
o record keeping
0 communication ski
e professional attit

e o o o o
®
><
S
@
=.
®
-}
3
®
3
S
-
2.
=}
@
=)
=
>
Q
S
3
=1
=
S
Q
~—
o
-

Interviewing
candidates

ce Supervisor and perhaps an
nce Technician conduct the interview and
is often delegated by the Community

ul to use a Maintenance Skills Checklist during the interview to
etermine what skills the candidate has.

Reference: See the Toolbox for a sample of a Maintenance Skills Checklist.

Continued on next page

© 2014 National Apartment Association 2-5



Certified Apartment Managers Participant Guide Property Maintenance for Managers

Hiring Maintenance Personnel, Continued

Checking It is always advisable to check an applicant’s references, criminal
references background, and driving record and to conduct drug testing.

\Y
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Assigning and Evaluating Work

Purpose of Your Maintenance Supervisor will likely oversee daily and routine

this topic maintenance tasks. He or she will know what work is appropriate for specific
individuals. On occasion, you and your supervisor may determine an outside
contractor will be required to do the work. Further discussion about working
with contractors is presented later in the chapter.

Our focus of this topic is to understand how to assess each staff member’s
skills and then match the work with the correct skill set.

Evaluating Overseeing the evaluation of the maintenange team’s

performance  ongoing task. Ask yourself questions such

¢ |s the employee properly assigned work for
experience?

¢ [s the work completed correctly ang

e Are any problems the result of I2e0
performance?

Good record keeping will pr S of information to
evaluate performance.

Reviewing Service requests s to help answer your questions. Part of
and your responsibilities de completing a weekly service

summarizing  request su upervisor. Even if it is not required, it may be
service i s for purposes of:
requests

ervice requests are occurring
of requests received
ho needs service

Continued on next page
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Assigning and Evaluating Work, Continued

Reviewing e average turnaround time for requests
and e status of vacant residences
summarizing o cost of service/repair

service ¢ technician work performance records
requests, e planning maintenance and repairs
(continued) e training and/or adding staff

Contents of a  Service request forms should contain:
service
request form Resident name and address

Date and time of request

Repair or maintenance requested
Permission to enter

Name of service technician assigneg
Description of work completed
Action taken: pre-inspection/wo ired temporarily/parts
replaced/parts ordered
Follow up needed (if an
Estimate of cost incurr
Amount of time sp i ir (ti D and time out)

Some service requ ically provide multiple copies. These
> given to the resident, another copy to

Content dillice request summaries may be maintained for each service
weekly technicigfind for the whole property. This is more easily possible with
service d systems.

request
summary

Continued on next page

© 2014 National Apartment Association 2-8



Certified Apartment Managers Participant Guide Property Maintenance for Managers

Assigning and Evaluating Work, Continued

Contents of a  The type of information for each maintenance technician should include:

weekly

service Name and job title

request Number of service requests completed
summary, Types of work performed

(continued) Total number of hours worked

Space for comments

The type of information for the property should include:

Total number of service requests recei
Total number completed and pending
Total number needing parts
Total number remaining from previous week
Total number of follow-up calls/inspg N
Total number of emergencies hang
Q repaired and completed
Total number of preventive maint8 bmpleted and hours
worked

Reference: See the Too guest summary.

Work order Today many prop programs that record work order
tracking They capture information such as:
software

o enter codes and descriptions before keys can be pulled. These
rovide both excellent reporting and effective key control.

Make-ready Another change to onsite operations is the introduction of make-ready and
and maintenance software. These programs are designed to eliminate the typical
maintenance  “white board” make-ready tracking system and capture key information from
software work orders, including:

Continued on next page
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Assigning and Evaluating Work, Continued

Make-ready type of service

and_ who performed the service
maintenance how quickly the service was done
software,

what parts were used (and how that affects shop inventory) as well as
follow-up on repeat service calls

identifying failing building components and

targeting preventive maintenance.

(continued)

Some of these programs even interface y liers and can help
in scheduling outside contractors or org i

Manual Some properties may not hav
tracking personnel or they may deci
systems Therefore, manual trackin

to incur the cost.
orm in many companies.
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Using a Contractor

Definition:
contractor

How a
contractor is
selected

When to hire
a contractor

Advantages
to using
contrac

A contractor is a person or a company who is a separate business entity.
They usually perform specific services or work and are hired to perform
activities that your normal maintenance or housekeeping staff cannot do or
where it has been determined that it is more cost effective to use such an
outside vendor.

Contractors are generally selected by using a bidding process, and require a
legal contract before work can begin.

Reference: See the topics “The Bidding Proggss” and
additional information.

o Shortage of staff due to iliness, )
Lack of specific skills (parking |0 [ ing, roofing,
landscaping).

C ding equipment).
Lack of required licens f and plumbing work).

e To save money ( gcluded in contract prices
and purchased
o e available locally.
cial insurance, licensing fees, payroll
taxes cost effective if borne by the contractor.

xpenses for purchasing and maintaining specialized
nt are avoided.
intenance staff can continue to meet daily service needs and
tive maintenance schedule.
contractor handles required licenses, permits and insurance.
e Safeguards warranty issues.

It may provide faster, more accurate, timely, and complete work product.

Continued on next page
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Using a Contractor, Continued

Disadvantages Some disadvantages to using contractors are:

to using
contractors ¢ Quality of work may vary from contractor to contractor.
e Contract disputes can result in property liens and legal problems.
Finding a Some ways to find a contractor include:
contractor

Researching the job to see what is needed
Asking for referrals
Contacting the local apartment associgfign
Contacting other apartment communiti
Asking other contractors
Looking in the newspaper
Looking in trade magazines
Asking suppliers — lumber yards,
Asking utility companies

communities
e Calling the Better Busi

Supervisinga  The Community
contractor’s Supervisor will ne i he job will be supervised. Most often,
work ' ume this responsibility unless the dollar
ke it more feasible for outside supervision of
excellent opportunity to learn more about a

with the contractor frequently, visually inspect the
iny questions and/or concerns to your Supervisor.

Work daily g

© 2014 National Apartment Association 2-12
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The Bidding Process

Purpose of
the bidding
process

Scope of work

The bidding process will help you to select the best contractor for the job.

The best contractor is not necessarily the cheapest. Sound business
practices frequently call for bids from three (3) separate contractors. This
should provide enough information to compare and select a contractor.

It is necessary for you to present all bidders with the same scope of work to
be completed if you want accurate and complete competiti jgs. It may be

the work should be.

Accurate and complete job specifications are
bidding process. Incomplete or inaccurate specifi . problems
when work begins.

application (quantity of
Specific materials and

ho may wish to bid. Advise your staff to keep information
#l, as well. This is another opportunity to set the standard for
ou are looking for the best candidate, not just the least expensive

Continued on next page
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The Bidding Process, Continued

Reference Before a bid is accepted and certainly before a contract is signed, references

checking need to be checked. References should be for work done locally so that you
may also visually inspect the work. You may also want to check with the
Better Business Bureau to learn if any complaints have been filed against a

particular contractor.

© 2014 National Apartment Association 2-14
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The Contract

Purpose of a  Contracts are used to minimize risk to the property, its owners and
contract employees.

Reference: See the Legal Aspects & Responsibilities Participant Guide for
additional information and a sample contract.

Who should The conditions for negotiating a contract and the people empowered to sign
sign a a contract are usually covered by company policy. The sgg
contract? and the dollar amount may require that a company supg

a contract.

Legal review All contracts are subject to local, state and feder
recommended review contracts before they are signed t
risk.

What should A contract should contain:

a contract

contain? e The scope and nature rmed, outlining the detailed
specifications.
The starting and

le, outlining retainage fees.

® fee is a percentage of the contractor’s payment
@rinat is held by the property or the management company
cific time period (usually 30 days) after the job is completed.
pose is to guarantee the completion of the work and cover any
in the workmanship.

of subcontractors, if any, being used on the project.

erformance penalties, if applicable.

e Time contractor will start work in the morning and end in the evening.

¢ Required clean up and frequency.

Continued on next page
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The Contract, Continued

Ways to There are several ways to reduce risk by specifications or requirements you
reduce risk may include in a contract. These include:

Lien waivers

Multiple payee payments
Payment and performance bonds
Certificates of insurance

Lien waivers A waiver of lien is a signed and notarized document th;

It is very possible that a lawsuit or lien (legal cl
apartment community by a vendor or subcontract
though the community paid the contractog bu d a lien

e made. Local laws
y agencies.

ities Participant Guide for

Multiple Making dish, n s payable to both the contractor and his supplier
payee can also
payments material liens on the property. This

iped in the draw schedule. Sometimes, this method

Payment and
performance
bonds

the performance of his work. These bonds are usually required by
s or general contractors in the construction of new apartments, and are
required in some states for large jobs. Copies of the bonds are attached to
the contract, if required.

Continued on next page
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The Contract, Continued

Certificates of Contractors are required to provide proof of insurance for liability and

insurance Workers Compensation Insurance for contractor employees. The purpose is
to prevent injury claims against the property and protect against property
damage caused by contractor negligence.

If a contractor cannot provide adequate insurance coverage, the work should
be contracted to another company that can provide the required coverage.

Reference: See the Toolbox for a sample of an insurance ilicate.

A\
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Vendor Management

What vendors

may be used
for

Use a vendor
agreement

Contents of a
vendor
agreement

In addition to single-event large jobs, vendors are frequently used for
recurring weekly or monthly maintenance, such as:

e pool maintenance
¢ |andscaping and
e pest control.

Often, interior painting and carpet maintenance are also contracted.

Will payment be made
Who has to approve |

vendors?
Will vendors

© 2014 National Apartment Association 2-18
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Chapter 3: Exterior Maintenance
Chapter Overview

In this chapter The table below lists the topics in this chapter.

Topic See Page
Elements of Exterior Maintenance 3-2
Property Inspections 3 3
Common Area Maintenance Checklist

Building Maintenance Checklist (Exterior) 2 3 8
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Elements of Exterior Maintenance

What is Exterior maintenance is the ongoing inspection, repair or replacement of
exterior those areas outside of your residential and other buildings.
maintenance?

Elements of Specifically, exterior maintenance includes the following elements:
exterior
maintenance Property grounds
Fences, retaining walls
Landscape irrigation
Exterior lighting
Building exteriors including siding, roofs,
Pools, ponds and other water features
Utility buildings, trash and mail areas

Parking lots and sidewalks, carport
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Property Inspections

When to
inspect

Benefits of
frequent
inspections

Who should
accompany
you?

Documenting
the inspection

Checklists

To evaluate the condition of the buildings, grounds and common areas on
your property, it is necessary to inspect everything on a regular basis —
preferably once a month.

Inspections can help you find problems when they are relatively small, easy
and inexpensive to repair. You will be able to identify specific and immediate
problems that need the attention of your supervisor and discuss long-range
plans and preventive maintenance programs. Frequent ips ions also
ensure the safety of the property and residents.

The Maintenance Supervisor should accompa
provide excellent training opportunities for others our

Using a checklist allows you to have'®
can be used for comparison wi o). - iglE. Extensive checklists

requiring photogr

The follovy

the exte of t
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Common Area Maintenance Checklist

Property Maintenance for Managers

Checklist

The following is a checklist you can use for common area maintenance.

Location

What to look for

Inspection/Date

Status

Problem/Action

Entrance and
driveways
Property curb appeal

Clean and well-maintained surfaces,
proper grading and drainage; sewers
covered and clear of debris and trip
hazards.

Signage Signage well maintained, visible, and
lit at night.
Parking lot Free of deteriorated surfaces,

potholes, oil stains, and standing
gravel. Proper grading and drainage.

Striped and easily visible.

Curb stops, bollards, or approved
barriers are provided and secure at
the edge of parking areas.

Proper grading and drainage.

Garages and
covered parking

Damage and/or leaks to roofs
support posts, siding or dgg
stains. Smoke detector:

Improperly tagged
cars

Free of debris and tras

Parked vehicles

Accessory
Structures:
fences, retaining
walls, storage and
mail areas

deteriorategl@r missing

materials.
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Common Area Maintenance Checklist, Continued

Property Maintenance for Managers

Checklist, (continued)

Location

What to look for Inspection/Date

Status

Problem/Action

Free from any accumulation of
rubbish or garbage and maintained
in a clean, safe and sanitary manner.

Graffiti.

Proper grading and drainage.

Trash Containers;
Compactors

Dumpsters/trash containers in good
condition.

\

Cleanliness and odor.

Extermination program.

Drain plug removed from new
dumpsters.

Sidewalks

Structurally sound, level and free of
loose, bent, broken, deteriorated or
missing materials.

Proper grading and drainage.

Lighting

Sufficient for sight and safety.
Check lighting at night.

Structurally sound and g

Maintenance shop

(PPE) available, and ig
condition. Fi i
and updated

Bhers checked

© 2014 National Apartment Association
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Common Area Maintenance Checklist, Continued

Property Maintenance for Managers

Checklist, (continued)

Location

What to look for

Status

Inspection/Date |

Problem/Action

Inventory - parts properly stocked
and stored. SDS sheets on file.
Have communication plan posted.
OSHA form 200 posted.

First aid kits. EPA recovery
equipment registration displayed.

Landscaping

Lawns and shrubs well maintained.
Dead trees/shrubs are removed.
Tree limbs over gutters and roofs are
pruned. Soil erosion; muich;
decorative rock. Sprinkler leaks

Sprinkler system

Sprinkler system functional. Without
leaks. Proper spray pattern heads
installed. Rain and freeze stats
operational.

Pool

Complies with local ordinances for
occupancy, safety precautjg

water supply, drain, w
and working

© 2014 National Apartment Association
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Common Area Maintenance Checklist, Continued

Checklist, (continued)

Status Problem/Action

Location What to look for Inspection/Date |

Structure — walls, bottom, ladders,
steps in good condition.
Markings correct.

Signage — visible and well
maintained.

Accessories — chairs, tables,
benches, umbrellas well maintained.

Other: tennis, Surface or area well maintained;

volleyball courts, lighting, cleanliness and safety.

playground, etc. Playground equipment in safe,
useable condition.

Other: ponds, Clean, functioning —

fountains, electrical/plumbing systems.

underground storage | Safety. GFIC protected.
tanks, etc

Snow and ice Timely and thorough removal.

Records kept current.

Dangerous areas noteq
properly m g
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Building Maintenance Checklist (Exterior)

Checklist The following is a checklist you can use for exterior building maintenance.

Location What to look for Inspection/Date Status Problem/Action

Exterior All exterior surfaces are protected
from wind, rain and snow by painting,
staining, sealing, siding or the use of
other weather tight materials to
prevent deterioration.

Balcony joists and decks are
structurally sound and free of
cracked, rotted, rusted or bowed
materials.

Awnings are anchored to the
structure and free of loose, torn, bent
or deteriorated materials.

Porches, stairs and stringers are
level and structurally sound.

Decorative features are anchored to
the structure and free of lo
missing or deteriorated

Columns are structural

Continued on next page
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Building Maintenance Checklist (Exterior), Continued

Checklist, (continued)

Problem/Action

Location What to look for Inspection/Date Status

Siding is weather tight and secure to
the exterior wall, free of bent,
missing or deteriorated materials.

Brickwork is free of cracked, loose or
deteriorated materials.

Foundation shows no sign of
seepage or entrance of rodents into
the building. Foundation is
structurally sound and free of large
cracks, holes, or loose materials.

Sewer and drain connections and
sump pump working properly.

Shutters are secure to the exterior
wall and free of loose, deteriorate
missing materials.

Antenna, cable and phone systems
securely fastened; all wire

Meters Functional; no signs of
Meter labeled.

Other
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Chapter 4: Interior Maintenance
Chapter Overview

In this chapter The table below lists the topics in this chapter.

Topic See Page
Elements of Interior Maintenance 4-2
Make-Ready Maintenance 4 3
Unit Interior Maintenance Checklist

Building Maintenance Checklist (Interior) 4 13
Managing Inventory 4-15
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Elements of Interior Maintenance

What is Interior Maintenance refers to the work required to inspect, repair or replace
Interior items that keep building interiors, including residential units, in excellent
Maintenance? condition.

Elements of Knowledge about the following areas is helpful for the community manager
Interior and improves their capability in overseeing the implementation of the
Maintenance property’s interior maintenance functions:

Office and clubhouse areas

Interior hallways

Cleaning and janitorial areas

Business centers, fithess centers, laundrie ot teriordenities
and common areas

Service to occupied units
o Make ready of residential units
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Make-Ready Maintenance

Manager’s Make-ready maintenance is one of the most intensive activities in
responsibilities apartment management. As the manager, you will be involved in:

e pre-inspecting the unit
¢ deciding what maintenance and make-ready tasks are needed, and
e post-inspection to ensure that
o the work is completed satisfactorily, in a timely manner, and
o the apartment home is ready for showing and eventual occupancy.

Although this is sometimes delegated to other staff
Community Manager is responsible for theg

property.
Maintenance The Maintenance Supervisor or Serviced ) oversight from the
department Community Manager, is responsible ' g move-outs and

responsibilities  ensuring vacant apartments are
highest standard possible. Details
process.

the required
ce in the make-ready

Move-out Inspect each vacan
inspection i ve-out to determine the

@8t be thorough. A good inspection of appliances includes
the stove, dishwasher, exhaust fans and disposal, and opening

ood idea to carry a flashlight and notebook or paper for notes when
Ing inspections.

Have a plan

You want to be sure you are able to meet the expectations of prospective
residents. You should work with your maintenance and housekeeping
staffs to develop sound and efficient plans for handling make-readies.

Continued on next page
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Make-Ready Maintenance, Continued

Deciding what As a Community Manager, you will organize and supervise the necessary
tasks should people and contractors to complete the make-ready process or oversee this
be done and being done by the Maintenance Supervisor or Service Manager.

when

Quality of The Community Manager must set the quality

work

Order of The usual order i
make-ready
maintenance °

You need to know:

The tasks and supplies required to “turn” a vacant unit.

¢ Amount of time each task takes.
How many tasks can be done at the same time without staff or
contractors getting in each other’s way or interfering 2 8 WOrk
already completed

home and it must be clear to employees or contr
shampoo, or change carpet and employe
their work quality and timeliness.

You or someone you designate will
complete various stages of ma is will glisure tasks are being

completed to market-ready in ré i time and order without
overlaps with other workers

nal property without checking with the former
e reached.

fits and rehab items
eetrock, doors, windows, locks, cabinets, counters
e Painting, caulking
e Flooring
Final cleaning and welcome gift

Continued on next page
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Make-Ready Maintenance, Continued

Turn around Many companies establish standard turn around time requirements.
time
requirements  Example: 5-7 working days following the day of move-out.

Market-ready =~ Some companies also have goals such as having 75% of all vacant units
requirements  “market-ready” at all times. Such targets help ensure maximum effort and
focus on the best possible, most complete apartment home inventory.

Your occupancy level and the progress of your leasing 88 nd greatly
on the quantity of your rent ready units as w
apartment homes. If high quality units in su
to lease at all times, your current occupancy a
decline. Clean, like-new, as if never lived in apa
goal. Move-in condition is the key to sta eS|

Checklists The following are checklists that you use to do ent the inspections of

the interior of the property.
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Unit Interior Maintenance Checklist

Checklist The following is a checklist that can be used for unit interior maintenance.

Location What to look for Inspection Date Status Problem/Action

Walls & Ceilings Structurally sound and free of water
damage.

Clean and free of holes, dents,
cracks and loose drywall taping.

Wallpaper or wall coverings are
adhered to the wall and free of loose,
torn, missing or deteriorated
materials.

Shower walls and grout are water
tight and free of mold or mildew.

Base molding and trim are secure to
the wall or ceiling and free of cracks
or missing sections.

Floors Floors are structurally sound, leve
and free of rotting wood.

Floor coverings are securg

broken or deté d materials.

Continued on next page
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Unit Interior Maintenance Checklist, Continued

Property Maintenance for Managers

Checklist, (continued)

Location

What to look for

Inspection Date

Status

Problem/Action

Doors

Doors and doorframes must be free
of holes, cracks and deteriorated
materials.

Door hardware intact. Locks at the
entrances to all dwelling units tightly
secure the door.

Cabinets

Kitchen and bathroom cabinet
surfaces can be easily cleaned.
Cabinets are free of water damage
and loose, missing or broken
materials and hardware. Doors open
and close easily within the frame.

Counter tops

Free of damage, stains or scarring.

N

Safety

Approved smoke detectors are

installed and maintained in hallwa
and stairways. Smoke detectors are
located in each apartmentg
dwelling.

Fire extinguishers are 3
COMMOonN e

Windows

Drapery and rods

attached.
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Unit Interior Maintenance Checklist, Continued

Property Maintenance for Managers

Checklist, (continued)

Location What to look for

Inspection Date

Status

Problem/Action

Electrical Common areas have adequate
lighting. (A minimum of 10-foot
candles of natural or artificial light
should be provided at the tread

level).

Light fixtures are in working order
and bulbs and fixture covers are
clean.

Conduit completely encloses
electrical wiring.

Electrical outlets, switches and
junction boxes are wired properly,
operate safely and have secure
cover plates. Cover plates are free
charred surfaces.

Intercom or buzzer systems are
maintained and labeled.

Panels and circuits are
overloaded. All opening

© 2014 National Apartment Association
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Unit Interior Maintenance Checklist, Continued

Checklist, (continued)

Problem/Action

Location What to look for Inspection Date Status

Appliances All appliances must be installed
correctly and free of broken, missing
or loose parts.

Refrigerators should be cleaned and
maintain the proper temperatures.

Stoves must be installed properly,
free of gas leaks or electrical
hazards.

Washing machines are free of water
leaks, electrical hazards and broken
or missing parts.

Dryers are installed and vented
according to local code.

Air conditioners are properly instal
and functional.

Plumbing All plumbing fixtures drain quickly
and can be easily cleane
are properly installed a
leaks, cracks or deteri
and cold i

Continued on next page
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Unit Interior Maintenance Checklist, Continued

Checklist, (continued)

Problem/Action

Location What to look for Inspection Date Status

Plumbing supply lines must be
connected to an approved water
supply system.

Plumbing waste lines are free of
leaks or obstructions. No odor of
sewer gas is present.

Water heaters must provide an
adequate supply of hot water at a
temperature of not less than 110
degrees F. and no more than 140
degrees.

Temperature and pressure relief
valves are installed on the water
heater at the proper location. The
valve is free of leaking, corroded,
obstructed or missing parts.

A rigid copper or galvanizeg

temperature and press
valve. An aj of at |

holes or deterioration.

Continued on next page
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Unit Interior Maintenance Checklist, Continued

Property Maintenance for Managers

Checklist, (continued)

Location

What to look for

Inspection Date

Status

Problem/Action

Heating and
ventilation

Unit receives adequate heat during
heating season.

Baseboard heater covers are present
and secure.

Vents are clean and free from
obstructions, loose, missing, bent or
broken materials.

Thermostats work and properly
regulate the temperature within the
unit. Thermostat is level.

Exhaust fan works; has a secure
cover and no exposed wiring.

Mechanical

Boilers are free of leaks and broken,
corroded or missing parts.

Fuel burning equipment is properly
vented to allow toxic gas to exit the
building safely. Ductwork g
must be tight fitting and j
or deterioration.
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Unit Interior Maintenance Checklist, Continued

Property Maintenance for Managers

Checklist, (continued)

Location

What to look for

Inspection Date Status

Problem/Action

A rigid copper or galvanized steel
discharge pipe is installed at the
temperature and pressure relief
valve. An air gap at least twice the
diameter of the pipe must be
present. (The bottom of the pipe
should not be threaded).

A\

Safety valves are provided and in
working order to allow for immediate
shut off of the gas supply to fuel
burning appliances.

Combustion air vents are provided
and free of obstructions to allow for
complete combustion of fuel burni
appliances.
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Building Maintenance Checklist (Interior)

Checklist The following is a checklist you can use for interior building maintenance.

Problem/Action

Location What to look for Inspection/Date Status

Doors Hardware and locks must tightly
secure the door. Peepholes and
deadbolts installed to code.
Apartment number and addresses
marked correctly. Visible from afar
Doorframe molding and sidelights
are secure, weather tight and rodent

proof and free of loose, broken or
deteriorated materials.

Windows Window frames are weather tight
and free of loose or deteriorated
materials. Window locking devices
work and meet code standards.

Windows panes must be free of
broken or cracked glass.

Windows operate easily and are
capable of being held in pg
window hardware.

Screens present and i
condition.

Handrails and
guardrails

Continued on next page
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Building Maintenance Checklist (Interior) Continued

Property Maintenance for Managers

Checklist, (continued)

Location

What to look for

Inspection/Date

Status

Problem/Action

Roofs

Shingles are weather tight and free
of loose, missing or deteriorated
materials.

Gutters and downspouts are secure
and free of obstructions or missing
materials and installed to direct water
away from the structure.

\

Chimneys are straight, structurally
sound, and properly flashed.

Chimneys are free of loose, missing,
spalled or cracked masonry.
Chimney caps are present and
secured.

© 2014 National Apartment Association
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Managing Inventory

Importance of Material purchasing and managing inventory contributes to the Net Operating
inventory Income and consequently adds value. Maintenance and repairs can be
management  handled more efficiently when tools or parts are readily available.

Who is The Maintenance Supervisor, under the direction of the community manager,
responsible? s responsible for maintaining an inventory of frequently used parts and
supplies and balancing the expense of the inventory with the timing of the

need.
Standard Standard inventory includes items that are s tHal are
inventory used infrequently, or that are extremely expen ormally@ncluded

in standard inventories.

Keeping costs Purchasing items in bulk and standag e inventory costs,
down yet large inventories can be difficult (Sgligintai ontrol. Keeping more
than one or two extras of majo i ake sense nor is

Maintenance Supervi i i y items and “shopping
list,” but it is esse rstand each of the items and their role in
rs, interiors and apartment units.

st understand the concepts of comparative
hopping for weekly groceries or big-ticket items

Compar
guality, c
size and
supplier

need to purchase garbage disposal units for the property. You
onsumer Reports to narrow down your purchase to one brand,
re are generally three (3) grades in every tool, supply and part

e Basic — least expensive, short life expectancy.
Slightly more expensive — more durable, and has stainless steel blades.
e Heavy duty — most expensive, long life expectancy, all stainless steel
parts.

Continued on next page
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Managing Inventory, Continued

Comparing To make your decision, you need to calculate the short and long-term costs —
quality, cost,  such as how often you will need to repurchase these items. You also need
size and to consider the owner’s maintenance goals, and then decide on the best
supplier, value. Current equipment on the property should be considered. Should the
(continued) same brand be used that was used when built or renovated. If anitem has a

relatively short useful life anyway, maybe top quality isn’t necessary.

If your owner plans to improve the property on a minimal level and then sell
the property, that goal will impact your purchasing just as i al to upgrade
and enhance the property for a long term hold would.

Buy what Always buy in the quantity and size that works for
works best for could be:
you

e asmall shop area,

e small budgets, or

o mostly contractor work rather th3
Storage of Proper care and storage of @0ls an [ cssential. A well considered
tools and purchase of paint or a Qlllsicncy will be poorly spent
supplies r the t0®l is left out in the rain.

t task as a manager is to ensure that good working relationships
ppliers and contractors. This is often handled directly by the

e Supervisor or Service Manager. Creating sound, ongoing

g relationships benefit you and the supplier. These relationships may
peespecially helpful in emergency situations and when special products
must be found.

contractors

Continued on next page
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Managing Inventory, Continued

Relationships The benefits are:
with suppliers

and o Time saved because you trust the product and prices. (However, do not
contractors, be afraid to get second opinions on costs, services, etc).
(continued)  Suppliers who know your product and needs can suggest an appropriate

selection of products.
e Purchases are delivered.
Many suppliers measure and install products.

Vendor Many property management companies an
programs buying programs with certain vendors and s
require certain levels of purchases in order to
Rebates may be tied to required spending. A Co
abreast of those purchasing requirementgggi ing structures and

e best interest of

Maintenance € programs that help:
management
software

Record
keeping good records to monitor purchases, keep warranties and plan future

purchases.

Reference: See the Toolbox for a sample property inventory form.
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Chapter 5: Preventive Maintenance
Chapter Overview

In this chapter The table below lists the topics in this chapter.

Topic See Page
Overview of Preventive Maintenance 5-2
Developing a Preventive Maintenance Program 5-4
Assigning Personnel to Complete the Work 5-7
Monitoring the Preventive Maintenance Program 5-8
Conservation 5-10
-12

Green Property Management \
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Overview of Preventive Maintenance

What is
Preventive
Maintenance?

Who is
responsible?

Benefits of a
preventive
maintenance
program

When it
be requi

Preventive Maintenance (PM) is a proactive approach to protecting and
maintaining the value of property assets. It requires significant planning and
scheduling. It is designed to:

o extend the life of equipment;
e reduce unexpected problems; and
¢ lessen the likelihood of normal problems becoming more costly ones.

preventive maintenance activities, but the s
everyone’s contributions. This includes the
staff.

A properly administered PM program

reduce service requests;
reduce expenses;

s#rers frequently require evidence of some type of ongoing
aintenance program, including a system of follow-up, especially
maintenance involving safety, water intrusion and areas of

tal pollution and compliance concern.

Continued on next page
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Overview of Preventive Maintenance, Continued

Success The following are key factors that will add to the success of your PM
factors program:

Gain the commitment of everyone.
¢ Involve your staff in planning, scheduling and implementing your
preventive maintenance program.
¢ Review the PM plan with your staff and discuss everyone’s assignment.
o Lead by example.

Customize your program to address the specific ng
apartment community.

e Consider all aspects of the community:

o Owner’s goals

Type of equipment used and frequency o
Property size, age and geographi i
Residents’ profile and special ng
Staff and resources
Seasonal issues (PM needs
Budget

O O0OO0OO0OO0Oo

o Keep staff inform
Encourage your

ce as a team effort.

action item, ensure it gets completed by the deadline.
PM activities on a regular basis.
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Developing a Preventive Maintenance Program

Inspections A good preventive maintenance (PM) program begins with a thorough

and inventory inspection of the property and a list of all items that are subject to regular
inspection. This list can be developed or updated by walking through the
property and taking note of maintenance equipment, structural components
and the condition of the landscaping.

To support the team approach, ask staff members to take part in some or all
of the inspections.

Items to be Examples of items that should be included i
included program:

AC coils

AC condenser
Balconies

Blower motors
Boilers

Carpentry
Carpeting

Caulking

Chimneys
Clubhouse & model
Common areas
Culverts

Roofs

Screens
Sewers/drains
Signage

Smoke alarms
Sprinkler systems
Stairs/Handrails

Establis
tasks and tasks to
frequency

ing the items subject to preventive maintenance, establish the
plete each item and the frequency with which these tasks should
ed (daily, weekly, quarterly, etc.).

Create a The maintenance schedule includes the list of items that are subject to
maintenance  regular maintenance and the date when the preventive maintenance is
schedule scheduled. In addition to timing concerns (daily, weekly, monthly, etc.)

seasonal maintenance must be considered part of the plan.

Continued on next page
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Developing a Preventive Maintenance Program, Continued

Create a Climate and property location influence the items that must be on the list.
maintenance  Checking supplies for ice and snow conditions would be normal for a
schedule, Chicago-area property, but not for one in the Tampa area.

(continued)

Example:
Take a file box and fill it with 52 index cards (one card for each week).

On each card, record the PM tasks should be performed that particular week,
using the information from your detailed inspection, includj
manufacturer’s special procedures and special tools, a
important safety issues.

Some tasks will be listed on multiple cards an

For example, changing HVAC filters. If you chan [ year,
the task will appear on four cards, one for ez iliters will be
changed.

If you inspect your boilers thoroughlf u will have two cards in

Some items, like roofing, ar Ry only once a year so there
will only be one card wi

Helpful i
resources i i a maintenance schedule. The procedures in

ardded which reflect the special use of the equipment
ties should also be kept on file.

Inventor is i t to keep inventory records. Should a theft occur, you would
records ormation you need to submit a claim to the insurance company.

ght consider having an engraver to engrave the property name on all
tools and equipment.

Continued on next page
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Developing a Preventive Maintenance Program, Continued

Tickler file A tickler file contains the use and care manual for every appliance, the
equipment manufactures specifications of what type and how often PM
should be performed, and all related information.

Each week, on Monday, management photocopies and staples a copy of that
week’s PM tasks file card and a copy of the tickler file information to the
weekly PM work order.

Once PM is completed and inspected, written records are of the results
and results are forwarded off-site and follow-up if neceg

Combining It is a good idea to combine PM with otj led maintenance

PM with tasks.
regular
maintenance Example: Pest control is professionall each apartment unit

apartment inspection with
a minimum of every qu i r@iscrvice. The maintenance

retain tighter key control. (The maintenance technician or staff
ocks and unlocks the doors).
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Assigning Personnel to Complete the Work

Onsite staff Once inspections have been made and the maintenance schedule is
vs vendors prepared, the Manager and Maintenance Supervisor must decide who will do
the work.

Sometimes decisions must be made regarding whether to use the onsite
maintenance staff or an outside company or service for certain preventive
maintenance activities.

In general, the Manager will want to work with the onsite g retain control
of expenses.

Tasks that Assigning personnel to a service schedule req
onsite staff Maintenance Technician’s skill level. The onsite
can do with personnel skill levels so that the Man

likely to be assigned to what task by th

Tasks that Outside vendors can do:
outside
vendors can e exterior painting
do e brickwork
e carpentry
e concrete and
o turn services (p ampoo or installation)
Tasks that enante tasks in a multifamily housing operation for
reguire a pert may be required by state/local or federal

licensed
expert

pment in operating condition or to perform scheduled
e activities throughout the year.

swimming pool
e pest control
e landscaping and
e snow removal
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Monitoring the Preventive Maintenance Program

What needs to The Manager and Maintenance Supervisor need to:
be done
¢ monitor the maintenance work being performed, and
o keep preventive maintenance records to make sure the work is
inspected.

Ways to The work can be monitored by:
monitor the
work e creating and submitting a written maintenance repg

service schedule at the end of the mont
¢ meeting with the Maintenance Supervisor
PM progress
e using one-on-one or group discussiQa
identify opportunities for improve
¢ inspecting the property/equipmg giienariCe supervisor, and

Ways to keep  When inspections are ma ' enance schedule can be
records filled in to show the d
landscaping report
can be used to re

1, the monthly PM report
each task was completed.

What should i tion that should be contained within this file includes:
be kept in the
file Ipment information
Serial/model number
Date of purchase
Warranty

Manufacturers PM requirements

Continued on next page
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Monitoring the Preventive Maintenance Program, Continued

What should PM records

be kept in the Termite and pest control inspection records
file, Preventive maintenance needs

(continued) Records of maintenance actions

PM schedule

Staff information

Name of person who performed the work
Length of time it took to complete the work
Manager’s notes

How Information should be filed according to how the l @ beds to
information be performed.
should be

filed
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Conservation

What you can
conserve

Definition:
retrofitting

Benefits of
retrofitting

Other ways to
decrease
water usage

Managers can add value by taking advantage of opportunities that conserve:

e time
e money and
e resources

One method used to conserve resources is retrofitting, which when
completed will also save time and money.

Retrofitting is replacing worn, older less effigi
newer energy saving models.

t parts

Retrofitting is conducted for several reas most common

reasons are to:

1.enhance the value of the prope
2. better serve the residents
3.reduce operating costs

More retrofits
In addition tg erheads, other retrofits can decrease water use
while deli ! [ ner satisfactory to your residents: Consider:

ay to save water is to stop leaks! As aerators are placed
eals can be checked and replaced providing a double benefit.

Continued on next page
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Conservation, Continued

Incentives to Although your budget may not allow for purchases of such devices, some

replace municipalities and public water authorities offer apartment communities
toilets/washing incentives and rebates to replace old toilets with Ultra-Low Flush Toilets
machines (ULFTs). These toilets can save 10 to 20 gallons of water per toilet per day!

Many programs also include replacements of in unit and laundry clothes
washers as well. Still others offer your residents conservation kits

containing the aerators, showerheads and displacement devices already
mentioned.

Other energy Thermostats
smart Programmable/Set Back thermostats can be
practices fitness centers, and laundries. Locked covers s
management should set the desired tempg
of the day.

Lighting
control energy use.

Insulation
Checking insulation

HVAC
HVAC coils, gaa nsers should be cleaned annually. Filters

nctioning that controls time of day and amount of water. Make sure
rain sensors work so you are not watering when it is raining. Perform
monthly inspections looking for leaks, broken heads, misaligned nozzles,
and missing valve box lids.
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Conservation

Why Green Buildings across the nation waste enormous amounts of energy and
Property resources:
Management? e 72 percent of electricity

e 38.9 percent of generated energy
e 40 percent of raw materials
e 13.6 percent of potable water

Green property management can help you:

efficiently use energy, water and other resourcegg
reduce costs for operations and maintenance;
extend equipment life;
increase cash flow, profitability and

increasingly for
grams; ENERGY
ting; low E-type
glass; low-flow water conserving plu pw-emissions paint; and

dedicated green spaces. Thi

What Makes a  Many states and iti opted green building standards based on
Property metrics developed '
Green? building mg [ Leadership in Energy and Environmental
[ the US Green Building Council (USGBC) and
dard (NGBS) developed by the National

ders (NAHB).

rgy and atmosphere

terials and resources

ndoor environmental quality
smart location and linkage
neighborhood pattern and design
green infrastructure and buildings

Learn more about LEED at www.usgbc.org.

NGBS certifies performance in six key areas:
e site design
e resource efficiency
o water efficiency

© 2014 National Apartment Association 5-12


http://www.usgbc.org/

Certified Apartment Managers" Reference Guide Property Maintenance for Managers

e energy efficiency
e indoor environmental quality
e building operation and maintenance

Learn more about NGBS at www.nahbgreen.org.

The differences in these certification programs highlight the need for uniform
green standards. To address the growing need for uniform green building
standards, the National Apartment Association and the National Multi
Housing Council released the International Green Construction Code
Adoption toolkit in 2012. The toolkit is designed to assist code officials as
they consider adoption of green building guidelines.

Does Green may not always be true. In the case of ne
Building Cost  buildings may run less than five percent mor
More? However, the savings from significantly lower o

Everyone is talking about the benefitS
Low-Cost do if you have a 22-year-old
Green Best green improvements or up
Practices green practices that ca

ne some of the many
ithout a significant capital

Efficien

Ten Best
Practices to
Save Energy

nvestment:

1. Set goal to reduce energy usage — the goal should be written,
clearly defined, and measurable.

2. Track performance —track utility usage to monitor progress
toward energy goal.

3. Weatherization — basic weatherization measures include
insulating walls, crawl spaces, and attics; sealing and weather-
stripping around window and door frames; and sealing duct
systems.

4. Change air filters — a dirty filter wastes energy.
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5. Programmable thermostats — installing a programmable
thermostat is one of the easiest ways to save energy and
efficiently manage cooling and heating.

6. Use equipment automatic controls —review and adjust any on-off
controls such as programmable and mechanical time clock
settings, set points, lighting photocells, and occupancy sensors.

7. Repair leaks - repairing leaks will save both water and energy for
hot water heating.

8. Seal duct systems — the DOE estimates that sealing ducts can
improve efficiency by 20 percent.

9. Tune-up HVAC, boilers, and building systems — building
equipment should be tuned up annually, just as you would tune
up an automobile to get the best performan

10. Conduct a walk-through or self-assessme
identify obvious defects that coxiibute to

Self- o

Assessment

Energy Audit ceiling.

Guide o Check for gaps aro

applied pro
condition.

rattling¥rames.
aylight around door or window frames.

exterior corners.

here siding, brick, stucco meet.

Areas where the foundation and the bottom of

exterior brick or siding meet.

Check for holes or penetrations for faucets, pipes, electrical

outlets, and wiring.

Check for cracks and holes in the mortar, foundation, and

siding.

Check the exterior caulking around doors and windows, and

see whether exterior storm doors and primary doors seal

tightly.

o Check to see that areas above condition spaces (attics) have
adequate insulation.

o Check to see that the attic hatch is insulated and has weather
sealing.

o Determine whether openings for items such as pipes,
ductwork, and chimneys are sealed.

o Check to see if there is a vapor barrier under the attic
insulation:
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»  The vapor barrier might be tarpaper, Kraft paper
attached to fiberglass batts, or a plastic sheet.

= If there does not appear to be a vapor barrier, you
might consider painting the interior ceilings with vapor
barrier paint. This reduces the amount of water vapor
that can pass through the ceiling.

» Large amounts of moisture can reduce the
effectiveness of insulation and promote structural
damage.

o Make sure that the attic vents are not blocked by insulation.

o Check exterior walls for insulation by removing outlet cover
plates:

o Make sure the circuit breaker is turned i

o Check to see if unheated ar ooring
are insulated.
o Check to see if foundation walls
insulated.
o Check to see if water heg
ducts are insulated.
o Have a professional¢h HVAC equipment once
a year.
Check filters
manufactur
every mont i iods of high usage.

Indoor
Environmen )
Quality (I OOr air.

e S@PCes of Pollutants

umerous pollutants in building materials and chemicals that
oor air environmental quality (IEQ). Controlling the sources of
tants is the most effective method for improving IEQ. Some
sources of pollutants are:

Asbestos — Asbestos is a mineral fiber that was used commonly in a variety
of building construction materials for insulation and as a fire retardant. It is
most commonly found in older homes, in pipe and furnace insulation
materials, floor tiles, ceiling and wall finishes.

To reduce exposure do not cut, rip, or sand asbestos-containing materials.
Use a certified contractor if asbestos will be disturbed or requires removal.

Biological Contaminants — Biological contaminants include bacteria, molds,
mildew, and viruses. Biological contaminants can be distributed through
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buildings by central air-handling systems.

Exposure to biological contaminants can be reduced by:
¢ Venting exhaust fans to the outdoors.
¢ Controlling the level of building moisture.
e Tearing out building absorbent materials that have been wet for
twenty-four hours or more.
¢ Not installing porous or absorbent materials in areas exposed to
moisture such as below-grade rooms and janitor closets.

Carbon Monoxide, Nitrogen Dioxide, and Particles — The burning of fuels
creates carbon monoxide and nitrogen dioxide.

To reduce exposure:

o Ventilate combustible gases to the
Install carbon monoxide (CO) detecto
Keep burners properly adjusted, flame s
Never use a gas stove to heat a sp

emissions. Carpet
at accompany carpet

echanical ventilation equipment to
es to the outdoors during and after installation.

the burning end of a cigarette or cigar, or the tobacco in a pipe,
oke exhaled by the smoker. ETS is often referred to as
d smoke” and exposure to it is often called “passive smoking.”

duce exposure:

e Do not permit smoking indoors to eliminate ETS.

e If smoking is permitted indoors, designate a sealed smoking area.
¢ Do not allow smoking outside near entrances, windows or air-
intakes.

Lead — Lead affects practically all systems within the body. Exposure to

lead can come through the air, drinking water, food, lead-based paint, and
contaminated soil.
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To reduce exposure:
e Leave lead-based paint undisturbed if it is in good condition.
¢ Do not sand or burn off paint that may contain lead and do not
remove lead paint yourself.
e Find out about lead in drinking water.
o Adhere to EPA guidelines effective April 22, 2010.

Pesticides — In 1990, the American Association of Poison Control Centers
reported that some seventy-nine thousand children were involved in
common household pesticide poisonings or exposures.

To reduce exposure:
e Use non-chemical methods of pest control such

e Do not store unneeded pesticides ingide the

e Apply only as directed.

o Ventilate areas well after pesticide us

o Dispose of pesticides safely.
Radon — Radon is the second-leading rin the United
States. Radon is a radioactive gas fg [ ranium. You
can’t see, smell, or taste radon. It c3 pund and well water.

To reduce exposure:
o Testforit. TestKkit hocal hardware supply stores

or testing can it

e Mitigation ca

and organizations use many resources and generate a lot of
. Wasted resources are lost profits. Green buildings reduce waste,
reuse materials, buy green products and recycle.

Resource
Efficiency

Commit to conserving resources:

e Set and communicate conservation and recycling goals. You are
more likely to achieve goals if they are written, clearly defined,
measurable, and communicated.

e Educate staff members and tenants on the need for conservation
practices. Awareness can be an effective means for influencing
behaviors.

¢ Designate a staff member or committee to champion your
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conservation goals.

¢ Incorporate conservation practices into operating procedures and
performance expectations.

e Start a suggestion and incentive system to encourage conservation
practices.

e Start a “conservation” column in your building’s newsletter.

e Use signs and placards that promote conservation and recycling
habits.

Reduce office waste:
e Turn off lights and computers when not in use.
e Reduce paper use by printing less and by making dasikle-sided
copies.
e Cancel unread magazine subscripti

¢ When ordering supplies, ask if aterials can be
returned.

e Be cautious about ord pf an item to receive a
discounted unit pric j Prtion of the order ends up
being used.

e Eliminate unn Ry be supplies that are
routinely use ' i r noth#¥g to work progress.

r cell phones, computers, and other

le. In 2007, discarded electronics totaled

Identification Systems
gtions have developed labeling or certification

alified — ENERGY STAR is a joint program of the EPA
. Department of Energy (DOE). Products in more than sixty
re eligible for the ENERGY STAR.

— Green Seal certifies building materials, cleaning supplies,
products, fleet vehicle maintenance products, and more.

FSC — The Forest Stewardship Council (FSC) certifies that wood and paper
products were created in a manner that does minimal damage to forest
ecology and neighboring local economies.

Green Label — The Carpet and Rug Institute (CRI) launched its Green Label
program to test carpeting, cushions, and adhesives to help identify products
with very low emissions of VOCs.

GREENGUARD - Certifies products in a wide range of categories including
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bedding, building materials, cleaning products, office equipment, and
furniture.

EcolLogo — Founded by the government of Canada but now recognized
worldwide. It certifies products in a large variety of categories.

Green-e — Green-e offers certification and verification of renewable energy
and greenhouse gas mitigation products.

These labeling systems may complete a Life Cycle Assessment (LCA) or
similar type of evaluation process to determine the relative “greenness” of a
material or product. In a strict sense, an LCA is a quantitative analysis of the
economic and environmental impact of a product over ife cycle.

Independent Third-Party Verification
In some cases, products undergo certificatio
recognized standards established by:

American National Standards Instit
International Organization for Sta
American Society for Testing ag

In addition to green product | [ ts with characteristics
such as:

Labeled “low
e Products wjt [ i i postconsumer recycled

» plentiful, or renewable materials.
red using resource-efficient processes that

or recyclable product packaging.
ucts which are more durable than similar conventional products.

ecycling program to be successful, it is very important to make it as
easy as possible for tenants to recycle items:

e Locate recycling bins near trash containers. This will encourage
recycling and cut down on “dumping” of trash in recycling bins.

e Make sure recycling bins and recycling areas are accessible for
persons with disabilities.

o Clearly label recycling containers.

e Keep recycling areas and containers clean and free of odors.

e Monitor for pests.
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Blue is the Trends indicate that water will become a scarce resource over the coming
New Green — decades. Water is vital to our survival, sustains all life, and is limited in supply
Water Less than one percent of the planet’s water is available for human use:
Efficiency

e Approximately 349 billion gallons of fresh water are withdrawn from
rivers, streams, and reservoirs each day.

¢ Buildings account for nearly 14 percent of freshwater consumption.
Nearly one-third of lakes, streams, and rivers are unsafe for
swimming or fishing.

The Water and Energy Connection
Electricity production from fossil fuels and nuclear ene
percent of all freshwater withdrawals in the nation. Ag
Energy Technology Laboratory, each kilo
generation requires the withdrawal of appro
water, primarily for cooling purposes.

ansible for 41

What is Water Efficiency?
Water efficiency is the management o
conserve its use and reduce water . 38 three approaches to
water efficiency:

o Utilizing water-effici

e Using wat

AppliaN€es, Equipment, and Systems
Itra low-flow fixtures are available that can save

ense label demonstrates that the product is water efficient and
uate flow. For example:

Standard Ultra Low-Flow
Tailet 1.6 gpf 1.28 gpf
Faucet 2.2 gpm Egpm
Showerhead 2.5 gpm 1.5 gpm
Urinal 1.0gpf 0 gpf

e High Efficiency Toilets (HETs) — Use 20 percent less water than the
current federal standard, while still providing equal or superior
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performance.

e Bathroom Faucets — Low-flow faucets can save 30 percent on water use
without sacrificing performance.

e Urinals — Many urinals in use today exceed the 1992 allowable flush
volume of 1.0 gallon per flush (gpf). Replacing these inefficient fixtures
with low-flow urinals, labeled flushing urinals, can save between 1.0 and 4
gallons per flush.

o Waterless Urinals — Waterless urinals are becoming more common. They
rely on regular replacement of a vegetable oil-based fluid and a
disposable cartridge to maintain performance of the sanitary trap.

e Showerheads — Low-flow fixtures save nearly 25 percent over standard
models. This can save 300 kWh of electricity annuall

Water Efficient Landscape

You can create a landscape that is both a
incorporating water-conserving techniques i
Some water-efficient techniques include:

o Drip systems — Water is slowly o to the roots of
plants, using 30 percent to 50 p sprinkler
system.

o Moisture and Rain Sensors — an automatic irrigation
controller’s "on" signal ici i allen or soils are moist,
saving water by ensuri & water only when it is
needed.

o Hydrozone — o reduce over- and

under-waterin

-inch of water or more per hour, helps plants set deep roots
dvantage of deep water and nutrients.

posting — Proper soil amendments can either help a soil drain
or more slowly. Composting also provides a slow release of
rients, reducing the need for fertilizers.

o Mulch — Spreading mulch on top of soil significantly reduces the
evaporation of water.
o Xeriscaping — Xeriscaping means landscaping with slow-growing,

drought-tolerant plants whose deep root systems maximize water use
while requiring less surface watering.

o Indigenous plants are a good choice for water- and waste-
efficient landscapes; however, plants from other areas with
similar climates and growing conditions can be used in Xeriscape
landscaping.

o Xeriscape plants grow more slowly, thus reducing the amount of
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trimming and waste removal.
o Xeriscape plants generally require less fertilizer and fewer pest
control measures than traditional landscapes.

Water Conservation Practices
You will need to make a concerted effort to affect water usage behaviors.
Here are some ideas to share with tenants on how to save water:

¢ Run the dishwasher only when it is full. If dishes are washed by
hand, water can be saved by filling the sink or a dishpan with water
rather than running the water continuously.
Shorten showers, even by one or two minutes.

e Save water in the bathroom by turning off the f;
teeth or shaving.

e Use a broom instead of a hose to

e Don't run the hose while wa cket of water for
rinsing, followed by a quick [

Learn More

About Green Management (CGPM) Course
Property The Cr i erty Management course offered by NAAEI
Management .

rtment community an estimated 5%- 20% on energy bills without

nificant capital investment

to reduce water consumption and use water efficiently

ow saving water saves energy

How to develop a Green Operation & Maintenance Plan

How to implement an Integrated Pest Management Plan

e How to get the most “green” by educating staff members and
residents

This on-demand course is self-paced, so you can take as long as necessary
to complete it. The course content covers:

e Green Building Principles and Practices Overview

e Energy Efficiency
e Water Efficiency
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Integrated Pest Management

Indoor Air Quality

Green Operations and Maintenance

Green Site Landscaping, Xeriscape, Composting, etc.
Green Building Systems

Alternative Energy Sources

Energy Star and WaterSense Programs

Recycling and Waste Reduction

Resident Green Education

Enroll today by visiting: www.naahg.org/education/.

\Y
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Toolbox
Overview
In this The table below lists the documents in this Toolbox.
Toolbox
Topic See Page
Maintenance Skills Checklist Toolbox-2
Periodic Services Agreement Between Owner And Service Toolbox-4

Provider

Service Agreement Between Owner and Contractor
Asphalt Sealcoat Specifications

Parking Area Striping Specifications

Sample Service Request Form

Sample Service Request Summary

Polbox-25

Sample Certificate of Insurance Toolbox-26
Sample Property Inventory Form Toolbox-27
Sample Preventive Maintenance Sg Toolbox-28

Skill Standards for Maintenance Profée > Online Candidate

Resources
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Maintenance Skills Checklist

Property Maintenance for Managers

Skill Experience level
None Some Expert
Electrical Rewire shorted fixtures.
Replace circuit breaker.
Operate testing meter.
Plumbing Replace washers.

Replace faucet and handles.

Repair ball cock assemblies.

Install new ball cock assemblies.

Remove and replace trap.

Remove and install/reseal toilet.

Solder and replace pipes.

Hot water heaters and
circulating pumps

General maintenance.

Install water heater.

Qil circulating pump.

Install circulating pump.

Flush out water heaters.

Replace thermocouple, heating

elements.

Furnaces/wall heaters

Replace filters.

Clean filters.

Replace gas val

Appliances

Garbage disposal

Rewire.
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Maintenance Skills Checklist, Continued

Skill

Experience level

Install new disposal.

Dishwasher

Remove impeller.

Install new pump.

Adjust timer.

Install new timer.

Install new dishwasher.

Ceilings and walls

Repair wallboard and prepare for
painting.

Install new wallboard.

Acoustic spraying.

Flooring

Repair sub floor.

Replace sub floor.

Install tile.

Repair carpet with patches.

Locks/Doors

Install deadbolt.

Replace lock cylinders.

Install a door jamb.

Hang new door.

Pools

Backwashing.

Disassemble/as

Clean — vac

Replace heater:

Sprinklers

Landscap

Glass/windows

gs installation.

Screening

Repair with patches.

Rescreen windows/patio doors.
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Periodic Services Agreement Between Owner and Service
Provider

Contract Number: - -

ABC Management, LLC Community:

PERIODIC SERVICES AGREEMENT BETWEEN OWNER AND SERVICE PROVIDER

THIS AGREEMENT is made and entered into by and between (the "Service Provider”) and
(the “Owner”). Owner owns the Property known as (the “Property”) located at , pLvner shall
act through its Agent, (the "Agent”). The Owner and Service Provider agree

1. SCOPE OF WORK {See Exhibit A)
A, The Service Provider agrees to perform the Work and servic
("Periodic Services Agreement”), including any drawings, speci

and/or attached hereto (collectively referred to as F
Documents™) in accordance with the Periodic Sery

Provider agrees to provide at its scle expense all lab

Service
uipment, tools,

scaffolds and hoists required to fulfill its obligatio ecuteand complete the
Work as described more particularly on the atta® k™) per Specification(s)
Ma(s). and Exhibit(s):

B. This Agreement represents the entire parties and contains all terms
and conditions required for the pro i gf the Work., The Owner or
his Agent may order changes in isti itionS@B=tions or other revisions.
All changes in the Work shall b i by use %f a Change Order, signed
by the Owner. In the absen hange Order, such work shall be considered

to have been performed as pa igi ement without additional compensation.

, 200 through , 200

2.

rvice Provider for the full satisfactory performance and
pecified or required in the Periodic Services Agreement
payment schedule outlined below:

B. The total Service Agreement Sum shall not exceed Dollars ($ .00). This amount
(the Agreement Sum) shall not be increased by any changes in labor rates, transportation
charges, material costs or taxes.

. Prices are good through the day of L 20
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O. Owner may withhold any payment to the Service Provider if: there is defective Work that has
not been remedied; third parties have filed claims or liens or have threatened to file claims or
liens; Service Provider has failed to pay subcontractors for labor, materials or equipment;
damage has been caused to the Owner or another contractor; Service Provider fails to submit
an invoice as required by the terms of this Agreement; or Service Provider fails to carry out
the Work in accordance with the Periodic Services Agreement Documents.

3. SERVICE PROVIDER GBLIGATIONS

A, The Service Provider shall supervise and direct the Work using its best skills and efforts and
shall perform the Work in strict accordance with the Periodic Services Agreement
Documents.  Service Provider warrants that unless cotherwise specified, all matenals and

defects. To enable the Work to be laid out and prosecuted in an org
manner, Service Provider shall, before commencing the i
for completing the Work during the hours of 8:00 AM an
unless otherwise agreed to by the Owner. Service provider
Owner with respect to the scheduling, commencement and
perform the Work in a manner that will least disrupt remdenta on
Provider shall require each subcontractor to be bound 4

Work performed by such subcontractor. The Servi
with due diligence and without delay. The Service
Work of the Owner or any subcontractors. Sert

B. The Service Provider shall enforce st
Service Provider and all other persons
permit employment of unfit person
reserves the right to have the
unfit or unskilled. If requeste
unifarms with nametags or i the name of the Service Provider and the
name of the employee.
accordance with appli

among employees of the
e Service Provider shall not
assigned to them. Owner

shall give notices and comply with all building codes, local ordinances,
laws, ons and orders of any public authority having jurisdiction over the

Prop

F. The Service Provider will at all times facilitate and permit the inspection of the Work by the
Owner, Agent, and public authorities. The Service Provider shall not be relieved of its
obligations to perform the Work because of tests, inspections, or approvals required or
performed by persons other than the Service Provider. The Work shall not be accepted until
the Owner, Agent and all public authorities have inspected and approved the Work and any
certificates of occupancy andfor final inspection certificates that are required are issued.
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G. The Service Provider shall at all times be responsible for initiating, maintaining and
supervising all safety precautions and programs in connection with the Work. |t shall take all
reasonable precautions for the safety of, and shall provide all reasonable protection to
prevent damage, injury or loss to (1) all employses of Service Provider or any other
subcontractor performing services on the Property and other persons including, but not
limited to, residents or tenants of the Owner and their guests; (2) the Work and all materials
and equipment used to complete the Work; and (3) other property at the site or adjacent
thereto. The ohligation of the Service Provider to protect shall include the duty to provide and
maintain at its sole expense at the Property, suitable and sufficient guards, lights, barricades
and enclosures. All damage or loss to any property caused in whole or in part by the Service
Provider, its subcontractors or their agents, or anyone directly or indirectly employed by any
of them, or by anyone for whose acts they may be liable, shall be remedied by the Service
Provider. The Owner reserves the right at all times to halt Work that is being performed in an
unsafe manner until Service Provider rectifies same.

H. The Service Provider shall at all times keep the premise
accumulation of waste material or rubbish caused by its
twenty-four (24) hours from the completion of any Work, or
Provider shall remove all waste material, rubbish, tools, const
and surplus materials from the Property, and shall leave the W
equivalent at the end of each work day. If the Service d
Cwner may perform the clean up and the cost shall L& ayrment requests
submitted by the Service Provider. Service Provigg k val and proper
disposal of all waste from the Work.

I.  Service Provider agrees to abide by the re Eing Amendments Act of

iscrimi inatory language, or any

J. Service Provider agrees to abid
Title 49 of the Code of Feder
employee operating a m
Management, LLC or while un
participating in a DO :

b regulation (Part 382 of
if applicable. Service Provider agrees that any
direction of the Owner or Buckingham
ss of this Periodic Services Agreement is
random drug and alcohol testing program.
pliance with DOT regulations would be grounds for
rticle 10.

by indemnify and held the Owner harmless from all losses,
es incurred by the Owner or Buckingham Management, LLC
er's failure to comply with the Federal Occupational Health and Safety
Local requirements.

A, The Owner shall not be responsible for or assume any liability or responsibility for loss or
damage to equipment or materials, toals or other personal property whether owned or leased
by the Service Provider, subcontractor, their agents, or anyone employed by them in the
performance of the Work.

B. When Work is being performed on Owner's premises where water, power, gas, and toilet

facilities are available, the Owner will furnish said utilities and facilities to the Service Provider
and his workmen. All scheduled uses shall be coordinated and approved by the on-site
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Property Manager. Where said utilities are not available through the Owner’s in-place facility,
the Service Provider shall provide same at his own expense to the extent required to fulfill
this Agreement.

5. CORRECTION OF WORK

The Service Provider shall promptly correct at its own expense any Work that fails to conform to
the requirements of the Periodic Services Agreement Docurments where such failure to conform
appears during the progress of the Work., Service Provider warrants and shall also promptly
remedy at its own expense any defects due to faulty materials, equipment or workmanship, all
within such period or periods of time as may be prescribed by law or by the terms of any
applicable guarantee required by the Periodic Services Agreement Documents. The provisions of
this Article apply to work done by subcontractors as well as to Work done by direct employess of
the Service provider.

6. INSURANCE

A, The Service provider shall purchase from and maintain i
authorized to do business in the jurisdiction in which the Pr
as will protect the Service Provider and the Owner from all clai
those that may arise out of or result from operations of the
Agreement and for which the Service Provider may be g i

$1,000,000 for contrs
$2,000,000 for cogt

*

Check required 3 ts. If nothing is checked the maximum insurance requiremsnts apply for each category.

cvider shall, concurrent with the execution of this Agreement, deliver to the
Owner a Cerificate of Insurance in a form acceptable to the Owner evidencing the coverage
set forth by this Agreement. The Cerificate of Insurance wil name the Owner and
Buckingham Management, LLC as additional insured. In no circumstance shall the Service
Provider commence any Work without the issuance of paolicies for all the insurance coverage
specified in this Article. The Certificate of Insurance and insurance policies shall contain a
provision that coverage under the insurance policy will not be cancelled, non-renewed or
reduced in coverage until after thirty (30) days prior written notice has been given to the
Owner.

© 2014 National Apartment Association Toolbox - 7



Certified Apartment Managers" Reference Guide Property Maintenance for Managers

T. PREVENTION OF LIENS

The Service Provider acknowledges that no liens shall be attached to the Property by virtue of
any work done hereunder by the Service Provider or by any suppliers, employees, materialmen,
or other subcontractors employed by him; and the Service Provider warrants that all such parties
shall be advised of same and certifies to the Owner that they are aware thereof and bound
thereby.

8. INDEMNIFICATION

A, To the fullest extent permitted by law, the Service Provider shall indemnify and held harmless
the Owner, its partners, Buckingham WManagement, LLC, and other officers, directors,
controlling persons, shareholders, partners, employees and affiliates from and against any
and all claims, damages, losses, costs and expenses whenever incurred, including, but not
limited to, reasonable attorney's fees arising out of any kind and nature whg including

B. The indemnification obligation under this Article shall not be |i
amount or type of damages, compensation or benefits payable b
under workers’ compensation acts, disability benefit acts g 3

indemnify the Owner shall survive any terminatio

9, OWNER LIABILITY
The Service Provider shall not bring claims ied to this Agreement against
any principals, employees, agents, offi i . trolling persons, partners
or affiliates of the Owner or Bucking 2 Provider further agrees
that the sole and exclusive reme Providefor payment andfor performance of

this Agreement shall be against t
10. OWNER'S RIGHT TO TERLdkt

A, Should the Servi i out the Work properly, correct defective Work or
: the Periodic Services Agreement Documents, the
tice to the Service Provider and its surety, if any, may

good the deficiencies and may deduct the cost from the
f to the Service Provider or, at the option of the Owner, may
nd take possession of all materials, tools, and appliances and
h means as the Owner sees fit. If the unpaid balance of the Agreement
ense of finishing the Work, such excess shall be paid to the Service
expense exceeds the unpaid balance, the Service Provider shall
erence to the Owner.

B. Metwithstanding anything in this Agreement, the Owner, at its sole discretion, may terminate
this Agreement at any time without cause by giving at least ten (10) days prior written notice
of such termination to the Service Provider. Upon any termination of this Agreement, and
subject to all the terms and provisions of the Agreement, the Service Provider shall be
entited to payment at the Agreement Sum for all accepted Work finished or installed.
However, the Owner may retain from any monies due to the Service Provider an amount
sufficient to cover Service Provider's obligations under any guarantee of materials and
workmanship provided in the Periodic Services Agreement Documents. Upeon the expiration
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of these obligations, the balance of the amount, if any, shall be paid to the Service Provider.
The Service Provider, upon termination of this Agreement, shall peaceably and quietly
surrender to the Owner all premises, facilities, machinery and equipment of or belonging to
the Owner or for which Owner has paid the Service Provider.

11. MISCELLANEOUS

A. Nothing contained in this Agreement shall be construed to create the relationship of employer
and employee, principal and agent, partnership or joint venture between the parties, it being
understood that the only relationship between the parties is that the Service Provider is an
independent contractor of the Owner. Mothing contained in this Agreement shall create any
contractual or other relationship between Owner and any subcontractor or supplier.

B. The invalidity or unenforceability of any provision in this Agreement shall not aﬁem or limit the
1waln:il’ry and enforceability of any other provisions. The waiver by any pa
provision of the Agreement shall not operate or be construed as a waiy
breach by any party. The remedies and rights of the Ow
the Service Provider, are cumulative and in addition to th
the expression of any specific right or remedy shall not be co
from exercising any other right or remedy it may have.

C. Notice required under this Agreement shall be in persnnal delivery,
certified mail, commercial overnight courier (e.g., Fed or certified mail
postage prepaid return receipt requested to the p set forth in this
Agreement and to the Buckingham Manageme Mlfice at the address set
forth at the end of this Agreement, to such othg sy of the parties may
hereafter specify in writing to the other ] deemed effective when

received.

O. This Agreement shall be construedd the State where the Work
is to be performed.

E. The Service Provider shall Nothing in this Agreement shall
preclude or prohibit the Owne transferring the whole or any part of the
Agreement including thesl , benefits or obligations hereunder to any corporation,

uires, the masculine gender includes the feminine and the
and vice versa, and the singular includes the plural. Caption headings
nly and are not to be used to construe or interpret the Agreement.
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IN WITHESS WHEREOF, the parties have executed this Agreement as of the day of L20_
SERVICE
OWNER: PROVIDER:
(Name of Partnership) (Print Company Name)
BY: BY:
(Signature) (Signature)
(Print Name) (Print Name)

(Title)

(Title)

(Witness)

(Street Address) : ess)

(City/State/Zip Code) atelZip Code)

(Telephone)

ephone)

Specifications are attached as Exhibit
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Contract Number: - -
Community:

EQUAL EMPLOYMENT OPPORTUNITY

Attached to and made a part of the Contract by and between . Owner, and . a5 Contractor, dated
During the perfonmance of this contract, the Contractor agrees as follows:

A, The Conmactor will not discnnunate against any employee or applicant for employment because of race, creed, rehgion,
color, sex, national origin or any other protected classification proscribed under local, state or federal law. The contractor
will take affirmative action to ensure that applicants are employed, and that employees are treated during employment
without regard to their race, ereed_ religicn, celor, sex, nation erig:i.n or any other protected classification proscribed under

demﬂueu or ransfer, recruitment o recruitment ad'.erthme lavoff or termination; rates of pay of
compensation; and selection for training, including appren[leeshtp The Contractogagrees to pog

wailable to emps-:weet and applicants for employment, notices to be provided by
provisions of this nondiscrimination clanse.

C. The Contractor will send to each labor unicn or representatif.‘e of worke g g
agreement or other LOHH?ILTD"UJld.ETS[ﬂJldlﬂ“' a ]J.D:ll:E to be provided 14 officer, advising the labor

re Order 11246 of September

D. The Contractor will comply with all provisions of Executi 3, and of the mules,

regulations, and relevant orders of the 1.5, Secretary of L

E. The Conmactor will furnish all information and September 24, 1963, and by
the rules, regulations, and orders of the US. 5 y ursuznt therete, and will permit access to his books,
ree-:urds a]:ld accounts by the eentraeung agen’ . of Labor for purposes of investigation to ascertain

F. Inthe event of the Conractor’s ng e W 1scrimunation clanses of this Contract or with any of such niles,
regulations, or orders, this Conty ¥ be gled, d or suspended in whele or in part, and such other sanctions

i 1ve Order 11246 of September 24, 1963, or by rules,

otherwize provided by Law.

fraph (A) through (G) n every subcontract or purchase order mmless

5. Secretary of Labor 1ssued pursuant to Section 204 of Executive Order
#risions will be binding upon each contracter or vendor. The Contractor will
sub:m.l':rae or purchase order as the contracting agency may direct as a means of

% sanctions for nencompliance; PROVIDED, HOWEVER, that in the event the
Confracto? mvolved L 5 threatened with, ifigation with a subcontractor or vendor as a result of such direction
by the contracting agency, th ractor may request the United States to enter into such hingation to protect the mterests of
the United States

Contractor Owner

Date: Date:
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Service Agreement Between Owner and Contractor

Contract Number: 2005-BRI - 04
Community : Bradford Ridge

AGREEMENT BETWEEN OWNER AND CONTRACTOR

THIS AGREEMENT is made and entered into by and between _Lentz Asphalt & Excavating Co. (the
“Contracter”) and Bloomington Housing Associates, L.P. (the “Owner”™). Owner owns the Property kmown as

Bradford Ridge Apartments (the “Property™) located at 2900 Ridge Road. Bloomington IN, 47403 The Owner
and Contractor agree as follows:

1. SCOPE OF WORK (See Exhibit A)
A The Contractor agrees to perform the Work and services reguired by this Agreement, ing
drawings. specifications and addenda listed and/or attached hereto (collectively referre
“Contract Documents™) in accordance with the Contract Documents.
its sole expense all labor, materials, services, equipment, tools, scaffold
its obligations and to properly execute and complete the Work as describe

attachments (the “Work™) per Specification(s) Wo(s). and Exhibit(s): A.

B. This Agreement represents the entire Agreement between the partiesa
conditions required for the proper execution and completion of t
may order changes in the Work consisting of additions, deletion

absence of such signed Change Order, such work shall be co : ormed as part of
the original Agreement without additional compensation.

€. Contractor shall commence work on May 11 y the Work diligently
and the Work 1s to be fully completed by i etion). Time is of the

per day shall be assessed by the Ow
beyond the Date of Final Completion.

for each day or portion of a day of delay
damages are not established as a penalty.

incurred by the Own ailur 1e part of the Contractor to complete the Work on
time i1 accordance it r: nts. The liquidated damages stated herein shall be the

= it to complete v the VL. This liquidated damages subsection shall not alter or
ect adversely the Owne S8l W :c:: damages against the Contractor for loss resulting from
d dela ontractor in timely completion of the Work.

()

act Sum) shall not be increased by any changes in labor rates, transportation charges,
material costs or taxes.

Payment 15 to be made as follows. Asphalt repairs will be completed and billed for payment,
amount will be 520,000 and will be paid within 30 days of inveice date and upon acceptance of
Director of Technical Services, less applicable retainage. Remainder of contracted amount will
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be billed upon completion, 57,325.00. Payment of remainder will be paid within 30 days of
invoice date, less applicable retainage.

Any payments due under this Agreement will be made no more than once a month and no later than
the twenty-fifth (25%) dav of each month for Work completed the previous month. To receive any
pavment, the Contractor must submit to the Owner an invoice detailing the labor, services or materials
already provided for Work performed in the previcus month on or before the first day of the following
month. By submission of an inveice for payment, the Contractor warrants that all Work performed for
the Owner by the Contractor to that date is free and clear of liens, claims, security interests or
encumbrances from persons or entities providing labor, materials and equipment relating to the
invoiced Work., No payment shall be made for egquipment or materials that have not vet been installed
on the Property.

C. A sum equal to X Ten Percent {10%) or Two Thousand Seven Hundred Thirty Two D nllal s and
50/100 (82,732.50) of the Contract Sum will be retained by the Owner. The
release of retainage. shall be paid by Owner within 30 days after final complety
acceptance by the Owner or Agent. provided first. however, that
obligations to be performed by Contractor under this Agreement
Contractor’s initials Agent’s imitials

Documents™) and any other evidence in a form satisfacto g ing that all labor,
materials, bills, invoices, payroll taxes of any kind and 2 1e1 i E S ed by the

Contractor up to and including the date of invoicing ha % il 1 Mo to or in exchange for
final payment to Contractor.

actor: if there is defective
115 or have threatened to file
materials or eguipment; if

E.  Owner may withhold any payment, includi
Work that has not been remedied; if third
claims or liens; if the Contractor has
damage has been caused to the Ow
required by the terms of this A ord ctor fails to carry out the Worlk in accordance with
the Centract Documents.

i CONTRACTOR OBLIG

A, The Contractor sh
the Work in strict

"ork using its best skills and efforts and shall perform
wontract Documents. Contractor warrants that unless otherwize
orporated in the Work will be new and of geod quality and

e the Work to be laid out and prosecuted in an -::-rderl}r and

P hours u:ufB 00 AM and 6:00 P\-:E ‘»Iu:nrn:i:ﬁr through Fridm unless

he Owner. Contractor shall at all times coordinate with Owner with respect to
cement and completion of the Work and perform the Work in a manner that
nts on the Property. The Contractor shall require each subcontractor to be

nt to the extent of the Work performed by such subcontractor. The Contractor
e Work with due diligence and without delay. The Contractor will not delay or
interfere with any Work of the Orwner or any subcontractors. Contractor shall coordinate its Work
with others performing werlk at the Property as Owner directs.

will least disﬁ_lﬁr
bound 1

E. The Contractor shall enforce strict discipline and good order ameng emplovees of the Contractor and
all other persens carrying out the Work, The Contracter shall not permit employment of unfit persons
or persons not skilled in tasks assigned to them. Owner reserves the right to have the Contractor
remove an employee from the premises if unfit or unskilled. If requested by Owner, all emplovees of
the Contractor shall wear vniforms with nametags or embroidery showing the name of the Contractor
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and the name of the employee. The Contractor shall employ labor and personnel in accordance with
applicable Local. State and Federal laws.

C. The Contractor shall pay, when due, sales, consumer, use, FICA and vnemployment compensation
taxes and any other faxes due for the Work or portions thereof provided by the Centractor.

D. Prior to commencing the Worle, the Contractor shall obtain, at its own expense, all permits and licenses
and agrees to pay all rovalties that may be necessary for the proper performance of this Work.

E. The Contractor shall give notices and comply with all building codes, local ordinances, laws. rules,
regulations and orders of any public autherity having jurisdiction over the Property.

F. The Confractor will at all times facilitate and permit the inspection of the Work by the Owner, Agent,
and public authorities. The Contractor shall not be relieved of its obligations to perform the Work
because of tests, inspections, or approvals required or performed by persons othe; ‘omtractor.
The Werk shall not be accepted until the Owner, Agent and all public authorif =d and
approved the Work and any certificates of cccupancy and/or finglinspection =" arg
required are issued.

G. The Contractor shall at all times be responsible for inttiating, maintai
precautions and programs in connection with the Work. It shall take al :
safety of, and shall provide all reasonable protection fo preve loss to (1) all
employees of Contractor or any other subcontractor perforigh rty and other
persons including, but not limited to, residents or tenan i, their S@sts; (1) the Work

operty at the site or

e duty to provide and

enclosures. All damage or loss to any prop by the Contractor, its
subcontractors or their agents, or anyone di ed by any of them, or by anyone
for whose acts they may be liable, sh ¥ ' W he Crwner reserves the right
at all times to halt Work that 1s bei 1 5 " entractor rectifies same.

H. The Contractor shall at all tim
waste material or rubbish cansed IR
the completion of any Vg of Worlk, the Contractor shall remove all waste material.

inery and surplus materials from the Property, and shall

inatory practices, any discriminatory language, or any act that may be
by Fair Housing Law.
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Eulations), if applicable. Contractor agrees that any employee operating a motor
ection of Buckingham Management, LLC or while undertaking the business of this
Contract is participating in a DOT mandated and approved random drug and alechol testing program.
Failure to maintain such a program in compliance with DOT regulations wounld be grounds for
termination of this Agreement pursuant to Article 10.

K. All Contractors shall execute the Equal Employment Opportunity addendum.
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L. Coenfractor guarantees that all Work shall be free from defects in workmanship and materials for
minimum period of One Year from date Owner accepts the Work and promptly upon Owner’s request,
Contractor will correct by repair or replacements, without charge, any such defects (and any damage to
other property. including without limitation the Work of other subcontractors resulting therefrom or
from the correction thereof) which may appear in the Werk during that period. Additionally, materials
and/or equipment warranties provided by the manufacturer of said materials and/cr equipment is to be
for a period of One Year. Where any governmental bodies or agencies regulating the Owner's
operations, such as the United States Department of Housing and Urban Development, require
guarantees and/or warranties beyond said periods, the Contractor’s obligations shall remain in effect
through such extended period of time. If the Contractor fails to commence and to complete the repair
or replacement of improper or defective Work, as specified, within a reascnable period of time as
determined by the Cwner, the Owner may proceed to have such Work completed by whatever method
it may deem expedient and may charge the Contractor for the expense incurred.

M. The Contractor will be responsible to protect living units against the elements at
working day and wnder no circumstances shall any living unit be left unprotec
the Agreement. In addition, no occupied living unit will be withgait essential
light, and water at the end of each working day as a result of thi

N. The Confractor shall hereby indemnify and hold the Crwner harmless

including fines incurred by the Owner for the Contractor’s failure to co
Occupational Health and Safety Act. and like State and Loc

4. OWNER OBLIGATIONS

ity for loss or damage fo
eased by the Contractor,
fte of the Work

A, The Owner shall not be responsible for or assume any Iy
equipment or materials, tools or other personal

npense any Work that fails to conform to the
e such failure to conform appears during the progress of the
cinptly remedy at its own expense any defects due to faulty

The Contractor shall p
require f the Co

within such period or periods of time as may be prescribed by
} arantee required by the Contract Documents. The provisions of
one 0y subcontractors as well as fo Work done by direct employees of the

INSURANCE

A, The all purchase from and maintain in a company of companies lawfully authorized to do
business in the jurisdiction in which the Property is located such insurance as will protect the
Contracter and the Owner from all claims incloding. but not limited to. those that may arise out of or
result from operations of the Confractor under this Agreement and for which the Contractor may be
legally liable whether such operations be by the Contractor or by a Subcontractor or by anyone directly
or indirectly employed by any of them, or by anyone for whose acts any of them may be liable. *
Insurance Coverage to be provided shall include, but not be limited to, (1) Comprehensive General
Liability; (2) Workers” Compensation and Emplovers” Liability; and (3) Automobile Liability.
Coverage fo be written on an occurrence basis, in the amounts as follows:
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(1} Commercial General Liabilify -

XXX S1,000.000 for contracts under $30,000.
52,000,000 for contracts over 530,000,
£3,000,000 for security confracts.

(2y Workers” Compensation and Employers” Liability -

X (Statutory)
£100,000 each accident
£300,000 disease — policy limit
S100,000 disease — each employes

(3} Awtomobile Liability -

X £1.000,000 combined single limit

*  Check required amounts. If nothing is checked the maximwy
apply for each category.
Certificate of Insurance in a form acceptable to the Owner g set forth by this

Agreement. The Certificate of Insurance will name the Ofifer and E agement, LLC as

of policies for all the insurance coverage specified in ¢ icle. Sicate of Insurance and
insurance policies shall contain a provision that gover insuggie policy will not be

given to the Owner.

7. PREVENTION OF LIENS
The Contractor agrees to pay when 1 ontractors and others for laber, materials, services
or equipment for the performance o e filing of any liens by mechanics or
materialmen or attachments, garni suits affect®E title to the Property upon which the Worl 1s

(15) days after notice 1s mailed to the Confractor to cause
m the Property and to pay all expenses for, and cn

ed as a resulf of any suit or lien. The Contractor may.
gd i1 a form and substance satisfactory to the Owner to bond

performed. The Contractog

advised of these terms and bound by the provisions of this Article. Failure to
11 constitute a default by the Contractor and entitle the Owner to terminate this

A, To the fullest extent permitted by law, the Contractor shall indemnify and held harmless the Owner, ifs
partners, Buckingham Management, LLC, and other officers, directors, contrelling persons,
shareholders, partners. employees and affiliates from and against any and all claims. damages, losses,
costs and expenses whenever incurred, including, but not limited to, reasonable attorney’s fees arising
out of any kind and nature whatsoever, including without limitation claims, damages, costs and
expenses attributable to injury or destruction to tangible property, bodily injury. sickness, disease or
death or resulting inaccuracy of any warranty or representation made in the Contract Documents or in
the Belease Documents.
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B. The indemnification obligation under this Article shall not be limited by any restriction on the amount
or type of damages. compensation or benefits payable by or for the Contractor under workers or
workers” compensation acts, dizability benefit acts or other emplovee benefif acts.

C. All provisions of this Agreement that require the Contractor to insure, defend or indemnify the Owner
shall swrvive any termination of this Agreement.

9. OWNER LIABILITY

The Contractor shall not bring claims or lawsuits under or related to this Agreement against any principals,
employees, agents, officers, directors, stockholders, controlling persons, partners or affiliates of the Owner
or Buckingham Management, LLC. The Contractor further agrees that the sole and exclusive remedy of

the Contractor for payment and/or performance of this Agreement shall be against the assete of the Owner.

10. OWNER'S RIGHT TO TERMINATE THE CONTRACT

A, Should the Contractor neglect to carry out the Work properly, co
any of its obligations under the Contract Documents, the Owner, a

written nofice that the Contractor stop the Work, make good the deficien
from the payvment then or thereafter due to the Contractor or 1

B. Notwithstanding anything in this Agreemen) its 3 =tion, may terminate this
Agreement at any time without cause by gi 3 por wiitten notice of such

and provisions of the Agreement, §
all accepted Work finished or 1 . J e Owner may retain from any monies due to the

t shall be construed to create the relationship of employer and
artnership or joint venture between the parties, 1t being understood
between the parties is that the Contractor 13 an independent contractor of the
1ed in this Agreement shall create any contractual or other relationship

7 subcontractor or supplier.

nenforceability of any provision shall not affect or limit the validity and
enforceability of any other provisions. The waiver by any party of a breach of any provision of the
Agreement shall not operate or be construed as a waiver of any subsequent breach by any party. The
remedies and rights of the Owner, in the event of any default by the Contractor, are cumulative and in
addition to those otherwise available by law, and the expression of any specific right or remedy shall
not be construed as preventing the Owner from exercising any other right or remedy it may have.

C. Notice required under this Agreement shall be in writing and sent by personal delivery, certified mail,

commercial overnight courier (e.g.. Federal Express, UPS, efc.) or certified mail postage prepaid return
receipt reguested to the parties at the addresses as set forth in this Agreement and to the Buckingham
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Management, LLC corporate office at the address set forth at the end of this Agreement, to such other
addresses as any of the parties may hereafter specify in writing to the other party. Notice shall be
deemed effective when received.

D. This Agreement shall be construed in accordance with the laws of the State where the Work is to be
performed.

E. The Contractor shall not assign this Agreement. Nothing in this Agreement shall preclude or prohibit
the Owner from assigning or transferring the whole or any part of the Agreement including the
Owner's nghts, benefits or obligations hereunder to any corporation, partnership or individual.

F. This Agreement and all the representations, warranties and conditions shall be binding upon and inure
to the benefit of the parties and their respective heirs, executors, administrators, assignees and other
successors in interest (fo the extent permutted by this Agreement).

G. Whenever the context so requires, the masculine gender includes the femining
appropriate and vice versa, and the singular includes the plural. Zapti A1 v hience
only and are not to be used to construe or interpret the Agreem

I WITNESS WHEREOQF, the parties have executed this Agreement as of the 9t
OWNER: CONTRACTO

(Name of Partnerzhip) i ny Name)

BY:
Its authorized Agent
BY:
(Signature) {Siznature)
(Print Name) (Print Name)

President

(Title)

(Witness)

(Street Address)

(Street Ad

[City/State/ Zip Code)

(Telephone)

Specifications are at
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Contract Number: - -
Community:

EQUAL EMPLOYMENT OPPORTUNITY

Attached to and made a part of the Contract by and between . Owner, and . as Contractor, dated
During the perfonmance of this contract, the Contractor agrees as follows:

A The Contractor will not discriminate against any employee or applicant for employment becanse of race, creed, religion,
color, sex., national origin or any other protected classification proscribed under local, state or federal law. The contractor
will take affirmative action to ensure that applicants are employed, and that employees are treated during employment
without regard to their race, creed, religion, color, sex, nation origin or any other protected classification proseribed under
local, state or federal law. Such action shall melude, but not be linited to, the following: employmg i
demotion, or transfer, recruitment or recruitment ad&emimg layoff or termunation; rates of pay oy
compensation; and selection for training, including al,pre:ntleeshtp. The Contractog ;

wailable to employees and applicants for employment, notices to be provided by
provisicns of this nondiscrimination clause.

C. The Contractor will send to each labor unicn or representative of worke
agIeelnent of other ceut*mtn*understaudmg a 1:u:u'1|:e to be provided 14 officer, advising the labor

re Order 11246 of September

D. The Contractor will comply with all provisions of Execut 3. and of the rules,

regulations, and relevant orders of the TU.5. Secretary of L.

E. The Conmractor will furnish all information and September 24, 1963, and by
the rules, regulations, and orders of the U.S. Sgor@llry ursuant thereto, and will permit access to his books,
Iec-::urd's and acceu.mi by the lzn:mtrav:u:nfI age’ 3. : of Labor for purposes of investigation to ascertaln

F. Inthe event of the Contractor's ng e Wi iscrimination clanses of this Contract or with any of such miles,
regulations, or orders, this Conig v be gled, d or suspended in whele or in part, and such other sanctions
i i ive Order 11246 of September 24, 1963, or by rules,
otherwise provided by law.

raph (A) through (G) in every subcontract or purchase order uwmless

5. Secretary of Labor 1ssued pursuant to Section 204 of Executive Order
Wlisions will be binding upon each contractor or vendor. The Contractor will
submu':rae or purchase order as the conacting agency may direct as a means of

S sanctions for nencomphance; FROVIDED, HOWEVER, that in the event the
Contracto? involved 1 s threatened with, lifigation with a subcontractor or vendor as a result of such direction
by the contracting agency, th ractor may reguest the United States to enter info such litigation to protect the interests of
the United States

Contractor Owner

Date: Date:
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Asphalt Sealcoat Specifications

Asphalt Sealcoat Specifications

Scope of Work

. Sealcoat all visible asphalt at Apartments.

Specifications

1. Preparation of existing road surface:

a. Holes and depressions in granular surface shall be repai loosEmnd
defective material and replacing with a patching mixture asph nd
mineral aggregate.

b. Fill small cracks (except hairline cracks) with a lighteg
liquid asphalt (heat, if necessary, to a pouring viscosi

medium-curing

c. Fill larger cracks with same material combined with fine aggregate.

d. Oil spills (from autos) must be torched to i remove all volatile oil,
followed by removal of all loose ag Sgyith shellac or a sealer

e. Immediately prior to applicatio at, all loose and foreign material shall be
removed by light sweeping, an

brush, or by approved mechanical methods, to the
eading rate of 1.5 to 2.5 gallons per 100 square feet in
fhared from straight run high temperature coke-oven tar
R-T-143. Petroleum tar and oil and water gas tars shall not be
with R-T-143. #52 Silica Sand should be added at the rate of 4-6

Requirements:

The material shall conform to the following requirements prior to fortification with antifreeze”

MAX. MIN.
Water, percent 53% -
Monvolatiles, percent - 47%
Ash of nonvolatiles, percent 40% 30%
Solubility of nonyolatiles in CS2 - 20%
Specific gravity 28 C/25 C 1.20%
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Asphalt Sealcoat Specifications

4. Drying Time:
The coating shall exhibit "final set” in not more than eight hours.

5. Adhesion and Resistance to Kerosene:

The cured coating shall exhibit no penetration or loss of adhesion.
defined as material complying with VWV-K-211.

6. Resistance to Heat:

The cured coating shall show no sign of blistering, sagging or sli
C. for two hours.

7. Adhesion and Resistance to Water:

The cured coating shall exhibit no blistering, loss of adhes/® to re-emulsify,
8. Flexibility:
The coating shall show no flaking, cra

9, Resistance to Impact:

The coating shall exhibit iopi ing, cracking, or loss of adhesion extending mare
than 1/4 inch beyond the of impact. (NOTE: This requirement may be
waived at the discretion ineer in charge of the project, provided the
supplier can furnish a cer i tory field performance record of not less than three

11. Wet Film Continuity:

Emulsion,
particles.

. shall be uniformly smooth, nongranular consistency free from coarse

12. Resistance to Freezing:

When specified, emulsion shall be fortified with antifreeze and be capable of exposure for
24 hours at 0 degrees F. (-17 C.) and when warmed to 77 degrees F. (25 C.) shall return to a
homogeneous consistency with stirring.
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Asphalt Sealcoat Specifications

13. Application:

Material should be applied with a machine designed for this purpose or with a squeegee at
the rate of 0.1 to 0.2 gallons per square yard, depending on the texture and porosity of ald
pavement. Second coat only may be sprayed.

14. Complete coverage without bleed-through or pock marks must be obtained after drying.

\9

ontractor Signature

Date
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Parking Area Striping Specifications

Parking Area Striping Specifications

Scope of Work

. Stripe all visible parking areas at Apartments.

Specifications

1. Preparation of existing surface:

Areas to be striped must be thoroughly cleaned. Heavy dirt, gre nd d

removed by scrubbing or sealing affected areas.

2. Application of Striping Materials:

Paint is to be applied with a brand of machine capablg @ifthi St g machine

must utilize a curtain of air to clean the surface as it achine must provide
a clean cut line by directing compressed air against th bray pattern to cause
premature drying.

3. Product Specifications:

Product should be commercial traffi
sure to follow all local codes. Pai

choice™f management. Making
per manufacturers specifications.

4. Operational Specificati

Traffic should not be al imum of 4 hours.

and "Handicapped Parking Areas” will be indicated by
follow local code.

Contractor Signature

Date
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Sample Service Request Form

Property Name:

Property Maintenance for Managers

Date:

Time:

Taken By:

Apartment Number:

Resident Name:

Resident Phone Number:

Entry Permission:

Specific Problem/Work Requested:

Assigned to:

N,

Date:

Recommendations/Comments:

Action Ta

Completed by:

Resident Charge/Subcontractor Cost:

Resident called back

Comments:

© 2014 National Apartment Association
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Sample Service Request Summary

Property:
Date:

Employee Title # Work Orders Total Time Comments
Completed

Work Requests

SERVICE REQUESTS
Total received for week.
Total completed.

Pending from previous
week.
Pending from current
week.

Holding for parts.
Total all work requests.

al Vacancies

Emergencies Handled

Service

# of SRs Follow-up Date Response/Result
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Sample Certificate of Ins

Certified Apartment Managers" Reference Guide

urance

CERTIFICATE OF INSURANCE

Property Maintenance for Managers

SET TAB STOPS AT ARROWS

ISSUE DATE (MM/DD/YY)
3/5/85

PRODUCER
XYZ Agency
4589 Flower Bivd.
Cleveland, Ohio 44213

THIS GERTIFICATE IS ISSUED AS A MATTER OF iNFORMATION ONLY AND CONFERS NO
RIGHTS UPON THE CERTIFICATE HOLDER. THIS CERTIFICATE DOES NOT AMEND, EXTEND
OR ALTER THE COVERAGE AFFORDED BY THE POLICIES BELOW.

COMPANIES AFFORDING COVERAGE

COMPANY A United States Fidality & Guaranty Co.
msAgahE% paving G LETTER
'avin 0.
{386 Norman brive coMeANY B
Cleveland, Ohio 44135
COMPANY
LETTER
COMPANY [
LETTER
COMPANY |
LETTER
COVERAGES
THIS 1S TO CERTIFY THAT POLICIES OF INSURANCE LISTED BELOW HAVE BEEN ISSUED TO THE INSUR D ABOVI OLICY PERI
INDICATED. NOTWITHSTANDING ANY REQUIREMENT, TERM OR CONDITION OF ANY CONTRACT OR OTHER NT WI TO WHICH
ERTIFICATE MAY BE ISSUED OR MAY PERTAIN, THE INSURANCE AFFORDED BY THE POLICIES DESCRIBED IS SUI LL THE TI
EXCLUSIONS, AND CONDITIONS OF SUCH POLICIES.
LIMITS
cO POLICY POLICY EFFECTIVE | POLICY EXPIRATION
LTR TYPE OF INSURANCE NUMBER DATE (MM/DD/YY) | DATE (M EAIEEHNCE AGGREGATE
GENERAL LIABILITY s
A ggy;gglggggﬁ %%l;nsn 1CC061293750 11/30/84 0/85
UNDERGROUND YA $100 $100
EXPLOSION & COLLAPSE HAZARD
PRODUCTS/COMPLETED OPERATIONS BI&FD s
CONTRACTUAL $
INDEPENDENT CONTRACTORS COMSBI
BROAD FORM PROPERTY DAMAGE -
PERSONAL INJURY PE] INJURY s
AUTOMOBILE LIABILITY Yy |s 250
ANY AUTO URY
ALL OWNED AUTOS (PRIV. PASS.)
A ALL OWNED AUTOS (OTHER THAN PRIV. PASS.) | 1CC0612 11/30/84 85
HIRED AUTOS $ 500
NON-OWNED AUTOS IN
GARAGE LIABILITY oy
PROPERTY | S 100
DAMAGE
BI&PD $
COMBINED
EXCESS LIABILITY $1,000 s
A UMBRELLA FORM Bi & PD
OTHER THAN UMBRELLA FORM 11/30/84 11/30/85 COMBINED
WORKERS' COMPENS; STATUTORY [
AND /30/84 11/30/85
EMPLOYERS' LIA $ 100 (EACH ACCIDENT)
$ 500 (DISEASE-POLICY LIMIT
$ 100 (DISEASE-EACH EMPLOY)
ON OF OPERATIONS/!
CANCELLATION

Capital investors
18513 Pond Lane
Akron, Ohio 44145

© 2014 National Apartment Association

SHOULD ANY OF THE ABOVE DESCRIBED POLICIES BE CANCELLED BEFORE THE
EXPIRATION DATE THEREOF, THE ISSUING COMPANY WILL ENDEAVOR TO MAIL
10 DAYS WRITTEN NOTICE TO THE CERTIFICATE HOLDER NAMED TO THE LEFT,
BUT FAILURE TO MAIL SUCH NOTICE SHALL IMPOSE NO OBLIGATION OR LIABILITY
OF ANY KIND UPON THE COMPANY, ITS AGENTS OR REPRESENTATIVES.

AUTHORIZED REPRESENTATIVE
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Sample Property Inventory Form

Property:

Property Inventory

By:

Property Maintenance for Managers

Date:

Location Description

Make

Model

Location: M - Maintenance Shop
O - Office
S - Storage
C - Clubhouse

© 2014 National Apartment Association
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Sample Preventive Maintenance Schedule

PREVENTIVE MAINTENANCE SCHEDULE
Property: _ Month: ___March

‘ Completed Regional
Description By Date Check Check Comments

Check all circulating pumps &
motors for leaks & corrosion. Oil as
specified by manufacturer.

Clean storage, equipment &
maintenance rooms. Update
inventory.

Replace burmned out exterior lights,
check photocells.

Use enzyme sewer p.m. on problem
bldgs. Replace missing sewer caps.

Inspect gutters, downspouts,
foundations, exterior walls, balconies
& washouts—attach list of needed
repairs.

90-day maintenance inspection
and filter change. Apts. ___thru —__
completed. (Must compiete one
third of property.)

Complete repair of sprinkier

systems. Set timers to water every
other day. Check weekly for broken
heads, efc.

Clean automatic chlorinator &
check out all pool equipment.

Lawns & shrubs are to be fertilized
watered thoroughly. Flower beds o
be cleaned & furmed.

Some items on sche
completed column.
by the first of the fol

ropery. If not, put N/A under the date
eted and returned to the Regional Office
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Preventive Maintenance

Landscaping
Monthly Report

(month/year)

Property Maintenance for Managers

Group 1 Work to be Completed
Chain Saw * Inspect/replace filter
Street Blower * Inspect

* Change oil and filter
Storm Drains * Check and clean out
36" Toro Lawnmower * Inspectreplace filter
Group 2
Back Pac
Trailer

Site Inspection
Vacuum/Blowing

52" Toro Lawnmower

Supervisor/Foreman,

ape and corrective)
Or insects

Order

* Entire site

Weed Control

« Spray muich beds with hand sprayer

Completed

ed control for crabgrass and broadieaf

© 2014 National Apartment Association
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Preventive Maintenance

Maintenance
Monthly Report
{month/year)
Group 1 Work to be Completed Complet
White Sand Boiler ¢ Inspect weekly/use chart
Pickup ¢ Inspect & clean

» Check all fluids, belts, and tires
* Change oil, fiiter, and grease

Tennis/Volleybali Courts * Inspect surface, nets, and fence

Community Building * Inspect and service per checklist
Buildings « Inspect exterior

Group 2 Work to be Complet
Brownleaf Boilers * Inspect weekly/use chart

Tenant Storage Inspect

Paint Compressor
Buildings
Paint Trailer

Swimming Pool

Completed
Pect tires, lights, batteries, and cover
¢ Inspect
Work to be Completed Completed

Green Moss ¢ Inspect weekly/use chart

Garage ¢ Inspect

Fire Extinguishers * Inspect at Community Building,
vehicles, and storage rooms

Maint Cart #2 * Inspect tires, lights, batteries, and cover

Buildings ¢ Inspect exterior
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Group 5 Work to be Completed Completed
Mill Shop * Inspect

Building #39 * Inspect

Maint Cart #3 * Inspect tires, lights, batteries, and cover
Supervisor/Projects Work to be Completed Completed
Staff Meetings * Pros and Cons of Operations

Outside lights * [nspect by Security

Fire Sprinkler System ¢ Inspect Community Building

Safety Meeting ¢ Material Data Safety Sheets
* Review safety equipment and pro

V.H.D.A. * Inspection

Exercise Room ¢ Qil and check all exercise equipment
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CAMIE

CERTIFIED APARTMENT
MANAGER®

NAAEI thanks you for taking the Certified Apartment Manager (CAM .
Following is a list of items that you may find on the NAA JM(eb site ojdhe
included in the program text that is to be used for your re ce ing
courses in this program:

e Supplement/Resource Materials
e CAM Skill Checks and Answer Key
e Additional Course Handouts
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NATIONAL APARTMENT I N STITUTE

ASSOCIATION

4300 WILSON BLVD., SUITE 400
ARLINGTON, VA 22203
703/518-6141 FAX 703/248-8370
education@naahg.org
www.naahg.org






