ANDOVER HOUSING AUTHORITY

100 Morton Street Andover, Mass. 01810 Tel. 978-475-2365 FAX:978-475-0313
’ TDD 1-800-545-1833 X372

PREVENTIVE MAINTENANCE POLICY

ANDOVER HOUSING AUTHORITY

BOARD REVIEWED AND ACCEPTED:

DATE. - 9-2/-/7

An Equal Opportunity Employer



WORK ORDER DEFINITIONS AND TYPES IN PRIORITY ORDER

Emergencies - Work which must be done immediately ‘
¢ . Emergencies should be narrowly defined as only those conditions which are
immediately threatening to the life or safety of your residents, staff, or structures.

Vacancy Refurbishment — Work necessary to make empty units ready for new tenants.

--»  After emergencies the refurbishment of vacancies for immediate re-occupancy should

have the highest priority for staff assignments. Everyday a unit is vacant is a day of lost
rent.

Preventive Maintenance — Work which must be done to preserve and extend the useful life

of various elements of your physical property and avoid emergency situations.

e Develop a thorough preventive maintenance program and schedule that deals with all
elements of the physical property.

¢ Your preventive maintenance program should be reviewed and updated annually and as
new systems and facilities are installed.

Programmed Maintenance — Work which is important and should be completed to the
greatest extent possible within time and budget constraint. Programmed maintenance
should be grouped and scheduled to make their completion as efficient as possible. Sources
of programmed maintenance include:

- Routine work — Includes those tasks that need to be done on a regular basis to keep

your physical property in good shape. (mopping, mowing, raking, trash, etc.)

e Inspections — Inspections are visual and operational examinations of parts of your
property to determine their condition. All dwelling units, buildings and properties must
be inspected at least annually.

Requested Maintenance — Work which is requested by residents or others, does not fall into

any category above, and should be accomplished as time and funds are available.

e Requests from residents or others for maintenance work which does not fall into one of
the other categories should have the lowest priority for staff assrgnment but should
ideally be attended to within three to seven days.
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CHESTNUT COURT
(42 units — 5 buildings)

DAILY
Empty rubbiéh
Check and clean debris from Iaundry rooms
Work in vacancy as needed
Check grounds for debris and pick up as necessary
Do tenant requests and non-routine repairs

WEELKLY
Clean hallways — {every week) vacuum floors in two story buildings, check lights, dust as needed,
wash windows
Damp mop laundry room floors
Check hot water heaters and circulators
Clean boiler rooms as necessary
Remove junk mail from hallways

MONTHLY
Check emergency lights and timers for hall lights
Pest control - contract
Flush water tanks and boiler p/t valves, check for leaks, and oil the pumps
Check inventory against upcoming vacants and work orders

SEMI-ANNUALLY
Check fire alarm system — contract and replace ¢c/o and smoke detector batteries
Check all gutters and downspouts and clean as needed
Sweep parking areas and re-number as needed
Make a visual inspection of all outside components, siding, roofing, etc.
Generator serviced — contract

‘ - ANNAULLY
Check fire extinguishers and hoses — contract
Check washing machine hoses
Perform unit inspections

SEASONAL
Shut down boilers not designated for hot water
Cut grass every week & blow sidewalks clear
Clean walks in the winter and treat ice each day
Inspect boilers before heating season, start up
Prune trees and shrubs as needed and water flowers
Clean and check bus shelter, inspect gazebo's and gliders for service and clean glider top cover
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GRANDVIEW TERRACE
{40 units = 2 buildings)

DAILY
Empty rubbish’
Check and clean debris from laundry rooms

 Work in vacancy as needed

Check grounds for debris and pick up as necessary
Do tenant requests and non-routing repairs

WEELKLY
Clean hallways — {every week) vacuum floors, check lights, dust as needed, wash windows
Damp mop laundry room floors
Clean boiler rooms as necessary
Remove junk mail from hallways

MONTHLY
Check emergency lights and timers for hall lights
Pest control — contract
Flush water tanks and boiler p/t valves, check for leaks, and oil pumps

SEMI-ANNUALLY _
Check fire alarm system — contract and replace ¢/o and smoke detector batteries
Check all gutters and downspouts and clean as needed '
Sweep parking areas and renumber as needed

: ANNAULLY
Check fire extinguishers and hoses — contract
Check washing machine hoses
Perform unit inspections
Sweep parking areas and re-number as needed
Check roofs for cracks, wear, etc.
Check building exteriors for drainage problems, cracks, leaks, rusting, peeling, etc.

SEASONAL
Shut down boilers not designated for hot water
Cut grass every week and blow sidewalks clear
Clean walks in the winter and treat ice each day
Inspect boilers before heating season, start up
Prune trees and shrubs as needed and water flowers
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FRYE CIRCLE (96 units — 11 buildings) 1 Comrﬁunity building, 1 Garage

DAILY
Check and clean debris from laundry rooms and clean filters on dryers
Empty trash cans from community hall, kitchen and laundry room
Check rest rooms and clean as needed
Clean shop area every day ‘
Check grounds for debris and pick up as necessary
Vacuum and/or dry mop lobby area as necessary
Work in vacancy as needed
Clean all glass on entrance doors and in lobby area

.Do tenant requests and non-routine repairs

WEEKLY
Damp mop bathroom floors, clean toilets and mirrors
Damp mop laundry room floors and lobby area
Damp mop kitchen floor — clean sink, counters, and appliances {exterior) as needed
Vacuum community room and dust sills and woodwork as needed
Clean glass windows in lobby area

MONTHLY
Inspect all hot water tanks
Pest control — contract )
Check emergency lights in common halls, and exit sign lighting

SEMI-ANNUALLY
Check all gutters and downspouts
Wash windows in community room
Check fire alarm system — contract and smoke detector battery change
Clean all light fixtures in community building
Strip and wax floors — common areas

. ANNUALLY
Check fire extinguishers and hoses — contract
Check washing machine hoses
Inventory tools, equipment, refrigerators and stoves in stock. January each year
Perform unit inspections
Sweep parking areas and re-number as needed

SEASONAL
Cut grass every week and blow sidewalks clear
Clean walks in the winter and treat ice each day
Prune trees and shrubs and water flowers ’
Check roofs for cracks, wear, etc.
Check building exteriors for drainage problems, cracks, leaks, rusting, peehng, etc.
Clean and check bus shelter and clean gazebo’s and glider top
Central air conditioner service {contract)



STOWE COURT
(40 units — 2 buildings)

DAILY

Clean Office:
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Vacuum rugs, dust sills, woodwork, cabinets, and empty waste baskets
Put flag up in the a.m. and down in the p.m.

Clean rest rooms — toilet, sink, and mirrors

Clean all glass in office, door/window and upstairs entryway

Dry mop floor outside office — sweep downstairs

Clean filters on clothes dryers

Clean Community Hall

Vacuum rugs, dust sills, and woodwork

Clean rest rooms — toilets, sinks, mirrors

Dry mop laundry room/rest room floors

Clean all glass in entryway

Check and clean debris from laundry room

Empty trash cans — community hall, rest rooms, laundry rooms and kitchen, remove junk
mail.

General

Check grounds for debris and pick up as necessary
Work in vacancy as needed

Do tenant reqvuests and routine repairs

Empty rubbish

WEEKLY :
Damp mop all floors and stairway — outside office, community hall, rest rooms, laundry
room and kitchen ]
Clean kitchen — sink, counter and appliances (exterior)
Check hot water heaters and circulators for leaks, oil the pumps
Clean boiler rooms as necessary B

" Vacuum and sweep all common entrances, clean light globes as needed

MONTHLY
Inspect all hot water tanks and storage area for leaks
Pest control — contract
Check emergency lights
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STOWE COURT CONTINUED

SEMI-ANNUALLY
Wash windows — office/community hall inside and outside
Wash blinds— office/community hall
Clean all light fixtures — office/community hall
Check fire alarm system — contract and replace batteries in ¢/o & smoke-detectors
Wash all cabinets —office ‘
Sweep parking areas and renumber as needed

ANNUALLY
Shampoo rugs — office/community hall
Touch up paint in all areas community hall/office
Wash building windows on outside
Check roofs for cracks, wear, etc.
Check building exteriors for drainage problems, cracks, leaks, rusting, peeling, etc.
Strip and wax all floors — common areas

SEASONAL
Shut down boilers not designated for hot water .
Cut grass every week and blow sidewalks clear
Clean walksin the winter and treat ice each day
Inspect boilers before heating season
Prune trees and shrubs as needed and water flowers
Central air conditioning service (contract)
Clean gazebo and glider top
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MEMORIAL CIRCLE
(56 units — 12 buildings)

DAILY
Check and pick up dumpster area
Clean shop each day
Check grounds for debris and pick up as necessary
Work in vacancy as needed :
Do tenant requests and non-routine repairs

WEEKLY
Check gas powered equipment for wear and tear. Perform service as necessary

MONTHLY
Pest Control — contract

SEMI-ANNUALLY

Treat main lines for grease

Check all gutters and downspouts

Service lawn equipment/snow blowers
Sweep parking areas and renumber as needed

ANNUALLY
Check fire extmgwshers and hoses - contract Replace c/o detector and smoke detector
batteries
Inventory tools, equipment, refrigerators, and stoves in stock. January each year
Perform unit inspections and inspect and treat playground and all other pressure
treated lumber throughout property

: SEASONAL

Clean out window wells '

Cut grass every week and water flowers

Clean walks in the winter and treat ice each day

Inspect boilers before heating season

Prune trees and shrubs

Check roofs for cracks, wear, etc.

Check building exteriors for drainage problems, cracks, Ieaks rustlng, peeling, etc.
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PREVENTIVE MAINTENANCE TRUCK

. DAILY
Check tires: wear, pressure, etc.
Check frame and suspension for loose bolts, cracks, etc.
Check parking brakes '
Check safety lights
Check instrument gauges, oil, etc.

WEEKLY
Check spare tire and jack
Check fluid leaks

MONTHLY
Check fluid levels
Check antifreeze, radiator rust inhibiter and thermostat
Chck windshield washer fluid
Check belts and hoses
Check carburetor hoses and linkage
Check wheel alignment and tires
Check heater and defroster
Check wiper blades for wear
Check battery
3 MONTH OR 3,000 MILES:
C'han'ge oil and filter
Check fluid in master cylinder
Check fluid level in power steering unit
Lube front suspension and steering linkage

_ YEARLY
7,500 miles or yearly — rotate tires
Change transmission fluid and filter
Change air filter
Change rear axle fluid
Drain radiator and flush and check all hoses and cap

- Clean outside of radiator

Change fuel filter
Get truck inspected



