CHAPTER 6
MAI NTENANCE

The | ndi an Housing Authority's (IHA) inventory of housing
is a valuable asset. Mintaining its rental housing and

assi sting homeowners with naintenance is one of the nost

i mportant tasks for any | HA

This chapter explains HUD s requirements for naintenance,
and provi des gui dance on establishing and running a
strong mai ntenance programfor both rental and
honeowner shi p units.

PART 1: OVERVI EW OF MAI NTENANCE REQUI REMENTS

6.1 SETTING A MAI NTENANCE POLI CY

Even t hough the I HA has | ess day-
to-day responsibility for
mai nt enance of honeowner ship

I HA Mai nt enance Program Goal s

units than of rental units, the IHAis . Mintain Quality: Keep |HA

still ultimately responsible for housi ng and equi prent in

ef fecti ve mai ntenance of all of its in decent, safe and

rental and ownership units. For this sanitary condition

reason, it is critical for each IHAto . Be Responsive: Respond to

have a clear, witten naintenance resident calls and conplete

policy. This policy sets forth what all repairs in atinely

must be done to mamintain the housing, fashi on

what standards nust be nmet and -- . Prevent Problens Before They

dependi ng on the type of housing -- Happen: Conduct tinely in-

who is responsible for doing the work. spections to identify prob-
| ens and correct them as

Appendi x 4 provides sample outlines qui ckly as possible. |Inple-

for the rental and honebuyer housing ment a preventive mainten-

mai nt enance policy. Exhibit 6-1 ance program

|ists provisions and procedures . Be Cost-Effective: Use |HA

that must be included in the main- resources wisely to get the

tenance policy. nmost from the mai ntenance
budget .

Post the Policy: A copy of the main-

tenance policy nmust be posted in the IHA office. Copies nust be
given to residents/applicants as they enter the program or upon
request.

I ndi an Housi ng Managenent Qui debook 6-1 August 1996

6.

2

MAI NTENANCE RESPONSI BI LI TI ES

Mai nt enance responsibilities are different under the three Indian
Housi ng Prograns. General |y, the | HA handl es mai nt enance for
rental housing, while honmeowners nust handle nost or all of the
work on their properties.

Rental Housing: In rental housing, the IHA is responsible for
al nost all maintenance activities. |HA and resident
responsibilities are usually divided as discussed bel ow.



0 What the I HA does: The IHA is responsible for all naintenance,
unl ess otherwi se noted in a tenant's lease. The IHA will
performregul ar i nspections of all units to ensure that the
devel opnments and dwelling units are in conpliance with all HUD
requirenents.

0 VWhat the resident does: Resi- Resi dent Mai nt enance Prograns
dents of rental housing are
not usually required to perform I HAs may involve residents in
any nai ntenance activities. mai nt enance through a resident
However, residents are respon- mai nt enance program Such a
sible for damages they may program usual Iy incl udes, but
cause that exceed "nornmal wear- is not limted to, the main-
and-tear." tenance of |awns or care of

common areas. The | HAs shoul d

Mutual Help Program In the Ad and specify any requirenents for

New Mutual Help (M) progranms, the resi dent mai ntenance in the

honebuyer nust perform or pay for rental | ease.

all maintenance activities. [|HA

and honebuyer responsibilities are usually divided as di scussed bel ow.

0 VWhat the I HA does: The IHA holds overall responsibility for
protecting the physical condition of the hone. The |IHA nust
take action if the honebuyer does not fulfill his/her
mai nt enance responsibilities.

0 To ensure that the honmebuyer is maintaining the property, the
| HA wi I | conduct periodic inspections of the hone and grounds.
The THA will notify the honebuyer in witing of maintenance
itens that require attention

0 The 1 HA may al so offer counseling for honebuyers on
mai nt enance obligations and/or training on howto performthe
required tasks. (See Chapter 7 for nore information.)
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0 VWhat the honebuyer does: I f Honebuyers Don't
Participants in the IHA' s Mai ntai n Their Hones
honeowner shi p prograns
are responsi ble for all Failure to maintain their
mai nt enance functi ons. honmes in decent, safe and
Honebuyers may perform sanitary condition is grounds
the tasks thensel ves or for term nation of the home-
hire others to do the work. buyer agreenent.

Turnkey |11 Program Under the Turnkey IIl program naintenance

responsibilities are shared between the | HA and the honeowner. [|HA

and honebuyer responsibilities are usually divided as di scussed

bel ow.

0 What the I HA does: The | HA perforns non-routine naintenance

tasks and conducts periodic inspections of the property. The

I HA must notify the homeowner in witing of maintenance itens
that require the honeowner's attention. Non-routine

mai nt enance expenses are charged to the honeowner's non-routine
mai nt enance reserves (NRWR).
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one

0 What the honebuyer does:
al |

TYPES OF NMAI NTENANCE

A mai nt enance policy should outline standards,
procedures for three different types of maintenance --
routine mai ntenance and non-routi ne mai ntenance.

mai nt enance,
Preventi ve mai ntenance: This

Mai nt enance

i ncl udes the regul ar mai nt enance
of facilities and equi pment to

keep themin good worki ng order

activities

staff

regu-

and prolong their life span. It

is carried out according to a schedul e.

It usually involves such tasks as

extraordin-

exterior painting,

the and cleaning and servicing the
equi prent

nechani cal systens.
expenses.
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Routi ne Mai ntenance: Routine

mai nt enance i ncl udes the day-
to-day ordinary repairs of
bui I di ngs and equi prent, such as:

respondi ng to resident requests
when itens are not functioning
correctly;

maki ng mnor repairs to facili-
systens and equi pnent; and

repl aci ng conponent parts of
systens and equi pnent.

Non-routine Mintenance: This
entails the replacenent or im
provement of a building structure,
its basic systens or mmjor

equi pment. It also includes

"ener gency nai nt enance" -- any
potentially dangerous probl emthat
needs i mMmmedi ate attention, such
as sewer age system back-ups and

el ectrical blackouts.

Tur nkey |1
routi ne mai nt enance t asks.

clearing gutters

6-3

honebuyers nust perform

schedul es and
preventive

| nportance of Preventive

Preventive maintenance is
of the nobst inportant
for an | HA nai nt enance

It minimzes the anobunt of

| ar mmi nt enance and

ary repairs, and extends
life of facilities and

-- saving tine and

August 1996

D ff erence Between
Mai nt enance and Mbderni zati on

Mai nt enance and noderni zation are

di fferent concepts, but work toget-
her to preserve the value of the

| HA' s assets over time. Mintenance
is the day-to-day care of the pro-
perty that serves to keep | HA pro-
perty in good condition over its

|ife span. Modernization invol ves
| arger capital inprovenents. (For
exanple, a roof will be repaired as

part of the mai ntenance program but
will eventually be replaced under
nmoder ni zati on.)
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PART 11: | NSPECTI ONS

Regul ar inspecti ons keep mai ntenance staff in touch with the
property. They al so serve a val uabl e preventive function by

i dentifying problenms before major damage results. This section
descri bes several types of inspections.

RCUTI NE | NSPECTI ONS

Schedul i ng: The | HA mai ntenance staff nust inspect units and
grounds on a regular basis to ensure that housing renai ns decent,
safe and sanitary. HUD does not require any particular frequency
of inspections. However, to ensure that units are properly

mai nt ai ned, the IHA may want to inspect:

0 every rental property at |east annually; and

0 honebuyer units annually in the first few years, but |ess
frequently as the honmebuyer denonstrates the ability to
mai ntain the property.

Notice to Residents: All residents nust be given notice, in
accordance with the | ease or agreenent, before the IHA enters the
unit for inspection. Residents nmust be given the opportunity to be
present during any inspection of the unit. Residents should always
be given a witten report of the inspection findings.
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Fol  ow- Up: All inspections which identify deficiencies require
fol | ow up.

0 For rental units, any finding should be referred to the
appropri ate I HA mai nt enance staff for correction.

0 For ownershi p housing, sonme deficiencies will be referred to
the mai ntenance staff (such as non-routine maintenance in
Turnkey |11 properties), but nost findings should be
communi cated to the honebuyer in witing. The |IHA should
conduct a followup inspection to ensure that the honmebuyer
has corrected the deficiencies.

The |1 HA should record the conpletion of followup activities on
work order forms. The work order system hel ps the | HA docunent
wor k perfornmed. (For nore information on inplenmenting a work order
system see Section 6.8.)

WARRANTY | NSPECTI ONS

Many itens in | HA housing are under warranty. The |HA should take
steps to ensure that any problens during the warranty period are
fixed under the warranty.

VWhat the Inspection Does: During the warranty period, the | HA
shoul d conduct a warranty inspection of rental housing units to
ensure that there are no defects that will become the IHA' s
responsibility after expiration of the warranty period. (Under the
MH program there are no requirenents for warranty inspections by



the IHA -- residents are responsible for notifying the | HA of any
warranty problens.)

Tim ng: Inspections should take place at |east once within the
first six months of the warranty period and once in tinme to
exercise rights before warranty expiration

VWhat |Is Included: These inspections should cover all itenms under
warranty, including items covered by manufacturers' or suppliers
warranties. At the time of the inspection, the I HA should al so
obtain a signed statenment fromthe occupants detailing any
deficiencies in the structure, equi pnment or grounds.

Defects: |If the inspection reveals any defects for which the
contractor, manufacturer or supplier is liable, the IHAis
responsible for informng the responsible party of the defect. The
| HA shoul d foll owup as necessary until all obligations under the
warranty are net.
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The purpose of a nove-in inspection is to ensure that the unit is
in satisfactory condition when a new resident noves in.

Timi ng: The nove-in inspection should occur prior to occupancy, as
close as possible to the tine when the new occupant noves in.

VWhat Is Included: The nove-in inspection is a thorough inspection
to see that the unit is properly equipped with working appliances,
and that both the interior and exterior are in good repair.

Who Participates in the Inspection: The inspection should be
conducted by the | HA rmai ntenance staff. Honebuyers must acconpany
the inspector. Rental residents are encouraged to participate. |If
the resident is participating in a housing counseling program the
counsel or might also be present. An inspection record nust be
prepared by the IHA and maintained in the resident's file.
Honebuyers must sign the inspection record.

Approval : A unit should not be approved for occupancy unless it is
properly equi pped with appliances that are in good working order
and the exterior and interior are in good repair.

MOVE- OQUT | NSPECTI ONS

The I nspection and Form All units should be inspected by | HA staff
foll owi ng nmoveout. |f possible, the outgoing resident should
participate in the inspection and sign the inspection form The
formshoul d note all necessary repair work. The |IHA should use a
copy of the inspection report to initiate a service work order

Tim ng: The | HA maintenance staff should conplete the maintenance
work within a reasonable tinme period. A general standard is three
to five working days after a rental unit is vacant and within six
weeks of when a honeownershi p vacancy occurs.



Charges: After the naintenance d
the unit, the IHA's admnistrativ
i ssue a charge to the outgoing re
mai nt enance cost schedul es and th
(see Section 6.10).
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PART |11

Thi s section describes procedures
activities.

6.8
Prioritizing Calls:
standards for responding to calls
call does not deserve the same de

a stopped toilet is nore pressing
every cal

Wrk Order System The |HA
System

must establish a systemfor
taking and recording calls,
prioritizing them and respondi ng.
This is usually achi eved through
a work order system

Work order formnms are inportant

tools for docunmenting, tracking

and prioritizing work. Staff
likely

shoul d make it a habit to record
be-

all work on work order forns.

I nt ake:
docu-

nmust specify where and how mnai n-

The mai nt enance policy

for
tenance requests shoul d be nade
budgeti ng
during nor mal
af t er- hours.
be recorded and tracked unti
conpl et ed.

busi ness hours and
Each request should
t he

When nai ntenance staff nenbers in
hel p, they generally may refer re

Staff may al so be authorized to g
exanple, if the maintenance worke
site,
accepting on-site requests shoul d
it can conflict with effective sc

it nmakes sense to conplete the work inmediately.

epartnent conpl etes the work on
e policies nust be followed to
sident in accordance with

e resident's | ease or agreenent

6-6 August 1996

MAI NTENANCE ACTI VI TI ES

for the IHA's daily nmintenance

RESPONDI NG TO CALLS [ 24 CFR 950. 428]

The nmai ntenance policy nust establish baseline

fromresidents. oviously, every
gree of attention -- for exanple,
than a dripping faucet. However,

does deserve pronpt attention.

Advant ages of a Wrk Order

Intake is systematized --
no one is forgotten

It allows one person with
all of the information to
prioritize requests and
answer the nost inportant
ones first.

Field staff are |ess

to fall behind schedul e
cause of on-the-spot
requests.

The conpl eted work is

nmented and can be used

future scheduling,

or audits.
needed work has been successfully
the field receive requests for
sidents to the intake office.
enerate a work order on-site. For
r has travelled 100 mles to the
However,

general ly be di scouraged because
hedul i ng of nai ntenance staff.



Schedul i ng: Each day, work orders should be ranked in order of
priority. Each maintenance worker will be assigned a nunber of
cases (in addition to other schedul ed ongoi ng tasks).

Resi dents should be informed of the date and tinme the nmi ntenance
wor ker is expected.
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As new work orders cone in during the day, they should be eval uated
and referred to mai ntenance workers as appropriate -- for exanple,
energencies may be referred i mediately, while other requests may
not be referred until the next day.

Conpl eting Wrk Orders: Mintenance staff should take a copy of the
work order formto the site. Wen work has been conpl eted, staff
shoul d enter a description of the work on the form sign the form
and, if possible, have it signed by the resident.

Response Times: The mai nt enance policy should establish some basic
standards for response tinmes. For exanple:

0 4-8 hours for energencies,
0 1-2 days for non-energency maintenance, and
0 a general ceiling of one week (for exanple: all work orders

shoul d be executed and signed within one week fromthe tine
they were first received by nmintenance staff).

In setting these standards, the |IHA should consider staff capacity
and their need to conpl ete other ongoi ng mai ntenance tasks.

PERFORM NG PREVENTI VE MAI NTENANCE AND RESPONDI NG TO | NSPECTI ON
FI NDI NGS AND EMERGENCI ES

Not all maintenance work is requested by the resident. Some of it
i s schedul ed as preventive mai ntenance, and sonetines emnergencies
ari se.

When the Resident Has Not Requested the Wbrk: The nai nt enance
policy should spell out procedures for entering homes and
perform ng mai nt enance work when the work has not been requested by
the resident.

When mai ntenance staff identifies a need for mmi ntenance work, the
nature of the work should be noted on a work order form The

resi dent should be informed of the work and told when nai nt enance
staff will be present. The resident should al so be given the
chance to be present. Wen work has been conpl eted, the work order
form shoul d be compl eted and si gned by the maintenance worker and,

i f possible, by the resident.

Energencies: In extrene energencies, notifying the resident nay be
i mpossi bl e. The mai ntenance policy should provide guidelines for
entering a unit without resident notification. It should state
circunstances that constitute an extrene energency, and outline
procedures for entering the unit and followi ng-up with the

resi dent.



I ndi an Housi ng Managenent Qui debook 6- 8 August 1996
6. 10 RESI DENT- CAUSED MAI NTENANCE PROBLEMS

When residents of rental or homeownership properties do not fulfill
their mai ntenance responsibilities, the | HA nust take enforcenent
action.

Enf orci ng Resident Responsibilities Under the Rental Program
There are procedures to follow when the I HA identifies damage
beyond reasonabl e "wear-and-tear" in a rental unit.

0 The 1 HA should informthe resident in witing of the
necessary repairs and a cost estimate.

0 After the work is conplete, the resident should be billed
for the repair. |If the cost is substantial, the | HA may
establish a repaynent schedul e.

0 If the resident fails to make the required paynments or
continues to cause significant damage to the unit, the IHA
may initiate eviction proceedings. (See Section 4.18 for a
di scussi on of | ease enforcenent procedures.)

Enf orci ng the Honebuyer Maintenance Provisions: Wen a
mai nt enance problemis identified, the HA nmust require the
honebuyer to agree to a specific plan of action to correct it.

The plan nust provide for mai ntenance work to be performed within
a reasonable time. The work rmust be perforned or paid for by the
honmebuyer. If the IHA does the work, it should be charged to the
appropri ate honebuyer account. (See Chapter 5 for a di scussion of
honebuyer accounts.)

I f the homebuyer fails to agree to a plan or to carry out the
agreed-upon plan, the IHA nust terminate the honmebuyer agreenent.

In cases where there is a condition that threatens the life,
health or safety of the honebuyer or there is a risk of damage to
the property, the IHA nust ensure that repairs are made
imediately. |f the IHA perforns the work, the appropriate
honebuyer accounts nust be charged for the work done.

Charging Costs to Residents: Wen the IHA perfornms work that is
the resident's responsibility, the resident nust pay the

mai nt enance costs. The IHA's nmai ntenance policy nust establish a
cost schedule and clearly state the circunstances under which a
resident will be required to pay.

0 Reasonabl e cost schedul e: The | HA can establish any schedul e
of costs it determines to be reasonable.
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The resident may be hel d responsible for paying the ful
costs of the maintenance work, including costs of parts,
| abor and any overhead expenses, such as transportation.

The I HA may standardi ze these costs by charging a standard



6. 11

6.12

hourly fee for work, plus costs of parts.

0 If the resident cannot or will not pay: |If the resident
cannot pay for the work, the IHA should work with the
resident to establish a repaynent plan with affordable
nonthly paynments. A resident's refusal to pay is grounds
for eviction.

TECHNI CAL ASS| STANCE TO HOMEBUYERS

Because honebuyers sonetinmes need extra help | earning the new
responsi bilities of honeownership, a good nmi ntenance program

wi Il include some technical assistance (TA) to provide the needed
hel p. The mai ntenance policy should specify that this assistance
is available and establish howit is to be delivered.

Who Gets Assistance? Al new honebuyers receive sone TA during
honeowner shi p counseling. Help can also be provided on an
ongoi ng basis to honeowners who request it. |[If assistance is
avai |l abl e on request, the |IHA should nake sure to publicize the
service to let residents know that it is avail able.

When |'s Assistance Ofered? TA could be provided at nove-in, as
part of inspections and/or on an as-needed basi s.

How | s Assi stance Provided? TA may be provided by nai ntenance
staff as part of their general duties. O, the IHA nmay decide to
set up a separate TA staff. The IHA should decide this by

eval uating staff capacity and the | evel of demand for TA

servi ces.

PART |V: PROGRAM ADM NI STRATI ON

A wel |l -run mai nt enance programtakes a nunmber of administrative
steps to nake the program run snoothly.

MANAG NG THE MAI NTENANCE BUDGET

Mai nt enance represents a large part of the IHA s operating
budget. Cost overruns in maintenance affect | HA operations as a
whol e. Therefore, it is critical that the nmaintenance program
remain within
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the budget. The nmintenance director should nonitor the budget
on a nonthly basis to nake sure that the budget is being used as
expect ed.

SCHEDULI NG

The nmai ntenance policy should establish a schedule for all ngjor
tasks to be conpl eted each year. This schedule will help ensure
that all necessary inspections and preventive mai ntenance takes

pl ace, and that sufficient tinme is available to respond to

i ndi vidual calls and emergency needs.

Ti mef rame: The I HA shoul d schedule for the entire year (in broad



6. 14

terns). Maintenance staff should al so have very specific work
schedul es on a nonthly, weekly and/or daily basis.

Schedul i ng Consi derati ons: When devel oping this schedule, the I HA
should first list all tasks to be acconplished in a given year
Then, the I HA should establish a schedule, considering the
fol | owi ng:

0 Seasonal work: Many nai nt enance tasks are performed during
the "of fseason." For exanple, heating systens should be
i nspected, cleaned and repaired during the summer nonths to
ensure snmooth operations in the winter. Simlarly, severa
routi ne tasks are seasonal, such as renoving | eaves from
gutters at the end of the fall season or nmowi ng grass in the
sumrer .

0 Ongoi ng tasks: Many routine mai ntenance tasks can take place
year-round, such as inspections and the resulting repairs.

0 Resi dent calls and energenci es: Mintenance staff should
al ways have enough flexibility in their schedules to respond
to resident calls and energencies as they occur. The
mai nt enance director should know the general number of calls
and emnergenci es expected on an average weekly basis -- past
records may be hel pful here -- and set aside the appropriate
amount of time in the schedul e.

MANAG NG EQUI PMENT AND SUPPLI ES

A mai nt enance program i nvol ves significant equi pnent and supplies
-- fromcleaning supplies, to lawm nmowers, to refrigerators. The
mai nt enance policy should outline basic systens for tracking

mai nt enance programinventory.

Procurenment: All supplies nust be procured in accordance with
federal regulations. See 24 CFR 950 Subpart B
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by

re-

Capitalization [24 CFR 950.160(b)!l IHAs nmust have a

policy/ procedure for identifying non-expendabl e equi prrent that
shoul d be capitalized for budget purposes. GCenerally, |HAs
capitalize non-expendable items with a useful life of nore than
12 months. These itens must be tracked separately for inventory
control purposes and are handled differently fromroutine
expenses in the IHA's financial system

Equi pnent Inventories: The | HA Mat chi ng Property Records

must performinventories of al

| HA equi pnent. A good way to 24 CFR Part 85 requires

do this is to inventory dwelling that all equi pnent owned

unit equi pnment as part of the the IHA be identified and

periodic unit inspection. conciled with the

property

two

An inventory invol ves: records at |east every



years.
0 Regi st eri ng equi pnent:
Each item of equi pnent acquired by the |IHA should be
registered in an inventory record. The record should
identify each item by general nane, the manufacturer, nodel
nunber and date of receipt.

0 I dentifying equi pment: The IHA nmust identify all | HA- owned
equi prrent. Generally, this information is stanped or
engraved on the equi prment.

0 Keeping inventories current: Wien an itemis installed in an
| HA unit, the inventory should be updated to reflect the
| ocation and date of installation

0 Tracki ng equi pnent: Wen | HA staff takes the equi pment from
storage, they should fill out an inventory tracking form
This formshould state the item of equipnent, its node
nunber, the date of installation and the |ocation

Upon equi pnent installnment, the inventory tracking form
shoul d be signed by the IHA staff who install the equipnent.
I f possible, the resident should also sign the form

This formshould be kept in the inventory file; a copy
shoul d be placed in the unit file. |If the inventory system
is computerized, the relevant information should be entered
into the database

0 Keepi ng track of |HA-owned equipnent installed in I HA units:
During inspections of rental units, the IHA should verify
that all |HA-owned equipnent is in the unit. The inspector
shoul d make sure that all itenms identified in the unit file

are in their correct |ocations.

However, in MH and Turnkey II1l units, the IHA only needs to
i nspect equipnment to ensure it is in working order. Since
the honebuyer is responsible for maintenance of appliances,
there is no need for the IHA to maintain an inventory of
appliances in the unit. The IHA' s only concern is that
there is a working appliance in the unit at all tines.
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Supply Management: Supply managenent invol ves the control and
managenment of frequently used supplies, such as office and
cleaning supplies. The IHA may consider tracking supply |evels
with a systemsimlar to the inventory tracking system descri bed
above.

I nventory | evels of maintenance and cl eani ng supplies should be
kept in the mninmum quantities required for econom cal and
efficient operation of the | HA nmai ntenance program GCenerally,
inventory supply levels should not exceed:

0 a three-nmonth supply of itens that are easy to obtain from
| ocal commercial sources, and



0 a six-nonth supply of itens which can be easily obtained
fromcomercial sources that are not |ocal

6. 15 WAGE RATES FOR MAI NTENANCE PERSONNEL

Prevail i ng Wages [24 CFR 950.120(c)(2)]: Maintenance personnel
nmust not be paid less than prevailing wages in their locality as
determ ned or adopted (after determ nation under state, tribal or
local law) by HUD. The IHA nust submit maintenance information
on job descriptions, salaries and enpl oynent benefits as part of
its annual operating budget.

| ssuing the Wage Rate: HUD s | abor relations office will review
the proposed salaries and issue a wage rate that is appropriate
to the IHA. That wage rate becones the one used in the annua
operating budget.

6. 16 USI NG OUTSI DE CONTRACTORS

In certain situations, IHAs will find it easier and nore cost-
effective to hire outside contractors to conpl ete nai ntenance
wor k. The nai ntenance policy should outline the circunstances
under which outside | abor may be contracted. |HAs should refer
to the procurenent policy for guidance on hiring contractors.
(See 24 CFR 950 Subpart B.)

When To Use Contractors:

Contractors may be preferred in Qut si de Contractors
several situations. For exanple,
contractors can help with: | HAs shoul d keep on hand a

|ist of approved contractors.
energency situations,
work that requires a particul ar expertise
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one-tinme jobs that are not worth training | HA staff, or
times during which staff has nore work than usual

6. 17 MAI NTENANCE RECORDS
Good records are hel pful planning tools. They can be used to

hel p schedul e future work, estimate staff and budgetary needs,
and eval uate work pl ans.

Extent and Met hod: The extent Recor d- Keepi ng Hints
and nethod for keeping | HA
mai nt enance records is directly To nmake record-keepi ng
af fected by the size of the IHA easier, the IHA shoul d:
For exanple, larger |HAs may
consi der autonating sone or . devel op standard

mai nt enance
all of their maintenance records. forns (Exhibit 6-2 lists a
Nevert hel ess, all | HAs shoul d nunber of useful forns),
keep the records listed here. . maintain records for each

uni t
in a separate unit file,



and

Docurrents To Keep as Records: . maintain general records in

The foll owi ng docunments shoul d project file
be kept by all IHAs to docunent
mai nt enance work conpl et ed

records of all repairs performed in each unit;
records of all inspections;

records of all warranties for dwelling and/ or maintenance
equi prent ; and

records to indicate the age and servicing dates for
appl i ances and equi pnent, including which parts, if any,
wer e repl aced.

The record and |ife expectancy of equi prent and appliances serve
as a basis for deternining when replacenment is necessary.

Exhibit 6-2 includes a conplete |ist of mmintenance files and
forns.

Mai nt enance Forms: Sanpl es of mmi ntenance forns nmay be obtai ned
fromthe area Ofice of Native Anerican Prograns (ONAP)
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Exhibit 6-1

Mai nt enance Policy Quidelines

The mai nt enance policy must address the foll ow ng:

For

residents' responsibilities for normal care of their units
and common property (if any);

| HA procedures for handling mai ntenance services requests
fromresidents;

procedures for I HA inspections of dwelling units and comon
property;

speci al arrangements, if any, for obtaining maintenance
services fromoutside workers and contractors; and

procedures for charging residents for damages for which they
are responsi bl e.

honmeowner shi p units, the policy nust also include:

procedures for providing advice and technical assistance to
honebuyers, to enable themto neet their maintenance
responsibilities; and

procedures for the IHA to perform honebuyer naintenance
responsibilities in cases where the honebuyers fail to



performthese responsibilities. (These nust include
procedures for charging the honebuyers account for the cost
of the work.)
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Exhi bit 6-2
Suggested | HA Mai nt enance Files and Forns
0 Resident files: A separate file folder should be used for each

dwel ling unit. Forns should be filed promptly. This will give a
hi story of the unit and the resident.

0 Work order: The work order is the formused to record service
requests and work assigned to the I HA nai ntenance staff. The
formshoul d reflect what work has been perforned, what materials
and supplies were used, the date of the work performed and the
charges to the resident, if any. After perform ng the work,
staff should obtain the resident's signature acknow edgi ng that
the mai ntenance was performed acceptably.

There shoul d be four copies of the work order form One copy
shoul d be stored in the unit file, the second given to the
resident, the third sent to the accountant for billing purposes
(for costs charged to the tenant) and the fourth kept with al
other work orders to serve as a conplete record of maintenance
performed by the | HA

0 Record of mai ntenance perfornmed: An ongoing record of nmintenance
performed on each unit can be a very useful tool for the |IHA
This record may be a formal | edger show ng the mai ntenance
information, or merely a copy of the inspection form show ng when
the required work was conpleted. Automated prograns are al so
avai | abl e.

This record will provide a history of maintenance, which can be
very useful in planning future maintenance, designing future
devel opnments and deternmi ning when a resident needs additiona
counseling or should be evicted for non-conpliance.

0 Preventi ve mai ntenance schedule: This form describes what work
shoul d be perfornmed and its frequency. Honebuyers performng
their own preventive nmai ntenance shoul d receive a copy of the
formto use as a guide in fulfilling their responsibilities.

0 I nspection form The inspection formshould identify each item
within and outside the house to be checked for wear, danmage or
cleanliness. The nmintenance staff must be thoroughly trained in
its use. The form should docurment when the deficiencies have
been correct ed.

0 Notice of inspection: This is a letter/formsent to a resident
famly to notify them of an upconi ng schedul ed i nspection. It is
important for a resident to be present during inspections. The
mai nt enance staff nenber assigned to make the inspection should
followup to ensure that sonme responsible party will be hone at
the scheduled tine. |If this is inpossible, another time may be
schedul ed. This form should be prepared in duplicate, with a
copy retained in the unit file.



0 Notice of inspection results: Results are reported to residents
inthe formof a letter. The results and any corrective actions
required shoul d be described in detail. |If a conpliance
agreenment is called for, the formcan be used for this purpose.
In this case, the formshoul d be hand-delivered to the resident
to obtain a signature acknow edgi ng the conpliance agreenent.
This formis prepared in duplicate, with a copy retained in the
unit file.
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