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I. INTRODUCTION

The importonce of proper ond timely mointenonce of oll components of ony
physicol plont connot be overemphosized. With todoy's high cost of both
lobor ond moteriol no one con sfford to operote on o "breok-down" bosis.
The old odoge thot "o stitch in time soves nine" wos never more true thon
todoy, especiolly os opplied to plont moinfenonce. Privqte industry, where
competition is keen ond profits must be mode, knows this ond plons for its

,vorious mointenonce octivities occordingly. lt employs competent personnel,
conducts troining, uses proper moteriols, tools, ond equipmer,t, keeps its
procedures ond methods up to dote, requires odequote supervision ond inspec-
tion, insists on preventive mointenonce, ond keeps simple but odequote necords.

b. Obtoining the moximum useful life of oli conrponents of o public housing
proiect ot the leost cost is most importonl. Not only ore costs up os in privote
industry but, in addirion, public housing operoting income, derived soleIy
from the rents of low-income fomilies,hos not kept poce. This "squeeze" rnoy
become even more ocute with the emphosis on housing the elder!y who often
ore oble to poy only the minimum rent,

c Mointenqnce in public housing, or in privote operotions, is the process of
keeping the physicol plont from declining in usefulness ond oppeoronce. By
"plont" is meont the grounds, buildings, ond equipment, both movoble ond
stotionory. Eoch of these in turn is subdivided into its component elements,
thus grounds include lowns, roods, wolks, ond other poved ctreos, trees ond
plonts, fences, ploy oreos, droinoge focilities, etc.; buildings include roofs,
ottic spoces, gutters ond downspouts, wolls, porches, foundotions, crowl
spoces, windows, floors, doors, etc.; ond equipment covers oll items such os
utility Iines ond piping, heoting ond plumbing equipment, pumps ondtonks,
ronges ond refrigerotors, incinerotors, tools, etc.

2. PURPOSE

Mointenonce is performed to occomplish severol purposes. One is to keep oll
the plont elements in condition so thot they fulfill their intended functions
during their life expectoncies. Another is to remove upon detection ony
condition thot moy leod to on iniury or occident to proiect occuponts or
employees. A third ond equolly importont purpose is to forestoll breokdowns
by regulor inspections ond to repoir or reploce o plont element before it
involves other odiocenf elements in o breokdown. The lost is usuolly known os
preventive mointenonce,

o

o
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A well mointoined proiect which presents o sotisfoctory oppeoronce will be
more occeptoble to odiocent property owners ond to the community in generol.

o

o

The stondords of mqintenonce should be consistent with the obiective of provid-
ing sotisfoctory, decent, sofe, ond sonitory housing ot economicol cost ond of
hoving the buildings ond grounds present on ottroctive ond well-groomed
oppeoronce. Al I mointenonce services ond preventive mointenonce progroms
should be rendered on o regulor ond scheduled bosis. Systemotic ond prudent
mointenonce keeps the housing in o good stote of repoir, oppreciobly extends
the useful life,ond results in lower overoll costs. lt olso mokes for tenont
sotisfoction ond, by exomple, elicits their cooperotion.

cl Mointenonce of federolly oided public housing moy be divided into the
following cotegories:

(l) Ordinory or recurring mointenonce, including minor repoirs ond
replocements

Preventive mointenonce

Extroordinory mointenonce, replocements, betterments, ond odditions

Tenont mointenonce

The first three ore mointenonce conducted by regulor proiect personnel, by
personnel hired by the proiect on o temporory bosis (force occount), by Locol
Authority centrol mointenqnce crews , or by controctors. The fourth relotes to
porticipotion in mointenonce by the tenonts ond is dependent in extent on
locol conditions ond the Locol Authority's policy.

b. ,A further discussion of eoch of the cotegories follows:

(l) Ordinory Mointenonce, Minor Reporis, ond Replocements

Ordinory mointenonce is the routine work of keeping the buildings,
grounds, ond equipment in such condition thot they moy be utilized
continuolly ot their originol or designed copocities ond efficiencies for
their intended purposes. Minor repoir is the resforotion of the focility

(Conl''d)
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to o condition substontiolly equivolent to its originol copocity by oven-
houl. Minor replocement is the substitution of component ports of equip-
ment to extend its useful life" A portion of this type of mointenonce moy

result from breokdown, inqsmuch os the work of restorotion or replocement
is performed when colled for by octuol breokoge or weor corried to o
degree thot mokes the equipment nonoperotionol.

(2) Preventive Mointenonce

Preventive mointenonce bosed on regulor methodicol inspections is the
oction tqken to ovoid or minimize the need for more costly meosures ot
some future time. lt is performed prior to octuol breokdown thereby pre-
venting costly replocements ond, in the cose of operoting equipment,
lengthy shutdown. Effective preventive mointenqnce reduces long-ronge
operoting costs ond lessens the necessity for moior restorotions ond improve-
ments. Preventive mointenonce moy include, omong other things:

G) Scheduled checking, odiusting, cleoning, ond lubricoting of heoting
ond other equipment

(b) Periodic checking of ronges, hot woter heoters, sPoce heoters, ond
refrigerotors for mechonicol performonce ond for needed replocemenf
of worn or broken ports

(") lnspecting, servicing, ond replocing worn ports in oll other electro-
mechonicol equipment

(d) Checking ond repoiring plumbing fixtures

(u) Termite ond vermin inspection ond eliminotion

(f)

(g)

(h)

(i)

Periodic pointing

lnspecting ond potching of roofs, gutters, downspouts, ond floshing

lnspecting of underground fcrcilities for corrosion ond control thereof

lnspecting for condensotion, dompness, ond fungus in wood ond for
rust in iron components ond toking oppropriote corrective meosures

(i) Potching of poved surfoce;

(k) Correcting erosion ond droinoge deficiencies

o
-3-
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(l) Fertilizing ond cultivoting plonted oreos

(m) lnstolling protective borriers, where needed, for plonted oreos ond

trees

(3) Nonroutine Mointenonce

This includes extroordinory mointenonce, replocement of equipment,
betterments, ond odditions. This type of mointenonce consists of moior
repoirs ond rehobilitotion involving substontiol expenditures which trsuo[[y

ore needed only ot relotively long intervols of time, or ore coused by such

occurrences os hurricone, fire, obsoleScence ond, in some instonces,
neglect. Such items os replocement of roofs, replocement of corroded gos

ond heoting tines, ond rehobilitotion of grounds cover would be considered

in this cotegory. Usuolly, this work will be done either by contnoct or by

force occount since hoving it done by regulor mointenonce personnel

might odversely offect routine mointenonce.

(4) Tenont Mointenonce

Experience hos shown thot o well<dministered tenont mointenonce Progrom 
-in low-rent housing proiects con be successful. lt usuolly includes but is It

not limited to the mointenonce of lowns odiocent to units, interior
pointing, ond core of common holls ond stoirwoys. Hoving tenonts ossume

responsibility for ony such items of mointenonce within their copobilities
produces o good psychologicol effect; utilizotion of tenont mointenonce

con olso result in substontiol sovings in operoting costs to the Locol

Authority. lt is importont thot tenont mointenonce be performed under

the guidonce ond supervision of the mointenonce stoff.

5. PLANNED MAINTENANCE

Mointenonce is best performed occording to o plon, the essentiol components

of which ore:

o, A system for receiving ond recording tenont requests ond tronsmitting them

promptly to the mointenonce section.

b. ln the cose of o proiect hoving more thon one mointenonce mon, ossignment

of the work to the best quolified mon.

-4-
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c A storeroom where sufficient moteriols, supplies, ond tools ore kept on hond

so thot mointenonce personnel con promptly drow tlre iterns requiredfo
occomplish their ossignments, ond where o record of items issued moy be kept,

d. Supervisory spot checks to oscertoin the quolity ond quontity of work perforrned.

e. ,A plon for the rehobilitotion of vocoted units so they rnoy be reodied fon

occuponcy without undue loss of time.

f. A schedule, estoblished by expenience, for preventive mointenonce inspections
ond work on equipment such os pumps, rnotors, tonks, electricol tnonsforrners,
ond the like.

g. A simple record to indicote when servicing of lorge pieces of equipment was

performed, ond whot ports were chonged. This record serves os q bosis fon

determining when the complete itenr will require replocement.

h. An onnuol physicol inspection of eoch dwelling unit, every huilding, ond oll
focilities with the recording of ony item therein requiring repoir or repioce-
ment. This will include such items os ploster repoirs, pointing, termite
inspection, roof deteriorotion, overlooding of electric circuits, corrosion
control , floors, windows ond screens, ronges, refrigerotors, fixtures ond
equipment, iust to mention o few. A followup,procedure should be estobIished
to see thot oll required repoirs ond replocements hove been csrr!ed out within
o reosonoble period of time.

i. Keeping of on odequote record of repoirs performed in eqch unit such os

pointing, instollotion of new window shodes, refrigerotor ond gos ronge ports
replocement, etc.

i. Periodic inspection of the extent of complionce by tenonts with their main-
tenonce ond housekeeping responsibil ities.

k. Periodic conferences between Executive Director or proiect monoger ond
mointenonce personnel to discuss mointenonce stondords ond future plons, ond
to oscertoin whether current work is progressing os plonned.

l. Troining progroms for moinienonce personnel in new methods ond work simplifi-
cotion, including ottendonce ot "Shirt Sleeve" Clinics, trode schools, etc.

o

o
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6. RECORDS

The number ond extent of the records kept will, in lorge meosure, be

influenced by the size of the Locol Authority--the lorger the LocoI Authority

the greoter tire need for detoil in ond number of records. Given below ore

the bosic records thot ore recommended for ony but the smollest Locol

Authorities. The specimen record forms exhibited in this Section ore mereIy

suggestions ond will need to be modified to suit porticulor needs of o Locol

Authority.

o. Work Order

This form, o somple of which is shown os Exhibit l, is used most effeclively if
prepored in dupli.ote, printed on o white ond o colored Poper to distinguish

ih"'t*o copies,crnd podded so thot both copies one filled out sinrultoneousIy by

use of corbon poper. Avrork order is filled out in the office following c:

tenont 
"o,rploini 

or the discovery of the need for ony repoir'.work. [i gives

the locotion, the nqture of the work to be done, the dote, the seriol numben

of the order, ond, in coses of work in o dwelling unit, the tenont's nome.

Although the exhibited specimen form does not so indiccte, some Locol

Authorities moy wont to in"lude the time the work wos storted ond conrpleted.

The originol of the worl< order generolly is given to the workmon ossigned to do

the iob, while the copy is retoined in the office. lf the mqteriols ore issued

by onyone other thon the workmon, they ore recorded on the office coPy;

oiherwise the workmon fills them in ofter cornpletion. l-le olso odds to or

corrects the description of the iob if necessory, qnd obtoins the tenont's

signoture when oppl iccble.

On return of the completed work order the proiect monoger decides whether

ony chorges should be ploced ogoinsf the tenont, When routine work is

chorgeoble to the tenont, it is best to hove stondord chorges for the more

common items; e"g. replocement of o window pone would be so much, cleon-

ing out o drqin so-rnuch, ond replocing the screen wire in o door so much. lt
is recommended thot such chorges be bosed on lhe overoge octuol costs

involved ond be periodicolly reviewed.

The office copy is used to check on the bocklog of work, ond upon comple-

tion of the woik ii is filed in numericol order. The originol copy moy be

filed in the tenont's folder or o seporote clossificotion folder"

o

-6-
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b. lnspection Records

These could be forms printed on stiff poper listing the elemenfs to be inspectec.l
periodicolly in the proiect" Forms ore r:suolly provided for eoch unit inspec-
tion, for eoch building inspection, ond for ihe grounds inspection. These
necords serve os bosic tools in the overoll preventive rnointenonce progrorn.
Any items found needing correction would be noted thereon in the course of'
the inspection ond, if not fixed on the spot, would pnovide the isrformqtion
for issuing work orders. The duplicote of the work order then serves os o
followup check to see thot the work hos been occomplished within o

reosonoble time. (See Exhibils 2, 3, ,:nd 4.)

c Equipment lnspection Record

This is best printed on q cond. Eoch piece of moior equiprnent, such os pumps,
motors, fons, power mowers, outornotive equipment, etc., would hove its own
cord. When the number of cords is lorge, stenciling o number on the equip-
meni corresponding io the cord number sirnplifies identificotion" All inspec-
tion, mointenonce, ond repoir dofo ore entered on the cord. lt moy be odvis-
oble to enter costs of overhouls, including thot done by outside repoirmen.
Periodic checking of ccrrds ollows scheduling of inspection ot the frequency
determined to be necessory for eoch piece of equipment" Thus e[ectricol
tronsformers will generolly noi need inspection more thon once o yeor,
whereos o condensote return pump or o rnotorized voIve wiIl need at Ieost o

monthly check during the heoting seoson" (See Exhibit 5")

d. Point Record

This form qlso con be printed on cords ond filed either by unif number or in
the tenont folder. lt provides o permonent record of interior pointing in
units, whether performed by the tenont with proiect furnislred point on by the
mointenqnce force. (See Exhibit 6.)

7. NEW PROJECTS

ln oddition to keeping current records on oli proiects, if is odvisqble to employ
the heod mointenonce rnon for o new proiect befone construction is completed
so ihot he moy observe operoting tests, leorn pipe ond vqlve locotions ond
other detoils, ond become fornilior with fhe physicol ospects of the prolect
while qll the elements ore stillopen to view ond under the core of the
controctor" Among other things it is recomrnended thot he:

o
-7 -
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o
o. Obtoin copies of "qs-built" drowings whereon qre mqrked ony chonges or

odditions. These ore voluoble if kept up to dote ot oll times. For instonce,
if gos is instolled to reploce oil heot, the new gos lines, volves, ond other
detqils would be shown on the plons, including the utilities plon.

b. Obtqin ond permonently file monufocturersr instruction qnd service booklets on

equipment. These con sove o lot of trouble ond olso furnish cotolog numbers

for replocement ports.

o

-8- [-IHFA-PHA, Wosh., D. C.
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Dote: No

WORK ORDER

Proiect No.

Tenont:

Locot ion:

Work To Be Done:

Mechonic Chorges

Hours Work

Moteriols

(Use reverse side for
odditionol spoce)

Tenont

Proiect

DoteTenont's Signoture

- l- HHFA-PHA, Wosh", D.C.
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Proiect No.

PREVENTIVE MAI NTENANCE
UNIT INSPECTION RECORD

lnspected By:

Locot ion:

Dote:

Tenont:

o

Item

Yord

Doors

Windows

Screens

Wolls & Ceilings

F loors

Stoirwoy & Holl

Bothroom Fixtures

Kitchen Fixtures

Cobinets

Ronge

Refrigerotor

Unit Heoter

Rodiotors/Convec tors

Hordwore

Woter Heoter

El ectrico I

Window Shodes

Fire & Sofety

Work Order No.

c

o

Condition & Work Required

ont nue on reverse

l-IHFA-Pl-lA, Wosh., D. C"
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Project No.

PREVENTIVE MAI NTENANCE
BUILDING INSPECTION RECORD

Building

lnspected By Dote

Item

Roofs

Gutters & Downspouts

Floshing

Attic Spoce

Conopies

Wolls

Foundotions

Outside Point

Chimneys

Window Sills

Porches

Crowl Spoce

Bosement

Termite

Stoirwoys

Holls

Work Order No.Condition & Work Required

o

(Etc. )

tinue on reverse

HHFA-PHA, Wosh., D. C.
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Proiect No.

PREVENIIVE MAINTENANCE
GROUNDS I NSPECTION RECORD

lnspected By: Dote:

Work Order No.

o

Item

Roods

Wolks

Droinoge

Proiect Lowns

Plontings

Ploy ,Areos

Fences

Benches

Yord Lights

Electrlc

Woter & Gos

Loundry Poles

(Etc. )

Locotion, Condition & Work Required

o (Continue on reverse)

HHFA-PHA, Wosh., D. C.
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No. 326

F requency:

l{l.ndon Fan

nosl-ocqtion: Maint. Shop

Moke, Seriol, etc: l{ea

Yeqr: 1957110v. slngle ph. motorSize: 2gn, l/6 lE

Descript ion:

PREVENTIVE MAI NTENANCE
EQUIPMENT I NSPECTION RECORD

Proiect No. MICH-3L:a

MechonicWork DoneDote

t /tz/59 Cl-eanod blades, Ecreen & houslng; olled bearings

Raplaced switch; cleaned fan; shut down for wlnterLo/6/5e

Checked and olled boarlngs; checked operation\/zz/6o

(Continue on reverse)

A, D. W.

J.S

.!" S.

o tr-ll-lFA*PHr\, Wosh., D. C.
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PAINT RECORD

Prolect No.

Unlt No.

o

No. of BR.--

o

Dole
Moterlol

Ured
No
Gol Llv. Rm. K ltchen Holl Both

BR
l1

BR
t2

BR
l3

OR
l4 Remorkr

Work
Order

HHFA-PHA, Wosh., D,C.
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