
MAINTENANCE 

General 
1m - Call Right Away 
Some of you have let us know that you don’t like to call in maintenance requests because you know we are busy.  We 
appreciate your thoughtfulness, but actually the sooner we are notified of a problem the sooner we can begin fixing it.  A 
leaky pipe may not seem like a big deal, but if left for any length of time it can cause damage to the cabinets and run up the 
water bill.  Help us serve you better—call maintenance requests in right away and prevent them from turning into major 
issues. 
 
2m - At Your Service 
A friendly welcome to all our new residents!  We are glad you chose us as your new home.  Old and new residents alike, 
remember if there is anything we can do for you, please do not hesitate to contact the office.  Remember that all service 
requests must be handled through the office.  Please do not stop and ask a maintenance person to correct a problem in your 
home.  Our team is committed to helping you, but they are usually busy while on property and may forget to make note of 
your concern.  The most efficient way to handle a service request is to contact the office.  Thank you! 
 
3m - Give Us the Opportunity To Serve You 
When something breaks in your home, you might look at it as a problem.  But when you notify the management office about 
the needed repair, we see it as a way to prove how important you are to us.  In order for you to receive the reliable service 
you deserve, please report maintenance requests through the office and not to a maintenance team member on the property.  
Please do not delay in reporting your requests in order to avoid even worse damage that will take more time to repair.  
Besides, we want to send one of our experienced maintenance team members to save the day! 
 
4m - Help Us Help You 
We are happy to serve you but would appreciate your help to serve you better. 
• Report problems right away.  Waiting to report a problem can cause further damage and may take longer for it to be 

repaired.  If routine maintenance is called in early in the day there is a good chance it will get done the same day. 
• Be as specific as possible when reporting service orders.  The more information you can provide, the more efficient our 

maintenance team can be in repairing the problem. 
• Do not try to make the repairs yourself.  We appreciate you wanting to help, but our technicians need to do the work. This 

way we can track and record maintenance repairs to your home.  Plus, our maintenance techs are trained and certified to 
handle requests such as yours and are happy to take care of it for you. 

• Be patient.  Our maintenance team is taking care of the whole community.  Service requests will be handled in the order 
they are received with emergencies taking priority over non-emergencies.  Let us take the time to fix things correctly. 

Our maintenance staff is working hard so you don’t have to.  We appreciate their hard work – don’t forget to show your 
appreciation as well. 
 
5m - After Hours Maintenance 
Although most maintenance requests are completed during normal business hours, we do offer emergency maintenance for 
problems that require immediate attention.  When reporting any service request, whether it is during office hours or after, 
please give a complete description of the problem, your name, apartment number and telephone number.  Having accurate 
and complete information will assist us in meeting your needs more quickly. 
 
6m - Maintenance Emergency?  
If you call to report a maintenance emergency after business hours, please remember to speak clearly, leaving your name, 
apartment number, phone number and nature of the emergency.  This will help the technician respond more quickly and more 



efficiently.  Remember, not all maintenance requests require immediate attention.  Toilet problems in a one-bathroom home, 
no heat when the temperature is below 55 degrees or no air conditioning when temperatures are higher than 85 degrees are 
just a few repairs that are considered an emergency.  For a complete list of repairs that constitute an emergency after hours, 
please contact the office.  
 
7m - Maintenance Emergencies 
We realize that everyone likes to enjoy their time away from their jobs, especially when a holiday is celebrated.  We also 
know that emergency situations do arise, so if you have a maintenance emergency, please don’t hesitate to call.  But if the 
problem can wait until normal business hours, then please allow our maintenance staff to enjoy their time with family and 
friends.  Our commitment to you is to provide you with the best services possible. 

Please also remember that at times more than one person may experience an emergency situation.  During these times, the 
maintenance staff will respond to each one in the order in which they are received, although at times priority may need to be 
given to one in particular, depending on the situation.  We also want to mention that there may be times when safety of our 
staff becomes a concern and a pending request must be delayed.  (For instance, exterior electrical problems on air 
conditioners cannot be worked on when it is storming or raining.)  Please be assured that in the event you have called in a 
maintenance request, the staff will make the necessary repairs as soon as possible. 
 
8m - Let Us Know 
When you’re out and about in the evenings and at night and notice building or breezeway lights that are not working, please 
notify us immediately.  If you think surely someone else will report them, you might be left out in the dark. 
 
9m - Just a Click Away 
We know you are busy.  So to make your life easier we can accept work orders via e-mail at _________________.  Simply e-
mail us with your request whenever it is convenient for you.  Be as detailed as possible (including location and explanation of 
the problem) so we can take care of your issue efficiently.  A member of our team will respond with a confirmation of the 
request and your repair will be handled as soon as possible. 
 
10m - Spring Spruce-Up 
Many of us get the itch to clean in the spring when everything outside is new, fresh and beautiful.  As you are cleaning the 
nooks and crannies of your apartment home, be sure to note any service requests.  We like to be made aware of minor 
situations that we can handle long before they become potential problems.  We would be happy to do our part in your spring 
cleaning.  Together we can keep your apartment home in tip-top shape all the way around. 
 

Specific Items 
11m - Water, Water Everywhere 
In the rare case of a plumbing emergency, it is helpful to know where the water cut-off valves are located.  The cut-offs for 
the commode extend from the wall under the tank.  You will find the cut-offs for your sinks, both kitchen and bathroom, 
under the sink, usually inside the cabinets.  If you ever have an emergency and water is flowing everywhere, cut off the water 
supply if possible, then call in a service request immediately.  Cutting off the water as soon as possible will cut down on 
damage to your home and the contents of your home. 
 
12m - Cut-Off Valves 
If the water in your sink, tub, or toilet will not shut off, first try turning the cut-off valve, located under the sink or behind the 
toilet, clockwise until the water stops running.  Once the water is stopped or if there is trouble with the cut-off valve, contact 
the office to report the problem.   
 



13m - Water Savers 
Do you realize how much water you use?  The largest use of household water is flushing the toilet, and after that, taking 
showers and baths.  Estimates vary, but an average household uses up to 350 gallons of water per day!  Want to help 
minimize this?  Here are some ideas to help you get started: 
• Fix leaky faucets!  That’s a big contributor to this issue.  Call in a service request as soon as you notice a drippy faucet. 
• Shorten your showers and find new ways to relax. 
• Don’t run water while brushing your teeth. 
• Approximately 22% of indoor home water comes from doing laundry.  Adjust the proper load setting on your washing 

machine.  This saves a lot of water.  
 
14m - Smoke Detectors  
Smoke detectors save lives!  So we are asking you to never, ever disconnect a smoke detector!  Some people disconnect them 
because they don’t like the alarm going off when they cook.  Wouldn’t you rather the smoke detector go off too much than 
not at all?  The next time it goes off could be for serious reasons.  So keep the batteries in them.  If you think there is a 
problem with your detector, call the office and maintenance will come to determine if we need to install another one.  
Remember, a periodic chirping sound simply indicates that the battery is getting weak, indicating the need for immediate 
replacement!  All that is required is a request for a service call from you and we will provide replacement batteries for your 
unit.  Thanks for helping us keep these lifesaving devices in tip-top shape.  
 
15m - Utility Closet 
No matter how much storage space you have, everyone always wants more.  Please remember that the A/C and water heater 
closet should not be used for storage.  This space needs to be easily accessible for repairs and maintenance.  Most importantly, 
it can be hazardous.  Because of the conditions found in that closet, many household items that one would expect to find in 
such a closet (cleaning chemicals, rags, etc.) could be dangerous to you and your home.  Please find another place to store 
your items.  Visit your local home improvement store for a variety of storage and organization options to let you store even 
more stuff in your home. Thanks for your cooperation. 
 
16m - Disposing Properly 
When running the disposal, use plenty of cold water and place small amounts of food in the disposal at a time.  Egg shells, 
coffee grounds, chicken bones, and potato peels are just a few of the items that should not be placed in the disposal.  An 
occasional ice cube thrown in the disposal will help sharpen the blades.  Placing in small pieces of lemon or lime will help 
keep the disposal smelling fresh. 
 
17m - Don’t Stuff It 
While you are preparing fruits and vegetables, remember not to stuff the rinds and peels down the garbage disposal.  The 
fibers of the peels may cause your unit to jam.  If your disposal is humming but not grinding, turn the unit off and try to clear 
the jam.  Never use your hands.  If nothing happens when you turn on the switch, turn the unit off and press the reset button 
on the bottom of the unit.  If the disposal still does not work, give our office a call; our maintenance team will be happy to 
service it for you. 
 
18m - Dishwasher Care  
About 80% of the energy used by dishwashers goes toward heating the water.  The best way to improve the efficiency of a 
dishwasher is to reduce the amount of water needed to clean the dishes.  Proper maintenance of your dishwasher will ensure 
optimal cleaning and running efficiency.  Tips for maintaining your dishwasher and lowering its energy usage include: 
• Check and clean food drains and filters to avoid clogs.  
• Check gaskets occasionally.  If you find cracks or gaps in the seal, contact the office.  Water may be leaking out. 
• The water sprayer in the dishwasher may become clogged with minerals from the water or detergent.  Clean the water 



sprayers with vinegar to avoid clogs. 
• Run the washer without the heated dry setting.  Dishes can air dry without the use of heated air, saving the energy that 

would otherwise be required for this purpose. 
• Run full loads only.  Running only a half a load will use the same amount of energy and water as a full load.  It is wasteful 

to run a dishwasher that is not full. 
• Load dishes correctly to allow for proper water circulation. 
• Use only dishwasher detergent in recommended amounts. 
 
19m - Washing Machine Maintenance 
For those of you with washing machines, please keep in mind that maintenance and upkeep of the machine is up to you.  In 
just one hour, a broken washing machine hose can leak up to 500 gallons of water.  Be sure you inspect the hose regularly by 
checking for soft spots, brittleness near the connection, kinks, or blockage of the water flow.  Also, be sure to turn off the 
water to your washing machine if you plan to be gone for several days. 
 
20m - Refrigerator Tips 
If you have noticed your fridge isn’t cooling enough, check these things first to see if you can correct the problem.  We are 
always happy to make a service call, but you may be able to make a quick adjustment and save time and your food.   
• Make sure the thermostat has not been inadvertently lowered. 
• Make sure there is nothing blocking the door, preventing it from closing completely.  
• Make sure that food packages inside the freezer and fridge sections are not packed so tightly that they inhibit air 

movement throughout the compartments.  
If you have checked all these things and the problem persists, please let us know.  One of our maintenance technicians will be 
happy to come take a look and perform the necessary repairs.  
 
21m - Check Your Vehicles 
Please check your vehicles for leaks.  If you notice a fluid dripping onto the parking lot, you should repair the problem as 
soon as possible.  Those fluids are quite dangerous and can eat away the asphalt.  Please do not attempt to correct this 
problem on community grounds.  Because it is unsightly, our policy prohibits repairing vehicles in our lot.  We appreciate 
your cooperation in this matter. 
 
22m - Carpet Care 
Oops! Spill something on your carpet?  We know everyone takes care of their apartment home, but accidents happen.  If you 
do spill, just remember to react immediately.  Soak up what you can by patting with a clean towel.  Add a little water (a few 
drops) and repeat.  Continue until nothing appears on the towel.  Never scrub as it will just work the stain deeper.  If this 
doesn’t work, consider using a carpet cleaner, following the instructions explicitly.  Give us a call if you haven’t been able to 
get the stain out.  We may have some suggestions or be able to recommend an affordable carpet cleaner that will spot clean 
your home for you. 
 
23m - Carpet Care 
We understand even the best housekeepers have an occasional spill onto their carpet.  If this happens: 
• Immediately blot up as much of a liquid stain as possible using a soft, white, absorbent material like a towel or napkin.  
• Scrape away a solid or semi-solid stain using a blunt spatula or spoon.  Never use a knife, as its sharp edges could harm 

the pile fibers. 
• Never scrub or brush a stain; scrubbing can harm the fibers and have the adverse reaction of making the stain set in to the 

carpet or rug. 
• Vacuum away as much of a solid stain as possible. 
• Use spot remover only after you’ve tested it in an inconspicuous place.  Follow directions exactly. 



• Do not over-wet the area.  Over-wetting of carpets while cleaning may cause damage to the carpet. 
 
24m - Circuit Breakers 
A circuit breaker is an electrical service panel that regulates the flow of electricity into your home.  It provides protection by 
stopping the flow of current if an overload or fault occurs.  When an electrical problem occurs or the load on a circuit 
becomes too great, the breaker on that circuit trips and interrupts the flow of electricity to that circuit.  Anything plugged into 
that particular tripped circuit would stop working immediately.  

The circuit must be reset in the breaker box to restore power.  Tripped circuits account for many power/electrical service 
requests we receive.  Circuits can only handle so much.  With all the electronic devices and small appliances we have today, 
it is no wonder circuits get overloaded at times.  If you have a problem with a portion of your home not receiving power, this 
may be the problem.  We will be happy to reset the circuit, but remember, the problem will continue happening until the 
demands on that circuit are changed. 

If you have any maintenance requests (electrical or otherwise), please do not hesitate to call.  We are happy to serve you.  
 


