Needham Housing Authority (LHA) Annual Plan 2022 Annual Plan Final
Overview and Certification

Needham Housing Authority
Annual Plan for Fiscal Year 2022
For State-Aided Public Housing

The Annual Plan is a document compiled by housing authority staff in advance of each new fiscal
year. The plan serves as both a tool for the Local Housing Authority (LHA) to reflect upon the prior
fiscal year, and as an opportunity to develop a clear and transparent plan that builds on successes,
identifies needs, and corrects any issues that have arisen in prior years. Additionally, the Annual
Plan is an important tool for tenants, who may use the document to better understand the
operations and needs of their housing authority, advocate for changes to policies and procedures,
access data about the housing authority, and participate in their housing authority’s governance.

In addition to the physical document, the Annual Plan is also a process of public engagement.
Throughout the Annual Plan process, the LHA executive director or their designee will be expected
to review the Plan with any Local Tenant Organizations (LTO’s) and Resident Advisory Board (RAB)
before the LHA presents the plan to the LHA Board of Commissioners; make a draft available for
review to all residents and the general public; post on the website and make a copy available to
each LTO at least 30 business days before the public hearing; hold a hearing on the document; and
collect, integrate, and report back on substantive comments. Additionally, the Board will read,
offer recommendations, and approve the Annual Plan in advance of its submission to DHCD.

The law that mandates the Annual Plan is An Act Relative to Local Housing Authorities,
Massachusetts General Laws, Chapter 121B Section 28A. The regulation that expands upon Section
28Ais 760 CMR 4.16. The regulations that address Local Tenant Organization (LTO) and resident
participation in the Annual Plan are 760 CMR 6.09 (3)(h) and 760 CMR 6.09(4)(a)(4).

The Needham Housing Authority’s Annual Plan for their 2022 fiscal year includes the following
components:
1. Overview and Certification

Capital Improvement Plan (CIP)
Maintenance and Repair Plan
Operating Budget
Narrative responses to Performance Management Review (PMR) findings
Policies
Waivers
Glossary
Other Elements

a. Public Comments and LHA Responses

b. Cover sheet for AP

O e N WD

c. Tenant Satisfaction Survey 667 Program
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https://malegislature.gov/Laws/SessionLaws/Acts/2014/Chapter235
https://malegislature.gov/Laws/SessionLaws/Acts/2014/Chapter235
http://www.mass.gov/courts/docs/lawlib/700-799cmr/760cmr4.pdf
http://www.mass.gov/courts/docs/lawlib/700-799cmr/760cmr6.pdf

Needham Housing Authority (LHA) Annual Plan 2022

Overview and Certification

State-Aided Public Housing Developments

Annual Plan Final

The following table identifies the state-aided public housing units with developments of more than
8 units listed separately. Units in developments of 8 or fewer units are aggregated as noted. Units
that the LHA provides to assist clients of the Department of Mental Health (DMH), the Department
of Developmental Services (DDS), or other agencies are also aggregated separately.

Dev No Type Development Name Num Year | Dwelling
Bldgs Built Units
667-03 | Elderly | CHAMBERS STREET 667-03 6 1972 80
667-01 Elderly | LINDEN STREET - 1 667-01 8 1959 32
667-02 | Elderly | LINDEN STREET - 2 667-02 10 1962 40
Other [ Special Occupancy units 1 8
Total 25 160

Federally Assisted Developments

Needham Housing Authority also manages Federally-assisted public housing developments and/or
federal rental subsidy vouchers serving 256 households.

LHA Central Office

Needham Housing Authority
28 Captain Robert Cook Drive, Needham, MA, 02494
Angie Medeiros, Executive Director

Phone: 781-444-3011

Email: amedeiros@needhamhousing.org

LHA Board of Commissioners

Janice Bennett
Eleanor Evans
Reginald Foster
Penelope Kirk
Ed Scheideler

January 31, 2022

Role Category
Tenant

Treasurer

Chair State Appointee

Member

Member

Sec 1.1 - Overview & Certification

From

04/18/2021
05/26/2020
05/09/2016
04/10/2018
05/26/2020

To

04/14/2026
04/09/2024
05/07/2026
04/11/2023
04/08/2025
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Needham Housing Authority (LHA) Annual Plan 2022

Plan History

Overview and Certification

The following required actions have taken place on the dates indicated.

Annual Plan Final

REQUIREMENT DATE
COMPLETED
A. Advertise the public hearing on the LHA website. 07/26/2021
Advertise the public hearing in public postings. 07/26/2021
C. Notify all LTO's and RAB, if there is one, of the hearing and
provide access to the Proposed Annual Plan. N/A
D. Post draft AP for tenant and public viewing. 07/26/2021
Hold quarterly meeting with LTO or RAB to review the draft AP.
(Must occur before the LHA Board reviews the Annual Plan.) N/A
F. Annual Plan Hearing. Hosted by the LHA Board, with a quorum
of members present. (For Boston, the Administrator will host 09/16/2021
the hearing.)
Executive Director presents the Annual Plan to the Board. 09/16/2021
ey | 151021

January 31, 2022
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Needham Housing Authority (LHA) Annual Plan 2022 Annual Plan Final
Overview and Certification

Certification

CERTIFICATION OF LHA USER AUTHORIZATION FOR DHCD CAPITAL SOFTWARE AND HOUSING
APPLICATIONS

I, Angie Medeiros, Executive Director of the Needham Housing Authority, certify on behalf of the
Housing Authority that | have conducted an annual review of all Needham Housing Authority
users of DHCD Capital Software applications and Housing Applications and that all current LHA
users are authorized to use the systems and have the appropriate level of user access based on
their job responsibility. | approve all system access and access levels for all Needham Housing
Authority users.

This certification applies to the following applications:
¢ Capital Planning System (CPS)
¢ Consolidated Information Management System (CIMS)
e Cap Hub
e DHCD Housing Management Systems

CERTIFICATION FOR SUBMISSION OF THE ANNUAL PLAN

I, Angie Medeiros, Executive Director of the Needham Housing Authority, certify on behalf of the
Housing Authority that: a) the above actions all took place on the dates listed above; b) all facts
and information contained in this Annual Plan are true, correct and complete to the best of my
knowledge and belief and c) that the Annual Plan was prepared in accordance with and meets
the requirements of the regulations at 760 CMR 4.16 and 6.09.

Date of certification: 09/20/2021

The Department of Housing and Community Development (DHCD) completed its review of this
Annual Plan (AP) on January 31, 2022. Review comments have been inserted into the plan.
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Needham Housing Authority (LHA) Annual Plan Prepared for Submittal to DHCD
Capital Improvement Plan (CIP)

Capital Improvement Plan

DHCD Description of CIPs:

The Capital Improvement Plan (CIP) is a five year plan which identifies capital projects, provides a
planning scope, schedule and budget for each capital project and identifies options for financing and
implementing the plan. The CIP identifies anticipated spending for each Department of Housing and
Community Development (DHCD) fiscal year (July 1 to June 30) based on the project schedules.

Local Housing Authorities (LHAs) receive yearly awards from DHCD (Formula Funding Awards)
which they target to their most urgent capital needs in their CIP. They may also receive special
awards from DHCD for specific projects which meet specific criteria. Special awards may be given
for certain emergency, regulation compliance, energy and water conservation, and other projects.
The first three years of the CIP are based on actual awards made to the LHA, while years four and
five are based on estimated planning amounts, not actual awards.

LHAs may sometimes secure other sources of funding and assistance that you will note in their CIP,
such as: Community Preservation Act (CPA) funding, Community Development Block Grant (CDBG)
funding, Local Affordable Housing Trust Funds (AHTF), HOME grants, income from leasing a cell
tower on their property, savings from net meter credit contracts with solar developers, utility
rebates and contracted work from utility providers, and Sheriff's Department work crews.
However, not all of these funding sources are available every year, or in all communities.

The CIP includes the following parts:
e Atable of available funding sources and amounts
o Alist of planned capital projects showing spending per fiscal year
e Atable showing special awards and other funding for targeted projects, if any, which
supplements Formula Funding awarded to the LHA
e A '‘narrative’ with a variety of additional information.
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Needham Housing Authority (LHA) Annual Plan Prepared for Submittal to DHCD
Capital Improvement Plan (CIP)
Aggregate Funding Available for Projects in the First Three Years of the CIP:

Category of Funds Allocation Planned Description
Spending
Balance of Formula $626,762.75 Total of all FF awards minus prior FF
Funding (FF) spending
LHA Emergency Reserve $62,676.28 Amount to reserve for emergencies
Net FF Funds (First 3 $564,086.48 $592,260.94 |Funds to plan & amount actually planned
Years of the CIP) in the first 3 years of the CIP
ADA Set-aside $8,261.39 $8,260.47 | Accessibility projects
DMH Set-aside $0.00 $0.00 | Dept. of Mental Health facility
DDS Set-aside $56,481.76 $56,479.21 |Dept. of Developmental Services facility
Unrestricted Formula $499,343.32 $527.521.26 Funds awarded by DHCD to be used on
Funding (FF) projects selected by the LHA and
approved by DHCD.
Special DHCD Funding $124,669.89 $124,669.89 | Targeted awards from DHCD
Community Development $0.00 $0.00 | Federal funds awarded by a city
Block Grant (CDBG) Funds or town for specific projects.
Community Preservation $0.00 $0.00 | Community Preservation Act funds awarded
Act (CPA) Funds by a city of town for specific projects.
Operating Reserve(OR) Funds $0.00 $0.00 | Funds from the LHA's operating budget.
Other Funds $0.00 $0.00 | Funds other than those in the above

categories. See explanation below.

Total funds and $688,756.36 $716,930.83 Total of all anticipated funding available
planned spending ' for planned projects and the total of
planned spending.

09/20/2021 Sec. 2.1 - CIP Overview & Funding Page 2 of 4



Needham Housing Authority (LHA) Annual Plan Prepared for Submittal to DHCD
Capital Improvement Plan (CIP)
CIP Definitions:

ADA Set-aside is funding allocated within the Formula Funding (FF) for use on projects that improve
accessibility for people with disabilities. 10% of FF awards are designated for this purpose.

Available State Bond Funding is the amount of State Bond Funding available to the LHA for the first
three years of the CIP. Itis calculated by totaling all of FF and Special Awards granted to the LHA
through the end of the third year of the plan and subtracting the amount of these funds spent prior to
July 1 of the first year of the plan.

Amount spent prior to the plan is the total amount of Formula Funding (FF) and Special Awards spent
prior to July 1 of the first year of the plan.

Capital project is a project that adds significant value to an asset or replaces building systems or
components. Project cost must be greater than $1000.

CDBG stands for Community Development Block Grant, a potential source of project funds.
CPA stands for Community Preservation Act, a potential source of project funds.

CapHub Project Number is the number given to projects entered into DHCD'’s project management
system known as CapHub.

DMH Set-aside is funding allocated within the Formula Funding (FF) for use on facilities leased to the
Department of Mental Health (DMH) program vendors, if any exist at this LHA.

DDS Set-aside is funding allocated within the Formula Funding (FF) for use on facilities leased to the
Department of Developmental Services (DDS) program vendors, if any exist at this LHA.

Formula Funding (FF) is an allocation of state bond funds to each LHA according to the condition (needs)
of its portfolio in comparison to the entire state-aided public housing portfolio.

Operating Reserve is an account, funded from the LHA operating budget, primarily used for unexpected
operating costs, including certain extraordinary maintenance or capital projects.

Other Funds could include other funding by the city or town or from other sources.

Special Awards are DHCD awards targeted to specific projects. Award programs include funds for
emergencies beyond what an LHA can fund, for complying with regulatory requirements, for projects that
will save water or energy use, and various other programs the department may run from time to time.

Total Cost is the sum of investigation, design, administration, permitting, and construction costs for a project
Unrestricted Formula Funding (FF) is money awarded to the LHA by DHCD under the Formula Funding
program other than amounts set aside (restricted) for accessibility improvements or for facilities operated by

DMH or DDS.
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Needham Housing Authority (LHA) Annual Plan Prepared for Submittal to DHCD
Capital Improvement Plan (CIP)

Regional Capital Assistance Team

Needham Housing Authority participates in the Regional Capital Assistance Team (RCAT) program and

project implementation responsibilities are as follows:

o For projects with construction cost under $10,000, the LHA has the sole responsibility to initiate,

implement and manage the project. RCAT offers technical assistance upon request.

o For projects with construction cost between $10,000 and $100,000 the RCAT will have lead
responsibility to initiate, implement and manage the project with both DHCD and LHA involvement and
oversight throughout the process. For projects in this range, the LHA will work with the RCAT Project

Manager who will contact the LHA to initiate projects.

o For projects with construction cost over $100,000, or projects below that threshold that are complex or
have a subsequent phase that exceeds $100,000 construction cost, DHCD will take the lead and draft a
WO or RFS to hire a designer to prepare plans and specs. RCAT will not be involved in the implementation
of projects in this range and the LHA will continue to work directly with the DHCD Project Manager and
DHCD design staff.
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Needham Housing Authority (LHA)

Annual Plan

Capital Improvement Plan (CIP)

Formula Funding and Special DHCD Award Planned Spending - Other funding not included

Prepared for Submittal to DHCD

Cap Hub | Project Name Development(s) Total Amount Remaining fy2022 fy2023 fy2024 fy2025 fy2026

Project Cost Spent Planned Planned

Number Prior to for 2021

Plan

203027 [2008 FF Master  |Linden Street $4,400 $4,400 $0 $0 $0 $0 $0 $0
CFA

203064 |CR: ACM Linden Street $44,575 $27,425 s0| $13,650 $0 S0 S0 $0
Flooring -
asbestos
abatement

203065 |CCTV System Linden Street $235,015 $9,128 so| $11,608| $214,280 $0 $0 $0
Installation

203066 |FF: Concrete CHAMBERS STREET $6,875 $0 $0 $o $6,875 $0 S0 $0
repairs 667-03

203067 |FF: Adaptable GREAT PLAIN AVE $21,114 $20,934 $0 $o0 $0 $0 $0 $0
bath upgrade 689-01

203076 |Roof Linden Street $265,720|  $251,874 $o[  $3,000 50 50 50 >0
Replacement @
138,166,168,172
Linden St

203077 |Exterior door CHAMBERS STREET $58,915 $6,496 $0 $149( 852,271 $0 $0 $0
replacement 667-03

203078 |Wainscoting GREAT PLAIN AVE $16,625|  $15,510 $0 $0 $0 50 $0 50
installation 689-01

203079 |[Tree Removal GREAT PLAIN AVE $13,371 $10,989 $0 $o $2,382 $0 S0 $0
and Trimming 689-01

203080 |Paving repair Linden Street $10,998 $10,978 $0 N $20 $0 S0 $0

203081 |H&S FY20: LINDEN STREET - 1 $4,000 $0 $0 $0 $4,000 $0 S0 $0
Handrail 667-01
replacement

203082 |EMG Transformer |CHAMBERS STREET $31,692 $31,692 $0 $0 $0 $0 $0 S0
Replacement 667-03

203083 |concrete ramp CHAMBERS STREET $5,382 $4,204 50 S0 $1,179 $0 $0 $0
repair 667-03

Sec. 2.2 - CIP Projects Page 1 of 3
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Needham Housing Authority (LHA)

Annual Plan

Capital Improvement Plan (CIP)

Formula Funding and Special DHCD Award Planned Spending - Other funding not included

Prepared for Submittal to DHCD

Cap Hub | Project Name Development(s) Total Amount Remaining fy2022 fy2023 fy2024 fy2025 fy2026

Project Cost Spent Planned Planned

Number Prior to for 2021

Plan

203085 |CR-ACM LINDEN STREET - 1 $9,000 $4,700 SO SO $4,300 SO SO S0
Flooring Removal |667-01

. Fire alarm LINDEN STREET - 1 $372,075 $0 $0 $0 $1,565| $194,353| $171,158 S0
upgrade (Linden 667-01
1and2)

. Parking lot LINDEN STREET - 1 $62,480 40 $o[ $62,480 S0 $0 $0 $0
paving 667-01

. Walkway Paving  |LINDEN STREET - 1 $155,788 S0 $0 S0 S0| $78,654 $77,135 S0
Replacement 667-01
Phase 2

. Community Bldg. LINDEN STREET - 2 $205,985 SO SO SO SO SO so| $141,353
Renovation 667-02

. Intercom/panel CHAMBERS STREET $23,085 S0 s0|  $23,085 S0 S0 $0 S0
replacements 667-03

. Kitchen GREAT PLAIN AVE $51,675 S0 S0 $3,241 $48,435 SO SO SO
Countertop 689-01
Replacement

. Walkway Repairs GREAT PLAIN AVE $12,403 S0 SO SO $1,973 $10,431 SO S0

689-01
TOTALS $1,611,171 $398,327 so| $117,213| $337,277| $283,438 $248,292| $141,353
Sec. 2.2 - CIP Proiects Page 2 of 3
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Needham Housing Authority (LHA)

Annual Plan

Capital Improvement Plan (CIP)

FUNDS IN ADDITION TO ANNUAL FORMULA FUNDING AWARD

Prepared for Submittal to DHCD

Cap Hub Project Name DHCD Special Special DHCD Awards Other Funding
Project Award
Number Comment Emergency | Compliance | Sustain- Special CDBG CPA Operating Other
Reserve Reserve ability Awards Reserve Funds
203064 |[CR: ACM Flooring |asbestos removal - S0 $3,925 S0 o) S0 N S0 $Q
- asbestos flooring
abatement
203065 |CCTV System security camera $119,480 $0 $0 $0 $0 $0 N $0
Installation system
203067 |FF: Adaptable bath $0 S0 50 $0 $0 $0 $0 $180
upgrade
203080 |Paving repair H&S FY20: Paving $0 $0 $o|  $10,998 S0 $0 N $0
and concrete
repair
203081 |H&SFY20: H&S FY20: $0 $0 $0 $4,000 $0 $0 $0 $0
Handrail Handrail
replacement replacement
203085 |CR-ACM Flooring | Asbestos flooring $0 $9,000 S0 $0 S0 $0 $0 $0
Removal removal
. Fire alarm S0 S0 S0 o} S0 S0 S0 $5,000
upgrade (Linden 1
and 2)
TOTALS $119,480 $12,925 S0|  $14,998 $0 $0 $0 $5,180
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Annual Plan

Needham Housing Authority Prepared for Submittal to

(LHA) Capital Improvement Plan DHCD

Capital Improvement Plan (CIP) Narrative

Including Requests to DHCD & Supporting Statements

Request for increased spending flexibility.

DHCD designates a spending target (cap share) and an allowable spending range for each year
of the CIP. A Housing Authority may request to shift the cap shares of the first three years in
order to increase scheduling flexibility. A CIP utilizing this flexibility is called an Alternate CIP.
The total spending over three years and over five years must continue to meet the limits set by
DHCD. DHCD will approve an Alternate CIP only with acceptable justification and only if funding
is available.

Needham Housing Authority has submitted an Alternate CIP with the following justification:

e Projected spending on projects currently in bidding or construction exceeds Cap Share
in one or more years of the CIP.

Projected spending on projects currently in bidding or construction exceeds Cap Share in one or
more vears of the CIP.

Request for additional funding.
A Housing Authority may request additional funding from DHCD for projects that qualify as
emergencies, required legal compliance upgrades, or sustainability improvements.

Needham Housing Authority has not requested additional funding.

Overall goals of the Housing Authority’s CIP

NHA goals are to get all of our vacant units back on line and to improve access to our elderly
development. Making our common area safer for all residents .

Changes from the Housing Authority’s previous CIP

Every new CIP differs from the previous CIP because projects have been completed and a new
year has been added with new projects. These changes and other significant changes to the
content of the CIP are highlighted below:

My new CIP includes a new project that includes a new ramp for the NHA 689 property.

Requirements of previous CIP approval

There were no special conditions attached to the approval of our previous CIP.

9/20/2021 Sec. 2.3 - CIP Narrative Page 1 of 3



Annual Plan

Needham Housing Authority Prepared for Submittal to
(LHA) Capital Improvement Plan DHCD
6. Quarterly capital reports

10.

11.

12,

Our most recent quarterly capital report (form 80 and 90) was submitted on 04/30/2021.

Capital Planning System (CPS) updates
Our CPS facility data has been updated with current condition information, including changes

resulting from projects completed in the past year, as of 06/30/2021.

Project priorities

All the projects in our CIP are high priority (Priority 1 and 2 projects).

High priority deficiencies

We have included all of our high priority (CPS priority 1 and 2) projects in our CIP.

Accessibility
We have identified the following accessibility deficiencies in our portfolio:

Exterior ramps and railings.

We have incorporated the following projects in our CIP to address accessibility deficiencies:
Added a new ADA ramp for NHA 689 property.

Special needs development

Needham Housing Authority has one or more special needs (167 or 689 programs)
development. We have completed the service provider input process according to the
required procedures detailed in the lease agreement and held an annual meeting with the
service provider staff at all special needs developments as of 06/30/2021.

Energy and water consumption

Our 12 most recent monthly energy reports are for months 5/2020 to 4/2021.

The following table lists the DHCD thresholds for Per Unit Monthly (PUM) expense for
electricity, natural gas, oil, and water use and the developments at the Housing Authority that

have expenses in excess of the thresholds, if any.
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Needham Housing Authority

(LHA)

Annual Plan

Prepared for Submittal to

Capital Improvement Plan

DHCD

Electric
PUM > Threshold

Gas
PUM > Threshold

Oil
PUM > Threshold

Water

PUM > Threshold

Threshold PUM:

$100

$80

$50

$60

No developments exceed threshold values.

13. Energy or water saving initiatives

Needham Housing Authority is not currently pursuing any energy or water-saving audits or
grants that could affect CIP project scope, costs or timing of projects.

14. Vacancy rate

Our unadjusted vacancy rate reported to DHCD is as follows. (The unadjusted vacancy rate
captured in these figures is the percentage of ALL housing units that are vacant, including

both offline units being used for other purposes and units with DHCD vacancy waivers.)
17% c. 667 (DHCD Goal 2%)

0% c. 200 (DHCD Goal 2%)
0% c. 705 (DHCD Goal 2%)

Needham Housing Authority will address the excess vacancies in the following manner:
Per DHCD NHA was not allowed to select applicants to house in vacant units due to an

investigation that DHCD was conducting from previous miss management prior to my hire.

15. Vacancies

Needham Housing Authority has no units listed as vacant, proposed to be vacant, or at risk of
becoming vacant.

9/20/2021 Sec. 2.3 - CIP Narrative
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CIP Approval For Needham Housing Authority for FY 2022
Formula Funding Capital Improvement Plan (CIP), WorkPlan 5001

11/10/2021
Congratulations! The CIP-2022 submitted by Needham Housing Authority is approved, subject to the following conditions:

» Please note that the majority of funds for 203087 & 203089 need to be spent after 7/1/2023(FY23). Please contact me with
any questions.

» Your LHA participates in the Regional Capital Assistance Team (RCAT) program and project implementation
responsibilities are as follows:

o For projects with construction cost under $10,000, the LHA has the sole responsibility to initiate, implement and
manage the project. RCAT will offer technical assistance upon your request. DHCD recently revised the Small Project
Guide to address statutory and policy changes. It is available on the web at
http://www.mass.gov/hed/docs/dhcd/ph/small-projects/dhcdsmallprojectsguide.pdf. The Guide contains step-by-step
instructions to help you make sure that your projects are done efficiently, cost-effectively and according to applicable
statutes, rules and regulations. Please be sure to complete projects in accordance with the requirements and
procedures described in the Guide.

o For projects with construction cost between $10,000 and $100,000 the RCAT will have lead responsibility to initiate,
implement and manage the project with LHA involvement and oversight throughout the process . If you have projects in
this range, you will be working with your RCAT Project Manager who will contact you to initiate your project(s). Please
note that DHCD has increased the threshold for independent implementation to $100,000 construction cost in response
to the passage of Chapter 218. Projects with an estimated Construction cost greater than $25,000 still require
soliciting the professional services of an architect or engineer. (See DHCD Small Project guide “When to Hire a
Designer” (http://www.mass.gov/hed/docs/dhcd/ph/small-projects/dhcdsmallprojectsguide.pdf ). The RCAT may be able
to provide “In House” specifications with an estimated construction cost greater than $25,000, but requires the approval
of DHCD before proceeding.

o For projects with construction cost over $100,000, or projects below that threshold that are complex or have a
subsequent phase that exceeds $100,000 construction cost, DHCD will take the lead and draft a WO or RFS to hire a
designer to prepare plans and specs. At this point, RCAT will not be involved in the implementation of projects in this
range and you will continue to work directly with your DHCD Project Manager and DHCD design staff.

Needham Housing Authority is authorized to proceed on the following projects, which are to be managed with the LHA or
RCAT as the Primary PM**:

CPS Number FISH # Project Name TDC Amount Primary PM Project Year
203-667-01-S01-18-926 203087 Parking lot paving 2023 $63,150.00 RCAT 2023
203-667-03-0-16-1513 203088 Intercom/panel replacements $23,200.00 RCAT 2022
203-689-01-0-19-893 203089 Kitchen Update 2023 $51,675.00 RCAT 2023

Construction cost for FY 2022 projects is to be incurred by June 30, 2022. Construction cost for FY 2023 projects is to be
incurred between July 1, 2022 and June 30, 2023. Pre-construction costs may be incurred in FY 2022.

There are no large or complex projects to be managed by DHCD.



Going forward, if you need to add a project that is not in your approved CIP you will need to submit a revision through CIMS.
Instructions for revising your CIP can be found on the CIMS Forms menu.

Details of the Approved CIP can be found at the link to 'Approved & Active CIP Reports' on the CIMS forms page in the CIP
Reports section. Projects may utilize funding from multiple sources. The 'Original Approved' report details the proposed funding as
submitted by the LHA. Please feel free to call DHCD Project Manager Cynthia Barney at (617) 573-1179 with any questions.

**'Primary PM' is used to identify the agency responsible for updating a project's budget and schedule.
This document was created on 11/10/2021 by Cynthia Barney, Project Manager



Needham Housing Authority Annual Plan 2022 Annual Plan Final
(LHA) Maintenance and Repair Plan

Maintenance and Repair Plan

Maintenance Objective

The goal of good property maintenance at a public housing authority is to serve the residents by

assuring that the homes in which they live are decent, safe, and sanitary.

About This Maintenance and Repair Plan

This Maintenance & Repair Plan consists of several subsections describing maintenance systems
followed by charts showing typical preventive maintenance, routine maintenance, and unit
inspection tasks and schedules. These subsections are:

a. Classification and Prioritization of Maintenance Tasks - Defines and prioritizes types of
work to be accomplished by maintenance staff and vendors. Explains how the housing
authority is expected to respond to work orders (tasks or requests) based on the work
order classification.

b. Emergency Response System - Defines what constitutes an emergency and how to notify
staff of an emergency.

C. Normal Maintenance Response System - How to contact the maintenance staff for a
non-emergency request.
d. Work Order Management - Description of the housing authority’s system for managing

work orders (tasks and requests).

e. Maintenance Plan Narrative & Policy Statement - Self-assessment, basic information,
and goals for the coming year, along with a description of the housing authority’s
maintenance program.

f. Preventive Maintenance Schedule - A listing and schedule of tasks designed to keep
systems and equipment operating properly, to extend the life these systems and
equipment, and to avoid unexpected breakdowns.

g. Routine Maintenance Schedule - A listing and schedule of ordinary maintenance tasks
such as mopping, mowing, raking, and trash collection required to keep the facilities in
good condition.

h. Unit Inspections - Scheduling of annual unit inspections.

1/31/2022 Section 3.1 - Maintenance Overview Page 1 of 6



Needham Housing Authority Annual Plan 2022 Annual Plan Final
(LHA) Maintenance and Repair Plan

Classification and Prioritization of Maintenance Tasks

Maintenance items are tracked as “work orders” and are classified in the following categories.
They are prioritized in the order listed. The following classifications and prioritization are required
by the Department of Housing and Community Development (DHCD).

l. Emergencies - Emergencies are only those conditions which are immediately threatening
to the life or safety of our residents, staff, or structures.
e Goal: initiated with 24 to 48 hours.

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

e After emergencies, the refurbishment of vacancies for immediate re-occupancy
has the highest priority for staff assignments. Everyday a unit is vacant is a day of

lost rent.
¢ Goal: vacancy work orders are completed within 30 calendar days or if not

completed within that timeframe, LHA has a waiver.

Il. 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.
¢ Athorough Preventive Maintenance Program and Schedule that deals with all

elements of the physical property is provided later in the document.
¢ The Preventive Maintenance Program is reviewed and updated annually and as new
systems and facilities are installed.

V. Programmed Maintenance - Work which is important and is completed to the greatest
extent possible within time and budget constraints. Programmed maintenance is grouped
and scheduled to make its completion as efficient as possible. Sources of programmed
maintenance include:

e Routine Work includes those tasks that need to be done on a regular basis to keep our
physical property in good shape. (Mopping, Mowing, Raking, Trash, etc.)
e Inspections are the other source of programmed maintenance.

o Inspections are visual and operational examinations of parts of our property to
determine their condition.

o All dwelling units, buildings and sites must be inspected at least annually.

o0 Goal: Inspection-generated work orders are completed within 30 calendar days
from the date of inspection, OR if cannot be completed within 30 calendar days,
are added to the Deferred Maintenance Plan or the Capital Improvement Plan in
the case of qualifying capital repairs (unless health/safety issue).

V. 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 has the lowest priority for staff assignment.

e Goal: Requested work orders are completed in 14 calendar days from the date
of tenant request or if not completed within that timeframe (and not a health or
safety issue), the task is added and completed in a timely manner as a part of
the Deferred Maintenance Plan and/or CIP.
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Needham Housing Authority Annual Plan 2022 Annual Plan Final
(LHA) Maintenance and Repair Plan

Emergency Request System
For emergency requests call the numbers listed here. Qualifying emergency work requests are
listed below.

METHOD CONTACT INFO. TIMES
Call Answering Service 781-444-3011 247
Call LHA at Phone Number 781-444-3011 Monday - Friday 8:00 AM -4:00 PM

List of Emergencies - Emergencies are those conditions which are immediately threatening to the
life or safety of our residents, staff, or structures. The following is a list of typical conditions that
warrant an emergency response. If there is an emergency condition whether or not enumerated
on this list please notify the office or answering service at the numbers listed above. If you have
any questions regarding this list or other matters that may constitute an emergency, please
contact the Needham Housing Authority main office.

QUALIFYING EMERGENCY WORK REQUESTS
Fires of any kind (Call 911)
Gas leaks/ Gas odor (Call 911)

No electric power in unit

Electrical hazards, sparking outlets

Broken water pipes, flood

No water/ unsafe water

Sewer or toilet blockage

Roof leak

Lock outs

Door or window lock failure

No heat
No hot water

Snow or ice hazard condition

Dangerous structural defects

Inoperable smoke/CO detectors, beeping or chirping

Frequent Lightening Strikes that blows out transformers
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Needham Housing Authority Annual Plan 2022 Annual Plan Final
(LHA) Maintenance and Repair Plan

Normal Maintenance Request Process

Make normal (non-emergency) maintenance requests using the following methods:

METHOD CONTACT INFO. TIMES
Text Phone Number
Call Answering Service 781-444-3011 247
Call Housing Authority Office 781444-3011 Monday - Friday 8:00 AM -4:00 PM

Submit Online at Website

Email to Following Email

Other

Work Order Management

A. DHCD review of this housing authority’s operations shows that the authority
uses the following system for tracking work orders:

Type of work order system: DHCD's usual on-site review for this housing authority's work order system
was cancelled due to the COVID-19 emergency.

Work order classification used:

Emergency

Vacancy

Preventative
Maintenance

Routine

Inspections

Tenant Requests

B. We also track deferred maintenance tasks in our work order system.
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Needham Housing Authority Annual Plan 2022 Annual Plan Final

(LHA) Maintenance and Repair Plan

C. Our work order process includes the following steps:

Step Description Checked

steps are
used by LHA

Maintenance Request taken/submitted per the standard
1 [procedures listed above for the Emergency Request System
and the Normal Maintenance Request Process.

]

Work Orders completed/closed out

N | o | b

2 | Maintenance Requests logged into the work system
3 | Work Orders generated
Work Orders assigned
Work Orders tracked

Maintenance Reports or Lists generated

D. Additional comments by the LHA regarding work order management:
We use PHA Web for work orders, all types.

Maintenance Plan Narrative

Following are Needham Housing Authority’s answers to questions posed by DHCD.

A. Narrative Question #1: How would you assess your Maintenance Operations based on
feedback you’ve received from staff, tenants, DHCD’s Performance Management Review
(PMR) & Agreed Upon Procedures (AUP), and any other sources?

Our maintenance staff did a fantastic job helping to keep our tenants safe during the
COVID-19 pandemic. They sanitized all common areas twice daily, and on the weekends.
They helped support the community services (meals donated by local restaurants, periodic
food bank) that offered by the town to support our tenants. Our maintenance staff had to
delay the usual unit inspections for occupied units during the pandemic. But they are back
to mostly normal now. Feedback from tenants and staff has been consistently positive,
for their professionalism and thoughtfulness.

B. Narrative Question #2: What changes have you made to maintenance operations in the
past year?

We staggered the maintenance staff hours for social distancing, and to accommodate the
extra sanitation needs. We have hired a contractor to perform unit inspections as we
work to get back to full occupancy.

C. Narrative Question #3: What are your maintenance goals for this coming year?

Our goal is to get back normal occupancy, normal unit turnover and normal cleanliness
standards.
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Needham Housing Authority Annual Plan 2022 Annual Plan Final
(LHA) Maintenance and Repair Plan
D. Maintenance Budget Summary

The budget numbers shown below are for the consolidated budget only. They do not
include values from supplemental budgets, if any.

Total Regular Maintenance |Extraordinary

Budget Maintenance Budget
Last Fiscal Year Budget $243,951.00 $71,184.00
Last Fiscal Year Actual
Spending $193,668.00 $32,654.00
Current Fiscal Year
Budget $207,738.00 $25,000.00

E. Unit Turnover Summary

# Turnovers Last Fiscal Year 2

Average time from date vacated to

make Unit "Maintenance Ready" 347 days

Average time from date vacated to

lease up of unit 458 days
Attachments

These items have been prepared by the Needham Housing Authority and appear on the
following pages:
Preventive Maintenance Schedule - a table of preventive maintenance items showing
specific tasks, who is responsible (staff or vendor), and the month(s) they are scheduled

Deferred Maintenance Schedule - a table of maintenance items which have been deferred

due to lack of resources.
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_ Froquenicy | By | Jasi| F
FLA_T ROQF Clear_ldrams/scuppers, éebr!s " B-annually Vendor
- Check tracks, water pooling, leaks, flashing] ~ Monthily " Staff
" Reseal Joints Every Syrs Vendor
SLOPED ROOF - Remove mass, clear debris from o Staff /
Bi-Annually
gutters/downspouts Vendor
L Every 2 Yrs / Staff/
h 5
Recautk roof flashing as Needed Vendor
WALLS - Repair mortar joints, Replace Bricks (as Annually / Staft /
: needed) As Needed Vendor
‘ & - W I Staff /
WINDOWS - Wash, re-caulk if needed Annuaily ‘
. Vendor
DOORS - Wash, check weather stripping, re-paint
ash, check weather stripping, re-pain Arinually Staff
as needed
DECKS, EXT STAIRS - Wash Annually Staff
FOUNDATION - Check cracks, vent covers Annually Staff
: . . Staff /|
EXTERIOR SURFACES, FIXTURES - Refinish E 1
T el Every 10yrs Vendor
WOOD FLOORS - Refinish, polish As Needed Staff
. VINYL FLOORS - Refinish, polish As Needed Staff
. CEILINGS - Refinish As Needed sttt/
Vendor
WALLS - Refinish|  As Needed Saft/.
- Vendor
- WALLS - Recaulk (kitchen and bath)}  As Needed | Staff/
FLOORS - Professionally clean common area Annually Vendor :
WALLS - Wash off hand prints and dirt in high Weekly Staff | X X X
- S ) ‘Monthly / '
PEST CONTROL - Netify residents, App_!y Chemicals| As Needed Vendor X X X
KITCHEN - Clean Range, Microwave, Refrigarator fﬂozuﬂm Staff X X X
GAS STOVE - Valve and Ii_né_ cleaning| . Annually Vendor X
LAUNDRY - Wige surfaces, empty trash, mop floer, clean e
behind machines, check lint traps and clean as needed Weekly Staff X X X
LAUNDRY - Proféssionally clean dryer ventsi, Annerally Vendor X
6/3/2019 (FINAL Draft) PREVENTIVE
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_Clean, raop floor, wash out containers|

Cans (Traéh / Recycle) - Regualr pickup

Bi-Weekly /
Weekly

Staff X

Aerate lawn/overseed/top dress with compost

Annually Staff
B Mulch landscape beds Annually Staff
:‘_- Shrubs, Trees [remove broken, dead, deformed Weekly / Staff X X
. hranches) Seasonal N
Remove weeds. (den't let weeds go to seed) Daily’ Staff X X
: Protect Shrubs {winter) Seasonally
;-Pest [/ Disease - Monitor, Integrated Pest Mgmt &
Natural Gardehing. DON'T use products harmful Monthly - - Staff
to environment
Water[ngllrrlgatlon soak {dry out before Weekly / Staff
watering again) Seasonal

Spring‘{Start) / Fall {Shutdown) - blow out lings

Signage - inspect, clean, repair as needed

Bi-Annually

Monthly

Vendor

. Staff

Walks, Paving, Curbs - monitor, clean, repair
Malks, Paving, Cu onitor, repair as Monthly Statf X X
needed :
Parking Lot - Monitor condition, clean and reseal Staff/
Annually
as needed Vendor
- moni dition, cl int
Fence - monitor condition, clean and repaint as Annually Staff
needed
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'|667-1 Linden Street

TASK Frequency

By 'Fab | Mar | Apr [ May i | Aug| Sep | Oct | Nov | Dec

FURNACE, AHU - Filter Changing / CEean_;,rsg, Annually Staff / ‘ -
Service Vendor :
- " s I - - , N . .
FCU, \-‘\'hndow AC Flltgrs, Duct Cleaning - Clean Bl-Annually Staff X X
) Repiace as needed :
Air Source Heat Pumps - Check Oil Monthly Staff X X X. X X X X X X X X X
Co-Gen System|  Bi-Annually Vendor : - X X
Test / Check Water Temperatures| Bi-Annually / Staff X X
. Annually
Lubricate valves and pumps Bi-Annually Vendor : X X
Clean, Test integrity, Changé Washers Annually Staff/ X
. Vendor .
) Test pressure Weekly Staff Xl x| x ! xix| x| x| x|xi x| x| x

. Toilets - check for feaks, unning water

Annually Staff RS ) X
Faucets and shut-offs - check for leaks, drips Annually Staff X
) Staff /
Bailers/HW Tanks - Inspect, i I X X X X
oilers/ anks - Inspect, service Quarterly Vendor
Pumps - sump pump in basement, confirm Weekly /

taff X X X X
operational Monthly Sta X X X X X | X X X

Inspect, est Bacow naIIy

Clean, Luricate valvesand pumps Bi-Annually Vendr B 7 B . X

: | Staff/

Replace toilet hani E 5 X
eplace toilet mechanism very 5yrs Vendor
. Staff /

Test system integri it X
est system integrity Annuaily Vendor

Clean, Lubricate valves and pumps Bi-Annually - Vendor _ . X X

Test system integrity Annually Staff/ X

Vendor |

AsNeeded Vendor

As Needed

Recornmanded by DHCD's Handbook,
However, if this was never performed, then it should be performed by licensed EC after an
____infrared fest by a Testing Company _

. gtn connections in transfnnne and juncuris

. Clean, Test

Vendor

" System (Hardwired) - Clean, Test|  Annually Vendor | | | T | X

Fire Extihguishers - Test, Recharge, Replace {if necessary} Annualy Vendor ] X
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Staff

Mechanical - prquésior_l_a_l service Gontyact] -

Clean compactors, Lubricale machinery

Annually.

Monthly

- Vendor

Staff X

Lubricate trash chute daors

Staff -

BieAnnuaI[y
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Needham Housing N - [667-1 Linden Street

. TASK Frequency | By |Jan Feb| Mar| Apr|May| Jun| Jul | Aug| Sep | Oct | Nov| Dec
Bat'te‘ryHeall‘SmokeDalactora-Test,-Changeballeries Annually ‘ T ) NE _ X ' '
" Test hardwired detectors (with System) Annually

- Monthdy /
As Neaded

At Tumover /
. As Needed .
. . ) At Tumover/
' . RNy pooge -

Notify Residerits, Install Chemicals Vendor

Refinish flooes,

. At Tumover/
Rofeh|  ps Nesded
. At Tumover /
Recaulk (kitchen and bath) As Needed
KITGHEN - Clean Range, Microwave, Refrigerator Annually . X
BAS STOVE - Valve and line cleaning Annually Vendor | X
UNIT APPLIANCES - clean interior and exterior, vacium Resident
L Annually ‘Staff X

under and behind]

Air Soue Heat umps - acuurn. Clean-Condenser Annually Staff

X
. . Staff/
Unit Forced Hot Water - Check for Air lacks, Bleed Annually Vendar X X
Unit Etectrical Baseboard - Vacuum around fins Annually Resident X
Unit Forced Hot Ar - Vacuum Vents Annually Resident X
Unit Bathroom Fans - [nspect, Vacuum, Clean covers Annually Resident ) X
TASK Frequency By |Jan| Feh{ Mar| Apr | May| Jun| Jul | Aug | Sep| Oct | Nov | Dec

Lubsicate, Change Filters| Per Manufacturers |  Vendor - X

- Recommendations

Change tires|  Rotate Annually Vendor . X

Replace brakes, ather fixed [fe parts| Per Manufacturers | Vendor ‘ ' X

Recommendations
Change brushes on sweepers Annually Vendor X

Annually

Annual Sticker (Vehicles, Trailers) Vendor

{Varies

Per Manufacturers - X
ALL WORK by Service Contract] Recommendations | Vendor

Per Manufacturers | : X
OIL - Check Level , Change, Replace Filter] Recommendations Staff )

Per Manufacturers 7 )
Recommendations : X
Air Filter - Replace Foam/Paper Air cleaner| (OR Every Season} Staff

Per Manufacturers

Recommendations ) X

Replace Spark Plug, In-line Fuel Filter| {OR Every 100 Hrs) Staff
Prap Waork Season Stavt, Season End) Bi-Annually Staff . X X
Snow Removal and Sanding Equipment| *  Annually X
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TASK

Freguency | By May Aug | Sep.
' ) .| Monthly/ staff/ | '
- . ’ X
FLAT ROOF - Clear drains/scuppers, debris Bi-Annually Vendor X X
Check cracks, water pooling, leaks, ﬂashiﬂgl Manthly Staff X X X
: S Reseal Joints Every Syrs Vendor "X ‘
" _SLOPED ROOF - Remove moss, clear debris from R - Staff/
Bi-Annuaily
: gutters/downspouts Vendor
C Every 2 Yts [ Staff /
|
_ Recautk raof flashing s Needed Vendor
~ WALLS - Repair mariar joints, Replace Bricks (as Annually / Staff /
) needed) As Needed Vendor
] ) Staff /
WINDOWS - Wash, re-caulk if needed Annually
Vendor
D -Wash, ¢h ipping, re-paint
_DOORS - Wash, check weather stripping, re-pain Annually Staff
as needed
DECKS, EXT STAIRS - Wash Annuallv Staff
FOUNDATION - Check cracks, vent covers Annually Staff
. Staff
EXTERIOR SURFACES, FIXTURES - Refinish| - Every 10yrs s/
Vendor

WOOD FLOORS - Refinish, polish|

Neede

Staff

VINYL FLOORS - Refinish, polish| - As Needed Staff
CEILINGS - Refinish|  As Needed Staff/
Vendor
WALLS - Refinish|  AsNeeded | S/
Vendor |
WALLS - Recaulk (kitchen and bath} As Needed Staff /
FLOORS - Professionally clean common area Annially Vendor
WALLS - Wash off hand prints and dirt in high Weekly Staff X X X
* PEST CONTROL - Notfy residents, Apply Chericals Manthly Vendor X x| ox
' As Needed
. N . Monthly /
KITCHEN - Clean Range, Microwave, Refrigerator|- Annually Staff X X X
GAS STOVE - Valve and line cleaning Annually Vendor - X
LAUNDRY - Wipe surfaces, emply trash, mop floot, clean
behind machines, check lint fraps and clean as neaded Weekly Staff X X X
LAUNDRY - Professionally clean dryer vents Annually Vendor X

'6/3/2019 (FINAL Draft)

PREVENTIVE




" Clean, mop floor, wash out containers] ~ Weekly Staff | X X
. ' ) Bi-Weekly. / j

Trash / R le} - Regualr pick Staff X (

Cans (Trash / Recycle) - Reg pickup Weekly a X

Aerate lawn/overseed/top dress with compost Annually Staff X ]

Mulch landscape beds Annually Staff
Shrubs, Trees {remove broken, dead, deformed Weekly /
- Staff X X
hranches} Seasanal
Remove weeds {don't let weeds go to seed) Daily Staff X X
Protect Shrubs (winter) Seasonally
Pest / Disease - Monitor, Integrated Pest Mgmt &
Natural Gardening. DON'T use products harmful Morithly _ Staff
to environment :
Watering/irrigation - soak {dry out before Weekly / Staff
watering again) Seasonal

Spring (Start) / Fall {(Shutdown) - blow out lines

Signage - inspect, clean, repair as needed

Bi-Annually

"~ Monthly

Vendor

Staff .

C - " -
Walks, Paving, Curbs - monitor, clean, repair as Monthly Staff X X
needed ’
Parking Lot - Monitor condition, clean and reseal Staff /
Annuvally
as needed| . Vendor
Fence - monitor condition, clean and repaint as Annually Staff
needed
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Needham Housing -

'|667-2 Linden Street

__TASK ___| Frequency By |Jan[Feb|Mar| Apr|May]. 11| Aug | Sep | Oct
FURNACE, AHU - Filter Changi Cleani Staff ’
AN ilter Changing / eanlpg, Annually Sta ! X
Service Vendor
FCU, Window AC Filters, Duct Cleaning - Clean, Bi-Annually Staff X
Replace as needed
Air Source Heat Pumps - Check Qil Monthly Staff X X X X X X X X X X
Co-Gen System Bi-Annually Vendor X
! Bi-A i
Test / Check Water Temperatures FAnnually / Staff X
Annually
Lubricate valves and pumps Bi-Annually Vendor X
. . ' Staff /
" Clean, Test int , Change Washer: A 1}
e est integrity, ‘ang ashers nnually Vendor . X
Test pressure Weekly Staff X X X X X X X X X X
Toilets - check for leaks, running water| Annually Staff X
Faucets and shut-offs - check for leaks, drips Annuatly Staff X
Boilers/HW Tanks - Inspect, service|  Quarterly staff/ X X X X
Vendor
- i fi
Pumps sump pump in basement, cor? irm Weekly / Staff X X X X X X X X X X
operational Menthly

Inspect, T

est Backflow

Annually

Vendor

" Tighten connections in transformers and junctions

. s Neded ]

_ Vendor

Vendor

Clean, Lubricate valves and pumps Bi-Annually Vendor X
. . : Staff /
Replace toilet mechanism Every 5 X
eplace toilet me 5| ery Syrs Vendor
i Staff
Test system integrity Annually aft/ X
Vendor
Clean, Lubricate valves and pumps Bi-Annually Vendor X
Tesi system inkegrity Aﬁnually Staff/

" Recommended by DHCU's Handoook.

Cloan T Hewever, if this was never performed, then it should be performed by licensed EC after an
oan, Testt  As Needed Vendor infrared test by a Testing Compan
System (Hardwired) - Clean, Test Annually Vendor X
Fire Extinguishers - Test, Recharge, Replace {if necessary) Annually Vendor
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Tesl]

Tubricate

" Every. 10hrs use’

Small Generatois

. - "Recharge batteries|

Montily

Annually.

Test| -

. Lighting - clean fixhires, replace lamps as needed| -

Testsystem|

Testlights

MRty

Quarierly.

Moy

Nonthity

stat- | X[

[ - Staff X |

Mechanical - professional service contract

Clean compactors, Lubricate machinery| .

* Quarteriy /

Annually

Monthly

Véndor

Staff X

Lubricate frash chute doors

Bi-Annually

Staff
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Needham Housing 667-2 Linden Street

TASK ) Freguency By |Jan!|Feb|Mar| Apr|May| Jun| Jul | Aug| Sep| Oct | Nov| Dec
Battery Heat/ Smoke Detectors - Test, Change batteries Annually ' .
_ Test hardwired detectors (with System) Annually
o . Mondhly /
Notify Residents, Install Chemicals As Neaded Vendor X X
_ At Tumover /
Refinish floors As Needed
) At Tumover /
Refinish As Nesded
. At Tumaver/
Refinish As Needed
. At Tumover /
Recaulk (kitchen and bath) As Needed
KITCHEN - Clean Range, Microwave, Refrigerator Annually
GAS STOVE - Valve and line cleaning Annually Vendor
UNIT APPLIANCES - clean interior and exterior, vacuum Annually Resident
. under and behind Staff
Air Source Hea ums - Vaum, Can Gondenser _Anual! S ' X
Unit Forced Hot Water - Check for Air Incks, Bleed Anrually Staft/ X
Vendor
Unit Electrical Baseboard - Vacuum around fins Annually Resident X
Unit Forced Hot Air - Vacuum Venis Annually Resident X
Unit Bathroom Fans - inspect, Vacuum, Clean covers Annually Resident
TASK ~ Frequency By Jan Nov | Dec
Lubricate, Change Fiters] Per Manufacturers [ Vendor
Recomimendations
Change fires|  Rotate Annually Verdor
Replace brakes, other fixed life parts| Per Manufacturers | Vendor
: Recommendations
Change brushes on sweepers Annually " Vender
. ) : Annually
Annual Stcker (Vehicles, Trailers) ari Vendor

Per Manufacturers

ALL WORK by Service Contract] Recommendations | Vendor

Per Manufacturers

OIL - Check Level, Change, Replace Fiiter] Recommendations Staff
Per Manufacturers
Recammendations

Air Filter - Replace Foam/Paper Air cleaner] (OR Every Season) Staff
Per Manufacturers
Recommendations

Replace Spark Plug, In-line Fuel Filter| {OR Every 100 Hrs) Staff

Prep Work Season Start, Season End) Bi-Anaually Staff

Snow Removal and Sanding Equipment Annually
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. FLAT ROOF-- C.Iea_r‘ drams/scupp_Ers,. debris Bi-A-miu:Hy Vendor X X L X . X
__Check cracks, water pooling, leaks; flashing Monthly Staff’ X X X X
7 Reseal Joints|  Every Syrs ‘Vendor X
SLOPED ROOF - Remove moss, clear debris from ] Staff/ '
Bi-Annually
: gutters/downspouts Vendor
: : " Every 2¥rs / Staff/
h
_ Recaulk roof flashing As Neaded Vendor
WALLS - Repair mortar joints, Replace Bricks (as Annually /- Staff /
- needed) As Needed Vendor
P . : Staff/
WINDOWS - Wash, re-caulk if needed Annually -
‘ ) Vendor -
DOORS - Wash, check weather stripping, re-paln '
ash, check weather stripping, re-paint : Annually Staff
as needed
DECKS, EXT STAIRS - Wash Annually Staff
FOUNDATION - Check cracks, vent covers Annually Staff
EXTERIOR SURFACES, FIXTURES - Refinish Every 10yrs Staff /
s - . Vendor
WOOD FLOORS - Refinish, polish|  As Needed Staff
VAINYL FLOORS - Refinish, polish As Needed Staff
CEIINGS - Refinish]  AsNeeded | o/
' : Vendor
WALLS - Refinish As Needed Staft/
_ : ) - Vendor
WALLS - Recaulk {kitchen and bath) As Needed Staff /-
FLOORS - Professionally clean common area Annually Vendor
WALLS - Wash off hand prints and dirt in high Weekly Staff X X X X
: . ] Mondhly / ]
_EEST CONTROL - Notify residents, Apply Chemlcals As Needed Vendor X X X X
KITGHEN - Cloan Range, Microwave, Refigeralor “:n.":uma‘;g saf | X X X X
GAS STOVE - Valve and line cleaning Annually Vendor X
LAUNDRY - Wipe surfaces, emply trash, mop floor, clean . : .
behind machines, check lint traps ard clean as needed Weally Staft X ) X X X
LAUNDRY - Professicnally clean dryer vents Annually Vendor X
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N B ] Bi-Weekly / B
T f la) - R | X 4
Cans (Trash / Recycle) - egualr pickup Weekly Staff . X
Aerate lawn/overseed/top dress with compost Annually Staff
Mulch landscape beds Annually Staff |
Shrubs, Trees [remove broken, dead, deformed Weekly / Staff X X
‘ branches)] Seasonal @ _
Remove weeds ([don't let weeds go to seed) Daily Staff X X
Protect Shrubs (winter) Seasonally
Pest / Disease - Monitor, Integrated Pest Mgmt & ’
Natural Gardening. DON'T use products harmfuli Monithly Staff
] . ' to environment
Watering/frrigation - soak {dry out before Weekly / staff
) watering again) Seasonal .
Spring (Start) / Fall (Shutdn\n}n) -blow out lines Bi-Annually - Vender.
Signage - inspect, clean, repair as needed Monthly Staff X X
Walks, Paving, Curbs - monitor, clean, repairas Monthly '.Sta i | ’ X X
needed . ]
Parking Lot - Monitor condition, clean and.reseal Staff /
Annually-
) - as needed Vendor
Fence - monir?or condition, clean and repaint as Annualiy Staff '
needed
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FURNACE, AHU - Filter Changing / Clean| r.1g, Annually Staff /
Service L - Vendor
Fil Duct Cleaning - Cl i ;
FCU, Window AC Filters, Duct Cleaning lean, Bi-Annually Staff X
Replace as needed
Alr ‘Source Heat Pumps - Check Oil Monthly Staff X X X X X X X
Co-Gen System|  Bi-Anhually Vendor X
Test / Check Water Temperatures Bi-Annually / Staff X
Annually
tubricate valves and pumnps! Bi-Annually Vendor | X
‘ . ' ' Staff/
i i W X
Clean, Tes.ft |ntegr|ty, Change Washers Anntally Vendor
Test pressure Weekly Staff X X X X X | X | X X
" Toilets - check for leaks, runnirig water Annually Staff X
Faucets and shut-offs - check for leaks, drips Annually Staff X
. Staff /
i - Insj i X X X
Boilers/HW Tanks - Inspect, service Qua:te_,'ﬂy Vendor
Pumps - sump pump in basement, confirm Weekly / saf | X X X % X X X X
operationai Monthly .

Inspect, Test Backflow Annually Vendor
Clean, Lubricate valves and pumps Si-Annually Vendor X
- Staff /
-Replace toilet hani E 5 X
eplace toilet mechanism very Syrs Vendor _
Staff /
. . < X
Test system integrity Annua‘liy Vendor i
f)iean, Lubricate valves and pumps Bi-Annually ‘ Vendor X
. N : Staff/
X
Test system integily Annually Vendor
Tighten connections in transformers and junctions As Needad Vendor Recommended by DHCD's Handbook.
: i However, if this was never performed, then-it should be performed by licensed EC after an

Clean, Test

' stem (Harwd) «Ian, es

As Needed

nual T

Vendor

_ infrared test by a Testing

Vedor
Fire Extinguishers - Test, Recharye, Replace (if necessary} Annually Vendor X
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* Clean compactors; Lubfeate machinenyl ™~ “Montily = | TSt ] XX T O T xRN X % XX
Lubricate-trash chite doofs|  Bi-Anniually Staff 5 X - X

>
>
=
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AT SR : By [ in| Jul | Aug |.Sep| Oct | Nov| Dec
Battery Heat | Smoke Detestors - Test, Changaba_{terie_sl - Annualiy ' B
Test hardwired defectors (with Syster)} __ Annually _
r— e onthiy/ R— i i i - I '
VNottfy, P_@l_dents, Install Qham;cgﬁs | AsNeeded . Vgndur X _ X X X ' X % ‘ X X X X _ X X
oo | At Tumover !
Reﬁnlsh_ﬂoars As Needed
w .| At Tumoverf
_Reﬁmsh - AsNeaded
At Tumover /
Refitshi s Noeded
. . At Tumover
Recaulk (kl_tcheln ang bath) | As Needed
"KITCHEN - Clean Range, Microwave, Refrigerator " Annually X
GAS STOVE - Valve and line cleaning Annually endor X
UNIT APPLIANCES - clean inferior and exterior, vacium Annually Resident X
- i under and behind Staif .
Air Source Heat Pumps - Vacuum, Clean Condenser Annually Staff X
Unit Forced Hot Waler - Check for AT locks, Blesd Annually Vse ticflf;r X X
Uinlt Electrical Baseboard - Vacuum around fins| Annually Resident X
Unit Forced Hot Air - Yacuum Venis * Annually Resident X
Unit Baihroom Fans - Inspect, Vacuumn, Clean covers Annually Resident X
TASK Fraguency By |[Jan| Feb|Mar| Apr|May| Jun| Jul | Aug| Sep | Oct'| Nov| Dec
Lubricate, Ghange Filters| Per Manufacturers | Vendor X
. Recommendations
Change fires|  Rotate Annually Vendor X
Replace brakes, other fixed life paris| Per Manufacturers | Vendor X
Recommendations
Change brushes on sweapers Annually Vendar
Annual Sticker (Vehicles, Trailers) Annualy ' Vendor
_ - arles ;
Par Manufacturers
ALL WORK by Service Contract] Recommendations | Vendor
Per Manufacturers X
QI - Check tevel, Change, Replace Filter] Recommendations Staff
Per Manufacturers '
Recommendations X
Alr Filter - Replace Foam/Paper Air cleaner} (OR Every Season) Staff
Per Manufacturers
X Recommeridations X
Replace Spark Plug, In-line Fuel Filter| (OR Every 100 Hrs) Staff
Prep Work Season Start, Seasen End) Bi-Annually Staff X X
.. Snow Removal and Sanding Equipment Annually X
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