                        Cumberland County Community Development
                           General Specifications for Multi-Family
Maintenance of Units

The following general specifications are all inclusive and any additional repairs will be identified by CCCD staff during move in/move out inspections along with periodic resident occupied inspections.  These specifications are provided to the contractor for guidance and each unit may require all or partial completion of maintenance required depending on the condition of the unit.

Vacant Apartment “Make Ready” Maintenance:

Kitchen:
_______ Repair/replace leaking faucets, sprayers, supply lines, aerators, p-traps 
_______ Ensure disposal is operational, splash guards, (if applicable)
_______ Repair cabinet drawers, guides, doors and counter tops as needed
_______ Level refrigerator, all parts present/operational, set temperature to lowest level
_______ Level stove/range, all parts present/operational, set clock
_______ Dishwasher run full cycle, operational/check for leaks, gasket, (if applicable)
_______ Vent hood fan operational, clean filter, light, quiet operation
_______ Appliances are chip free/touch up appliance paint as needed
_______ Replace expired range queen fire canisters as needed (2) per range hood
Bathrooms:
_______ Remove/replace caulk (tub, toilet, sink) as needed
_______ Repair/replace leaking faucets, shower heads, p-traps, drain stoppers as needed
_______ Commode is secure, flushes properly, leak free, seating and tank lid in
                 place/operational
_______ Vent fan has light, cover, quite operation
_______ Repair vanity drawers, guides, doors and counter top as needed
_______ Towel rods/toilet paper holder in place/operational
_______ Medicine cabinet has all shelves and no rust, mirror secured (if applicable)
Light Fixtures/Ceiling Fans:
_______ Repair/replace light fixtures, light globes, fan blades as needed through out
_______ Replace light bulbs throughout as needed with 60 watt or equal
Closets:
_______ Shelves, rods are secure
_______ Closet door on track (if applicable)
Interior:
_______ Repair/replace interior doors, knobs, hinges, striker plates, door stops as needed
_______ Repair/replace baseboards, shoe molding, casings as needed
_______ Repair/replace holes in walls/ceilings up to 24”x24”
_______ Remove all nails and repair holes throughout unit
_______ Prep walls, ceiling for painting
_______ Paint interior of unit including all walls, ceiling, doors, and trim (contractor to furnish
                 selected paint)
Floors:
_______ Replace VCT floor tile as needed (up to 12 pieces)
_______ Strip and wax floor throughout unit
Windows:
_______ Repair/replace mini blinds as needed (if applicable)
_______ Ensure window operates and locks properly, repair as needed
_______ Repair/replace any screens, glass as needed
Electrical:
_______ Repair/replace wall and receptacle covers as needed
_______ Test GFCI outlets, smoke detectors for proper operation, replace batteries in smoke
                 detectors
HVAC:
_______ Replace filter, ensure coils are clean, condensation pipe is attached and clear
_______ Check all room vents for circulation in heat/cool mode
Patio/Balcony:
_______ Back door/storage doors are operational, weather-strip as needed, repair/replace 
   	   door knobs/paint as needed
_______ Repair/replace handrails, infill components, decking as needed, secured and in proper 
	   placement
Front Door:
_______ Change locks, key door lock and dead bolt for same key, furnish 3 keys
_______ Paint exterior, provide number plate, weather strip as needed
Cleaning:
_______ Clean entire unit thoroughly including (windows, appliances, cabinets, fixtures, blinds)
 	   unit should have pleasant aroma and be move in ready, contractor to furnish all
                cleaning supplies

UNIT ADDRESS: _________________________________________________
COMPLETION DATE: _____________________________________________
WORK COMPLETED BY: __________________________________________
“Vacant Apartment Make Ready Maintenance” work orders are to be completed within 5 days of issuance to the contractor. Units are 2 (sq. ft. 775+/-) and 3 (sq. ft. 850+/-) bedrooms with a total unit count of 12 apartments. A flat unit rate should be considered for this maintenance program. Square footage of units are approximates only.

Reactionary Maintenance Service Calls:
To save money on service calls I would recommend the contractor have a certain day or days to go to the property and do reactionary maintenance service calls. This can be adjusted based on service call workloads. Here are some suggestions I wanted to put out there;
Have resident call office so a work order can be generated (paper trail)
Contractor comes by office to pick up work orders on designated maintenance day
Contactor completes work order and obtains signature from resident if possible
Contractor returns completed work orders to office for payment processing
Pricing for this will have to be on a per work order basis- fair market value

Emergency Maintenance Calls:
EMC will be handled with top priority. An example of an emergency maintenance call is to have a major water pipe burst (interior), sparking of electrical system and heating/ cooling system has no air flow to unit.
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