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CHAPTER 1.1

SmATEGIC PLANNING



HOUSING STRATEGYEVALUATION (HSE) MODEL

The Housing Strategy Evaluation (HSE) Model was developed to allow Eastern
European local government housing officials to evaluate the effects of alternative
housing privatization strategies under a variety of policy scenarios concerning the
future course of rents. operating costs. sales prices. and finanCing for privatization.
The model provides a five-year cashflow forecast based on the assumptions and
criteria for selecting buildings to be privatized entered by the user. This section
outlines the structure ofthe model, the data required. and the operation of the model
and analysis of the results.

HSE MODEL STRUCTURE

The HSE Model is composed of four modules:

• FUe Management and Data Entry

• Model Assumptions

• Privatization Criteria

• Model Evaluation and Reporting

File Muagement and Data Entry. The HSE Model includes a data
management module which .!llows the user to construct the baseline database
required to run the model. The database (described in more in the folloWing section)
includes basic infonnation about the ~oc1al housing stock and commercial space
owned by the local government. such as the age of the buUding. its type of
construction. number of units. and floor area. The data management module allows
the user to create a new data file. select an ex1CJt1ng data file. or delete an existing
data file. I Once a data file has been selected. the HSE Model allows the user to
modify the data within the data We. New data can be add~ or existing data can be
modified or deleted.

The module also includes other utilities to rebuild incUctes for data files and
to set labels for the various classes of characteristics which describe the buildings
building type. housing quality. location. and capital investment items.

Model As.um.ptlOIU. The second module prompts the user for the
asswnptions required by the model to bun~ the cashflow forecasts. J. 1sumptions
about the base year levels and future growth of the follOwing items is required:

A sample database With 100 buUdlngs is included with the HSE software for demonstraUon
purposes.
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- Rents:
- Operating and maintenance costs:
- Capital investment needs:
- Privatization sales prices:
- Privatization financing:
- Inflation and internal discount rates for net present value analysis.

.These values are then used to calculate the current and capital cashr.ows
associated With the particular privatization criteria specified and derive a net
financial position for the local government at the end of the five-year period.

PrivatbatioD Criteria. The third module allows the user to specify the
decision rules for deciding which buildings should be pr1vr.l.tlzed. There are two
methods available: sett1n~ categorical critena or spect~dlgmdiVidual buildings. The
categorical criteria are builtby defining classes ofbuildings which are to be privatiZed
in a given year (i.e.• 'Y~ar 3: All panel buildings of quality level 3 or lower in District
2"). AlternatiVely. spectftc buildings can be selected from the database to be sold in
a given year or to be protected from sale in giVen years.

Model EnluatloD. Once the model assumptions and privatization crttel1a
have been specified. the model can be evaluated and the results examined. Using the
privatization criteria specified. the model examines each building to see if it is to be
privatized. If the building is to be privatized. the amount due to the local government
through cash payments. downpayments. and installment loan payments is
calculated. If the building is not to be privatized. the revenue ftom rents and costs
for 0i>erations and maintenance are calculated. In both cas~s. the value of
outstanding capital investmen~ for each set of buildings is calculated. giving an
indication of the potential investment btU faCing purchasers and the remaining
investment deficit to be faced by the local government. The model then produces a
set of sununary reports which Ust the lnodel parameters (assumptions and
privatization criteria). a listing of individual buildings selected for privatization. and
a sununary table of cashflows. givtng both a dsicounted net present value of the
capital and current cashfiows and all cashfiows in terms ofbase year constant value
units. The summary table is also copied to a database fonnat which can be imported
into a spreadsheet for further ~alySiS and compartson to other strategy runs.

HSE DATA R1tQUJREIlENTS

The HSr; Model is intended to proVide a forecast of a complex process with as
small a data requirement as possible. Even so. the amount of data which must be
collected to use the full capabilities of the model is signtficant. The items required
for the model are shown in Table X.l: in its fully operational fonn. the model would
use a complete set of this data for each building in the social housing stock. Many
of these. such as the ident1ftcation of the building. building age. number of units.
floor area. and quality category can be developed from existing sources. Others. such
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as location classification and construction type. will require some limited
investigation. The most intensive data requirements are those for the capital
investment items. which will require field visits by trained personnel to assess the
condition of the building and its key capital items (such as building strur.ture. roof.
enclosure. and service systems).

However. the model can still be used even before a complete data set for all
buildings is developed to give some indicative results. A series of limited evaluations
can be carried out with partial data as described below:

• GrouplDg Individual Bundlng•. Initially. rather than recording individual
building is each record. a data file could be built which groups together
similar bUildings in each record. For example. if a development of 20
buildings of similar construction type. quality category. and location were
part of the local government's social hOUSing stock. a single record
representing thes~ buildings in the aggregate (i.e.. their total floor area and
number of units) could be entered into the data file. In this way. the entire
stock could be represented the number of records which would be required
to !'eresent all the different classes of buildings grouped according to their
varying characteristics.

• U_bIg Limited Sets of Characteristics. The characteristics used to
descl1be the buildings are meant to allow for variation in the costs and
revenues associated with tnose buildings in a way that reflects their actual
expel1ence. However. in evaluating various scenarios. it may not be
necessary or possible to use all ofthis detail. For example. ifoperating cost
estimates cannot be readily developed by building type. then a single
average can be used across all building types or al buildings can be
assUIrled to be of the same type. Similarly. if sales prices are not planned
to vary by location. then detennin1ng the location characteristic for each
bUilding is not required to use the model.

• OmittiD. CapltallD.estmeDt Criteria. Developing the information on the
condition of the buildings and estimating the investment deficit for each is
part of the process of determining the overall financial position of the
property. However. if the condition of the building will have little effect on
the sales price or if the InvestInf:nt deficit of the retained social housing
stock is not an important factor mprIVatization decisions. then the model
can be used without developm.g this tnformation.

In the cases outlined above. it is tmportant to remember that the model wtll
only be proViding a partial piCture of future outcomes. If sales prices are to vary by
other factors than those considered in the model. or if capital investment needs are
ignored but will eventually have to be covered. then the results of the model using
ltmtted data sets must be interpreted with great caution. Positive revenue forecasts
from a certain strategy w1ll be severely undercut if the result of the strategy Is the
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retention ofbuildings which have the highest operating costs and largest investment
defiCits. Thus. users of the model are encouraged to put it to use as qUickly as
possible. but to also work qUickly to develop as much data as possible in order to
obtam the most accurate forecasts.

HSE MODEL LOGIC AND OPERATION

As noted in the introductory section. the HSE Model is divided into four
modules. This section describes the logic and use of each section in more detail.

File Management and Data Entry

FUe M8Dagement. The HSE Model provides the user With the flexibility to
create multiple data sets for use with the model. For example. the user could first
develop a sununary data file which aggregates classes of buUdings in stngie records
and then build a second file which contains data on indiVidual buildings. The model
allows up to 8 file names to be maintained at a single time.

FUes can be created. deleted. or selected from the Ust of-existing files through
the menu system. Files can be named With up to 6 alpha-numertc characters. When
a file name is created. two ftles are created-a base data file ending With the
characters "_B.DBF" and a forecast data file ending With "_F.DBF". Obe mes names
must be created through the HSE me manager: 'attempting to enter the name of an
existing file Will cause the narne to be rejected by the model.) Similarly. when a file
name is deleted. both the base data and forecast mes are deleted. When a file name
is selected from the Ust of existing me names. indices allOwing the file to be searched
by record reference number and building address are created.

Data Entry. Once a data file has been selected for use. data relating to the file
can be added. deleted. or edited through the menu system. A fonnat is displayed for
the record selected and data can be entered or changEd by moVing the cursor to the
appropriate field (Figure 1.1). Pressing ESC or PGON will exit the editing format.

To add data. an empty data format is displayed on the screen and the
information can be keyed into the appropriate fields. Particular care should be taken
when entering the buildIng reference number and building address information. As
these fields PIe used to index the base data and forecast files. they cannot be edited
once they are entered when the record is first created. Ent11es in these fields which
duplicate those in existing records will not be accepted by the model. If a reference
number or building address must be changed. the record must first be deleted and
then added back to the data flIes With the correct identification inlonnation.

To edit or delete existing data. the record to be acted upon must first be
selected. The record can be located either through Its reference number or building
address. The model then displays a Ust of records nearest to the reference number
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. HOUSIMG STRATEGY ALUATIOM MODEL
. EDIT DATA RECOHD· I •

IDEMTI FI CATI OM ID Mo. 8181181 tlo. of Bldgs. •Street Za Strahovetl tlo. 31

'CHARACTERISTICS Year Bui It 1935 Location (COlli) 1
Unit Qua litlj 1
Construction 1
Location <Res) 6

SIZE/AREA Floors Units Floor Area (1112)

Total [, .. l [ .... l [ .......... l
Residential 3 18 474.68
COIIIMercial 1 2 48.81

CO"DITIO"8 Roof 8 Electrical 2
Windows/Doors 2
Plu.bing 4
Heating 8

Flgur.1.1
Sue Data Fli. InputlEdlt ScrHn

or address specifled. The correct record is then selected by scrolling through the I1st
(using the cursor keys) and pressing ENIER at the desired record. If the data is to
be edited. the edit fonnat is displayed and the data can be changed as desired.
Totals are calculated automatically once the edit has been terminated. The user is
then prompted to conftrm that the data is conrrect and sh.,uld be used to update the
existing data flies. If the me is to be deleted. the contents of the record are displayed
and the user is prompted to conflnn that the flIe should be deleted. Once a record
has been deleted. it cannot be recovered: the data must be added back into the file
by creating a new record.

Other UtBtle8. The data entry module also includes two other utilities.
Indices can sometimes be corrupted by disk errors or other problems such as loss of
power while the model is 10 use. If errors are encountered which relate to faulty
indices. the indices can be rebuilt from the data entry menu.
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•• ' HOUSlttG STRATEGY EVALUATION MODEL ...
. ~- SET BUILDIHG CHARACTERISTrt LABELS __ ~

,..----- Item 1 Lab~ls ----.

Variable Label

_I

-.
I tell 1

CategoflJ 1
CategoflJ 2
CategoflJ 3
CategoflJ 4
CategoflJ 5

U~it Quality

CategorlJ I
CategorlJ II
CategorlJ III
CategorlJ IV
Hot Rated

. ., .
• l ," • •

Figure 1.2
Data Element Label Input Screen

The second utWty allows labels to be spectfted for the following sets of
characteristics (Figure 1.2 shows an example):

- Housing quality (up to 5 categories);
- Residential and commerciallocatlon (up to 5 categOries);
- Building/construCtion type (up to 8 categories);
- Capita1lnvestment items (up to 8 categories).

These labels are tmportant for two reasons. First. they are used In the mo1el's
interface and report formats. to show which each of the categories represent.
Second. they affect the fashion In which the model is evaluated. Through out the
model. a category is only used in the calculation process if the category Is marked
with a label. Thus. lithe fifth housing quality category is not labeled. rents and sales
prices pertaining to that category will not be used and a value of zero is assigned to
revenues in the forecast recurd where the housing quality characteristic equals "5".
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Thus. users must ensure that labels are specified for all values in the data files. (The
sole exception to this rnle would be for capital investment items. where certain items
can be dropped from consideration simply by deleting its label rather than modifying
the data file.)

HSE Model Assumptions

The HSE Model is structured to provide the greatest flexibility for the user in
specifYing the path of revenues and costs through the forecasting pertod. The first
sub-menu allows the user to specify forecast assumptions for each of the following
categortes that affect the future cashflow to local government from the social housing
stock.

ADDual Rents (Figure 1.3). Tne model requires estimates of current annual
rents for both residential and commercial properties. The rents may be specified

. HOUSIHG STRATEGY EVALUATIQH "OD~ .
~. . _ .CURREIfT Rro'£tlUE ASSUMPTIOHS' . ':

Base Year Inflator Eor Year:

A"HUAL REtlTS Per .2 Per Unit 1 2 3 4 5

Residential - Unit Quality
Category I -.mJ 8 8 5~ 58 28 18,.
Category II 88 8 8 58 58 28 18
Category III 68 8 58 56 58 28 18
Category IV 78 8 58 58 58 28 19
Hot Rated 68 8 58 58 58 28 18

COMMercial - Location (C~)

Location Cl 288 8 8 28 28 18 5
Location C2 168 8 8 28 28 18 5
Location C3 128 8 28 28 28 18 5
Location C4 188 8 28 28 28 18 5
Location CS 88 8 28 28 28 18 5

Flgur.1.3
AnnU81 Renta Input Sc....n
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. HOUSIHG STRATEGY EVALUATIOM MODEL
. .' RES IDEHTI AL OPERATI ttG EXPEttSE ASSlI1PTIOrts - - - -

Base 'fear Inflator for 'fear:

AHHUAL O&M COSTS Per 112 Per Unit 1 2 3 1 5

Residential - Construction
Wood ~ 8 8 18 18 5 5
MasonrlJ 88 8 8 18 18 5 5
Concrete 128 8 18 18 5 5 5
Panel 148 8 18 18 5 5 5
Other 118 8 18 18 5 5 5

COMMercial - Construction
Wood 48 8 8 18 5 5 5
Masor-I'\I 48 8 8 18 5 5 5
Concrete 68 8 18 18 5 5 5
Panel 68 8 18 18 5 5 5
Other 88 8 18 18 5 5 5

Flgur.1.4
Annual Op....tlng and Malnt.nance Coats Input SCrHn

USing both per square metre and per unit components. The rents are differentiated
according to quality category for residential units and location for commercial units.2

For example, the estimate for rents of a Category I Oat In Czechoslovakia may be
Kcs~6 per square metre plus Kcs500 per unit (representing an esttmate of other fees
paid by the tenants for such services as janitors. trash removal. elevator services. and
so on). Once the rent fonnula is specified for the base year. an lnflator must be
added for each of the forecast years. These inflators represent the users estimates

2 Obviously. In a competitIVe real estate market. rents are detennlned by factors In addition to
these. However. for Slmpl1ctty of ule and ease of understanding. thll version oC the H5E Model
uses only the most basic characteristics to dlfI'erentlAte costs and revenues. It should be
remembered that the modella not Intended to be a Cully accurate representation of reality. but
Is merely a tool to assess the relatIVe merits oC alternatiVe strategies under slm11ar conditions.
Future versions oC the model will attempt to employ Increased Oexlbll1ty In dlfJerentiaUng the
revenues and costs estimated In the model's forecasts.
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of the path of nominal rents in the future and should include both adjustments for
inflation as well as real changes in rent levels. Thus. if the annual rent is Kcs 100
per square metre in the base year. an inflator of 50 percent in each ofYeaJ's 1. 2. and
3 will generate nominal rent levels of Kcs 150. Kcs 225. and Kcs 338 per square
metre. respectively.

OperatiDg and MainteDlUlce Costs (Figure 1.4). The current cost side of the
model is represented by a schedule of operating and ma1ntenance costs which are
linked to the building/construction type characteristic. Separate schedules exist for
both residential and commercial spaces. As with rents. the cost fuction for
operations and maintenance can be expressed as a combination per square metre
and per unit costs. Inflators can be added for each of the out years. representing the
nominal change in operating and m:a1ntenance costs through the forecast period.

Capitallr1vestmeDt Itema (Figure 1.5). For each of the capital repair and

_ HOUSI/tG STRATEGY EVALUATIOI1 MODEL •
. CAPITAL 1HlJESTMEffT ASSUMPTIOttS

Base Year Inflator for Year:

CAPITAL REPAIR COSTS Per.2 Per Unit' 1 2 3 4 5

Per Floor: mZ
Roof

Base:
Condition: 4 to 5

3 to 3
8 to 8

Windows/Doors
Base: Tota I .2
Condition: 4 to 5

3 to 3
8 to 8

PlUMbing
Base: Tota I .2
Condition: 4 to 5

3 to 3
8 to 8

15 8 15 15 18 5 5
5 8 15 15 18 5 5
8 8 8 8 8 8 8

188 8 15 15 18 5 5
58 8 15 15 18 5 5
8 8 8 8 8 8 8

48 8 15 15 18 5 5
28 8 15 15 18 5 5
8 8 a 8 8 8 8

or a enlt of _base area (mZ) chu ices '. ' •

Flgure'.5
C.pltal Inv_tn,.nt Coat Input Sc....n
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HOUSIMG STRATEGY EVALUATIOH NODEL . .
RESTDEKTIAL PRIUATIZATlOK SALES PRICE ASSUNPTIOHS' .

Base Year Inflator For Year:

SALES PRICES - RESIDEHTIAL Per f112 1 2 3 4 5.
Unit Quality / Location (Res)

Category I/Location Rl ~ 38 38 28 28 18..
Location R2 188 38 38 28 28 18
Location R3 1&8 38 38 28 28 18
Location H4 148 38 38 28 28 18
Location RS 128 38 38 28 28 18

Category II/Location HI 18G 38 38 28 28 18
Location R2 1&8 38 38 28 28 18
Location R3 148 38 38 28 28 18
Location R4 128 38 38 28 28 18
Location RS 188 38 38 28 28 18

Figure 1.6
Privatization Sal•• Price. Input Scr••n

investment Items which are spectfted in the model base data file, up to three different
cost functions can be described, each relating to a particular set ofconditions. These
cost functions, like those for rents and operating costs, can be specified through a
cCJmbtnation of per square metre and per unit costs, With the costs in the base year
increased by a nominal tnflator for each of the forecast years. For example, Figure
XX shows that if the condition of the structure Is rated as '4' or '5' (which might
cOlTespond to 'requ1J1ng major repair' or 'requtrtng replacement', then the model
would calculate an investment requirement ofKcs 100 per square metre. However,
if the condttion were '3', corresponding to 'some repair required', only Kes 50 per
square metre of investment would be required.

. Pri.attzaUoD Sale. PrIen (Figure 1.6). For resld~ntialproperties, sales prices
are set according to housing quality and residential location. Thus, In a database
With the maximum 5 categ\)ries each for quality and location, up to 25 different unit
sales prices could be spectfted. For commercial properties, the sales price varies only

10
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. • . HOUSU1G STRATEGY' [\)nLU~TlO" MODEL '"
-..,., . . '. PRIVATIZATIOH FIM.~CI"t ASSll1PT~O"S ') '. .

Tel'lls For Veal':

FINANCIHG TERMS AHD SALES 1 2 3 4 5

kesidential
Proportion of units sold for cash (~) 1m 58 48 38 28
Discount for cash sale (~ of sale price) 78 78 &8 58 48

~

Interest rate on install.ent loan (~) 3 3 & 9 12
{

Install.ent loan terM (years) 39 38 38 38 38
Downpaljllciit requ ired (~ of sale price) 18 18 18 18 18

COlIMercial
Proportion of units sold for cash (~) 188 188 188 188 188 -
Discount for cash sale (~ of sale price) 8 8 8 8 8

r

Interest rate on install.ent loan (~) 8 8 8 8 8
Install.ent :oan terM (years) 8 8 8 8 8
Downpaljllent required (~ of sale price) 8 8 8 8 8

. .
. . ..

Ftgure1.7
Fln8nclng 8nd S.I•• Input Screen

by t.;e commercial location of the property. Thus. up to 5 different unit sales prices
can be specified. The sales prices entered in this section should be the price to be
charged for persons buying the unit on an installment basis from the local
government. For cash sales. a discolmt from this price (if desired) can be added in
the section on model assumptions dealing lVtth financing. The prices per square
metre spectfted are for the base year. with prices adjusted in nominal tenns for each
of the forecast years.

PiDUlciDI Tenu (Figure 1.7). The model allows the user to specify what
share of all sales are to be cash sales (i.e.. where the purchaser has his own source
offinanCing and can pay the enUre prochase price to the local government) and what
the loan terms are to be for those units which are sold on an installment basis by the
local government. For cash salr:s. the user can also specify how much of a discount
(if any) Is granted to such purchasers over the base sales price set in the prevous
section. Thus. if a unit is~o he sold at a price of Kcs 1.000 per square metre. a

11

,..-
(



discount of 70 percent would imply a C?r1justed sales price of Kcs 300 per square
metel. For the units which are not sold for cash. the model assumes that they are
financed through an installment loan repaid to the local government. The loans in
the model are assumed to conventional .ixed-rate. fixed term loans. The user
specifies the interest rate and the amount of L'le downpayment (as a percentage of
the snles price): the model calculates the payments due. Financing and sales
assumptions can be specified for both residential and commercial p~ ilperties.

'Real/rreseDt Value AssumptioD. (Figure i .8). Finally. the model requires
that the user provtde estimates of price inflation and the local government's internal
discount rate. The inflation estimates are uscld to produce t.ables of results that are
displayed in real terms (constant value in tel'l[I1S of base year currency units). This
allows the user to see how the real capital investment deficit chnages over time and
how the other various income flows change in real tenns. The internal discount rate
is used to convert the various cash flows (rents. operating costs. and privatization

. HOUS I ttG STRATEGY EV
. . REAL/PRESEHT VALUE

Tel'lls for Year:

IHFLATIOH I DISCOUNT RATE 1 2 3 4 5

Inflation
Annual price index increase (~) • 15 18 5 5

Present value calculation
Annual internal discount rate (~) 25 28 15 18 18

FlgurQ ~.8

Unemployment and Unemployment lnaurance F1ro,;ram Input Screen

12
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receipts) into net present value totals. Thus. the user can compare whether higher
cash flows in later years have as much value to the user as smaller but more
immediate receipts.3

Privatization Criteria

Once the assumptions of the model have been established. the \:I.ser can then
instru~tthe model on how privatization decisions can be canted out. A·; noted above.
the decision can be structur~deither by setting out categorical criteria for residential
and/or conunercial properti~~ or by marking specific properties from a list of all
properties. indicating that a certa1n property is or is not to be privatized in a given
year. The categorical criteria are specified by building a lOgical statement. for each
forecast year that must be sati~tled in order for the building to be privatiZed. For
example. in Year 2, the statement might be:

Location < 3 AND Housing Quality < 4

In this case, model would privatize all remaining buiidmgs in the social stock that
w~re in residentiallocatlons coded '0', '1', or '2' and which were also ofa quality code
'3' :or lower. Th\~ statement could also be mere cGmplex. For example. the
privatlzation decision might be structured as:

Housing Qualtty < 4 AND (Roof> 4 OR Structure> 4)

This statement instructs the model to privatiZe all butldtngs that have a housing
quality code of '3' or lower and which also have a capital investment code of '5' or
higher for either the roof or the building structure. (lbese might be buildings which
require either a new roof or major repair to the struetW'e.)

"
The categorical statements allow the user to construct privatization strategies

that sell certain classes ofbuildings first whtle reta1n1ng otners. One strategy might
be to sell first tbose buildings which have the highest op~mt1ng costs in order to
reduce the local government's operaUOg deficit. Alternatively, those buildings with
the largest capital deficits could be sold first. In order to make their new owners
r~sp!)nSible for their rehabilitation. The number of such potential strategies is very
larg~.

These logical statements are built through an interface that allows the user to
pick various elements-brackets, variable names, relational operators. and logical
operators-from a pop-up menu which appears when the F2 function key Is pressed

3 The internal dJscount rate can be thought ofu the local government's rate of UD1e preference.,
I! the rate Is 10 percent. It implies tb...t the local government Is indifferent between rece1Vlrig
Kcs 100 now or Kcs 110 one ya:r from now-the lack e': use of the money nnw is Just
•. ompensated by the larger amour.' available In the future.

13



'. HOUSI"G STRATECY EVALUATIO" MODEL .' •
- ~ S CATEGORICAL PRIVAlIZATIO" CRITERIA.- YEAH 1 .

Privatization Criteria - Residential
Logical EleMents

l1li Loc~tion (Res) ( 3 AHD

Construction = 1 AltD

Year Bui It ! 1963

8

8

8

8

8

Character ist ics

Relational Operators

. Log iea r OperattJrs

Brackets

Press rz for ~enu of 1,. . .. ,..

Flgur.1.8
Input Sc....n for Building LoglC81 Statement to Describe Categorlc.1 PrlVltlZltlon
Crft.rf.

(see Figure 1.9). The menu light bar is poslUoned using the cursor keys and slected
by pres!Jlng ENI'ER. The choice is then inserted Into the logical statement stnlcture.
(Pressing ESC whlle In the pop-up menu allows the menu to be closed Without a
choice being made.) Once user completes bulldmg the logical statement. the model
checks for errors in the construcUon ofthe statement-unbalanced brackets. miSSing
variables, or missing operators. The input screen cannot be closed unt1l a valld
statement has been ent~red.

The second method for selecung bulldtngs for privatlzaUon Is to spectftcally
ear-mark indMdual buUdtngs: either to be privatized at a spectftc time or to be
protected from prlvatlzaUon during a certain period. The model allows the user to
search for a parucu1ar property either by Its reference number or address. Once the
property is located, a USUng lofproperues Is displayed (Figure 1.10). Ustng the cursor
keys, the user can poslUon the cu~or under the desired year (for either resldenUal

14



. HOUS I"G STRATEGY EvA LU ATl on MODEL .
_ SELECT HUILDIHG FOR PRIVATIZATIOH

Select Building for Privatization
Residential COMlllerical

ID "0. Address Year: 1 2 3 4 5 1 2 3 4 5

S88881 HAGYBAHJAI UT 251 • •
S88882 HAGYBAHJAI UT 28 • •
S88883 HAGYBAHJAI UT 2&8 • •
S88884 HAGVBA"JAI Uf 148 0 0 0 Q Q •
SBBBBS NAGYBAtUAI U 27£1 • , '" •.
S8888& HAGVBAHJAI UT 234 0 c Q 0 0 c
S88881 HAGYBAHJAI UT 573 •
S88888 HAGVBA"JAI UT 3&5
S88889 HAGYBAHJAI UT 883
SH8818 HAGYBAHJAI UT &98

• - To he privatized o - Hot to he privatized

Press RETURN to IRark/untlark I; CTRL-RETUlfrt to Mark/unmark 0; ESC- '0 quit

Flgur.1.10
S.lected BUildings for Privatization Uatlng .nd Input Screen

or commerdal properttes} and then mark the building as either to be privatiZed (by
pressing ENI'ER) or not to be privatized (by pressing CTRL-ENTER). A property can
only be marked for privatization once In the forecast period: the marking sysbol is
placed at the cursor position and all other marks are erdSed. Buildings to be marked
as protected from privatization can be marked In more than one year. In both cases.
the keys pressed act as toggles-if a mark is presenC1y in place. an additional press
of the key removes the mark.

BS£ Model EvaluCltion

15
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IlOOSIIa ftU'ROY IrvALUA'l'IOif ~D.L - Verdoa ..1.01
aOll. IIlmtloo.
CA'RGOUCAL CU~•• USIDIDftIAL/~IAL

CA'RGOUCAL .IlIVAftU'l'IOII caI~A
'age 1 of 1

a••id.atial Buildlr.;a

DA'I'•• 0./22/13
8.LB~D BUILDIIIQS. USIDDI'I'IAL/e:ae.araCIAL

C~rcial Building.

'1'1". U.11.10

~

Y.ar 1 ( aaaUty Category < .) UID Y.ar Built > 0
Teal' B11llt ~ 1170

Year 2 Teal' BIIllt > 1150

Year 3 Tear aallt > 1120

Year • Year aallt > 1110

Year 5 Y.ar aallt > 0

~ I ~ I I I ~ I l ~ ~ I I I I ~ ~ , ~ ~ j-



II I ~ l ~ I ~ l l) ~ I I , ~ l l I l I

BOUSIMQ Sla&twar .v&LD&~IOM NODaL - V.raioD ..1.01
a1lll1 "'''001
c&~c:u.CU~I D81DIDIrI&L/~1&L

DAtwl 0./31/13
lIaUCfIlD BOILDIMGSI UlIIDarrIAL/C<lIeIIlJI.CIAL

'rIa. U.11110

.~~&&~IOM LlSlIMQ - ..~ BOILDIMGS ex - ~ b. privati.ed, 0 - .rot.cted f~oa privati.atioD)
••ga 1

Y.ar 1 Y.ar 2 Y.ar 3 Y.ar. Y.ar 5 Y.ar 1 Y.ar 2 Y.ar 3 Y.ar. Y.ar 5
...UcUDg

ID 110. 8ld1cUDg a.s.tr•••

~.aidaDti.1 Bu11cUDga C~rci.l BuilcUDg•

)

'.

11100015
0100011
01000Jt

..;I ltej.t6Uoa I
.04 Driaopol_ 5
.ocS Driaopol_ 7

o
x

o

x

o



IIOOSII1G ftIlA'ROl' PALUAnOll IIOUL - V.nloD 01.01
RUllI "'''001
CA78GOUCAL CUt'aUA. auIDmft'IAL/ea-aIJlCIAL

SDCUL&7IOII.~
.ag. 1 of t

0A'r.. O~/:I:l/n

S.~aD BUILDIIIGS. ...IDmffIAL/CCMmllCIAL
'rIMIII 1~131110

.... Y.ar Ioflator for Y.arl

••r .:a

a.lUAL Ulft'S
USIDmft'IAL - QVALIft CAftGORl'

••r oDit: 1 :I 3 t 5

category J:
Category II
Category XII
C.tegory IV

35
:10
11
15

o
o
a
o

50
50
50
50

50
50
50
50

50
50
50
50

20
:10
20
:10

10
10
10
10

" mrIAL - LOCA'rIClll CAftGO• .,

.ralaa , t,oaa o :10 :10 :10 10 5

AIIW.lL 0611 cons
USIDmft'IAL - COIIftIlUC'rIOII ~.

c:c.IDCIAL - COIIS'raUC'r1011 ~.

~

a.......
8111••_

Dr."....
....10y.
Sk.l.tOY.
14....

.'__ae
8111••_

Dr."....
....lov.
sk.l.to".
I4&Da

'0
10

120
leO
UO
120

co
~O

iO
'0
10
I!)

0 15 15 10 5 5
0 15 15 10 5 5
a 10 10 5 5 5·
0 10 10 5 5 5
0 10 10 5 5 5
0 10 10 5 5 5

0 10 10 5 5 5
0 10 10 5 5 5
0 10 10 5 5 5
0 10 10 5 5 5
0 10 10 5 5 5
0 10 10 5 5 5

( I • I • I ~ t- ., • I ( I l I j' ••



l4l 1 4 l l I l I l I ~ , l I l I l •

't'--..,

80UlDIIQ S'fIlAHGY IlVALUA'I':lOII IIOD.L - V.r.loD "1.01
aWl ..auool DAHl U/22/t2 '1111111 14 I31110
CA'I'.aoUCAL CUHa:lAI UnDmrDAL/COIeOIIlC:lAL n~.D BUILDIIICJSI USIDlIIft'IAL/COMGaC:lAL

UICULA'I'IOII .UAa'rDS
..... 2 of •

---------------------------------------------------------------------------..... Y.ar :lDflator for Y.arl

------------------------ -----------------------------••r ~ ••r VDit 1 2 3 • 5

----------------------------------------------------------------------------
~:I'I'AL u.ua c::oft8

.o...1t
CoaditloDI • to 5 0 2.100 15 15 10 5 5

3 to ] 0 1 ••00 15 15 10 5 5
o to 0 0 a 0 0 0 a 0

bt.rt.r ctoa.a
coDditloDI • to 5 a 1.500 15 15 10 5 5

3 to 3 a •• 000 15 15 10 5 5
a to 0 a 0 0 0 0 0 0

ftr.cba
COadlUODI • 5 a 3,000 15 15 10 5 5

3 to 3 0 1,500 15 15 10 5 5
o to 0 0 0 0 0 0 0 0

Kot.1DY
coaditloDI • 5 0 2.000 15 15 10 5 5

3 to 3 0 1.000 15 15 10 5 5
o to a a 0 0 0 0 0 0

.l.lttrlclta
COadlUODI • 5 0 .00 0 0 0 0 0

3 to 3 0 200 0 I) 0 0 0
o to 0 0 0 0 0 0 0 0

vytaby
coadlUoDI • 5 0 100 0 0 0 0 0

3 to 3 0 50 a a 0 0 0
a to 0 0 0 0 0 0 0 0

.011" bucloYy
coDd1ttoDI • 5 0 3.500 0 0 0 0 0

3 to 3 0 '0700 0 0 0 0 0
o to 0 0 0 0 0 0 0 0

Byt
cODditloDt • 5 0 0 0 0 0 0 0

3 to 3 0 0 0 0 0 0 0
o to 0 0 0 0 0 0 0 0

~



IIOUDIIIlJ srJIAfiEGT rlALUA'I'IOII MODIIL - V.rdoD "1.01
au.. 1ID91001
CA'I'SOOUCAL CUUUA. "'IDmifIAL/~IAL

SDlULl'l'IOII 'UIIS'!'"
'ag. 3 of ~

DAU. U/22/12
n~ IUILDIIIlJS. ...IDmifUL/c:oeemaCIAL

'!INlh 14.31,10

----------------------------------------------------------------------------la•• Y.ar IDflator for Y.ar.

'.r a2 1 2 1 ~ 5

----------------------------------------------------------------------------
BUS .uca - UUDmifIAL

QOALlft/LOCUIOII

\
~

Categor.r I/.raba ,

categor.r II/'raba ,

categor.r IIII'raba ,

Category IVI.raba ,

su.as .uca - Caa.maCIAL
LOCA'I'IOII

.raJaa ,

2,000

1,'00

1,200

1,000

5,000

10

30

30

10

20

10

30

30

10

20

20

20

20

20

10

10

10

10

10

10

10

10

10

10

5

l f l , 4 t l ~ l I l ~ l I I ~ 4 , l I
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IIOUSll1ca nRA~SGY IlVALUA~IOII NODaL - VeuioD "1.01
aUIII U.9t001
CA~.aoIlICAL CIlI'fDIA1 USIDDftIAJ./~IAL

DAT.I 0'133/'3
n~ 8Ul1.1)111G81 USIDDftIAL/CClMmllCIAL

'1'111S1 U,31,10

SIIIVLA!'IOil USVL~S - IIClIaIAL/DISCOUWUD PUSDft VALnS
.age 1 0' •

Di.cOWlted
.re.eat Value Year 1 Year 3 Year 3 Y.ar •

Ite. '1'hou••nci.

Year 5

USIDDWIAL 80%I.I)IIIG8 .llIVA~l&D

IIQIber of -UdiDII. 3Jt 11 lU III 3 7
~r of ullit. 3,"5 350 1,353 1,055 55 73
~otal Ana (Id» 1&:1,201 U,OU n,&50 &1,571 3,055 3,831

.rivati••tiOD "ceipta
c..1l .ajIMDta U,I7I 5,3U 3.,031 33,313 1,n5 3,031
Dotna .ajIMDt. 15,510 3,013 l1,3U 13,117 763 1,353
Lou .ajIMau 25,551 1,051 5,150 15,553 15,3" 11,075

----------- ----------- ----------- ----------- ----------- -----------
~tal 15,055 t,3tS 52,235 50,OU 11,"5 21,.5.

OUt.taDdill4l C3Pital IDYea~t
ro.-.k U5 351 111 201 16 0
bterier~ 512 0 15 lIU 12. Sl
8treclaa 500 U 331 U7 n U
Kotelg,y 1" 1I 5' 227 32 0
.!ektricka 37 ° 13 3' 0 °Vytalay 1 0 0 2 0 0
.opb buc:lDvy n 0 10 105 36 0
8yt 0 0 ° 0 0 0

----------- ----------- ----------- ----------- ----------- ----r------
~otal IaYea~t aeqgire4 1,757 3U 5U I,'" 373 71

USIDDftIAL aUILDII1G8 aftAIIIIID

lIlmber of 1IIl11dill4l. lilA 333 103 U 11 •lIWIber of OILlta II/A 2,5U 1,211 155 101 28
~tal Area (.-2» lilA 1.5,01. 70,3" a,7117 5,7.2 1,1I11

~tal aeat. ',f" 5,32. 3,37. no sao 170
!'otal Operat1ll4l Co.t. 21,530 11,65. f,632 f35 .72 0

----------- ---------- .. ----------- ----------- ----------- -----------"et Operatill4l aalaDCe -U,S.l -13,330 -',253 -2U lOll 17U

OUt.taDdill4l Capital IDve.~t
.o....k lilA 335 263 11 0 !J
bterier~ lilA fU 1II11 1611 U 0
8trec:1aa lilA 7.7 531 105 11 0
ttot.lay MIA 252 2U 31 0 0
n.ktricn • MIA 51 )') 0 0 0
Vytalay MIA 2 2 0 0 °.opb budA:rJy lilA lSI lU 36 0 0
8yt MIA ° 0 0 ° 0

----------- ----------- ----------- ---------_... ----------- -----------!'otel lav••t_at a.quired lilA 2,.61 2,206 U~ 67 0

~

/
~

l I l t l I l f l I l I i I l l l r l I
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1IOU1l11D ftU~ nALDAUOII ImD8L - VerdoD 01.01
an.....,001
~UCALcax~DJA. u.%D8Ift1AL/C ml'lAL

UllUL&UOII USUL'I'8 - COIIftUft vu.uu (.... DDI
'all& .2 of t

DAH. 04122"2
DL8C'HD aUILDI..-. U11IDIVtIAL/CClIINDCIAL

'I'%HIl. 1.,31,10

Itea 'l'bou..DCla

---------------------------------------------------------------------------------------------------------------------------------
~ta1

(CoaatUlt Valuel T.al:' 1 T.al:' 2 T.al:' 3 T.al:' • T.ar 5
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IIOGU., ftU~aQ'I nALUA~IOII NODaL - VerdoD Dl.01
a•• ""'001
~c:&LCU~. "'IDmftIAL/~IAL

.IMLOU%OII auuw. - c:oaorAft vu.au (un DU)

'alle « of «

DAH. 0./22/13
.aUC!'B aOIl.DI_1 ...IDDltIAL/CClIIImaCIAL

'l'IIIa. 1.131.10

Kc. 'I'hou••~

'l'otal
(COIUItaDt Value) 'leal' 1 'Ie.r 2 'leal' 3 'Ie.r • 'lear 5

c~ 81nLDIIIlU .unUUD

lllulber of aalldllllle 10 10 0 0 0 0
IIIuIber of OIait. 22. 22. 0 0 0 0
htal Ana (~) .,.02 ','02 0 0 0 a

'rivattlatloa .eceipt.
c_1a '.~Ilt. 37, ••• 37, ••• a 0 a 0
ua.m 'a~ate 0 0 0 0 0 0
Loua 'ar-at. 0 0 0 0 0 0

----------- ----------- ----------- ---.----.-- --._------- -----------
'rota! 11, ;~" 37, ... 0 0 0 0

OlItet&Dd11ll1 capital IDYe.tlleDt
'oa_1I: 11 11 0 0 0 0
bterier d-. 5. st D 0 0 0
ftrecba 53 53 G 0 0 a
satelAy 2. 2' 0 0 0 0
Uektric1l:a 2 2 0 0 0 0
vytalay 0 0 0 0 0 0.opt. bwSoYy • • 0 0 0 0
ayt 0 0 0 a 0 0

----------- ----------- ----------. ---.------- ----------- -----------'rotal Illye.t_llt ReqQ1rad lU lU 0 0 0 0

~ am:LDIIIlU anUDD

. IIUIIMor of aalldilill. ./1. 1 1 1 1 1
lllulber of VDit. lilA 3 3 3 3 3
'l'otal Area (~) ./1. 25. 25. 25. 25. 25.

'I'otal hDt. 0 0 0 0 0 0
~ota1 aperatillll Co.t. 0 0 0 0 0 0

----------- .---------- ----------. .---------- ----------- -----------.et Operatb: 8a1aace 0 0 0 0 0 0

~utaD4iDcr capital IDYe.tlleDt
'oa.-1I: ./1. 0 0 0 0 0
btltrier~ lilA 0 0 0 0 0
strecba ./1. 0 0 0 0 0
satelllY ./A 0 a 0 0 0
aleJttricka ./1. 0 0 0 0 0
Vytaby ./A 0 0 0 0 0
.opb buclovy ./A 0 0 0 0 0
Byt II/A 0 0 0 0 0

.---------- ----------- ----------. ---.------- ----------- -----------
~otal Illye.t_llt aequired N/A 0 0 0 0 0

-~
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CHAPTER 1.2

PRIVATIZATION: A GUIDE TO ASSET DISPOSmON



OptIons for Disposing of
L.oc8I Government Asa8Is

The k8y question I&- which
8II8t8 818 best maintained
by the GovemnI8l'ltand
which by OII.s?

Should thllIU1Iclpellty
focus on llfadlblllttoran
",ant?

A. Introduction

This volume will explore the various for-sale or disposal
options which the municipality has currently and the ones
which might or should be made available in the future. It
will also deal with practical implementation issues for each
type of choice made.

Municipal govemment (and for that matter, any govern
mental body) usually has a variety of assets which it
manages. These may include revenue-consuming as
sets, revenue-neutral assets and revenue-producing
assets. These assets can also be classified In other
ways. Some assets are critical to the basic functioning of
govemment, some are not. Some serve a variety of
people while some serve a special group. Some could be
produced and/or maintained by private Interests without a
diminution of their worth while others would not be pro
duced or would decline if left to the private sector.

In the case of commercial and residential real estate, it
has generally been the experience of most free market
economy countries, that commercial real estate can be
developed and maintained adequately by private Interests
with only a minor Involvement of government. Typically,
there may be a need to regulate commercial transactions
rather than the actual development and management of
real estate which houses such transactions. The one
minor exception to this experience has been In neighbor
hoods which have a high concentration of poverty or of
crime or of both. In these cases govemment has often
had to provide -carrots and sticks" to ensure that (1)
lenders make loans available for real estate developers
to Invest in these locations (2) the terms of the proposed
Investment are sufficiently attractive to compensate for the
drawbacks of the neighborhood.

In the case of residential real estate, the Issue Is more
complicated. Whereas there may be an Inconvenience to
people If little or no commercial business Is located in their
community, they may be able to travel to other locations
to conduct their business. Hawver, In the case of hous
ing, If housing is not provided for all segments of the
population or not provided in a wide variety of location.,
then there can be significant hardships as a result. Thus,

1.2 - 1 • Privatization



if housing which is affordable is not prOduced or preserved
for people, conditions of homelessness and overcrowded
substandard living conditions will result. If housing which is
affordable is not produced or preserved in locations which
are critical to families' well-being such as near supportive
services for elderly or within affordable commuting distance
of employment, then we create a major imbalance in hous
ing supply and demand. Many market economy countries
see low vacancy rates in some communities while there are
high vacancy rates in others. Generally, market rate coun
tries have found that there is a greater need for govem
ment involvement in the housing sector than is the case in
the commercial or industrial sectors.

The scope of government involvement in the housing
sector Is heavily shaped by the way in which poverty Is
addressed. Normally, the housing development Industry in
a market economy considers that housing for the poorer
segments of society, especially those subsisting on pen
sions and welfare payments, is not sufficiently rewarding
compared with the risks. Ass result the industrytends to
favor supplying housing to the fully employed, especially
the middle and upper income groups. Consequently,
govemments have often had to Intervene to assist the poor.
In addition, housing developers, especially those which
produce the largest volumes have avoided the develo~

ment of housing for special needs groups such as .the
handicapped, because the additional costs, the design
requirements, marketing and management needs and the
limited market available make developmentsof this type un
attractive as Investments. Therefore, governments have
often had to intervene to assist these special groups as
well.

The govemmental approach to these special housing
needs has been either to subsidize the occupants or to
subsidize the developer or buildings. In the latter case this
subsidy has taken a variety of forms:

• Insurance of lenders against the risk associated with
families who are at risl( financially;

• Subsidy of loans and even direct loans to develop
I" of such houllng;

• Subsidy of operating costs:

1.2 - 2 ·PlivatizatiOD

Housing places more
demands on govemllW1t
than other fonns of 1'881
wlBt&.
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• Direct development of such housing from govern-
mental appropriations in the bUdget.

As indicated under some development scenarios. govem
ment has relied on private industry to develop. finance
and maintain the housing providing assistance to ensure
an appropriate risk-reward ratio for lenders and develop
ers. In other cases government has become the real
estate developer and/or manager.

The other major approach is to provide financial support
to the family. This also has taken a variety of forms:

• Subsidies restrided to specified housing and paid
on behalf of the fami1y to the private owner;

• Subsidies restrided to housin~ and paid by the
family itself to owners of hOUSing:

• Subsidies calculated for housing but not restricted
to housing - in effect an income supplement.

Generally family housing allowances have been success
ful in addressing situations in which the key problem tor
the real estate industry has been Its Inability to develop
and maintain housing for the poor and stili make an ad
equate return on their investment. They have been less
successful in dealing with special needs housing such as
housing for the handicapped. mentally retarded, terminally
III and so forth.

The key question therefore facing a Municipality which
owns a substantial amount of commercial and residential
real estate, and which has traditionally met the needs of
the poor and other specialty groups through the govern
ment acting as developer and manager, Is whether this
system will continue. There are really two related but
separable issues. Will the government continue to pro
vide housing for all and if not will It provide for the poor
and other special needs groups. Key to resolving this
Issue for municipalities is. will there be a housing allow-
ance program? '

If the answer is no, then the strategy for disposition will
take a certain direction. If yes. another direction will be
taken.
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A housing allowance program will protect lower income
families from losing their housing or losing their ability to
have a home as housing is removed from the assets of the
municipality.

Even if there is no housing allowance program in place, a
municipallW can structure the disposition of its assets in
such a way that the poor and special needs groups can be
protected. Whatever local govemment does about the
poor, there is another issue of whether it should terminate
and even recover the subsidies it has and does provide
those who can afford to pay some or all of the costs of
housing. There is quite likely to be a significant number of
occupant families which can afford to pay for their home
either as an owner or as a renter without any subsidies. In
addition, if a housing allowance formula is used to calculate
rent (i.e., a percentage of income to be spent on housing),
or a sale to residents is structured with subsidies, many
people will not need the subsidies they now receive.

SAIDI COnaldlmtlpna In Deciding on a Salf'l.l
Ptogram

In deciding upon a sales program that Is unique to the
municipality, it Is imponant to recognize that there are no
inherently good or bad forms of ownership. Different own
ership forms are used for different situations. Options
should be chosen based on many Issues Including familiar
Ity with type of ownership, financing possibilities, physical
attributes of the building and concems of the municipality.
Types of ownership can also be structured to achieve
munlc'ipal goals sur.h as profit, capital investment In hous
ing, or affordable housing and non-dlsplacement of existing
residents.

The IntdDslc Valyes of Hgrneown,rsh1p

A sales program should first and foremost consider that
there is an that is hard to mea-
sure.
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For a current resident (potential owner) there is the Issue
of empowerment. Empowerment gives families greater
control over their homes and neighbornoods and pro
motes economic self-sufficiency. It instills pride, self
worth and responsibility for one's surroundings. For
example, if an area consists of many renters where Its
residents are interested in becoming home owners, an
association could be formed whereby each individual
person is not only responsible for their unit but also for a
share of the common areas shared by the association.
This could include the maintenance of playing fields,
sidewalks, or community gardens.

this type of shared ownership also creates the feeling of
community which discourages crime and vandalism. This
is particularly effective in concentrated areas of residential
living. When members of a community are living in one
large building, there becomes a feeling of pride In the
building that spills over to all residents and brings the
community together. The relationship between the
strength of the community and the level of crime In that
community is quite strong. As the community organiza
tion gets stronger Its tolerance for crime perpetrated by
indMduals outside of the community Is reduced.

Their is also an economic benefit to the families who
decide to become purchasers. While the purchases
themselves can be structured so they are affordable to the
re&idents, the potential economic benefits of an owner are
far greater than for a renter. That family now has an asset
that if maintained properly, can bring economic rewards.
It can provide security of tenure preventing eviction or
displacement. It can provide a growing equity or net asset
which Ctin be used for retirement, to borrow against In an
emergency or for other purposes or can be left to one',
heirs. This reward also ties back Into the empowerment
Issue. Ownership brings with It a sense of responsibility
which encourages the family to strive for self-sufficiency.
This Is In the municipality's best interest also as self
sufficient owners are contributing tax payers and IIkeiy to
be responsible citizens.

In any ~nomy, there Is also great value In private Invest
ment. In a transitional market economy, entrepreneurial
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invesiors whether they be r$sidents p'urchasing their units
or others making real estate investments. are contributing
capital resources to the transition by purchasing the assets.
Investors provide needed housing for thl1 housing market,
since not all assets need be owned by the municipality.
With private capital investment. there is an extemal motiva..
tion to maintain and improve the asset in order to secure a
steady and consistent stream of income as well as to
assure future profit. This investment activity's side benefit
of its self-Interest in securing a minimum level of mainte
nance will also assure that dacel1t, safe. and sanitary
housing units will be continued. A final benefit of such
private ownership. Is that Investors typically are not owner
occupants and thus they utilize their capital and ownership
efforts In maintenance in securing and keeping renters.
Thus they provide a rental resource for those who choose
not to own. without any continuing government involvement
in housing ownership.

Thus investors can provide needed capital to the municipal
ity which It can use to invest In other public activities. in
cluding affordable housing, infrastructure improvements
and the provision of social services to residents of the city.
As State or Federal government assigns responsibility to
local govemments and asks them to not only own but also
maintain such housing and even to provide any necessary
subsidies. the proceeds of sales. the removal of asset
responsibility and the reduction In subsidy requirements. all
bnroduets of the disposition process. the private market
can help take some of the financiai and administrative
burden off the municipality.

Investors can also Infuse capital Into the economy. Often
investors do not personally oversee their Investments but
leave them In the hands of professional organizations.
Such organizations can provide Immediate employment
and potential opportunities for start-up businesses where
Individuals can use their newly acquired skills.

Th. MarketabillW Questlpc

In choosing a sales program another important consider
ation Is the marketability of the~ of ownershlp(s) se
lected. Purchasers often feel more comfortable or are
more familiar with certain types of ownership models and
thus will be more Inclined to purchase under those pro-
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grams. Ownership structures can be modified to achieve
goals and still retain the comfort factor with the purchas
ers.

For example, in some Eastern European countries coop
eratives are often associated with the old centrally
planned economies and often perceived to be large,
beaurocratic, anti-democratic organizations. Yet in other
countries, cooperatives can be highly efficient and demo
cratic and provide economic services to its members.

Another example Is investor owned housing in the United
States which is often associated with housing which Is run
at such a profit that the interests of the tenants are see
ondary even to the point where they are depiived of safe
and sanitary living conditions. Yet there investor owned
housing is quite often superior in quality, In services and
in value for the money than almost any publicly owned
housing.

Condominiums have also been seen as instruments
whereby people with lower incomes are displaced or
unable to participate because of lenders' favoring people
with higher incomes and more assets. Yet there are
many examples of condominiums being developed for low
income families and lenders making loans to peop;a with
few assets and ~ow eaming power.

AflordabUfly IS$(;,S's

As noted in the introduction, the municipality has to decide
whether it is more interested in terminating all subsidies
andlor recovering past investments in the housing, or
whether it needs to provide andlor preserve affordability.

Initial Aftudablllty

Many residents will not Immediately have
the financial resources to purchase a unit at
its appraised fair market value. However,
when the municipality determines that the
sale of this unit or bulldin to its residents Is
appropriate, a~lqIlm:lDlll~~~~
guJr.ments may be in order. lhls d rraI of
capital may come In many different forms. It
could be a one-time subsidy provided by the
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govemment to:allow the family to purchase at
a price below fair market value which makes
the home affordable. Or it could be a leasel
purchase option where a family pays through
Installments until it has sufficient capital to
afford a down paYment. Or perhaps it comes
through a structured below-market interest
rate loan that allows the family to afford its
monthly mortgage payments. This deferral is
based on the need of the residents and the

• commitment of the municipality to dispose of
the building to Its residents irrespectIVe of
their ability to pay the cost of ownership.

Continuing Affgrdabiljty

In addition to the capital required up front to
purchase a home. there is operating and
replacement capital needed to operate and
maintain a building to provide its residents
with decent. safe and sanitary housing. In
other words. there is the issue of initial
affordability and there is the issue of continu
ing affordabillty. Often times a resident may
meet the financial requirements for equity and
for the monthly mortgage payments, with or
without assistance but will have few or limited
resources for handling increased monthly
operating costs (such as utilities, mainte
nance, Insurance etc.,) or for paying for an
unexpected replacement of major Items (such
as a new water heater, a broken water main,
etc.,). While It Is critical that each family
understand the responsibilities related to
ownership. it should also be a responsibllit'l of
the municipalItY to ensure the feasibilitY of the
sale by examining both initial and contInuing
affordabillty. It stiould determine that the
family has the financial resources to maintain
the building over the long term or that there Is
a pr~ram set up to cover those e~nS8s the
fainlly cannot be expected to meet. In the
United States there has been a large em~ha
sis on addressing the financlal capacity of a
family and rebullCilng or building it through job
training, counseling and other pr~rams. In
addition, one can fund a reserve for operating
and replacement costs based on a careful
estimate of both operating Ghanges which
might occur over time and of the usefuillfe of
the property elements. The latter task can be
undertaken in conjunctk»n with the BUMP
described more fully above and In Volcme 2,
section 1.
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Soyrces of Financing

A crucial aspect of any sales program is the financing. In
ordqr to sell, someone has to be able to bUy and the
available sources of funding should be considered.

Housing is not a commodity which can be purchased by a
family for cash as consumer goods are. It is too expen
sive for the vast majority of people. In some countries It
will consume two to three times annual family Income and
in other countries as much as ten to fifteen times family
income. (In Eastern Europe the latter is more the case).
Consequently, the capital is either supplied by the govern
ment (as a loan or a grant) or by private investors. Hous
ing policy can drive people with sufficient capital towards
ownership and others towards rental from those with
capital. On the other hand, govemment can supply ac
cess to capital for poorer families either through lowering
its costs through Interest subsidies and other mechanisms
or by by being a direct lender at lower Interest rates.

A stable housing market requires sources of capital at
costs which people can afford. To sell Its housing. the
municipality has two options. It can either provide the
financing or It can look to financial institutions such as
banks. pension funds. unions and other organizations
which have money to Invest.

In the case of municipally C'lwned housing In Eastern
Europe, It is quite likely that because 01 the risks assocI
ated with a transition to a market economy and because
of the limited accumulation of capital for Investment.
financing for real estate will only grow slow1y. Most major
suppliers of capital to the real estate market tend to be
conservative in their underwriting. This translates Into
only lending to ventures which either have a low risk or a
high retum or both. This means that many people will Just
not be able to secure financing en the early stages without
some form of assistance to them or some Insurance of the
risk of the lender. This situation may be present for a
number of years. In addition, not all residents will have
the personal resources to invest In their homes as may be
required by lenders.

Thus at this time and In some Instances for the fore....
able future, the municipality may become a direct and
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possibly only source of financing. In other words it will
need to provide what is commonly known as "seller financ
ing".

Another advantage with so-called "seller financing" is that
the seller can create terms and conditions associated with
the sale W!'ich accomplish other desirable goals.

There are a variety of instruments which can be used in
seller financing such as BMIR (Below Market I~terest Rate
Reduction) mechanisms such as the World Bank DIM and
the Urban Institute PLAM; balloon financing which is non
amortising and even non-interest bearing; repurchase
programs and shared equity. All these enable govem
ments and even some private owners to sell housing at a
lower price than market because of temporary financial
conditions of the investment Institutions or of the buyers
and have protected unrealized value through a variety of
instruments. These are usually driven by a mixture of
motives. Government wants to remove itse" from the
housing ownership and management business; wants to
tennlnate subsidies to people who can afford housing .
costs: wants to protect itself from sale prices which permit
buyers gaining excessive profits; and wants to preserve
poor families from being deprived of safe, decent and
sanitary housing. Each of the financial Instruments try to
address some or all of these motives at the same time and
must be evaluated accordingly.

For example, the ·Shared Equity" approach Is trying to
reduce the demand for capital by Increasing the equity
Investment and yet also not make this equity so onerous
that the purchasing family cannot raise It. ·Shared Equity"
takes the equity not paid for by the buyer (I.e., the differ
ence between fair market value and the purchase price)
and declarss it be an equity Investment of the seller. At the
time of future sale any retum of equity and profits are
shared proportionately to the original equity Investments.
There are a number of variations on this approach which
are detailed in Appendix A

. Seller financing also pennlts a municipality to enable resi
dents or third party Investors to purchase now and yet
protects whatever financial or social Interests It may have In
the asset.
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Another example is that a local govemment may have a
specific interast in protecting certain residents from the
impact of a free market especially where such families
may not be able to afford the initial or on-going costs of
ownership or may be viewed as 'undesirable' by the
investor-owner and forced to move. By providing financ
ing it can create a significant lever to enforce covenants it
may impose on the buyer of the property. Provision of
financing may also be an incentive or 'trade-off to a
purchaser whereby in return for a lower purchase price or
less expensive financing, it agrees to secure the tenancy
of cartain households at certain rental rates.

Another consideration for municipalities is the subsidy
revenue stream it may be receiving from a higher level of
the govemment. In the transfer of power to local govem
ments there are usually continuing revenues from Re
gional, State or Federal govemment, which either are
eannarked for housing support or are included In a gen
eral appropriation. Often these revenues do not differentI
ate between use for regular operations and capital 1m
provement or investment operations. Moreover, in East
ern Europe the allocation of this subsidy is usually to a
property, ignoring the varying income levels of the occu
pants. A municipality can shift this approach. It could
focus some or all of the subsidy stream on support of
people either not covered under the housing allowance
program if there is one or in support of people of low
income if there is not a housing allowance program. In
other words it can create its own local housing allowance
program or supplemental housing allowance program. It
could also set aside this stream of subsidies (especially
under a housing allowance program) for a capital 1m
provement loan or grant program to the buildings It owns
or sells. this really only becomes feasible if the proper
ties are sold and people with sufficient means are f(~

quired to pay the full cost of their housing.

In approaching the sale of its buildings, a municipality
needs to consider other sources of financing which might
be available other than normal lenders in the real estate
economy. For example, private and quasi-public agen
cies are often fonned to pursue a specialized housing or
social agenda. They may have resources from members,
foundations and together sources to further their agenda.
Other sources may also Include foreign Investors. Again
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these investors may'have the financiai backing to design a
financing package that another source would be unable to
structure.

Another consideration in selling is what is known as skew
ing or cross subsidization. Many of the assets available for
disposition can include elements such as commercial
property which create net operating revenues. In coopera
tives this iecome is often used to offset losses from resi
dential and other operations or rather to enable adivitles
otherwise unaffordable.

The PhYSical Characteristics of the Assets

Most municipalities have a substantial residential housing
stock from which to select properties for a sales program.
It Is important to look at the physical characteristics of the
ayallable hQuslng §lQck before deciding which bUildings are
appropriate. Certain types of building lend themselves
more appropriately to residential ownership than others.
The market economy offers choices to families. As families
exercise choice. the market place differentiates size. typel
style. amenities. costs and other features in housing. In
disposing of assets. municipalities will need to assess
these preferences of the market (whether existing residents
or extemal to the development). In addition the municipal
ity will need to measure Its assets to determine what Im
provements It will need to make to them In order to sell
them or what discount It will need to offer In order that
prospective purchasers or Investors will have sufficient
capital available to undertake such Improvements them
selves.

It is Important to look at the unit configuration and the
intended use of the building (resldentlaVcommerclal) as
well as the type. quality and current condition of construc
tion.

Some assets will need reconflguratlon. They may be
poorly designed. They may not provide appropriate or.
most Importantly. desirable living environments. If left as
Is. people will move out to other developments as the free
market begins to provide desirable features. Or, people will
demand a discount to compensate for 'environmental or
living hardships.'
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The more important issue to consider when determining a
building's suitability for an ownership program is the
amount of capital investment required over an expected
ownership period. In market economies homeowners
typically remain in place for five to ten years. Thus they
consider the amount of capital investment for major re
pairs and improvements, needed over that expected
ownership period, when evaluating their purchase decI
sions. A new resident owner may not be able to afford a
boiler system replacemant within the first year of owner
ship. Large capital Investments could either force the
family to sell and move out or cause them to neglect the
property and thus live with a subsequent deterioration of .
the asset. The sale of a rundown bUilding, needing exten
sive capital Investment to its residents has a smaller
chance for success than a sale where these factors are
taken into consideration.

The same issues also apply to the municipality as owner.
It too faces the need to raise and invest capital In the
assets it owns and operates. In fact this need may be one
of the driving forces behind the municipality seeking to sell
the property. However, many oWners find that by Invrst
ing ifl property and taking care of major problems now It
can achieve a higher sales price.

Consequently, an owner needs to have a complete d.
scription of Its property including a survey of the condition
and useful life of Its major elements as well as a market
evaluation of Improvements needed to make It salable.
this latter improvements plan Is either determined from a
survey of potential buyers or from an analysis of the
competition'S offerings and success. In another volume
there is a complete description of a Base-Line Inventory
and Measurement Plan [BUMP]. This system enables an
owner to catalogue all elements, their deficiencies and
their expected remaining life and calculate a cost spread
over a period of 10-20 years for improving and maintain
Ing the property.
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a. Private Ownership

The following is a discussion of the common private mod
els of homeownership. There are two major types of private
ownership', ownership by residents or by profit or not-for
profit investors.

There are great benefits to private resident ownership
including the economic empowerment of residents. These
families would retain all rights associated with ownership
including the unusual opportunity of building equity in a
home/unit and any profit from the seiling of that unit. In a
market economy, real estate often appreciates at a rate
greater than inflation and thus becomes a "good" invest
ment for that family.

There are also public relation benefits for government sale
of residential buildings to its residents. Often sales to
investors can result in residents being displaced from their
homes or their rents being raised significantly making it
impossible for the residents to continue to live in these
units. Is this illustrates, for-profit investors may have differ
ent purposes or goals than residents, the most common
being the desire to realize profit, which may differ from or
even be In conflict with resident preferences. In the case of
not-for-profit investors they may have goals relating to who
can live in the property and these also may differ from or
even be in conflict with resident preferences•

.1. Resident Mgd,l,

i. Condominiums

One could define a condominium as tenancy through unit
ownership.

Condominium ownership consists ot

(1) fee simple title to the apartment or living unit,
with the physical boundaries consisting of the
walls, floors and ceilings of the dwelling unit:
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(2) a shared, but undivided ownership interest
in the underlying real estate, common areas,
and other assets of the property; and

(3) governance of common area issues through
a condominium association, with individual
unit representation based upon beneficial
interest, a measure of the relative value or
size of the unit.

In essence, the owner of the habitable unit has all the
rights of ownership and can occupy, sell or rent the unit.
However what distinguishes a condominium from single
family ownership is that there are usually portions 0' the
land and buildings which are owned In effect by a type of
corporation whose "shareholders" are limited to the unit
owners.

The share of ownership of these commc -, "& .
defined in proportion to the original value~. " .. .• 11~ ...e
time the organization was fonned (the so-called -benefl.
ciallnterestj. Typically the size of the unit Is used as a
'proxy' for value.

All operating costs (except mortgage Interest and property
taxes) are assessed to owners in proportion to that inter
est.

In a condominium the Individual owner holds the mort
gage and must be qualified by the lendlrlg Institution.
This can prove difficult for lower Income residents, unless
the mortgage is coming from some quasi-public or public
agency with different underwriting standards~

In a condominium the Individual owner Is resper.slble for
the maintenance, operation, investment Improvements of
the Interior of the unit while the association Is responsible
for all common areas. In fact, quite often interiors are
serviced by the association ae a service to the owners.
The maintenance assessments can be less onerous for
lower income families in mixed income condos (If their
beneficial interests are low relative to other units), but
assessments for luxury improvements by the association
can cause hardships.

Consequently, while conversion of mixed income develop
ments to condominium ownership is difficult to structure. It
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. can and has been done successfully. The key is to ensure
that the lower income family can access financing which
makes the unit affordable and that the process and struc
ture for developing operating budgets and capital invest
ment plans, accommodates that family's more limited
means.

ii. Cooperatives

One could define a cooperative as tenancy through stock
ownership in a corporation.

The cooperative has been a common form of affordable
homeownership, due to the .collective borrowing capacity of
cooperatives. Individual shareholders are not borrowing
based on their personal financial credit and strength. The
coop corporation does the borrowing. Typically, there are
cooperative banks which give a preference to housing
cooperative borrowers. On the other hand other lenders to
the housing sector will quite often be more reserved about
lending to a cooperative, especially if there are questions
about the depth of the financial'pockets' of the sharehold
ers and a history of poor payment of rents.

Individual participation consists of:

(1) Stock ownership In a corporation that owns the
property;

(2) OCCupancy of a unit under a proprietary long-term
lease; ancr

(3) Governance of all prope~ affairs through the
COrPOration'S Board of Directors and membership.

The owner of the property Is the COrPOration. It leases the
units, but the corporation's stockholders are the only ones
with a right to occupy and their stock ownership Is usually
limited to one unit and one vote In corporate matters.

The cooperative corporation Is likely to hold most of the
debt on the property through blanket mortgages. freeing
the members from having to qualify on an Individual basis
for mortgages. However, the price of membership in some
coops may be sufficiently high that members will require
loans to purchase their shares.
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In a cooperative, the corporation is responsible for mainte
nance of the entire property, including the interior of the
units. However, it is common for the cooperative to re
quire its shareholders to assume responsibility for unit
interior maintenance as part of Its occupancy agreement.
Thus in practice, cooperatives and condominiums operate
similarly.

iii. Mutual Housing

One can define mutual housing as providing tenancy
through membership.

A person becomes a member of the mutual housing
association and through membership the person may
obtain an opportunity to occupy a unit owned by the
mutual housing association. It is often compared and
confused with cooperatives. While a cooperative can be
part of a mutual housing association, a mutual housing
association is not necessarily a cooperative (residents
usually are not stock owners).

There are two common models for mutual housing asso
ciations:

(1) Mutyal Hoysing Services· The mu
tual services model sees the housing
association·as a mechanism for
proViding services on a mutual basis
to members such as management,
marketing, purchasing, legal etc. In
this model, It Is common to find that
the members are owners and typI
cally owners in a cooperative.

(2) Mutyal Hoysing Development. In the
mutual development model the mem·
ber organlzatlC'n owns the properties
developed and uses the 'cash flow'
and equity to borrow additional funds
to develop more housing. It 18 a type
of ·chaln letter' or ·pyramid scheme'
for housing. It In effect takes the
traditional real estate empire building
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'techniques and applies them to hous
ing development rather than bUilding
wealth for the individuaVs.

In Mutual Housing Associations, each property is structured
the way the Mutual Housing Association prefers. As noted
above, the most common building model is that of a coop
erative. However, even when the cooperative model is
used, it is structured to enable the MHA to pledge the
property to raise additional capital for the development of
new housing. Each building takes care of its property
depending upon the specific rules It has ac()pted. Thus a
resident mayor may not be responsible for the interior of
their unit.

Quite often, MHAs by their nature tend to restrict the pow
ers of its members. Consequently, they have often be
come autor.:ratic. This Is particularly true of larger MHAs.

2, Inyestor MQdeis

As discussed above there are also models for investor
ownership of residential housing stock. While there are
some drawbacks in Investor ownership, there are often real
needs for investment which can't be met by residents.
Involving Investors means the project Is more complex in
teRnS of the current and future ownership rights of the
Investor and the residents, but there may be compelling
short-term reasons for choosing to bring investors into a
project:

• Private Investors have greater access to and
credit from lenders for loans.

•

'.

Private Investors have capital which can be
used as equity to reduce the equity required
of the home buyers thus making the units
more affordable.

In some countries, private developers and
investors usually can make use of tax breaks
available to owners of low and moderate
income housing. and take these tax benefits
in lieu of part of the profit they would other
wise require for their services.

• Ie•• to crecIt

• gillllru.oftllX
bl..1II1&
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• reel estate operatIOml
skills and experience

• Investors usually have real estate skills
which can be provided to the property and
its residents in such areas as property
management, capital repairs and resident
relations including screening of potential
residents and enforcement of leases.

Examples of investor parti:~lpation models include:

One can makalnvestors
and 1'881dei11B.........

8. Limited Partnerships with the residents
organized as Managing General Partners. .

In this model, both the investors and the
residents are owners, with the investors
being 'silent' partners while the residents
take prime responsibility for management
The value to the limited partners Is that their
liability is usually limited while at the same
time they share in the net cash flow and In
the future sales proceeds.

In some situations, the Limited Partners are
local people with SIn Interest In housing as
well as an Interest In profit. In others, they
1\1ay De loeal corporations seeking to en
hance housing opportunities for their work
ers or potential workers. In stili other situa
tions they may be simply investors who have
been recruited to make an in'vestment In the
development because of thee~ed
retum.

b.: Umlted Partnerships with the Umlted Part
ners being the sole owner and the resident
group owning option or conversion rights at
a point in time.

This can be converted into I. above at a
fixed point In time or when the residents
have raised a certain equity. Then it oper
ates just like I.

c. Shared Equity Ownership.
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This is similar to a partnership but may be
simply a mortgage instrument as opposed to
actual shared ownership. It provides a return
to the equity contributors determined by a
fom1ula In terms of annual net cash flow and
sales proceeds.

d. . Leased Ownership

In this model, the full ownership Is vested in
the investor who then, rather than operating
the property, leases it to the residents who
pay a monthly leasing fee to the Investor.
The structure is similar to that of the tradl
tionallandlord-resident, however it provides
the resident corp"ration with a legally valid
lease and permits them within the specified
terms of that lease, to develop their own
resident selection policies, management
systems and rules of residency.

I. Umlted Retum Ownership.

Typically this structures an ownership Interest
of the buyer in $um a way that the subse
quent re-sale c:' mat condominium unit or
cooperative share is restricted In terms of
profits anellor to whom it m~y be sold. It is
typically used by govemment and other public
interest developers, where the purpose is to
use subsidies from taxes or contributions, to
make housing affordable to special needs
groups or economically troubled families.
INote: In some literature this Is referred to as
Umlted Equity Ownership].
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Types of Inyestors
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i.

Ii.

In~ividuals

BeC3.usa of the investment potential of real
e:!itata, individual private investors often
want to purchase units or whole buildings.
Some individual investors are 'amateurs'
who know something about real estate and
oftsn are willing to do the cleaning and
maintenance work themselves. Others may
be professional investors, who perhaps
sta,rted as a small self-help Investor but over
time developed a portfolio of properties.

Typically, the units are rented to other famI
lies at rent levels determined by the owner
and usual;y at the highest market value they
can receive for their unit. Rental units are a
very important part of any housing market
and the seiling of units to individual Investors
allows these units to remain In the rental
stock.

Partnerships

A partnership Is defined as two or. more
persona combining their efforts legally, In a
business or a vonture for profit. M part of
this assoclatlon~ all partners share jointly In
ahY pr~fits mad~ f;~m the partnership and In
all dQtt6S or l!ablliUes of the partnership.
Real property owned by a partnership Is not
owned by anyone partner but by thea~
elation or partnership. However, the part
nership does not accept any liability on
behalf of the partners and all Investors are
personally liable. There are several~ of
partnershlps which were described above.

Iii. Corporations

Corporations differ from Partnerships In that
the investci'Slprlncipals are usually not .
personally liable for the property. In8t.d
the Corporation assumes all debt and liabili
ties that occur during its normal course at
business. However, with this cleere888 in
liability, comes a decrease in control over
the property. The corporation may be held
by many stockholders who may have control
over the management of the corporation.
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Officers may be, elected by the stockholders
and thus each Individual "owner" may have
little or no control over the management or
operations of the property held by the corpo
ration. Moreover, the assets of the corpora
tion ara usually pledged to the loan and thus
put at risk. If the corporation's major busi
ness is real estate, it will usually find that the
decisions on any Individual property serve the
interests of the corporation.

In some instances, the corporation may invest
in real estate as a cheaper and more advan
tageous way to provide Its manufacturing,
office or commercial space. This Investment
may become quite extensive and require a
full service asset management operation to
ensure that the property continues to serve
the corporation as intended.

a. Ngt.Egr-proftt Ownership

There are several varieties of not-for-proflt ownership of
real estate, particularly that of housing.

i. Private Not-for·Proflt

Not for profit corporations are most often orga·
nized around a social purpose such as affordable
housing. These corporations qain title to real
property and then structure the ownership or
rental of the property such that the housing Is
affordable to low Income families that mlgl'lt not
otherwise be able to enjoy such housing. These
Not for Profit's can be controlled by priv8te clti·
zens, by a community or~ization or by a
charitable organization such as a Religious
Organization.

Often States or localities have specific laws govemlng not·
for-profit corporations regarding such matters as the By·
Laws of the organization, the procedures for appointing
Board members, the specific purposes of the organization
and the handling of finances. Because of their limited
purposes and eschewing of profit, they are usually given
special treatment auch as not paying sales taxes, income
taxes anel having access to subsidies from the govemment.

Quite often a cooperative or a Mutual Housing Association
or a Condominium Association will be a non-profit organi
zation.
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In many countries. these organizations are preferred by
the govemment In the disposition of government owned
housing and/or in the development of housing for special
needs population such as the disabled or the elderly.

Housingbeing a sensitive
public Issoo and usually
Involving qutt8 complex
fllW1CIaI and social 1881188,
nllds to be InalI8I8dfrom
too rapid pollUcaI change.

Public non-pronlB provide
a way to dothis.

ii. Public Not-for-Profit

Not-for-Profit organizations can also be set up
and controlled by public officials or govem
ments. They will usually be created where
either the financing required Is only available to
a non-govemment entity or where the activities
need to be Insulated from political chan~s for a
period of time. Typically, 51% of the not-for- .
profit's Board are appointed in their capacitY as
government or public officials and the remaln
der from organizations and Institutions which
are relevant to the non-profWs purposes and
from citizens with specifically appropriate skills.
The public officials will typically have terms of
three years or more and staggered. Thus
change is slowed down.

j. pybllc Ownership

GcMmm8nt...aft8n
dIMIIoped housing'"
owned ando,.lted It.

There are several varieties of public ownership of real
estate, particularly that of housing.

To a greater or lesser extent, the government in most
countries over the last 200 years, has become involved In
the ownership of housing whether as a practical matter or
as an outcome of political principles. The most common
forms for structuring a govemmenrs ownership of housing
are:

• Public Non-Profit

This has been discussed above.

r.

• Agency

The most common form of housing owner
ship is that of a separate Housing Agency or
Housing Trust. It can be a State organiza
tion or a Local Government Organization. It
Is usually created by special enabling legisla
tion which establishes basic rules for agency
operations and through these rules, the
govemment controls the activities of the
agency or trust. These rules can become

1.2 - 23· Privatization



quite detailed and complex and the monitor
Ing of the agencyltrust adherence to them,
quite complex and onerous. The larger the
amount of.housing being provided either
because of the concentration of people to be
served or because of the size of the geo.
graphical territory the agency/trust covers, the
larger the organization will become. As a

• result they can become excessively bureau
cratic. Inefficient, costly and unresponsive to
the needs of its residents.

In many countries these agencies have be.
come troubled and are being dismantled or
reduced in size by sub-contracting manage.
ment of such housing to private for-profit and
not-for-proflt corporations, by converting it
Into homeownership or by converting the
system of subsidy ;,'om buildings to families
by means of a housing allowance program.

Consequently the option of selling assets to a
public agency would seem to be swimming
against the tide. If this option is chosen for
some or all of the assets. then there would
need to be careful consideration given to
improving performance and attention given to
the experience of other countries.

• Departmental

This is similar to an agency but is under the
direct control of the staff of the government.
There is a direct liability but also a direct
chain of command. It has advantages In
leveraging the cooperation of other depart
ments. In being funded from governmental
op~,.Atlng bUdgets and In bulng closely moni
tored (by use of Intemal controls).

However, where this model exists the same
trend to sub-contracting, sale and conversion
to allowances Is occurring.

As this Is where asset disposition startsr It Is
only a rvtentlon option for a local government.
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c..we setareliable and
obIectIv8 price?

Why dowe want to awn
housing?

Whywould we wantto seD
It?

What are ourgoeIs?

~ The Sales Price gf the Assets

The other major issue facing an owner is determining the
sales price of the property. Here an important distinction
to m.ake, is the difference between the sales price and the
market value of the property.

The sales price is driven by the objectives of the seller. If
the seller wishes to keep the housing affordable, the sales
price will be determined"mostly by the carrying costs of
the purchase. On the other hand if the seller wants to
realise maximum profits the sales price will be determined
mostly by the buyers assessment of the value of the
property. If the seller wants to combine certain
affordability and profit goals, then it will adjust the sales
terms accordingly. Whatevgr the sales objectives, an
owner will determine the market value of the property, In
order to establish the sale terms.

To establish market value requires that an owner either
sell the property for whatever someone will pay and trust
that the price received is at "market value". Mora likely
the owner will seek to have others determine the price.

In a widespread, full service market economy the real
estate industry will advise the owner of the appropriate
price.

Realtors or brokers who handle many sales every day will
have a database and their experience, both of which they
will use to determine an "asking price" for the owner to
place on the property.

The industry also has an appraisal profession. Appraisers
are usually licensed and trained. The appraisal profes
sion can be quite simple In its application or quite complex
and mathematical. During the transition to a market
economy appraising is more difficult and less reliable due
to the absence of many of the key data elements which
appraising relies upon. The following discussion of~
praising is merely suggestive of a 'hybrid' approach which
might be used until such time as a more reliable method Is
designed or more data is developed by the expansion of
the free market.
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Ayction method

To place a property at auction without a 'reserve' price (or
price below which the owner will not accept a bid), is to
allow a kind of ·pure' market system whereby the price is

. what people are willing to pay as they assess risks and
rewards. It is not at all suitable if the owner's objectives
include provision or preservation of affordability.

The reliability of the system can be suspect in that it
depends on a whole lot of variables, many of which are
not necessaritl related to the property in question and
many of which do not reflect the true nature of the poten
tial market demand for the property. For example, if notice
of the auction is not provided certain potential bidders,
then the market is reduced and perhaps the bids will be
less than they could have been. In another case, certain
events such as weather conditions, may intrude and
prevent people from attending the auction. In an auction,

.it Is not often that seller financing Is offered and it is quite
often that bidders must have a large down payment or
deposit In cash or Its equivalent. Financing often restricts
real estate auctions to investors who mayor may not bid
lower prices.

On the other hand it Is a system used for most real estate
sales ·in some countries (e.g., Australia) and works very
well. It has the advantage of removing the setting of the
sales price from the hands of 'experts' and realtors and
leaving It to the market. In practice the auctioneer or
auction house will advise the owner of what an appropriate
price might be to guide the owner in setting a reserve
price. Consequently, it is not entirely a 'pure market'
mechanism.

COmpurabl,a Method

this is one of the three pillars of modem appraising meth
odology. It Is dependent upon sales of property of suffi
cient number, in similar or nearby locations and of similar
type. In effect It tracks the prices of comparable properties
and projects the probable value based on this datab83e.
this is the most common model used in market econo
mies. It Is also a key methodology used to establish the
vdlue of discounts provided poorer purchasing families
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when their price is established by the 'net income' or·
capitalization method discussed below.

In its most simple form, the comparables method simply
assembles a database of properties of similar type in
similar neighborhoods and averages the sales prices and
determines a projected sales price for the property in
question. In its most sophisticated form it will assemble a
complex database of sales of all types of property includ
ing vacant land, of neighborhood features, of urban
amenities, of locational elements and even of national,
regional and local economic. demographic and other
macro elements and run statistical analyses to develop
formulas by which a property can be compared with other
properties at a point in time.

The comparables method is probably the most commonly
used in a well developed market economy. It depends
upon sufficient sales recorded accurately with sufficient
information (such as location. size. amenities. condition,
land area, infrastructure services etc.) to be reliable.

In a transitional economy it has obvious limitations. The
number of sales is less even though they be growlng.
The information available on many sales may be spotty
and unreliable and hard to access.

To strengthen the use of this method, as well as provide
other important infonnation to a municipality (such as a
database for property taxes), a municipality needs 8 sales
recording mechanism apart trom or in addition to that
maintained by a county/region or State. In the case of the
municipality as owner, the BUMP can be a useful vehicle
for establishing the key elements of such a database (land
area. building size and configuration. infrastructure, condi
tion etc.).

In addition to assembling data on the assets to be sold or
b\.\ng sold Including sales prices, the municipality can also
assemble a hedonic Index similar to that used In the
Annual Housing Survey in the United States. In Volume 2
Section 1. there is a simple model which can be used.
Essentially this assembles some information on the 'block
face' which is the immediate area surrounding a building.
such as trash, vacancies, observable conditions, etc.;
some information on the neighborhood such as transpor
tation, schools, parks and other amenities. In addition the
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municipalitY can conduCt8'n opinion survey of the neighb~r~
hood, area, city etc., using a modified Delphi method. This
secures people's opinions of the desirability of the.locality
and through systematic revision, translates these into an
adjustment factor which can be placed on a property thus
enabling a cor.lparable price' from another neighborhood to
be used. It Is particularly .helpfulln the absence of a many
cO'mparable sales in the.imm~c:Uate neighborhood.

' .....
" .'

Replacement M'?thgd .
.•. .0

This method uses coSfinformatlon on new development.or
comparable·housing. It depends upon other methods to
establish the value of the land and thus is limited by the
same factors as discussed above. In addition, develop
ment costs may have significant variables, such as the cost
of financing and the cost of Infrastructure. Moreover, many
features of the property being evaluated may be obsolete
and not meet code requirements for new construction. Any
comparison of costs will have to adjust for these new re
quirements. In addition, in Eastern Europe, the transition
from a heavy dependence upon State companies for con
struction and the rapidly changing economy Including the
cost of labor and materials, make the replacement method
difficult to use or rely on.

The method relies upon a detailed listing of the elements of
the building, their condition and the cost of bringing them
up to new ~structlon standards. In ,~ther words the cost
of new construction has to be discounted for the condition
and amenities of the existing building being evaluated.
This Is a quite large task, but given the likely need of the
municipality for such Information anyway, it Is probably a
workable method to p.ursue.

Thus, despite these strictures, the method has utility In
establishing another benchmark of value. When used with
other methods It can help an owner move closer. to value.

Cephalization Methgd

This method relies upon ~et cash flow analyses of both
existing and projected Income and expenses. It develops
the nat availible for financing or for a retum on Investment .
[ROI] of a purchaser. Typically, the ROI is equal to what an

1.2 ~ 28 -Privatization

, .
• Neighborhood '
condtUons

• NeIghborhood
amenities

• Is the 8I'8B In dem8nd?

One can del8nn1ne hoW
much Itwould cost to
build It new-I.e., replace
R.

. .

-. '



• Operating cosI8

investor would receive on average in real estate adjusted
for risk or if that investment is not available, some other
conservative investment of capital. This is the most
common methodology used in developing sales models
which include sales to people who cannot afford 'pure
market' prices.

In some analyses, the net cash flow is divided into two
portions. One portion is calculated by determining the
amount of financing debt it could support after adjusting
for the required down payment of the institution. The
other determines a ROI for the investor from what Is left
over from net cash flow. In Appendix B there are some
examples of these calculations. .

Obviously the big variable is the cost of capital or financ
ing. The underwriting conditions, the termllength of the
loan and the interest rate and points, may be such that
the Net Cash Flow cannot support financing large enough
without the equity requirement of the buyer beini; beyond
the buyers means or desires. Generally, this cost of
financing translates Into a zero [0%] or even negative
[loss] retum to the investorlbuyer.

The other difficulties with this method relate to the prob
lems associated with determining net cash flow. Net
cash flow is the difference between expenses and Income
including subsidies, capital Investments and any other
relevant financial information. Generally It Is calculated
over the proposed length or term of the mortgage.

In assembling relevant information the simple method Is to
develop a financial prgfgona which starts with Year 1 and
merely applies an inflation factor over the ensuing period.
Amore complex and preferred method is to calculate the
proforma for each year based on the best assumptions for
that year. Despite the difficulty of thiS task, it has the
advantage·of taking Into account the real world or at least
the best assumptions about that real world. In particular,
It allows for different rates of change for such major .,.
men~sas rents, SUbsidies, utilities and labor costs. this
more detailed method allows for multiple Instruments of
financing which can take account.of larger or more dra
matic changes in net cash flow. For example, aspecHic
proforma shows that the development will only operate on
a bare break-even basis for the first two years. However,
in the third year It shows a major rise in net Income. Con-

1.2 - 29 • PrivatizaDon



sequently. one might have a short term loan which can be
converted into a longer and larger longer term loan at the
beginning of the third year.

Stlp' 10 Ale't DlspDln'go

Marketing strategies are critical elements of a sales pro
gram. There are various strategies available to municipali
ties In the disposition of their residential housing stock.
Strategies should be chosen depending upon who Is pur
chasing. In general. the municipality has two target mar
kets. residents and investors. A strategy designed to sell to
residents will have unique characteristics such as the
possibility of government SUbsidy. If the govemment Is
targetin~ a saifj to investors a different strategy will be
appropriate. including the concem over windfall profits.

The local government needs to detennine what Its philoso
phy of housing is. It could see its mission as the prime
developer of housing for all; as the developer of housing
only for special needs (sooio-economic) groups; as the
entity which primes the pump for development of all hous
ing or Just special needs housing; as the entity which
transfers Income to speolal needs groups to enable them to
procure housing; or as the entity which allows the market
place dynamics to meet the need as best It can.

In this section, we have assumed that the government has
determined to sell some or all of its housing.

Step 1: Determine Mission
Asuccessful'" to
I8IIdenIl\ the moet likely
buyers, Is d8pRIent upon
aC8I8fuI training progaan.

SteP 2:

To develop an appropriate sales price, the government will
need to Identify its target buyers, particUlarly any whom it
wants to provide with housing at an affordable cost. This
will mean that It will want to define what 'affordable' means
both initially and over a longer term. Is It 10%, 15%, 25%,
30%, 35%, 50% of family Income for all housing costs? Is
it different for different Income groups? [There is an argu
m.,t that families need a basic 'market wklt' Income to
feed, cloth and provide medical care for their members and
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• seeing the advantageS
and disadvantages .

that therefore a fixed percentage of income for housing is
inappropriate]. Income information on buyers is essential
for developing a sales price.

Step 3: Developing a Database

2.

3.

• Where to get the
money

• Can the owners
secure cost
effectiYI and timely
quality management
services?

To develop an appropriate strategy, the government will
need to do the following:

1. Conduct a BLIMP

This survey needs to document govemment
assets including the configuration, size,
location, condition and costs [within 15%] to
fix those conditions over the next 10 years.

Conduct a Resident Survey

This survey will document the current occu
pancy profile, interest In purchasing and
financial situation of all families. The inter
est In purchasing will require a briefing of all
residents to explain how it would work end
what the financial Impact and prospects
would be for them if remaining a tenant
building or an ownership bUilding.

Conduct a Block-Face Survey

this will document the condition of the
immediate neighborhood to detennine the
external influences on the likelihood of sale,
especially to families not currently occupying
the building. It WOuld also document the
amenities of the neighborhood.

4. Conduct a Reputatlonal Survey

Thiswill document the image of the area in
termsofits desirability as a place to ft!Iide in
and as aplace to purchase ahome in. Itwould
also include a survey of responses to major
building types.
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5. Develop a Development Based Budget

This would determine the operating costs of the
property "'lith and without rehabilitation.

Step 4: Determine A Sales Price

This would be based on an appraisal using a combination of
methods described above and on the modeling of the fi·
nances of the intended buyers.

Step 5: Determine Sales Strategy

This will need to address the issue of what properties to sell
and to whom. As the issue of whether to sell or not has
already been determined, the issue hera is what is the most
responsible and realistic approach.

If there is little capital available to invest in real estate, or the
economics of an investment doesn't make sense, then the
issue of 'seller financing' comes to the fore.

Complicating this discussion Is the current and future cost of
subsidies and the source and amount of these subsidies.

Critical ISSUIS ia Qeveloping a
Sale' Strategy

Following are some critical Issues to consider
when the sales program Is targeting residents as
potential purchasers. While ttils discussion
raises some of the concems, each case may be
different and the municipality must be able te
determine on a case-by-case method the appro
priate critical issues.

I. The Buyer's Financial capacity

Perh~s the largest and most obvious con
cem Is that of ttle financial ability of the pro
spective purchasers. experience In many
countries with homeownershlp programs,

. Identifies the major obstacle to be the 'down
payment' or buyer equity requirements of the
financial markets.
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ComrnercIaIlncome can be
-.rrtI8I to the the
ftr81Clal health ora
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understand their
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• Rematntng as
renters

• Becoming an
owner'"

Non-Besldentlallncorne Producing property

It should be noted here, that many proper
ties can or do have commercial and retail
lessaJes and that these can be a significant
source of revenue. Con'3equently, In the
disposition of property or properties, how
any existing resources are disposed of can
have serious consequences for the econom
ics of the cooperative, condominium or
Investor. [See the attached Appendix 0, for
a more detailed discussion of this Issue].

II. The Buyer'S Understanding

In selling a bUilding to Its residents, the munici
pality must also take on the responsibility of
education. Very few residents will thoroughly
understand the options available to them and
the responsibilities that are part of ownership•
Adequate education of the residents can make
for an easier transition from rental to owner&hlp
and ensure a full commitment on the part of the
residents. Most often.this education can take
the form of [Mldent training sessions on vari
ous topics.

(1) Inftlal tmlQjng In homeowner rl'RMIIbJU:
lila:. Not every resrdent wants to or should
bGcome ahomeowner. Rental units are a vital
part of a fully functioning market economy.
Therefore, tfte first educational session 1ftat
should take place Is to find appropriate Inter
est~ purchasers. It Is Important to pqtentlal
homeowners that they understand betor. they
commit to buy, the responsibilities associated
with hom80wnershlp. This training can cover
how-to topics such 8S home repair, Insurance,
hiring of outside contractor., preventive mainte
nance and tax aS88S8ments.

(2) Training In homegwnerahip atruetyre
OPilooa: There are many ways to structure
homeownershlp (dl8cus8Mllibove) and ,.Ii
dents should have the benefit of this knowledge
before they commit to a type of
hom80wnershlp. In some instances, relldents
may only be familiar with one type of ownership
structure and Information mayoJ)@!' up new
ownership possibilities for them. Those that
could not afford to buy a home outrlaht may be
able to buy Into a condominium bullaln;, or a
cooperatIVe structure.
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(3) Adyantages and djsadygntagGs to resj-
dents: There are both adv~,'ltages and disadvan
tages tor residents as they become homeowners.
Residents take a large financial risk when they
Eurchase a home. If the Investment is not
good", they could stand to lose money in the

investment. This risk can be minimized if the
municipality takes an active role in tenant selec
tion and inspection of the building (including a
long-range capital plan) before sSlle to residents.
It could be that residents do not completely
understand all the risks and responSibilities
associated with homeownershlp and thus find
themselves In an undesirable situation.
Homeownership can also "lock" a resident into a
location for a substantial period of time, if the
property Is not attractive to people not living there
now or 1f It become unattractive.

However, the homeowner also stands ~o
receive substantial financial gain if the invest
ment is wl~~. In several years the unit can be
sold for a profit and the owner gains increased
ffnanclallndependence. This gain can be used to
purchase another prope~ In a different location
and with a different configuration and set of
amenities.

(4) Financial matters: Residents will need to
be trained In how to obtain financing for purchas.,
Ing and how to understand thea various terms and
conditions of that financing as well as the conse
quences of different types of financing.

(5) Management: For the most part, conver-
sion of municipally owned housing will likely
Involve multi-famlti apartments or flm andthus
ir'ivolve coopera~~ve and condominium forms of
ownership. This ,/1 t 1m will require mutual man
agement of the property. Residents will need to
be trained in such matters. This is more fully
elaborated upon in Volume 3.

III. sal•• to Inv.lto,.

If the municipa:1ty determines that the bulldlnr; ':.l more
appropriately soleI tt> dn Investor df''9 to the unwillingness of
the residents to bL~, thatr Incapacity to pay the appraised
fair market value "\9 municipality Is seeking (and it does
not want to provide 8~!ler financing or subsidies), or the
municipality a~8S not believe In resident ownership, a
different set of Issues arise. lh!a may be of particular
importance, if there Is a housing allowance program in_______-.. 1_

•
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place and thus the issue of whether poorer farnllles will be
able to afford the rents an investor may charge is some
what minimized and consequently a city is freer to sell. A
municipality must consider the same social safety net
issues that It considered when the purchaser was a resi
dent, only now the issue is not focused on the resident as
owner but as renter.

The major reason for investors pUrCh9.8:ng, is to tum a
profit eittler from regular net operating revenues or from a
future sale. The Investor should not get special consider
ation, unless the Investor agrees io provide certain protec
tions and/or subsidies to the tenants. Municipalities thus'
should structure sales to investors so that the municipalI
ties get the maximum profit possible within any constraints
It places on the purchase to protect some or all residents.

(1) CaRnal regulmmtmlS Bod impact go
saleabll~and salea prices at pragedl.,;
The mun clp-slity must consider how badly It
Is In need of capital. Often if a building II
sold for cash, It must be sold at a redliced
price while If It provides some or all of the
flnancing ('seller financing'), the munlclDallly
may be able to sell for a Ia~r :'rlce. "ibis
beComes a cost benefit ana Is for the
munlclpal~. Is It better for e city to have
money In hand to reinvest In the
muniCipality's missions or Is It better to
receive more capital albeit over a longer
period? .

(2) eoJItlgal and agelal (a_I., nMda
gmyp' - gggr, dlgbled, .Id.rty .Ie,) gpo...rences; Once the munlclpall\t compl8t..

e sale to an Investor, It can 1018 som. or
all control over the operation of thatp~
erty. l)epf'1dlng upon the Investor and the
requirements Irriposed at the time of ..18,
the sale could result In~r and/or elderly
persons being displaced tnw their hom••
by high rents or by simply 'r") de.lre of the
owner to have adifferent mIX of tenants.
Even In a market economy, realestat.
Investors can be encouraged or required to
have some responslbliitlei to provide hous
Ing for these needy groups. However, the
munlcfpalitY must mike sure that th••
r8lpor~elbllltlesdo not affect the property 10
18verewthat the Investor can not.make a
profit. Typically these requirements.,.

1.2 - 35 • PrivatjPriOD



either impos'ed by legal regulatiun of rents (so
called 'rent control') or by the provisions of
the deed for sale. The former is usually
sweeping, covaring most properties in a city
and has generally been a leading factor in
decline and abandonment of property. The
latter can be developed on a property by
property basis through negotiation.

. (3) Windfall profits issues in a volatile
transition: All investment decisions are
based on the potential for profit versus th~
potential for loss. Investors look for the
greatest IItJargain" they can find. Thus, the
municipality must take extra care not to sell to
investors at "fire sale" prices. Investors who
buy property at below market valU3 are taking
money.out of the municipality that could be
used to fund subsidized purchases for resi
dents. Such low prices can give the investor
with up front capital and connfJctions an unfair
advantage to tum a windfall profit. ,"hIs can
be guarded a9ainst by imposing a re~ale
restriction which limits profits to a fixod per
centage over a fixed term (say 5 years) or to
an increasing percentage over a fixed term.
One can also use the shared equity approach
discussed above.

Step 5: Offering the property

Using an BEp (Bequest for proposals)

The Issuing of a R~uest for Proposals (RFP) is
one that can solicit for the municipalitY the best
offer from a whole pool of Investors. In the RFP,
specifications are drawn to the municipality's
mdn$l and then distributed among all Interested
participants. Because the same RFP Is dis
closed to all bidders, the municipality has a level
'playing fielcl' on which to judge the proposals
that are submitted. It also increases the chances
that the municipality will get the best proposal
within the limits that It has designated. It can be
made available to residents, to for-profit Investors
and not-far-profit organizations.

RFPs can be Issued for any type of property.
Adaptive reuse Is a common pro~rty type for
which an RFP would be issued. For example, a
school Is standing vacant In the middle of a
desirable neighbOrhood, and the citY wants to
find a developer who will adapt the building for
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condominium living units. This Is a situation
where the city could tie on additional require
ments In return for the prime location of the
property. Additional requirements could Include
the development of units to be affordable to
elderly on fixed incomes.

Perhaps the city wishes the creation of a certain
environment for Its property. It could Issue an
RFP that designates that only proposals that
create a safe environment for senior citizens
(Including medical facilities and security) will be
accepted. It allow the city some control of the
development of Its property even though It will
be released from the city Inventory once the
sale has taken place.

RFPs are also a very effective way to establish
linkage between development and other munici
pal respor13iblllties. The city could require that
In exchange for development of city oWned
property, the Investor must pay the cost of
repaving the road on which It Is situated. Or the
city coufd tie development of lUXUry housing
with the development of a percentage of afford
able housing. this could remove some of the
burden to produce affordable housing from the
municipality and stili lure Investors and their
capital Into the city.

Using Realtors

The Realtor Industry develops In a market economy to
provide a broker or middle-person between the buyer anc·
the seller. Sometimes realtors represent the seller rsnd
sometimes the buyer. In listing the sale with a Realtor
the seller Is Bsklng that all of the details of advertising,
showing and discussing the property and negotiating the
terms of the offer as well as managing negotiations be
tween the seller and the buyer and assisting In cl("lng
the deal and transferring the property, are left for u,,~ most
part to the Realtor. Realtors often have buyers listed with
them looking for property and often belong to networks of
realtors and thus have expanded access to buy.....

.ualng Auctlona

Auctions were discussed In the appraisal section above.
They operate similarly to the Realtor system, In that the
auction house Is usually responsible for the development
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of an information packet' on the property, advertising, the
actual auction Itself and quite often, the post auction details
for completing the transfer of the property.

Using Direct Sales

Of course a municipality can advertise the property itself
through whatever media are typically used for real estate
advertising. The municipality would appoint a personls to
handle the details of the advertising, the meeting with
prospective buyers, negotiations and final transfer of the
property. Typically staff will be assisted b~ ~he ml..nicipal
attomey or a private attomey experienced in real estate
matters.

-----------------------------
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APPENDIXB

RETURN ON INVESTMENT (ROl) MODELS
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Comparison of Investor and Occupant
Maximum Price

Based on Income Capitalization

The goal is to compare the maximum price that a particular building is worth to
an investor and to the occupants (through a coop or condo structure). The hypothesis
is that the occupants can pay more than a.. investor if:

1. the govemment providl3S a purchase money mortgage at a rat~

lower than the rate at which an investor can borrow on the private
market; and

2. the investor's rate of return on equity is hit. .,er than the private loan
interest rate.

We assume that it is in the government's interest to provide purchase financing to
tenants, because this will enaourage stability of occupancy and give residents a stake in
the preservation of the houslig (and all the other advantages of homeownership). If the
government is interested in leveraging the sales proceeds of the housing for other
infrastructure investments, it could pledge the mortgage proceeds toward bond
financings of such other improvements.

To compute price under altematlve sceanrios, we use the income capitalization
apfJroach to determining price. Price is a function of two t~es:

o MortgaQe interest rate
o Rate of return on eqUity

The "market" price will varl based upon the extent to which these two rates vary.

Inyestgr Mgdel. For the investor model, assume the following:

Equity required. 25 % of Price
Investor Target Return on ::-f"'ity • 20 %
Loan Terms .16 1/20/0 for 8 y&ars
Annual Debt Service Factor (per $1 of Debt) •.225888
Nit Annual Income Available for Debt Service anfj Profit (NAIA) • $1

NAIA • Annual Debt Service + Annual Profit

Annual Profit ••2(1) • .25 • Price
Annual Profit •.CS • Price

Annual Debt Service •.225888 • .75 • Price
Annual Oebt Service •.1694146 • Price

NAIA. (.1694146 • Price) ... (.05 • Price)
NAIA ••219416 • Price
Price. $4.56 per $1 of NAtA



Occypant purchase Model. For the Coop model, assume the government takes
back 100 percent mortgage at 8 % for 30 years:

EqUity required .. 0
Annual Debt Service Factor (per $1 of Debt) • ,088052
Net Annuallncome Available for Debt Service an'j Profit (NAlA) =$1

NAlA • Annual Debt Service
NAIA = .088052 • Price
Price :II $11.36 per $1 of NAlA

There is no return on equity, since we assumed no downpayment, and the
occupar;' : will recover any growth in eqUity through resale of their ownership interests,
not project income. Therefore, all NAIA can be put toward debt service.

Conclysion. Due to the absence of a need to pay a return on equity in the
owner-occupant model, the full NAIA becomes available for debt service, and can
support a higher debt load and consequently a higher price. Even if the government
were to take back a note from private investors at the same terms as for tenants, the
tenants could still afford a higher price.

!
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ASSUMP'TlONS PI;R UNIT I

PFlECPOI<LADY NAJEDEN BYT
NUMBEROF RESIDENTIAl. UNITS 371 estimated
POCETBVTU Annuli Income
PROJECTED RESIOENTlAL VACANCY RATE 100"1.: PREDPOKLADANY
PREOPOI<l.AOANE PROCENTO PAAZONYCH BYnJ ROCNPRlJEM
auANTrTV OF COMMERCIAL SPACE SOl
MNOZSTVI NEOYTOVVCH PFanCR 1 W..Eamer
PROJECTED COMMERCIAL VN:;ANCY RATE 5.00%\ I VVOELECNE CINN
PREOPOKLADANE PRXENTO PRAZONYCH NEBYT. PROSiOR
lYPE OF BUILDING I I BRICKI 50000
TYPBUDOVV I CIHLOVAI
CA'l"E<J:RV : I'
KA'T'EGCAE I

; : ,2W_Earner
ACQUISITION TOTAL COST (1t1m•• annual family inccm.lor buildinQ) I 2.775,0001 75.00012 VYOELECNE CINN
CEU<OVA PORIZOVACI CENA (UAJETKU\ i I

ACQUISITION DOWN PAVMENT 110% of ICQU.s.llon COI1) I 277.5001 7.5001 7SOOO
2'ALOHA NA PORIZOVACI CENU I I I

ACQUISITION LOAN RATE i 5.00%1
UROKOVA MIRA PUJCI<V NA PORIZENI MAJEll<U ,

ACQUISITION LOAN TERM , 301 :

DOBA SPLATNOSTl PUJCKY NA PORIZENI MAJET1<U (ROKYl
ACQUISITION AMOA'ITZATION ANNUALPAVM~~EARS 1·2 tal5O% 81.ml
ROCNI PI.ATBV NA SPUCENI PUJCKY NA PORIZCNI MAJETKU • ROKY 1·2 : I

ACQUlSrrlON AMClR1'2ATION ANNUAL PAYMENT· YEARS 3+ i 182.44581 37.911
ROCNI PLATBV NA SPlACENI PWCKY NA PORIZENI MAJET1<U •ROKY 3+ I ,
CAPITAL IMPROVEMENT LOAN I 2.000.0001 54.0541
PUJCKA NA INVESTlCE I i
CAPrrAL IMPROVEMENT LOAN RATE 1.00%
UROKOVAMIRAPWCKY NA INVESTlCE I I i
CAPITAL IMPAOYEMENTLCANTERM 201
DOBASPLA1NCS1'1 PWCKY NA INVESTICE I
CAPrrAL IMPROVEMENTAMORTI2ATION ANNUAL PAYMENT 110.8311 I
ROCNI PlA1\1Y NASPUCENI PUJCICV NA INVEsncE
BASE FESI)ENT1ALRENTAL'VEAF'.Y INCREASE YEARS 104 60.00%1 I
ROCNI ZVVSENI ZAJO ADU NA.MJ Z BVTU AOI<Y 14 I I
BASE RESIDENT1AL RENTAL YEMLY INCREASE YEARS 5+ 10.00%\
ROCNI ZVVSENI ZAKLADU NANU Z BY1\J ROKV 5+
BASE COMMEACtALRATEVENl.Y INCREASE 30.00%1
ROCNI ZVVSENIZAICLADU tWMU Z NEBVTU I I I :

BASE UTUTY RATE YEARLY INCREASF. 10.00%1 I

MIRA ROCNHOM~_ "AIG tal PtJPt.A1lCU ZA ENEAGII A \IODU !
MSECrTYSEFM:ESv.::;.: l.Y~ Ul.OO%
ROCNI ZVVSENIZAKI ADU PCPLATKU ZA KCMUNALNI SLUm
~V'EN'.VN:MASE 1NPF\3 ai, fVAL.LE !5O.00%1 I
F~ftJCNlZVV8EN,HCDOIYMA.F.1'1C1J
~veAA.VINCMASE INA\9WEULAh~ 2O.~

;: rEDflCUDAA'ERCCNIZW8ENIPA .llSe40PlA"1\J
~veAA.YNCl4T1QNINCREASE 25.00'1.
IFREDPQQ..ADAHVRCCNI~INFUCE I
FAQIEC1'15D EN!RJV reikJFlrSlvtGS IO.QOIWaI
Pf2CDPOIUD-USPOAfENEAGIE Dl<VVYUZm LEPSITECHNCLOGIE I I I

~MENTFEE 5.QOlIC.I
OOMENAlA SPRAVU I

I-,-

•

•

•

•
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. INCRME 'Re.Unp Reslleb' -PAU~(PAUMYZPROVOZU~

RESlOENTlAL RENTS 48,3001 96.6001 15U601 247,296
NAJMYZBVTU
ILESSVAC~Y ·4831 ·96ti ·1.5461 ·2...73
MINUS PAAZONE BVTY
SEfM:EFEES 25.9201 46.6561 51.3221 56."54
OOMENA1A SUJZBY
lJTIUTY CHARGES 01 01 0: 0
POPLATKY 2A ENERGILIVOOU
CQ.4MERClALRENTS 2!O.0001 325.0001 422.5001 548.250
NAJMY ZNEBYTOVVCH PROSTOR i

LESS VM;AlCY .12.5001 ·16.2501 ·21.1251 ·27.483
MNUSPRAZCNE NEB'fTOVE PFOSTORV 1
GOVERNMeHTALSUBSIJES 45.CXlOI 01 01 0
OOTACE(STATNI. 00 OBCI..) :

OTHER IIlCOME I 2.000.0001 01 01 0
OSTATNI PRLlMY I

TOTALI 2.3S6.3271 ~1.0401 605"'111 823.0&4
CEU<EMI I

:'~AKLADY'
I

ADMINISTRATIVE 34.7111 <48.8261 6O.1~1 78.017
ADMINISTRATIVA I I
GENaw. 5.8581 8.3181 10.3151 12.113
REZUNI NAKLAiJY ! !
UTUTIES ! 1.6..1 2.1101 2.8311 3217
ENERGIENOOA i !
a:l)1NARY1ar'II rnM:l MAlNT'ENANCE ! 33.0111 48.5101 57.3011 70.821
BEZNA UDRZSA I I I I

MAJOR FEPAlASfE'LACEMENf 2.052.8111 01 5.000 5000
VEU<E OPRAVYJGENEAALNI OPRAVYtVYMEtM I
TAXES 3.S001 4,3751 5.4681 8••
DANE I I

MSCEU.ANEOUS I 5.000 6.2501 7,8131 8.711
FUN: I !

TOTALI 2,131.513 114.3871 148.1081 188.530
caKEIIl I ; I

I !• 218.'14 331.1531 458.803 131.534
Pro.I_lcv Dro Fln_nco"_ni I

I !
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, .
'ACOUlSmoN LOAN PAYMENT' 81.2331 81.233: 162.466, 81.233
SPLATKA PWCKV NA PORIZENI MAJETKU
ACOUISITION LOANPRINCFAL PAlO 3.7591 3.9471 41.4441 43.518
ZPUJCKYNA PORlZENlMAJE"TKU SPLACENO

1ACOUISmON LOAN BALANCE REMAINING 2.475.991 1 2.337.454. 2.122.4041 1.644.417
ZPUJCKYNA PORlZENlMAJETJ<UZSYVA UHRADrr
CAPrrAL IMPROVEMENT LOAN PAYMENT 110.8311 110.8311 110.8311 110.131
SPLATKA PWCKV NA INVESTICE
CAP"AL IMPROVEMENTLOANPRWCPLEPAID 90.8311 91.7391 92.6561 93,S&.'
ZPWCKYNA MESTICE SPLACEM:J
CAP"AL lMPROVEMENTLOAH BALANCEREMAINWG 1.9Oi.1691 1.817.4301 1.724.n4' 1.831.1111
ZPUJCKYHI. WVEST1CEZSVVA UHFWJ" i

TOTAL ACQUlsmONICAPITAL LOAN PAYMENTS 192.0841 192.0641 273.2971 192.014
CELKEM ZPUJCKY NA POAIZENIIINVEsnCE I

! I

NPT 27.7SOI 144,5801 183,6071 444.470
ClSTY ZlSK PO FlNANCOVANI I I

10.00%1 52.10"".: 66.16%1 110.17%
CISTA NAVAATNOST I , I
ACCELERAT£D PRMCPAL LOAN PAVMENrS 17.7SOI 134,5801 173.6071 434.470
ZALOHA NA SPLACENIPWCKY NA PORIZENI MAJETKU ,

NI=T 164.7241 328.653\ 446.8031 628.534

ICISTY PAlUV PENEZ MESTU
;~UMUL6DYE CMI" fLOW T9 sm .1.835.2761 ·1.508.6231 ·1.061.7201 -435.181

! ; IIKUMULAnvNl PAlUV PENEZ MESTU
,

•

•

•
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461Z881
352!

1801
2201

901
1101' ...2 Za 12 Bvtu

, ..., Za 7 BVtu
I Naimv ; BytlJ • Milson

1...3 za 8 BVtu 1201 2401 3841 614
1+4 Za t' BV1U 1251 2501 4001
1...5 za 4 Bvtv 1301 2601 4161

~lIh''''1I1 U",,'hlu 1:1..",.,

• Nllimv 7 Rvtu
4851

i
9701 1,5521 2.483

u..,,'hlu !=:a"",.. c:_
, 211 ~ItJ7hv.

1.1 501 901 991 10'1
55 gel 1091 12C1

1+3 60 1081 1191 131
1..4
,.5

6S 1171
1281

1291
13Q1

142
152

38881 4.704

Monltllv Utili'" Cl')lI11!l
N. 1:"11..,,,1 • V,,,ll/ •

1.1 4801 2401 3001 375
I-~-- -..-----------------:;:=r----:=-----:~~----..:;;;I1+2 5401 2701, 3381 422

, +3 ,6001 3001 3751 .11
1..4 ,680 3301 4131 51.
1+5 i 720 3101 4!SOI 513

....:_.- 3C!OO 1.5001 1.875 2.344
,N. 1=..1I1Pfti1 • Vtvlll • . !

T,,'al & ....lIal ,...... I•••

R_I

1.1
1.2

'+3
1..
1+5 I

7.1108._
9.3110

10.200
11.040

8100 9.012
7.011 9.511
7.718 ".5341
8314 112141
8.1121 12.0551

12591
1UU
14'511
15,S1I

".511

ptaCIf'WO Z PrlClaaklanlha Rac:nino Pitt"", • Rodl.. I I I
1.1 10.24% 8.10%1 10.01%1 13....
1.2 11.2..... 7.11%1 10.11% 14.1
,+3 12.... 8.14% 11.70% 1'.1
1.. I 13.... 1I.zn. 12.55% 17.3

1-' 1~~ ...jI_---~'4::;.72%:.::.::::;..--.:9:::.II:::a%.:.:+_---':.:3::;:.3:::K.::;.1 ':.:.::;;:.4~1"'.:.:t

ITo'a1

_10...-. .... ..' -----.....1

51.10

3I.m
47••

55.'10
247.211

5411.250

29."
32.2511

24.112

33.100
34.....

1M.•

20.1801

15120

2UIOO

".410

21.MOI
••100

7.510

10GlO
10.500
10.lIao
....300

1+2 za 12 8111U

1+4 za 69vIU
1+3 za 88wIII

C5llluv' Prllmv na Tm BvIu

'-- .....~.:;;..:;;;I.t'!z NEBYmVYCH PROSlCRI
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. ..,

jr,dmlnlstrillVI
,

AOMINISRATIVA I

'NONCFEE MANT\GEMENT STAFF ; 4.4771 !'.3721 6.4471 7.738
PRACOVNICI(JEJICH MZDV NEJSOU SOUCAST1 OOMENV 2A SPRAVU\
CFFK:E I

KANCELAR :

COMPUTERS 851 1.0&4\ 1.3301 1.662
POCrrACE
QFFIf;E SUPPUES ~I 5551 6941 817
KANCr:LARSKE POTREBV I I

TELEPHONE i ~ 5551 6941 887
~~FON I :

CCl'VNG : '*' 5551 6941 817
KOPIROVANI I

MISCEUANEOJS I 55G 6941 8671 1.014
FIJZN: I

,
I

Sub-SubIDtal Office I 2.731 3.4231 4.2781 5.341
MEZISOUCET ZA KANCELAR I I I

LEGAL I 9.730 12.183 15.2031 lII.CXM
PRAVNI : I I

BSNBm; I 01 3.3171 3.9801 4.778
SOCJALNI ZABEZPECENI I !
MANAGEMENT FEE 17.1181 22.5521 30.2861 41.153
OOMENAZA SPRAVU I I

WHAGEMENTLEASINGBFD<ERAGE FEE 0 7,5001 9.750 12.175
OOMeNAZA REAUZACI PRONAJMU
cmER I 0 0 0 0
OSTATNI !

SUMotrJ11 34.711 48•• 60.184 71017
U8IIIOucell

General
Rlllllni NaklHv
N9!~

,. '.200 '.500 1171
POJIST'ENI
CQJ.EC'1'1ON LOSSES 5.• 7.118 8,815 11.11'
ZTRATY PRI WBIRANI NAJEMNEHO
cmER 0 0 0 0
OSTATNI ......... 5.• @.311 ,- to._1 '2_"_IOUDIII
Utlllt_
Enlrail/Vad. ····1
COMMON HEATMOTWATEA

... \-~.

20U U7I 3••'I

TEPt.OfT!PlA VODA ve SPa.ECNVCH~ _. -''CCIlIAONELECTRJCI1'"l .. • 51 7•
EL,9<TRMve SPCL!CNYCH~

\

WI~TEFWEWER 0 0 0 0
YODNElS'lCCNEveSPCLECNVCH~H
ICCUACNGAS 0 g 0 0
PLVN VE SPCl,EQ'iVCH PPD8'I'C»W:H
LMCACOST 0 0 0 0
NAJ<LADV NA PRACOVNJKYITOPICI.J
onERCOMAON 0 0 0 0
ClSTATNIVE SPCUCNVCH PROSIORACH

3.217.........1 1•• 2110 2.131.........
0nI""'" ...In.....noe
..1ft~Udrlbl
Pl.I.t8GSERVlCES 0 , 5OC'l1 '.171 2'"

•

I~

•

•

•
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=
~~EATNJSERVICES 01 10001 1.2501 1.553
SERVIS WTAPENVTOPENI
CHIN:YSERVr.CS 1.4531 I.S16i 2.2701 2.838
KCMINC<EPFWA:
ELECmCALSERVICeS 01 1.0001 1.2501 1.563
~PfW'.:

CAFi'EN1rffSERVICES 01 5001 6251 781
iCSARSI<E PRACE
MASC»RV ss:MCES 01 1.5001 1,8751 2.344
_CMEPRa
JANmJRlAL SAURIES 13.!MQI 16.7391 20.0871 24.104
PLAiY DOMOVNIKU. UKUZECU
JANrT'CR1ALSJPPUES I 1.0201 1,2751 1.5MI uta
UI<l.I)OIEPKSiFEDCf I i
SECl.A1'VSERVICES 01 01 01 0
EEZPECNOSTNI SW2B'f , i

ELEVAlCASERVICES i 4.0001 5.0001 6.2501 7.813
VVTAHOVE SWZBY . i i
LAAOSCAPINO SEAVICES I 0 1,0001 1.2501 1.513
UPRAVAZEl.ENE : I I
PANmGSERVICES I 0 2.0001 2.5001 ~.125

MALAStCE PFW:E : I

TFWiH REMOVALSSMCES 5.7001 7.125i a.al ".'33
:x)VQZ OOPADKU

-;< ,

~AUWARICINGCLaNINGSERVICES 7751 9611 1.2111 1.514
UKLIC S1LNICICHOONIK\WARlCOVIST I

~~SERVP:ES 5701 7131 811 1.113
SERVlSANT'ENV I

NSFECTD4 FEES I 6"' 8741 1.012 1315
POPlATlCY ZA lNSPEKCEn<ONTRCLy I

NON· ncMlSED RClJTN: MAMCNANCE SERVlCE.CJ 0 Uool 1.875 2.*
PFW:E BEZNE UOAZBV· BEZ R:mJSENI JEDNCm.JVYCH PC1CZEI< I
NON • ITEMISED EMERGENCY MAINTCNANCE SERVICES I 4.Q23 2.0001 2.5001 3.125
PRACE HAVARLINI UDRZBY. eez~I.ECNOTlNYCH POlCZEK !

I I
laMo1811 3i."UII 48.1101 573011 70121

....lOUCell I

! I
IIIIDrIElll r.-.Ira I I

Vel. H...rtinl Oanw
IcaAUON EClUPMENT' I

SPa.ECNE ZAA2ENMBAVENI 1

cmERS 5211. 01 5,000 5.0a0
OSTATNI

.......1 52.'" 01 5.000 s.oao
""to..,1 I

ClDi•• A
Vwnlfty/Qenenlnl
E»'&," 2oaaooo 0 0 0
VYDA..E
~F\N) 0 270121 31.343 4....

fOI)FE!RV
ClIU\l.ATNE FaSWFUfI) 0 27.0121 13.• 11.727
I<UMllATM41 FON) REZERV I

C OKM ASSOCIATES. INC



MODEL VLASlNCT'JI. ODPRODEJ N'-'EII-..IKUU • NE NE8YTOVYCH

ASSUMPTIONS PI;A UNIT

I PrECFO<i.ADV NA JEDEN 8YT •
NUUEERa: f:£S1CENT'IAL UNrTS I 371 !all.......
POCETBVT\J Annual Income

'PROJECTED RESIDENTIAL VACANCY RATe 100%1 PREDPOKLADANY
PREOPOJ<LADANE PROCENTO PRAZONYCH BVnJ AOCNPAJEM
QUANlTTV c:E COMMERCIALSPACE : SOl
MN02STV1 NES'fTOVVCH PFOSlOR I " WaaeEamer
PROJEClCD cet.AMERCIAL VN;f4K;Y RATE 5.00%1 , VYOELECNE C1NN
PREOPOI<LADANE PFIXENTO PRA2DNYCH NEBYT. PROSTOR I

lYPE OF BUlDlNG ; I BRICKI 0 50000
lYP BUOOVY - ClHLOVAI !
CATECl:Rf 11 I

KATEGc:AE ! I ,2 W.". eamer
ACQUlSmON TOTAL COST 11/3 u.."," annuallamilv incame tar buildinal 915.7501 24.75012 VYDELECNECINN
CELKOVA PORIZOVACI CENA lYAJETKU'l I I I
ACQUISmoN DOWN PAYMENT (10% of aClQUisi1Ion collI 91.5751 2.475 7!ClOO
ZALCHA NA POAIZCVACI CENU , I i I,
ACQUISITION LOAN RATE : I 5.00%1 I
UROt<QVA MIRA PUJCKY NA PORIZENI MAJET1(\J I
ACQUISITION LOAN lCRM : ; 301 I

OOBA SPLATNOST1 PUJC)(Y NA iIORIZENI MAJETKU lROKYl I

ACQUISfTION AMOAT'2ATION ANNUAL PAYMENT·YEARS 1·2010% 5.3111
FIOCNI PlATBY NA SPLACENI PUJCKY NA POAIZENI MAJET1(\J • ROKY 1-2
ACOJlSrTCN AMORnZATICN ANNUAL PAYMENT· YEARS 3+ 53."4 12.405
FIOCNI PlA'llIV NA SPUCENI PUJCKY NA PCRIZENI MAJET1(\J • ROKY 3+
CAPrrAL If.PRCVEMENT LCNf 2,ooo.oaa 54.054
PUJCKA NA tNEsn:E
CAPrrAL IUPAOVBENTLQAN RATE 1.QOlWo
UP.:X)VAMIRAPWCICY NA 1NVeST1CE
CAPITAL I.IPACVEMENTLQAN '1'9U 20
008ASPLA~ PUJCKVNA tNEST1CE
CAPrrAL IMPACNEMENT~TICN ANNU'L PAYMENT 110131
AOCNI PlA'llIV NA SPUCENI PUJCICV NA tNESTlCE
BASE FESIJENT1ALRENTALYENl.Y INCREASEYEARS 1-4 IO.QOlWo
ROeNI ZWSENI ZAIO ADU NAMU Z IIVTU ROKY 1-4 I
BASE FESIJENTW,.RENTALYENl.Y WCFEASE YEARSs. 'O.Clftt
ROeNI ZWSENI ZNCI ADU NAJMU Z IV'I'\J RCIKY S. I
BASEcoee9ClAI RATE't'EM.Y INCREASE 3D.QOlWo
AOCNIZVVSENIlN" ADU NUlUZNEII'tTU
BASE UTIJTY RATE V'EN'.Y tICMA!E 10.QOlWo
MMACCNHOMIENZAICIIDU JIClPLAT1QJ ZA a4EAQ!1 AYODU
BASECrrv SEFMCUVlAA.YN:MAIE 10.QOlWo
AOCNI ZWSENI ZNG ADU PCPl.A11CUZAKCUl»W.N1 SWZ8V
PRQECtmVENLY NCAEAE 1fi"ACi SCi fVAWE 5O.ClO%
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SOME ISSUES INVOLOVED IN DISPOSmON OF ASSETS IN A MARKET ECONOMY

1& Enabling Legislation

To ensure that all the appropriate options for real estate ownership are available to the
housing sector permitting privatization, it will be important to provide statutory, program
matic and administrative authority for these forms to be established and Implemented. The
freedom to develop housing is limited by the statutes of the State governing commercial
and real estate activities.

L Condominium Enabling Legislation

The Condominium Enabling Statute permits the direct development of flat or apartment
type homeownershlp under the fee simple system. It enables direct development of con
dominiums and conversion to condominiums should people desire it. It permits and en .
courages mortgage financing which is secured by the property and the assets of the owner.
This form of ownership of real estate Is -legislatively neutrar.

The condominium statute or enabling legislation also defines some of the necessary el.
meots in creating a condornlnium. The reason for these additional elements, Is not to
preclude people from designing their own system of housing ownership and function. but to
reduce the number of actions which need to be brought to a court for determination be
cause procedures were not legislated or were not clarified. For example, to protect the
rights of all owners, condominium legislation usually requires that:

• the votln~wer of an owner cannot be changed without the consent of all the
owners. (lhls also protects th Interest of the mortgage holder);

• the right of an OVIDer to make changes In herlhls unit is limited by Its impact on the
enjoyment, security and safety of ttie neighbors;

• the ~ht to make Improvements (as differentiated Iron, ordinary and extraordinary
repairs) resulting In an Increase in fees or the Imposition of a spelal assessment,
USUally should l'8quire the consent of at least (for example) 75% of the beneficial
Interest. [Beneflclallnte,.st Is thtt percentage Of the common and indivisible..
ments of the housing - f.e., all the .r. and facilities outside the four walls, ceilInG
and floors of the owner's unit - calculated on the basis of floor area or market vaf.
and provides. type of welahted voting power for owners. The more unit value in
size or market value (calculated at one point in time) the greater the perqen~
Interest of the owner 8nd therefore the greater the beneflclallnt.est and therifore
the greater the voting power];

• Trustees must be elected annually. This ensures that the Initial developer of •
condominium cannot control the condominium after 50% of the units are sold:

• the comrY'on area fees ar" determin8\1 and assessed annually based on a budget
d8V8Ioped by the Trustees.

1.2 Appendix C• pap iii 11



b.. Cooperative Ownership

The enabling legislation for cooperatives permits conversion and/or creation of for-profit
housing and commercial cooperatives as well as non-profit housing and commercial coop
eratives. It provides for financing to be secured by the assets of the cooperative and with
rights of foreclosure and sale of such assets. Similar foreclosure rights are also needed by
local governments tor property taxes. utility charges etc.

PIt'rml"I"; tb. SID Ind ShiP' gf I PrOperty to be Converted IntO I CoudQ:
ml"lum or CooP'ratIYI or aold to an InVlat0r

The municipal legislation would require that all property be split into smaller units and that
the legal fonn of these units would be condominium.

The argument here is that the size of the properties to be sold, should be responsive to
individual concems and provide for democratic decisions conceming residents' interests.

However, there are many obstacles in the path of such democratisation of the housing, not
the least of which are the legal separation process. the practical problems of detennlnlng
boundaries and the problem of establishing equity In the disposal and/or distribution of
other assets, such as the revenue producing commercial assets. Commercial Income may
be the difference between net profit and net loss in housing operations.

The legislation tharefore would require several sub-steps:

Step " Tum Profit Making Ememrisla into a Cgndomlnlum gr a Cggperatlyl

One solution to the problem of th,:,:- non housing assets, Is to create an organization such as
a cooperative or a stock holding company for just the non-houslng assets. Its shareholders
would be all the resident families of the existing housing or possibly the municipality on
behalf of all of Its citizens. It would own the assets 81 a condominium owner In the various
condominiums (which Is one of the reasons why all the housing needs Initially to be broken
Into condominiums In the p~8S of establishing smaller housing entities).

For example, a neighborhood has 10,000 housing units in several buildings. It also hu •
school, several playgrounds, a community center, a small shopping center, five con..
nlence stores and 20 heetares of land serviced by Infrastructure. The stores are located In
the ground floor of buildings, as is the community center. No matter how you design the
split. It is not pouible to reallocate the assets equitably. By conversion to condominiums,
th_ ....11 are retained by the municipality or sold to anew entity and the net Income
after debt ..rvice Is distributed In the form o! dividends back to the shareholders and thus
th-. aasets continua to provide a kind of 'operating subsidy' to the municipality or to the
new rellcktnt owners. The 20 hectares of land are transferred directly to a Municipal Land
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Bank along with a mortg~ge equarto the capitalized (at net present values) of the subsi
dies invested in the land acqusition, its infrastructure improvements and the financing
utilized for these and are made available by auction to developers. this mechanism permits
the size and configuration of the subdivision to be rational from an operating efficiency,
democratic governance and personal preference viewpoint.

It may be that the common assets need to be distributed into more than one entity. For
example there might be an allocation as follows:

• ·Revenue producing commercial and industrial assets which have been developed; .

• Neighborhood institutions (such as parks, schools, clinics, churches etc.). [These
courd also be transferred to the municipality];

• Development assets such as vacant land, construction and development equipment,
deposits of people in the 'pipeline' etc.

In each of these cases, the original residents or the municipal owners at the time of the
disposal of the housing assets, would receive a share in each and every 'company'. In so
far as there I,nay be reasonable entitlement of the municipality to a portion of the assets, it
may be apprropriate to reserve some shares to be allocated to it in the C84e where the
revenue producing assets are invested in a resident controlled corporation or sold to a
private investor.

peterminatlon gf Size and Type gf t:lQuslng Oevelopment

The dispc)sitlon legislation would mandate that all developments larger than X be subdI
vided Intt.) units no larger than X and a A (say 66) % vote of the shareholders agrees with
such a determination which would Include the proposed subdivision exCYAding X units.
The murnlclpality would prepare a plan, submit It to a vote of each of the proposed subdivi
sions IJnd upon a B (say 51) % approval of the residents in each subdivision and upon a C
(say 7!;) % vote of approval by all the proposed subdMsions, it would be deemed ap
proved. In addition, a plan for the non-housing assets of the municipality would be devel
oped and submitted to all residents for approval.

After approval, the subdMslon would be enacted and each subdivision would be converted
into, a condominium form of ownership. Initially the municipality would own all the condo
mlflium units and their beneficial Interest In the common areas.

SteP 3. ClatiMng the Status of Non-purchasing Residents

The proposed legislation should probably set a date, say 30 days prior to the first resident
vote on the SUbdivision plan. by which the residents can purchase their unit. At that point,
any residents not converting to ownership status would becori1e tenants with say a one
year lease and thereafter a tenant-at-wlll status. Their unit/share would be owned by the
joint stock company or condominlurnlC'JOperatlve c1'8ated above In Step 2 and available at
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any time for sale after one year. Pem'aps they would be given a right of first refusal for any
condominium or cooperative share put on the market on the terms and conditions of a bone
fide offer received by the seller. Such right would have to be exercised within 10 days of
notlfiLation and receipt of such an offer and the entry Into a bona fide Purchase and Sales
agreement within 60 days.

[WIth respect to the partition and related voting system outlined In Step 2 above, there
might be an altematlve approach. In a case where the the proposed sale would result In
more than.50% of the occupant households being tenants, the city would review altematlve
partition plans. One might be that the proposed subdMslon be made larger: one might be
that it be made smaller: one might be that it be redesigned: the purpose being to create
partitions where the owners outnumber the tenants. Another option might be to determine
whether the owners and tenants might be willing to exchange units In order that buf:dlngs
could be 'tIpped' one way or the other].
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TECHNICAL ASSISTANCE AND TRAINING

To ensure that the disposition plan is understood and the process is democratically struc
tured, It will be critical that there be comprf:fhensiv6 education of all families involved. This
will likely take three forms:

I. Training

An Intensive training of all should take place. Three types of training will be required:

1& Municipal Staff

These neej to understand their leadership role In the process and also how to dismantle
their housing management structure, transfer their housing files and how to build a new
system for non-housing asset management and decision making.

tal Residents

These need to know the process, the timing. the consequence of decisions and how the
market economy In housing operates theoretically and actually In the country (e.g.• brokers.
listings etc.). .

!Cl Commercial Lessees

These need to understand the plan and how it will affect them.

II. Technical Alalatanee

It Is quite prr1bable that the complexities of some of the housing, the unique problems of
others and the wide variety of technical skills available for disposition. will require a focused
level of assistance which broad training cannot provide. There will need to be Technical
Asslstnce program set up which would probably be a 'pool' of technical skills (damestfe and
foreign) which would be available to send as needed.

III. Financial Support

There may be a need to establish additional assistance for families and some businesses.
This would pay for the planning of the disposition and the Implementation costs, chiefly the
development of mortages, condominium documents. cooperative documents and legal and
record~ng fees. It might also include the SUbsidy of the write-down of resident purchases.
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----~--------------------------.3& COQP,ratlyaLCgndoinlnlum Management ASllstance

With the shift to this n9W structure, there will be a demand for naw methods of property
management and the development of professional accreditation. While many staff of
housing departments are capable of delivering and managing cost effective and timely
quality servicas to housing, commercial and other facilities, there will be an increasing
demand for such servi~es from both coop/condo staff and from the likely emergence of
private management corporations.

.
Condominium Trustees and Cooperative Board Members will likely be new and will require
training in their role, including specifically:

• how to solicit property related services
• how to contract services
• how to monitor services
• and how to hire and supervise staff.

In addition as demand for private management, financial and mair.tenance services in
crease, there will be an increasing need to provide training and accreditation for property
managers whether staff or contractors.

Oth,r MIttt"i.

1.. Termination gf Rent ContrQ! end Sybsidles

The limitation on the rent which can be charged by owners needs to be lifted so that the
subsidies can be tenninated.

If housing Is to be managed in arl efficient and responsible manner, It will be necessary to
provide the accountability discipline of occupants paying the full cost of operations and thus
having a ves,ad interest In both timely quality and cost effectiveness.

If this housing Is to be privatized then it will need to have an operational cost structure
which Is based on reality. Direct housing subsidies tend to disguise and distort housing
economics by shielding them from the dynamics of the market place and occupant self
interest.

On the other hand th3re will be a need to protect tenants who do not meet affordabillty
standards, from the Impact of the changes and to cushion the impact of any changes on
those who do meet or exceed affordabillt"/ stands.rda. Unlike ownership housing, tenants
have adjusted their living habits over the ye,ars and made commitments based on an ex
pectation of a certain housing cost. They mny need time te make changes.
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CHAPTER 1.3

CONVERSION TO PRIVATE MANAGEMENT:

PROPERTY MANAGEMENT MODELS
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SEcnON I PROPERTY MANAGEMENT MODELS

In order to adequately address the future operation of the
housing for which the municipality is currently responsible,
decisions will need to be made regarding how the ongoing
activities of the property are to be administered.

Regardless of who undertakes the responsibility to man
age the property, the primary goal is to preserve and
enhance the a8set \ralue of the ~roperty and the qual
Ity of life which the residents enjoy.

A. Whet Is property managemer-t?

"Property Management" is an all encompassinp term
referring to the carrying out of administrative, financial and
maintenance tasks necessary in order to operttte a prop
erty so that it will function both on a daily and long term
basis. The "property manager" Is the individual or entity
that performs these tasks or oversees the performance of
these tasks by others. The manager may be the owner of
the property (Where the property Is a rental building),
another indiVidual or organization appointed by the owner,
a resident association, a govemmental agency or a com
bination of these players.

Property management can best be defined as a group of
activities that must be carried out In order for the proper
ties to function on a dally and long term basis. Property
management activities ensure that:

o the people living In the housing receive
services designed to promote safe, comfort
able and sanitary housing conditions;

the elements of the physical plant are pro
tected through the performance of preven
tive, routine and emergency maintenance
along with long range plans related to repair
and replacement ofcapital Items;

the financial viability of the property Is
addressed through accurate budgeting,
vigorous collections and timely reporting and
record keeping

the long term health of the properw and Its
contlnurng relevance to the need of Its occu
pants and the market Is assured through on
going planning, monitoring, analysis and
revlslons In the management plan as neces
sary.

1.3 - 1• Conversion to Private MaDqement
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B. Peacrlptlons of Verlgus Management Models

The following section discusses the structure and the opera
tional features of four models \If management that C\!n
successfully be used In a housing environment that includes
both public and privately owned propsrtles. The four mod
els that are discussed In depth are:

1. Resident Self-Management Models
2. Community Models
3. Private Management Models
4. pubnc Management Models

The models discussed below concentrate on the relation
ships between the property owner. manapement entity. and
residents of the property. Although the discussion does not
specifically address commercial properties. special consider
ation must be given to buildings that include both commer
cial and residential spaces. The needs and priorities of
residents and commercial tenants are not necessarily the
same and must be integrated. The task of renting space to
commercial tenants. maximizing the revenues generated
from that space and satisfying the needs of commercial
tenants who tend to pay a dispr~ortlonate amount of rent
require that the management entity have specialized skills in
the area of marketing and leasing•

.1.. Resident Self-Management Model

(a) Structured Resident Involvement

Structured resident Involvement In property
management begins with the residents orga
nizing themselves Into a group that is willing
and able to work together and In conjunction
with the property owner in order to maintain an
aCC8~ble standard of IMng conditions. lhis
model is most likely to be uSed In situations
where the property is owned by a public or
=te non-prOfit organization or a municipal

•although there is no reason that a private
owner cannot use residents to assist in man- i

a~enl For the purposes of this discussion. I

resident InvolV8nent assumes a rentaj housing -
environment. although the long-term Invol.
ment of tenants In the mana~ment of their
property does sometimes lead to resident
homeownershlp. Resident hom80wnership
management IS discussed in C below.

Structured resident Involvement Is most often
embodied in a representative resident council
or board that Is elected from the resident popu-
lation at large. In tum. the council works dl- .
reetly with the owner of the property or Its



primary agent in deciding what responsIbIlI
ties wUl be delegated to the council either
wholly or in part and to what extent the
council will have actual decision-making
authority or act in an advisory capacity.

The actual role which the residents will play
may vary depending upon the needs of the
property. the willin$Jness of the owner and
the skilfs and abilities of the resident group.
The Qoals and purposes of structured resI
dent Involvement may also vary. This model
may be used in order to save money that
would otherwise be expended on profes
sional staff handling the same tasks. In
situations where the property owner has a
broad mandate that may encompass social
welfare and economic development goals.
this model may be used to develop capacity
and build skills among residents that will In
tum advance individual economic self-suffi
CbnlJY.

Specific tasks that become the responsibility
of the resident council may include: develo~
ing, administering and monitoring tenant
rules and regulations; serving as a security
force; observing, recording and reporting
physical conditfons requiring maintenance
and repairs; and participating in tenant
selection and orientation.

In order to be effective. a resident council will
need capable leadership that can both advo
cate on behalf of the residents and be re
sponsive to the needs of the owner. The
resident council may report directly to the
owner of the property or may instead report
to a property management firm engaged by
the owner to act on its behalf. As was Ind~
cated above. this model Is most likely to be
used In situations where resident Involve
ment serves a dual purpose of providing
property services and developing resld8nt
capacity. In order to meet both these goals.
the owner may face an additional cost re
lated to training residents in carrying out the
property management tasks assrgned to
their resident council.

In summary. structured resident Involvement
Is typically most successful In an environ
ment where the owner has a goal beyond
protecting hlslher housing investment. This
IS most lIf<ely to occur where the form of
ownership Is private non-profit or municipal
and the mandate of me housing program Is

/
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broadened to encompass goals of encouraging
the development of resident skills and capabili
ties. At the ~ame time, successful resident
Involvement may provide economic benefits to
the property. These benefits may Include direct
saving~ through the use of volunteer labor and
increased satisfaction and cooperation on the
part of the residents that will result In concern
and care for the property, leading to reduced
maintenance costs. Finally, It may be neces
sary for an owner to be willing to pay for the
cost of training residents so that their involve
ment will be effective.

(b) Resident Management Corporations

Resident management In the United States has
been used in affordable housing settings In
order to improve the living conditions in devel
opments and provide economic opportunities
to residents. Resident Management Corpora
tions (RMCs) are entities organized by resi
dents to undertake responsibility for property
management. An RMC enters into a formal,
legal contract with the owner to provide hous
Ing management services. Typically. the prop
erty Is owned by a non-profit organization or
the municipalItY. An RMC is typically struc
tured as a pubflc. nonprofit organization.

RMCs can. and do. provide other services to
residents such as day care facilities and eco
nomic developmen~ ventures which stimulate
resident involvement In the community. Ini
tially. the RMC Is contracted to manage the
p~rty where its members reside. They may
also expand their management activities to
buildings other than therr own. As a develop
Ing business. RMC's may embark on other
ventures related to the well-being of their
community. Including day care facilities and
other economic development activities (I.e.,
carpentry. painting. automotive repair).

The RMC model Is most likely to be utilized
where the provision of decent housing Is part of
a iarger social goal which Includes capacity
buildlng. eoonomlc development and a sense
of empowerment for households with limited
resources. It Is also not unusual for a property
managed by an RMC to explore
homeownership o~ons and eventuitiy work
towards the goal of ownership.

-----~------------_ ..--------,- \1~ •



Technical A•••ltanee G.....
(TAG) can be provided by federal,
stl\te or local governments 88 well
as foundatlona. universities. and
non-proflt organizations.

AMCs are incorporated as a business and
therefore designed to provide a full scope of
professional services in the housing man
agement field. The owner will .~ ,ter into a
binding management contract with an RMC
for mar"agement of the property. The typical
structure of the AMC includes a board Which
oversees the operations of its management
staff. The elected Board members will meet
on a regUlar basis to review the activities of
the management staff which reports directly
to them. The management staff deals with
~he dally operations of the development and
h'cts similarly to a third party private manage
rltent compariY. The AMC receives a fee for
services from the property owner. The ser
vices typically inci~Jde maintenanCB. repairs,
tenant selectIon. n3nt collections, financial
reporting, budgeting, coordination and over
sight of related housing activities. An RMC
is usually structured so that the staff reports
to the RMC Board and the Board reports to
the owner.

In order for en RMC to develop all the neces
sary skills to selve as a successful private
management company, It will require outside
technical support. This is the reason that the
services of an RMC, at least initially, are
USUally provided to Its own residents In
housing owned by non-profits or govemment
groups. The necessary assistance can be
proVIded In a variety 01 ways:

(1) Provision of technical assistance
grants: These are provided to RMOs
b8..sed on comJ)8tltlve proposals submit
ted by the RMC's. The grant Is de
s~nea to ensure that the RMC hu the
funds available to build the capacity and
skills necessary for property manage
ment. Grants can also be used to hire
outslda consultants who will train the
RMC staff In s~lfIc areas of housing
management. Grants may be used to
pay fOr help for setting up a reliable
budgeting and accounting system and
developing personnel poncles and other
management tools.

(2) Apprenticeships: If the owner has
housing management personnel on Its
staff, It may want to allow residents
hired for certain housing management
positions to work with a staff member of
the owner's organization on a regular

. 1.3 - S• Conversion to Private Management



basis until the resident has learned all the
facets of the related position. For ex
ample, a resident who has been hired to
become the manager of a RMC develop
ment will work with a trained municipal
staff manager to learn all the various
aspects of managing housing. This will
occur over a certain period of time, per
haps within one year, and will be referred
to as ·on-the-job training".

(3) Setting up s training program: The mu
nicipality can first s@:t up a training pro
gram for the board of the RMC In basic
organizational and operational issue such
as how to run a meeting. It may also
include ground rules for conducting meet
ings, working together as a team, and
how to overcome conflict. The major
emphasis should be on board duties and
responsibilities. Board members wlllieam
how to set policy and provide oversight.
The board will learn the difference be
tween policy it is responsible for, and day
to day operations which are the responsI
bility of its staff.

In summary, the Resident Management Corpo
ration Is a professional business venture,
staffed largely by residents of the housing
which It contracts to manage. Its b~Jslness
aetlvitias frequently extencfbeyond direct
housing services Into the area of economic
development. To be successful, Re~ldent
Management Corporations will require the full
cooptii:ltlon of the owner. this ·cooperatlon
may involved the development of a tralnlrtg
program as well as financial bequests to tt1e
RMC. Successful RMCs provide high caliber
management services to the property owner.
Because of their close relationship to the
proper:tY which they manage, their level of
conunlti'nent and concem for the well-being of
the proper:tY 19 an excellent benefit to the
owner of the prope~ although Its value may
be difficult to quantify. Apossible outcome
under this model Is 1ha gradual development of
a homeownershlp opportunity for the residents.

(c) Community l\Ssoclatlon Management

The Community Association model of manage
ment assumes that the residents are In fae! the
homeowners. The most commcn forms of
ownership are condominiums or cooperatives.
Condominiums are defined as Individually
o'!'ed housing units which Incorporate jointly



owned common areas. Because of the
sharad ownership aspects of condominiums,
an Association is formed and a representa
tive Board is elected to manage the condo
minium. A Cooperative refers to housing In
which the residents each own a share of the
cooperative corporation which in tum holds
title to the propertY. Again. there is a repre
sentative Board erected to oversee the dally
and long term activities of the property. In
both forms, the Board is the group desig
nated to manage the property.

The respective Boards may carry out their
responsibilities in two basic ways, either self
managing or hiring a property management
company. Boards which self-manage may
either do so on a voluntary basis or may l)e
paid for their services out of the operating
funds of the property. Self-management
requires a time commitment from Board
members along with the existence of the
requis!te financial, maintenance and admin
istrative skill'S. In some cases a Board may
fulfill some responsibilities by self-managing
and delegata other tasks to third parties (I.e.
t3mploying a bookkeeping service to prepare
financial reports).

If the Board delegates the responsibility for
management of the housing by contracting
with an outside management company, the
management firm Is IAccountable to that
Board and can on!}' act as Its agent. The
Board does not relinquish any rights or
responsibilities conceming the conditions of
the property and may terminate the relation
ship in accord wiU1 tne notice provisions of
the management contract.

In summary, the elected Board of a condo
minium or coo~ratlve Is the de-facto man
a~ent entItY for that property. If the Board
members have the n8CElssary skills and time
required, they may choose to mana~ the
property themselves. The benefits Of this
approach may include cost savings since the
labor will either be donated or be compen
sated at a rate lower than the costs of an
outside manager. In addition, it Is assumed
that the commitment of an owner Is deeper
and more far reaehlng than a third ~arty
contractor. On the other hand, the Board
members may not have the depth of
knowledge or time available which Is
necessary to successfully manage the
property. Furthermore, cost ~avrngs which 8.
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professional management company may be
able to achieve because of its buying power,
may not be available to the property otherwise.

In the case of self-management the larger the
organization of owners, the more staff will need
to be hired and the more complex the commu
n~ organization will become. In some cases
this will be a cost effective and high quality
organization. In many other situations It can
become excessively bureaucratic and ham
pered by Its organizational inertia in being
either cost effective or responsive to the needs
of the owners.

The "best' model for management of condo
miniums and cooperatives may not always be
the same. As the composition of the Board
and the needs and priorities of the property
change over time, the relative merits of self
management and third party management will
need to be reviewed.

2. Commynity Models

(a) Nelghborhoo1-based Models

A common phenomenon in a free market
economy is the creation of neighborhood
based non-proflt orgaralzatlons designed to
address the basic social welfare needs of the
Immediate community. Along with the need for
health care. educational and social services,
the development of standard housing Is fr.
quently identified as a high priority. Once this
housing is developed. the next Issue to be
addressed is how to operate the housing. The
nalghborhood organization may choose to
contract to a privilte management company.
facnltate the development Of an RMC or self
management capability or may decide to ex
pand Its efforts into the field of property man
agement. The two types of ne~hborhOod
bised organizations most likelY to be confront
Ing the ~U8stlon of how to manage housing are
Community Development COll)Oratlons an(j
Mutual Housh•., Associations (which In Eastern
European countries are sometimes called
·Proprletorshlp CCq)eratives".) For those who
decide to expand Into th~s field, their
operational management model changes over
time as their portfolio grows and the time
required to be dijdicated to management
Increases.

These organlzation~ should carefully review

-..



their staffing, the nature of their other actlvi- m:.
ties and their original mission wh~n deciding
whether to hire an outside professional
management company or to manage the
property in-house. They must also analyze
whether they have the ability and commit-
ment to alter their pro~arty management
model as the number of housing units for
which they are responsible increases.

Typically, a neighborhood organization will
assign a member of its existing staff to
handle the responsibilities of management
along with hlslher regular tasks. As the
number of units under management in-
creases, the organization will face the decI-
sion to hire a staff member to serve as
property manager. If the portfolio continues
to increase, the point will come where the
organization must decide whether or not It
creates a property management division or
subsidiary to handle the housing manage-
ment resPQnsibillties or if It hires an outside
company. The primary benefit of creating a
related housing management company IS the
ability to monitor and control the manage-
ment activities combined with the creation of
an additional profit center. The key draw-
back relates to the mission of the organiza-
tion and Its ability to fulfill that mission while
diversifying into the field of property manage- '
mente

Typically the mission of Mutual Housing
ASsociations and CDCs Is to develop hous
ing rather than just maintain it. Conse
quently if the focus Is on new development
the existing housing can easily be forgotten.
On.the other hand focusing attention on
management can cause ttie organization to
lose its focus on new development.

(b) Charitable Organizations

Similar to neighborhood-based non-profit
organizations, (CDCs), Mutual Housing
ASsociations and Cooperative Housing,
Churches, Trade Unions, and Housing
Trusts arA all examples of nonprofit groups
which choose to expand their mission to
include housing development and the area of
economic development. In so doing, they
face the same dilemmas as the nefahbor
hood organizations In detennlnlng tne extent
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to which housi.n~ management activities
detract from their other mandated areas of
Involvement.

Functionally, the community model of manage
ment is not dramatlcr.l!ly different from the
services provided by lEi private management
firm. The key differences are:

o the group is managing for its own account

o the e~istence of the management entity
may have evolved without an adequately
considered corporate plan or set of
objectives.

This second difference may negatively effect
the quality of the housing management ser
vices being provided. It may also detract from
the other stated purposed of the organization.

(c) Industrial Corporations

Historically. many industrial corporations have
developed housing for its workers and have
had to retain responsibility for the on-going
management of that housing. As a result,
these corporations have found themselves In a
position similar to organizations whose
purpose is to develop amnd manage housing.
However, they have neither the skOls nor
resources mgeded to_persom these
management tasks. So-called -Enterprise"
housing management has often been
contracted to professional management
corporations.

f[Iyate Management Models

Aprivate mana~ement model Is one which
relies exclusive on the private sector to pro
vide partial or fu I management services.
There are a variety of management models
which meet this definition. These may Include
management by residents (either tenants in a
rentalbuilding or owners In a condominium,
cooperative or mutual housing setting), self
management on the part of a privatebuilding
ownerlinvestor, management by a private non
profit organization 'or managfltment by a for
profit partnership or corporation, which may be
part of the ownership entity or a totally sepa
rate third party. Whether a property Is Investor
~wned, municipally owned, resident owned or
owned by a not-for-proflt organization, any of
these private models Identified above may be



utilized to provide management services
which will promote safe. sanitary and
comfortable housing conditions for all
residents in a cost effective manner.

Private manaQement models of property
management Include the use of individuals
who most typically are managing for their
own account and partnerships or
corporations which are typically businesses
set up specifically for the purpose of
managing property.

(a) Management by the Owner

There are several variations of individual
management models. Typically, this refers
to an individual for-profit investor In rental
property who plays the dual role of owner/
manager. He/she collects the rent. does the
bookkeeping. leases the units, and arranges
for maintenance (he/she may actually per
fonn the repairs). An extension of thls model
Includes the scenario under which the Inves
tor hires an Individual to perform manage
ment activitif.Js on his behalf. this person
works directly for the owner and reports to
himJher. The employee may be paid a
salary, or be given a housing unit In
exchange for services provided. This model
is commonly used by 8 smaller Investor who
owns rental housing. It Is cost effective and
workable as long as the Investor's portfolio
does not grow too large.

(b) Partnerships and Corporations

The corporate property management model
is the traditional one under wtilch there
exists a private for-profit business which
contracts with property owners to manage
their prOPerty on a fee for services basis.
They mayor may not also manage some
properties for their own account. Although
all private for profit management comPanies
have the same goals. thelr management
systems may vary. There are a number of
different approaches to the management of
multi-family and commercial properties. The
basic systems Include:

1. Project Management
2. Departmental Management

1.3 - 11 • Conversion to Private Manaaement
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3.
4.
5.
6.

lion to Priva1 ement

· .
Centralized Management
Site Management
In-house Maintenance
Use of third party vendors and
contractors

In project level management, a property
manager has overall responsibility for one or
more properties. Although the manager may
rely on other departments for Information
intemally.itls the property manager who Is
accountable for the financial, administrative
and physical well-being of the project. In this
model, a manager must have a basic level of
knowledge In an key areas. He/she must be
skilled In coordinating Information, and prioritiz
ing activities and must also have the ability to
work closely and cooperatively with other
departments within the corporation, since
without their Input, the manager will not have
access to the Information whrch Is necessary
for the manager to fulfill hlslher responsibilities.
Basically, In project level nlanagement, the
-buck stops" with the manager: The primary
benefit of this approach Is that one IndMdual
know all the different Issues related to the
property and how Individual concems relate to
one another and the whole. However, this
approach requires that an individual be ca
pal:)le of processing large amounts of Informa
t!on in a variety of areas of knowledge.

Departmental Management describes a
management approach In which each depart
ment manages a different aspect of the needs
of the property. In management systems of
this type, the accounting Clepartment would
manage and oversee the finances of the prop
erty; tile maintenance department would
handle the physical plant requirements and the
propel\' management staff would be Involved
In administrative issues such as leasing, tenant
organizations, and general correspondence.
Thls approach emphasizes using e~rts In
each area to manage that aspect of the prop
erty. Its major weakness Is that no one has an
overview of the property and Its priorities.

cent....lzed Management occurs In a setting
In which all property Is managed from a central
location. Manager, accountants or mainte
nance will visit the property but will be based In
the central office. In smalfer properties (fewer
than 100 units) centralized management may
be the only feBslble approach since the man
agement and related staff Involved with the
property are likely to have other property re-

( ~
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sponsibilities as well. There also may be no
physical location at the property from which
the management staff can operate. The
benefit of centralized management Is thQ
ease of supervision and oversight by corpo
rate administration of line staff Who are
based in the same location as their supervi
sors.

Site Management occurs when the property
manager and related staff operate at the site
of the prope~ which they are managing.
This is more likely to occur at properties
which are larger than 100 units. Depending
on the demands of the prope~, there may
be absolute site management In which all
departmental responsibilities (accounting,
physical and administrative) are handledat
the site or more likely. certain actMtles will
be handled at the site with some supervision
or assistance from departments based at the
central office. Site management almost
always occurs in properties that are larger
than 150 units since they usually require at
least one full time management staff person
assigned to them. Site management r.
quires the existence of an adequate ~yalcal
location in which to set up an office. Ttie
primary value of site management Is that the
management staff Is able to constantly be
aware of what is going on at the pr~rty on
a first hand basis. H8Ishe f~uentlY has the
opportunitY to take action before a concem
escalates into a problem. From a co~rate
perspective, site management is usually
more profitable since there are few if any
corporate overhead costs associated with it
unlike the costs associated with managing
the property from the central office. on ttie
other hand, it is more difficult to 8upervlae
and monitor and control quality at site man
agement offices since the day-to-day man
agement decisions are being execut8cl at a
location different from that of the corporate
administrators responsible for that supervi
sion.

Approaches to Maintenance Staf1iDg

A typical property of 50 or more units will
have at least one -maintenance" staff per
son hired and supervised by the mana~
ment company. This person will have some
janitorial responsibilities and mays:ome not
also have responsibilities for minor re rI.
In discussing the use of In-hou.. m.
nance. we are talking about a far more
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extensive Involvement in the repair and
maintenance of the physical plant. A company
using in-house maintenance will most likely
have at least a carpenter, plumber, and
electrician on-staff. In an organization relying
on a departmental management style, the
maintenance department will have complete
control and responsibilitY for the allocation of
resources for physical plant work Items. In a
project level system of management, this may
pose a problem since there may be competI
tion for the access to these resources. As long
as the quality of the maintenance staff Is good,
certain Issues regarding work results will not be
a problem. When there are problems with
quality, frustration levels escalate quickly with
the Inability of management staff to shop else
where for better quanty services. A corporate
value In utilizing an in-nouse set up may be the
creation of a separate profit center. A profit
able maintenance operation obviously Is valu
able. At the same time, if the output of the
operation Is causing dissatisfaction on the part
of the clients because of the quality of the work
or the costs of the work, the arrangement will
need to be reviewed.

In reviewing the use of In-house maintenance,
the basic altematlve to be considered Is the
use of outalde vendors and contnlctora.
The goal In contracting for physical mainte
nance and repairs Is to have quality work
performed within a reasonable time frame at a
competitive price. In shopping for outside
vendors, It Is Important to be clear about re
sponse time, 24 hour a day availability, de~
of the organization. costs and guarantees. If
these concems can be satisfactorily addressed
-In working with an unrelated entity, Issues of
Intemal competition along with the perception
by the client of a conflict of Interest can be
avoided. At the same time the ability and
Incentive to negotiate a competitive price can
be increased by working with an outsider.

The above styles of management are fre
quently not mutually exclusive. A company
may use both centralized and site-based man
agement. They may also have a small ir.
house staff, but rely on outside contractors for
certain trades or certain size Jobs. There Is
rarely a right or wrong way ofdoing things. In
determining the "best" approach, tfte varue to
both the client and to the corporation must be
considered in order to make a decision that will
ultimately benefit both parties.
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Private management models of management
are profit-oriented. Therefore their approach
to the provision of housing services is
geared towards effective and efficient
service delivery in order to maximize their
profit. In the case of investors managing
their own properties, there is no addifional
consideration. Where partnerships and
corporations are concentrating on third party
management, their model must also consider
the issue of competition with other
management companies. In recognition of
competition, these companies should always
reexamine their basic model to determine
how they can provide better and more
comprehensive services at the lowest pos
sible cost to the property owner.

Pyblic Management Models

Each municipality's role can differ in how
they manage housing. A municipality can
act as a regylator of the private and non
profit corporations who develop and operate
the housing, ensurinp that the owners com
ply with the public mission and act In accord
WIth the laws pertaining to housing regUla
tion. In some situations, however, the
municipality's role c..an broadened to Include
sYRlryjsOry functions which protect the
physical and fiscal viabilitY of the property
and health and safety of the tenants.

It Is Important to differentiate between)~
lat0rv. and supervisory actMtles. Regyl
ectMltes are those which pertain to monitor
ing for compliance with laws and for man
agement of project operations to ensure the
preservation of the housing both physically
and financially. Regulatory monitoring aetlvl
ties can vary depending on the level Of
Involvement of the municipality. SyperyllQry
ectMties are those by which a municipalItY .
agency intervenes itself In direct supervlsron
and oversight of basic routine management
functions, directing the owner and/or man
agement agent in What they do. Supervisory
aetMties generally consist of rent administra
tion, admfnistration of how management will
take place at distressed projects, and Inter
vention in physical maintenance and man
a~ent In cases where tenant health and
safety Is threatened. A supervisory role
requires the munlclpallW to have available
staff to undertake all of these activities and In
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many cases this is not feasible.

(a) Departmental Models

This type mana~ement model is centered
aroun-d the mUnicipality having direct con
trol over a housing management depart
ment. The department would be managed
by the city manager and enable the man
ager to closely monitor all of its activities.
A housing department within the city's
political structure would make the staff more
accountable for its actions.

SIIf rnana$lement requires the creation of a
new muniCipal department with staffing, equlr>
ment and office space. The cost In dolng this
may be a key determinant. Its very existence
also adds to the size and comple~ of the
municipal bureaucracy. In the United States,
municipal housing departments may not be
able to make decisions and Implement them 8S
quickly, since they frequently must comrly with
certain laws which apply to all munlclpa OOdles
but are not applicable In the private or even
quasi-public sector.

The most compelling argument In favor of 8
municipal housing department Is that the lines
of 8uthOrity are crear; there Is an absolute
mutuality of Interest and minimal difficulty In
monitoring and oversight by the municipality as
owner.

There are typically two types of staffing
mixes that are used In this type of setup.

o In-house StaffMod,1 - this would
take the form of a large bureaucratic
structure where a chain of command Is
followed In all phases of work. Hous
ing de~rtments typically have many
la~rs of administration and a large
staff handling the numerous activities
of housing management.

o Mixed Staffand Contract S,rvice
Mod,1 - this model utilizes less staff
but requires extensive monitoring of
outside service contractors. A small
In-house staff could be responsible for
collecting rents, tenant selection and
major mOdemlzatlon actMtles whereas
an outside contractor could be respon
sible for short and long term building

-

10 , 'I



maintenance, making sure vacant
units are cleaned so they can be
rented quickly, enforcing house
rules, and ordering necessary
materials.

(b) Agency Models

A separate municipal agency is the model
used frequently in the United States In the
management of govemment owned low
income housing (Public Housing Agencies).
Typically these agencies are created and
chartered by the municipal govemment but
operate with varying levels of independence·
ranging from having a close formalized
relationship with the municipal government
to operating with a high degree of autonomy.
Not being a direct line department of the
municipal government, these agencies have
the potential for approaching management In
a more innovative manner. 1n addltlon, at
least in theo~, they are somewhat removed
from the "polltics" of city government, which
might negatively influence the way In which
they manage the property.

Having an agency so!gly devoted to housing
management and related Issues can be
useful in ensuring the housing Issues are not
relegated In their importance. A level of
Independence provides for a flexibility which
can also be benefIQ!al.

Municipal monitoring and oversight become
somewhat more dlfffcult and time consuming
since the agency Is not under the direct
aegis of the municipality. Moreover, It Is
easy for the municipalItY to focus on other
actlVltl€ls and forget abOut the housing
agency allowing services to deteriorate.

The above models of management are not neces
sarily mutually exclusive. The municipality may use
a combination of any of the three. In the case of an
autonomous pUblic agency, this agency, In tum,
may contract with private management for some of
its portfolio.

Regardless of how the property Is managed, the
municipality, as owner, needs to always keep In
mind the purpose of hiring an agent to handle the
functions of operating the property. Thepr~
manager Is not the owner Of the property. At the
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Finance

Maintenance

Admlnistratign

same time, without sufficient authority and autonomy,
the manager will not be able to operate the property.
Reaching this balance can be difficult. The
solicitation process, management contract and
monitoring systems should all be designed to make
certain that responsibilities and limits of authority are
clearly and specifically identified.

iflBIT 4.1 • key questions to consider in examining
property management models:

• Who will collect and monitor rent payments? Who
will incur, approve and pay expenses?

• How will this income and these expenses be
accounted for?

• Who will prepare and monitor the budget for the
property?

• Who will prepare and review financial reports?

• Who will Inspect the buildings and determine
necessary re pairs?

• Who will prioritize, schedule and coordinate these
repairs?

• Who will actually perform the necessary work?
• Who will develop a plan for long term capital

reinvestment?
• How will contractors be chosen?
• Who will be responsibla for cleaning the prop@rty?
• How will staffing requirements be determined?
• Who will superVise the staff?
• How will routine and recurring maintenance tasks

be Identified and addressed?

• Who will select the reafder.ts?
• Who will maintain building and resident flies?
• How will Information be transmitted to the owner

from the residents and from the residents to the
owner?

• Who will report to the owner? How frequently and
In what format?

• What are the limits of authority of the property
manager?

e What will the process be?

•



SECTION II: SOUCmNG CONTRACT MANAGEMENT

In ortier to insure that a property is operated in the best
interests of the owner and residents. it is critical that it be
properly managed. The management of a property refers
to the day to day physical, financial and administrative
operation of the property; making certain that bills are
paid, maintenance tasks and repairs are performed In an
orderly and timely manner. that rent is collected from
residents and that any reports required by the owner or
municipality are completed accurately and on time.

As previously discussed, there are several models of
management, including resident management. owner
management and contract management. If the decision Is
made to use contract management, the method and crite
ria used in selecting the contractor Is extremely important.
This process Is equally important wh~~her the contractor Is
to be a private for profit corporation. a no~~·profit organiza
tion or a tenant group.

The followin9 discussion addresses both tenant manage
ment and pnvate company management. Although there
are significant differences between these, soliciting each
to respond to a Request For Proposals (RFP) for property
management Is basically the same. The purpose In aollclt·
ing tenant management serves several purposes which
InclUde both providing management services to the prop
i1rty and creating an opportunity for residents to dev8loD
certain professional capabilities, while the solicitation of
private management Is limited to hiring an outside profes
sionS; entity to provide all housing serVIces to the resI
dents without Involving them in the process.

Owners of la~e properties (say In excess of 500 units)
may decide that management may be concentrated for
some or all of the property in one or more management
companies. The governing principles in having more than
one management organlz8t1on Is:

1
11 to create competition in costs
2 to create and foster different approaches
31 to address pr~rtles which have widely

different needs (e.g. eommerclal versus
residential. family versus elderty)

A. COnctpt at BlgollIt fQr ProPPP'1 (BE!1

-Request for Proposals" (RFP) refers to •
written set of specifications which provides
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details regarding the managem£tnt services
which the Owner of the property Is seeking.
The use of a written Request for Proposals
creates an cbjeetive method for !3ollcitlng and
analyzinQ competing bids. It ensures that all
prospective contractors understand the scope
of work to be provided. The use of a request
for proposals also makes it possible for the
owner to readily compare the responses, since
each bidder has been given the same Informa
tion and asked the sl\.>ne questions. The type
of Information requested, the areas in which
expertise is required along with how the con
cems and priorities of the owner are Identified
will determine who are the likely respondents
to the RFP. Appendix B provides an actual
outline for a proto typical Request for Proposal.

Development of tbe AlqUIst for PropOSItI

In developing the Request for Proposals, the
owner should give considera,tion to the follow
ing questions:

1. What is the time frame for hiring a
management company?

2. How does the owner want to notify
prospective managers?

3. Does the owner Intend to use the n()tlfl
cation process as a means for attracting
a specific group of bidders?

4. What skills does the manager want to
emphasize?

5. Are there any municipal requirements
and certifications that a prospective
manager must meet?

6. Are certain skills. experience or educa
tion so Important that a prospective
manager should not resp~nd unless he
meets these specified criteria?

7. How will the selection process work?
Will the only required response be
written? Will there be Interviews? \VIII
the bidder have to provide a speclfl&1
number 'Snd category of references?
Will the owner want to visit other proper
ties whlc~ the manager works for?

8. Must the prospective manager have any
licenses or registrations In order to be
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eligible to be selected?

9. How will the responses be evaluated?
Will all qualifications be considered
equal in importance or will some be
weighted? Will points be assigned to
each criteria?

10. What role will the management fee
play in the selection process?

11. Is there a required format and tima
table for submitting proposals?

Dlstrlbutlgn prgc'II

One of the considerations in the development
of the RFP will be the distribution process:

• NotUjcatjon to bidders: How will pro
spective bidders be notified? Is there
an existing list of ·prequallfleer com
panies who will be notified by mall?
WiIJ a general notice be posted Ilt city
hall? Will a general notice be adver
tised In the newspaper? Will compa
nies be told Informally?

• Distribution of BEe: How will blclclers
receive the RFP? Can companies
request them by mall? Must they pick
copies up at a specified time at a
specified location? Will the prospec
tive bidder have to pay for the RFP?

• prebjd conference' As part of the
distribution process or subsequent to
the distribution. the Owner may hold a
pre-bid conference. This Is a meeting
at which specific questions regarding
the RFP will be addressed and add~
tlonallnformatlon may be provided by
the Owner. A physical tour and In
spection of the prope~ may also be
provided at that time (or at a later
time). The Owner of the property may
require attendance at the pre-bid
conference as a condition which must
be met In order to submit a proposal.

C°nt'nt'
Having carefUlly thought through the needs
of the property and how they will best be
served, the owner wants to make certain that
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all the necessary information about the prop
erty is included In the RFP so that appropriate
and complete responses can be given. The
owner needs to make certain that inf';.'rrnatlon
is presented In a clear coherent mar.::~r so that
there is no confusion on the part of the bidders.
The owner also wants to provide information In
a way that requires that the bidder think about
their response and simply not repeat back to
the owner the Information he has already
provided. The ~oal of the RFP Is to solicit as
much relevant Information from the bidder as
possible and to have that information
presented in a way that indicates a clear
understanding of What the owner needs.

The following Itemizes the basic information
which should be included in a Request for
Property Management Services.

1. The date the proposal is due; where It
should be submitted and how many
copies.

2. Ucenses, registrations and certifications
which are required to be included with
the proposal.

3. Any requirements related to pre-bid
conferences and site visitslinspeetlons.

4. Description of the physical property, the
financial condition, ownership structure
and any special property conditions
which may impact the management of
the property.

5. Requisite qualifications of the manage
ment company in all required areas
(finance, physlcal plant, administration).

6. Description of the scope of services
which are to be performed.

7. Description of the selection process,
how Information will be evaluated, the
Interview process if applicable), the time
frame for completing the evaluation of
all proposals.

1iI"etlp" proeM'

In developing a selection process, the goal Is
to create a fair and equitable opportunitY for all
eligible bidders to demonstrate their ability to
manage the specified property. To achieve

,mon to Private Mana ement
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this goal, a detailed selection process should
be set up in advance and shol':d clearty spell
out how proposals will be judged and how
decisions will be made. In considering the
elements of a selection process. the follow
ing items should be included.

1. The criteria for selection: What skills
must be demonstrated by the bidder.

2. -Weighting" of selection criteria: Are
some skills more important than
others.

3.

4.

5.

6.

Who will make the decision: Will
there be committee? Who will be on
that committee? What decision mak- .
ing process will be used (consensus.
a formal vote)?

Will there be interviews of aU bidders,
finalists?

If there is an interview, how will it be
conducted? Will there be oral or
written questions? Will the Interviewee
be requested to make a presentation?
How long will the interview take?

Will references be required as part of
the selection p,rocess? Written or
oral? Who will contact reference?
Will that person ask a predetermined
group of questions?

comraet NsotlatlOn Ind Epcutlon

1.. Key elements In negotiation

Key elements In negotiation concem
clarity In defining the roles and r.
sponslbillties of each party to the
contract. It Is also Important to recog
nize that a good contract Is only
workable to the extent that the tenTIs
are truly acceptable to both parties.
The time frame for contract execution
should be defined In advance as part
of the Request for Proposals. That
time frame should realistically exam
Ine how long It will take for a manage
ment company to begin work. The
time frame should also recognize that
any proposal Is time sensitIVe. If 8
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contract is not executed on a timetl
basis, it is possible that the prospective
management company may not be able
to fUlly comply with the conditions estab
lished within the proposal.

Contract elements

The purpose of a management
contract is to clearly and comprehen
sively define the relationship be
tween the building ownerls and the
entity which the owner hires to carry
out the on-going responsibilities
related to operating the property. .
The management contract defines
the rights and responsibilities of both
the management company and the
building owner. It needs to be spe
cific and written in sufficient detail
that both parties understand what is
expected of them.

A typical contract should Identify the
responsible parties, Include infOrma
tion regarding specific duties, limits
of authority and liability, the term of
the contract, compensation, reasons
for termination, information which
must be transmitted from the owner
to the company and similarly reports
(with a schedule) which must be
provide by the company to the
owner.

Attached as Appendix A you will find 8
prototype management cori~ract which Is
used In the States for both residential
and mixed resldentiaVcommerclal prop
erties and has been previously been
adapted to be used In Czechoslovakia.

•
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·Model Management Contract

The purpose of a management contract is to clearly and comprehensively define the rela
tionship between the bullding ownerls and the entity which the owner hires to carry out the
ongoing responsibilities related to operating the property.

The management contract defines the rights and responsibilities of both the management
company and the building owner. It needs to be specific and written in sufficient detail that
both parties understand What is expected of them.

A typical contract should identify the responsible parties, include information regarding
specific duties, limits of authority and liability, the term of the contract, compensation, re.
sons for termination. Information which must be transmitted from the owner to the company
and similarly reports (with a schedule) which must be provide by the company to the owner.

The following is a protoptype management contract which is used in the States for both
residential and mixed resrdentiaVcommercial properties.

AGREEMENT made as of , 1992 between District Council Prague (hereinafter
"the munlc~Iity"). acting through the undersigned representative_~__~ _
and (name of management company). acting throuQl1 the undersigned representatIVe.
(name of representative). (address), (hereinafter the -Manager")

Whereas the Municipality owns a property which includes _ units In buildingslocated at _

and

VVhereas • the orderly and uniform administration. maintenance, appearance, upkeep,
management and regulation of the building Is necessary and essential for the preservation
and promotion of the Interest of the building owner and the protection of the value of the
building and the convenience and well-being of the residents of the building; and

VVhereas the Municipality Is authorized to appoint by means of this Agreement, a property
manager,

Now, therefrore, In consideration of the foregoing premises and the mutual promises and
covenants herein made, the Owner and Manager agree as follows:

1. Employment.

The Municipality hereby employs the Manager as the exclusive manager of the property
and the Manager does hereby accept such employment commencing (date).

2. PaM" and Dull•• of Manager.

The mana~r shall be authorlzect and required in the name of and on behalf of the Owner.
to perform all services reasonably necessary for the management of the building, including
but not limited to:

(a) Conferences. The Manager shall meet with the MunicipalitY at regu
~ scheduled meetings and at other reasonable times at their request
In connection with the performance of Its duties.
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(b) Collection cf Charges. The Manager will collect all regular rents and
special charges and assessments and monies and debts of every
nature and description including municipal, state or federal subsidies
which become due to the Municipality in accord with applicable laws
and regulations.

(c) Managerial Employees. The Manager shall hire in its own name all mana
gerial personnel necessary for the efficient discharge of the duties of
the Manager hereunder. Compensation shall be the responsibility of
the Manager unless otherwise agreed to between the Owner and the
Manager.

(d) Operational Employees. The Manager shall selecte, employ, supervise,
direct and discharge such operational personnel as may be required to
maintain and operate the proeprty and as are specifically provided for
in the approved budget. Said personnel shall be deemed to be
employeese of the Manager, unles~ otherwise agreed in writing but
their compensation including all benefits direct and indirect shall be the
responsibility of the Owner.

(e) Repairs and Maintenance. The Manager is responsible for causing the
bullding$ to be maintained and repaired including, but not limited to
grounds maintenance, painting, roofing, cleaning, carpentry, electrical
and plumbing repairs, snow removal, trash removal and such other
ordinary and extraordinary maintenance and repair work as may be
necessary or found to be desirable by the Manager or as requested by
the Owner. For anyone Item of repair, replacement or refurbishing,
the expense incurred shall not exceed the sum of unless
specifically authorized by the Owner, excepting emergency repairs
Involving danger to persons or property Immediately necessary for the
preservation and safetyof the property or the safety of persons, or
required to avoid the suspension of any essential service to the prop
erty, may be made by the Manager, irrespective of the above cost
Iimltation. The Manager shall, if at all possible, confer immediately with
the Owner regarding emergency expenditures.

(I) Contracting Authority. The Municipality acknowledges that the Manager
may contract for certain housing-related services. Copies of any such
contracts shall be made avallatjle to the Municipality upon request.

(g) Leasing. From the commencement of the contract, the Manager has the
right and responsibility to lease all residential and commercial spaces.
Prior to signing commercial leases for a ~rlod longer than ten years,
the Manager must get approval from the City of Prague. The final
decision related to this rests with the District and City Authorities. The
Manager is obligated to inform, in writing all commercial and residential
tenants that the Manager is responsible for all issues related to Occu
pancy and Leasing. That notification must include information on
procedures for reporting problems and paying rent. The Manager will
be required to use standard residential ana commercial lease form that
have been approved by the Municipality. All leasing responsibilities are
subject to the following conditions:

(1) AYctlons. When buildings which are sold at aLictlon contain
commercial space used by State Companies, the Manager is re
quired to sign leases for a period of five years Is so required by the
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·successful bidder. When signing these leases, the Manager must
comply with the rules addressed in the District Council Resolution
No. 157, dated June 20, 1991. A copy of this resolution is attached
as exhibit A to this contract.

(2) Syblettjng. The Manager is not authorized to approve sub
leases for either the commmercial space or residential units.

(3) \lacancjes. When a residential unit becomes vacant, the Man
ager must infom the District Council Housing Department within a
month from thie date of vacancy; or within three months from the
day on which It was detemined that the District Office has a right to
initiate legal action related to the abolition of the tenanfs right. ~In
the case that the Manager does not provide notice in a timely
manner, he will be responsible for twice the amount of any lost rent
payments. When a commercial vacancy occurs, the Manager must
Infom the District Council Property Department within a month from
the date of the teminatlon of the lease.

The Manager will pay a maximum of twice the rent set for each
month of lost rent due to late notice on his part. Concurrently, the
Manager shall post a notice announcing the vacancy. this nOtIce
must Include the location and address Of the commercial space, Its
size, floor and scheduled date for open inspections. Such notice
shall posted for a period of thirty days during which time bidders
shall submit proposals for the use of the space to the Manager. At
the end of this period, the Manager shall review all proposalS and
select a commercial tenant unless the space Is designated for
Authorities and Departments of the MunicipalItY. The Manager shall
notify the Prope~ Board of the District CouncO of his decision. The
Property Board has the ri~t to make the final decision regarding
the selection of a commercial tenant.

Once a residential vacancy has been reported to the District Coun
cil, the District OffIce Housing Department will assign that unit
within sixtyda~ Once a recommendation for the use of cammer
clalspac8 has been presented to the Dlstrtct Council, approval will
be given within thl~ days. If the DJatrict Council does not act
wittiln th... time fnimes, the Manager will be compensated by the
Municipality for the additional 'Vacancy 10S8". However, there will
be no payments for vacan~ loss made under circumstances where
the District Council Prague 2 has decided to discontinue the use of
the commercial space.

(4) ItrmlnatlgD oj Cgmmemjal Lea.I. 111e Manager may, on
betiiIf of the Munlc~~, notify a commercial tenant of the intent to
tennlnat. his 18888. vvtien so Clolng, the Manager must not~ the
Municipality and complY with all relivant IeaaI regulations. In artier
to terminate a tenant Who Is providing health care, educational or
social services, prior approv8l must~ secured from the District
Council Prague 2. This approval Is also required prior to terminat
ing leases sfgned pursuant to former by-laWS related to 15 para
graph 2 of the Act 11611990. The decISion of the District Council Is
final.
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(5) Removal of a Unn from Use. The Manager may, in accord with
the requirements of existing by-laws, go to court and propose the
abolition of the right to occupy a unit. The Manager must provide
the District Council Housing Department with copies of proposals.

(6) Setting of Bent Leyel§. The Manager shall recommend to the
Owner the appropriate rent levels on commercial and residential
lease subject to aplicable rent control laws. The Manager is not
authorized to charge rents at any level without express written
authorization by the Owner.

(g) Applicable Ordinances and Regulations. The Manager shall cause the building
to be managed in compliance with all laws, statutes, ordinances, rules and
regulations and orders of all appropriate govemmental authority. The Man
ager shall not take any action hereunder so long as the Owner is contesting
or has affirmed its intention to contest any such law, statute, ordinance, rule,
regulation, order or any requirement pursuant thereto.

(h) Unit Alterations. The Manager is authorized to approve proposals for renova
tions and improvements to residential and commercial spaces when the cost
of this work Is to be bome by tenant. A copy of the approval with documenta
tion describing the scope of work, the estimated value of the work and any
conditions shall be available for review by the Owner.

(i) Insurance. The Manager shall cause to be placed and kept in force all policies
of Insurance as stipulated by the Owner. The cost of this insurance shall be
paid out of the operating budget for the property. A copy of the insurance
policy shall be given to the Owner. All monies received from an Insurance
clalrri shall be used for the purpose stated in the claim. When the proceeds
from an insurance claim are not sufficient to cover the costs of making re
pairs, the means for securing the additional money required will be deter
mined on a case by case basis. If the Manager does not properly insure the
property. the Manager will be responsible for the entire cost of any repairs or
actions required as the result of an insurable occurrence.

0) Use ofProperty Funds. The Manager shall maintain a separate account in which
the one-time subsidy and collected rents and related payments shall be
deposited. All hOUSing and lease related services and all related
reeponsiblities as determined by law must be paid for from these funds. If the
contract Is terminated prior to the end of a year, all funds In these accounts
shall be remitted to the Owner.

(k) Owner's Records. The Manager shall maintain and keep at the office of the
Manager, all records related to the management of the buildings. These
records shall be available for inspection during business hours by the Owner.

(I) Manager's Records; Statements. The Manager shall maintain records sufficient
to i:Iocument the provision of services hereunder, Including all financial books
and records identifying the sources and uses of all funds collected by it on
behalf of the Owner in its ~acity as Manager. In addbion the Manager shall
prepare and render to the OWner monthly statements reflecting receipts and
disbursements of account of the building operations. The Owner shall have
the right to cause an annual Independent Inspection of the books and records
~~~~~ ,

•
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(m) Budget. WIthin 60 dayS of the commencement of the contract and In subs8
~uent years,' at least eo days prior to the start of the next fiscal year, the'
Manager shall prepare an annual operating budget which shall set forth an
itemlzitd statement of the anticipated receipts and disbursements based upon
the then current schedule of monthly charges and taking into acount the
general condition of the bUildings, together with a statement from the Man
ager outlining a plan of operation and justifying any estimates made. This
budget shall serve as a guide and control under which the Manager shall
operate. The format to be used for the budget Is attached as Exhlbit B.

(n) Purchases. Any purchases of equipment, tools, appliances, goods, supplies and
materials made by the Manager for the relJ8ir and maintenance of the bUilding
shall be considered to be the property of the Owner.

(0) Funds. The Manager shall deposit In the name of the Owner all funds collected
for the Owner In local banks as selected by the Manager. The accounts shall
be In the name of the Owner and the Manager, in a manner which Indicates .
the custodial nature thereof. Such accounts shall be used exclusively for
funds received by the M9.nager In the course of Its duties hereunder, and shall
be segregated from any other accounts maintained by the Manager for any
other reason. The Manager shall account monthly to the Owner for any
excess funds on deposit Cn such account, after payrnentr of current expenses
and provision for a reserve against anticipated expenses In an amount
deemed reasonable by the Manager.

3. Man..... Compenutla". .

(a) The compensab\~fi of the Manager for provision of the management 881V1ces
as described herein, shall be equal to 10k of total actual rental collsctlons
payable monthly, In arrears.

(b) Upon sale or restitution of the property, the Manager will cooperate with the
Municipality In preparing for the transfer of ownership. For this service. the
Manager Will be paid a sum of 1500 Kca for each property so dlspolld of.

(c) In addition to the standard management fee, the Manager shall receive a fee
for renting the commercial spaces. this fee shallbe equal to a total of 5 % of
the annum rent for each year of the lease and shall be due to the Manager
upon execution of the 1e1Sl.

4...............pon..bliity.

The Manager In the exercise of Its powers and performance of Its duties and obligations
under this contrac.1 shall be responsible solely to the Owner or the delegated representative
of the Owner.

I. No LJablIIty; Indemnity.

The Manager shall not be liable to the Owner for any loss or darna~ not caused~ "e
Manager'1 own misconduct or negllaence. The Owner agrees to lridemntfy the Manager
against and hold the Mana~r harmless from (a) any IIabDlty, dama~s, coats and ex
~ sustained or Incurricl for Injury to any person or prope~ In, about. and In connec
tion with the property, from any cause whatsoever, unlel8 auch Injury ahall be caUMd by
the Manager's own misconduct or negligence: and (b) any liability, damages, pensltlla,
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costs arid expenses. ·statu. ,ry pr otherWise. for all acts performed in good faith by the .
Manager pursuant to this Agreement or to the instructions of the Owner, provided, in each
of the foregoing instances, that the Manager promptly advises the Owner of its receipt of
information concerning any such injury and the amount of any liability, damages. penalties,

.costs and expenses.

6. Term of Agreement.

The initial term of this contract is for a period of one year. This agreement shall automati
cally extend itself from year to year provided that. however, that either party may cancel
this agreement by ninety (90) days written notice sent to the other party.

7. Entire Agreement.

Contained herein is the entire agreement between the Owner and Manager relating to the
subject matter and no prior representations, agreement or warranties, written or oral, shall
be in effect unless contained herein. No modifications of this contract shall be effective
unless in writing and signed by both parties.

8. Notices.

The Manager shall post a sign in the building, indicating that he is the manager of said
building. This notice must include the business address of the Manager.

Manager
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APPENDIXB

OUTLINE OF REQUEST FOR PROPOSAL (RFP)
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'Outllne of a Request for Proposal

The presentation ami substance of a Request for Proposal (RFP) will determine the type
.and quality of responses which the Owner recellfes. The purposes of the RFP Is solicit
sufficient Information to make an Informed decision as to what management entity will
provide the most suitable scope of services for the property. The following provides as
outline of a prototype Request for Property Management Services:

I. Introduction: In the Introduction, the Owner will state the purpose of the
RFP, along with details Including:

• due date

• pre-bid conference, If any

• procedures for inspecting the property prior to proposal subml$$lon

• the format for submission (how many copies, where proposals should
be sub:nitted)

II. De8crlptlon of the Property: this section should Include a brief but compre
hensive description of the property(les):

• location of building

• building type

• number of residential units

• number of commerciai units

• physical systems (i.e. how is heating handled)

• unique conditions related to financial structure, ownenshlp entity, physi
cal conditions, resident or commercial population (i.e., is there a need
for substantial capital Investment, Is it the Intention of the owner to
convert the property to a condominium, are the commercial spaces
being vacated for a public purpose)

III. ..I.etlon Procell: How will a decision be made In the selection of manage
mentagent.

• What are the criteria for evaluation and their relative Importance?

• What legal requirements must the bidder meet? (I.e. Insurance, li
censes, certifications)
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• Will there be an Interview as part of the process?

• Are references required?

• WI" certain types of bidders be given priority based on their type of
orgbnizatlon?

IV. Technical Proposal: This part of the RFP Is where the Owner makes clear
what management capabilities the bidder must possess and in tum prOVides
the opportunity for the bidder to clearly demonstrate in detail their skills.
Requests for the following Information is included In this portion of the RFP:

A" Experience and Qyalificatlons

The bidder should be asked to state how long he has been provicllng
similar services and what It is about his experience that makes him the
best candidate to manage the property. He should also be asked to
indicate what makes him uniquely qualified to serve as the mana"er.
Typically, the bidder would expect to solicit the following information in
this section:

• How long has the management company been prOViding rei·
evant services?

• What types of professional credentials does the company have?

• What types of legal and Insurance requirements does the com
panymeet?

• Demonstrat.ion that the company can aSSUFT'e the responsibUl·
ties within the required time frame.

• Indication that the comrany has staff available who are qualified
to manage the property.

Management Acproach,

The Owner is trying to find out in general terms "ow the bidder ap
proaches the management of property in general and how this ap
pi'oach will serve the needs of the specific property. The owner would
e,'.pect the bidder to include:

...

•

•
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handled; how staff is allocated (see sample organizational
chart): who (by position) would be responsible for management.

general listing of the services Included within the management
responsibility and brief ,overview of how they are approached



£l Management Services

this section Is the one In which the bidder is looking for speciflc details
regarding approach. procedures. the specific services which are pro-
vided and how they are handled on a day-to-day basis. Typically. the
owner would expect to have the bidder Indicate the following:

1. Financial Services

• how are bank accounts handled

• what Is the procedures for rent collection (where are
rents paid. when. what Is done if a tenant does not pay
rent)

• what is the procedures for paying bills (who does It. how
is It monitored. what records are kept)

• what financial reports are provided. how often. in what
format. to whom

how are budgets are developed
~•

• who is responsible for capital investment planning

• are records manual or automated - describe the system
in each case.

2. Administrative Services

• how does the management office operate - what times
are the open. how do tenants register concern

• what are job descriptions and responsibilities of company
staff assigned to the project

• what reports does the company provide to the owner (I.e.
resident lists. copies of all correspondence. legal docu-
ments, insurance Information, meeting minutes)

• how are rules, regulations, leases monitored and en-
forced

3. Maintenance Senlicss

• How are emergencies handled (how is management
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company contacted, what do they do step-by-step

• What is the company plan for routine and preventive
maintenance

• What is the company's experience and involvement in
energy conservation

• What is the work order system and how does it operate

• What are the procedures for soliciting bids and selecting
vendors and contractors

• How are maintenance activities coordinated and moni
tored

• What is the schedule for property inspections and what
are the procedures for inspections

• What is the process for maintaining and controlling inven
tory

• What is the procurement process

As part of this section the Owner may request that the bidder provide
sample copies of financial administrative and maintenance reports that
they typically use.

Staffing

The Owner wants specific Infonnatlon regarding how the management
company proposes to staff this site (how many staff, what amount of
their time, their job descriptions)

~ Ebderences

The owner wants a list of other properties and owners for whom the
company has provided property services. References should Include
the type of property, location, how many units, name of owner or other
contact person and telephone number.

E. Cost ProposAl

The owner wants a bidder to Indicate how much the management fee
will be and what services or staff are not Included as part of that fee.
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CHAPTER 4. HQUSING STOCK
MANAGEMENIjASSEI MANAGEMENT

A. Introduction

Publicly assisted housing - whether it is publicly or
privately owned and operated - requires constant sur
veillance in order to determine that the housing is being
adequately managed to:

(l)provide decent, safe, sanitary, and afford
able housing to targeted populations
consistent with program intent and the
housing mission of the Government; and

(2)protect the public investment in the hous
ing stock to achieve long-term physical
value, financial viability, and adaptability
of the housing to meet the changing
needs of the population.

Housing asset mlJ1UJgema&t encompasses 1111 actir1itiu
which the Government anulerltaka to erasure thllt GOt1ern
maat-jinllllUd housing muts all Government reguilitory
o&liglltions,pt'OfJida II decmt II1Id alfortl4ble lmillg mtli
1'OIIftImt, II1Id reffUJifIS ,hysklllly and eC01Iomic411y vi
able.

It encompasses all regulatory and supervisory activities
which any Government agency undertakes to ensure that
the operationof the housing complies with all rules and
regulations of the relevant Government funding
program(s) and that the managementof the housing is
adequate to ensure the long-term physical and economic
viability of the project.

The traditional notion of asset management is the moni
toring of assets which are owned directlyby the entity
doing the monitoring. In the case of publicly assisted or
conveyed~g, the housing stock may no longer be
owned or be managed directlyby the public: agency, but
there is acompelling public: inteleSt in seeing that the
housing Iemains viable and continues to provide suitable
housing to citizens. While the public: agency may not
have direct ownership andI or management, its interests
and rights inmonitoring may be secured by: .
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, mortgages;
, deed covenants and restrictions; and/or
, public laws and regulations.

The system proposed herein is a risk-based assessment
system that emphasizes early detection of problems and
ongoing sampling-based monitoring. Risk-based asset
management is designed to allow a portfolio holder to set
up a data-base system for conducting surveillance of the
portfolio and. for identifying those portions of the portfolio
which may not be ~~rformingup to the standards re
quired.

The key to a risk-based monitoring system is the selection
of indicators, which must:

(1) be able to be assembled from existing data and
reporting systems without substantial data
collection effort and

(2) be lead indicators that predict rather than just
measure non-eompliance or viability problems.

Components of an Asset Management System

While eachGovernment housing portfolio and property
may be unique in terms of its specific structure, condi~
disposition, and regulatory requirements, there are certain
asset management activities which should be performed
for most programs. These include:

,_I

-I

•

•

AaetMlUUJgematAditlitiu Duriftg Project
Plaraiftg - iiicluding the review of materfals
se1edi~mana~tplans, maintenance
plans, reserves incl~tingbudgets during
projectUllderwriting and app~aL

Oct:llf'lJ!II:Y Mtmitoring - including all financial,
phySIcal, and regulatory review activities neces
sary,suchas:

Fiscal Monitoring
Physical Monitoring
Regulatory Compliance Monitoring

WorluJualFbuJlleiaZ Reanu:turi,.. • in
cl~all activities undertaken for the m
penisum ofdistruaed projects and project8
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under workout ~greement.

There are additional housing management functions which
'are directly related to asset management operations, but
which may be located within other areas of a housing
ager.cy/ organization, provided there are sufficient connec
tions to the asset management operations. These include:

(1) jl!anagement Information Systems (MIS) 
the systems and procedures for reporting of all
information related to the status ofindividual
~ec:tsand programs to asset manAgement

as well as other Government stall" respon
sible for overall housing policy and manage
ment.

(2) Internal Review & Quality Control - proce
dures for monitoring the penormance ofasset
management functions and for investigating
internal operations to recommend corrections
and improvements in operations.

(3) Loan Servicing - all collection activities
such as receipt of debt service and escrow
payments, deposits, posting, and reserve
balance monitoring and diSbursements.

(4) Management ofBonds and Indebtedness 
payment ofinterest on bonds or other instru
ments ofindebtedness, creation ofmnJring
funds for the retirement of these, eDSUliDg
compliance with indebtedness requirements,
reporting to holders ofthese instruments as
required, 8.D8lyzing opportunities to refund
~ease bonds to mayimir-e the funds
available and minjmize interest costs.

'Ole Iaxpted ApgmllW to MatManapment

The best management of an asset typically is accomplished
through direct and regular surveillance of each asset.
However, in the context of a large publicly assisted h0us
ing portfolio, direct surveillance ofevery housing develop
ment is not possible. Consequently, a strategy is needed
that enables the public to generally track all projects while
devoting its limited direct surveillance resoura!S to those
properties that are most at risk of not complying with
regulations andIor ofbecoming physically or financially
non-viable.

To achieve targeted asset management, the system out-
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lined herein relies heavily on two principles:

• assessing properties for risks to target dis
tressed assets; and

• random quality control sampling of non
distressed properties.

Each of these principles is discussed below.

fortfolig Risk MooUgri0l. The purpose of risk manage
ment;s to identify individual projects and portions of the
portfolio which exhibit characteristics of physical, finan
cial, and managerial distress or are at risk of becoming
distressed. As noted previously, risk management in
traditional asset management consists largely of identify
ing ~.nd disposing of risky assets. In public sector asset
management of housing portfolios, the objective must of
necessity be different. Publicly owned property may not
be appropriate for disposition at all or at a particular t"

Thus it is important that early identification is made
properties at risk and to correct: physical, financial, and
managerial deficiencies which have caused the distress.

Individual projects may be (ONidered at risk because of
problem characteristics of that project - such as location,
construction defects, energy systems and costs, security,
marketability, poor management, and deferred mainte
nance. Through risk analysis, the Government should be
able to identify and isolate those projects experiencing, or
at risk of experiencing, significant operating and manage
ment problems for further analysis and corrective actions.
Inaddition, entire portions of the portfolio may be at risk
due to program characteristics, such as required income
mix, lack of reserve account standards, inadequate con
structionstandards or prior structure of residency (c0op
eratives versus rental) or even prior management entity.

Risk analysis should identify whether the problems of
individual projects are shared by similar projects to be
eonsidered symptomatic of the program or some other
factor rather than just the individual project.

The analysis of r.sk related to individual projects should
take into account the following information available from
an audit orISSes~t of the property:

EUumciallndic4tors
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o profit (loss)
o reserve levels & maintenance of reserves
o collection losses (vacancies and bad debts)
o administrative, maintenance and utility ex-

penses
o debt/equity ratios
o changes in current assets/liabilities
o changes in working capita!

MIJft4gemmt Pradkes

o improper financial practices and condition
o deteriorating physical condition of the property
o low occupancy levels
o costly management practices
o ineHective, costly, inefficient and poor quality

maintenance practices
o lack of conformance to an approved manage

mentplan

These indicators can be quantified as ratios or other
scaled measures which can be used to develop a compos
ite risk rating. The projects with the highest risk can be
assigned for additional monitoring and assistance.

The risk indicators can also be compiled to determine if
certain types of projects or programs result in riskier or
more distressed projects. Ucertain systematic risk fac
tors are isolated, then the Government can review these
to determine if such risks can be eliminated now or at
least, averted in future projects.

Further discussion of risk analysis systems is presented
inSec:tion B of this chapter.

PmlAm Ope"g CgptmJ MonjtgrjPI Quality control
is. distinctmethod of monitoring which is based on
well-defined random sampling teclmiques. It assumes
that persorutel and. resources are limited, and that full
100 percent monitoring (i.e., direct review of all manage
ment activities and compliance) is Mt always possible
and is notcost~• .:zJ1rough random sampling,
quality control uses ~resources to determine program
error rates, to aeate recipient and aseney error-prone
profiles, and to identify cost effective verification proce
dures.

2.4· S • Housing Stoek Management: Asset M,n,p""""



The results of quality control sampling are used to deter-
. mine corrective actions and target where significant prob

lems are occurring. For example, a quality control sample
might be used to review the timeliness of quarterly re
ports, or annual certified audits. If it is estimated from the
sample that more than 40 percent of the housing projects
are more than 90 days late in submitting the required
reports. asset management staff could be instructed to
alter their procedures for monitoring report submission.

As another example, quality control sampling might be
used to examine the level of replacement reserves in
housing projects. If it is estimated from a quality control
sample that 30 percent of the projects are not building up
replacement or operating reserves, the pre-funded reserve
requirements may need to be inaeased.

A third example is a quality control sample of manage
ment reviews completed by line staff. If it is determined
that certain staff consistently fail to conduct unit inspeQ
tions or note particular fu'Wlcial deficiencies in the opera
tions, then the appropriate staff actions can be taken (e.g.,
train or reassign).

These excunples show how sampling can be used to look
at systematic errors in programs, enabling the Govem
ment to take action to com!et the~ through changes
in monitot..ng or regulations before they aHect the viabil
ity of the portfolio.

At a minimum, quality control systems consist of the
following components:

(1)

(2)

(3)

Cmtral dtJta, bcue • Acentralized datab_
1IlU8tbe maintained for purposes ofI8ID.1JIiM
ad for aaal,ms oferror rates. The sIJMpCJ
data base can aern this purpose, since the
automated project &lea can facilitate the
impl8DUllltatiOll ofquality control teclmiquea.

Separation. ofqUtJlity control frr!.m line fll:lII:
tiDns • Prop:r..ftJu8lity control should be
conducted by diB'mmt from l!De &tal"
who adnrinj&ter thepro~ to allinr for
iDdepeDdent verification of etl'ectiveneu.

Periotlic scim&tific s· ,ling - Regular sam
pliDg ofprojects on mety of topics of COIl
cern to the Goverm..nt to ensure that pro
gram menpgement ~ aufiicient to protect the ....
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housing portfolio.

(4) Tolerance levels oferrors - No program is
error free. Error tolerance levels must be
established; beyond that point. corrective
action must be prescribed.

(5) Feedback loop - Quality control must be a
closed-loop system, with information used to
initiate corrective action in response to the
findings.

The advantages of quality control are

•

•

that it is a cost effective way ofmonitoring, or
supplementing the direct monitoring of
agency programs and projects, and

that it helps to identify systematic problems
in program administration before they jeopar
dize the viability of the housing or increase
the liabilities ofthe Government.

Because scientific samples are used, program judgments
can be made on a cost effective basis, although there are
tradeoffs between the size of the sample and the confi
dence levels which can be achieved. Typically in mainte
nance an error rate of 150/0 is tolerable while in finance it
may need to be as little as 5%.

Incombination, the quality control and risk management
systems can identify the vulnerable aspects of the portfo
lio and which management practices might contribute to
that risk.

Cgordination with HOmmi Pispositinn and fi
nme Func;tjgM

While the Governmenrs asset management functions are
the primary focus of this chapter, the organizationof the
asset management functions must also be coordinated
with all other Government housing functions, including
asset disposition and property management.

(1) Asset management functions should be
clolely integrl!.ted with asset disposition
functiODl- ifnot within the same agency,
then with systems to ensure that asset man
~t staffreview and approve projects
~laDs duriDg the pre- sale approval stages.
The potentiil beliefits are:
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• coordination of funding,
• improved project underwriting,
• maintenance of the highest quality until sale,

and
• centralized management information.

A project team approach involving marketing, fi·
nance, and asset management staff can be used to
ensure such coordination.

_I

(2)

(3)

B.

The financing function (ifseller finan~is
proposed or ifsubsidies are continued for the
property), incl1.1diDg loan servicing can be
organizationally Dr administratively separate
frOm management functions, ~rocedures
exist for asset management s to review
proposed develo~ents, and for re~orting
collections and delinquencies to the asset
management entity.

Regardless ofhow the programs are ulti·
matelyo~ed, the housing will benefit
from a centralized Government-level_p~Jicy.
planning, andmoDito~functiOil. All_et
management options will be a1I"ected to some
degree by the type ofcentralized control aDd
oversight entity created (i.e., a
Commissioner's Office repon~ug to the
Mayor).

lUIk-Based Housing Portfolio Assessment

One of the primary components of any housing asset
management system is the centralized monitoring of risb
and allocation af resources to t:hoIe portions of the portfo
lio that are mos~ at risk of problems with compliance and
viability. ~~ the GovernJlUmt is contemplating the
sale of the prope.rty ur its retention, any dec:li11e in condi
tion will adversely affect the value of the property both
financially and as a resource for families.

This section contains a discussion of ways to classify
various portions of the portfolio and a system for looking
at the different levels of risk that exist for individual
properties and segments of the pcxtfolio.

CateprizjDI the HOgaiDI Pgrtfgljo
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While a ma)oJ! goal of consolidation and reorganization is
. to develop consistent and thorough asset management
procedures for all housing, not all housing requires or
should necessarily r~ceive the same level of attention in
regard to supervision, regulatory oversight, and monitor
ing. Instead, it seems both practical a..?'\d appropriate to
categorize various types of housing, which will enable
the Government to target and adapt asset manageD"~C!nt
activities to meet the specific needs of housing with simi
lar management or operational characteristics.

The \:Btegorization of housm; portfolios is a practical
response to the large number of housing units. In many
ways it is no different then what is done by a housing
provider with direct management responsibility. For
example, the approach taken to mana~gan eldedy
housing development typically differ& .Tom that taken for
a family housing development. To manage a building
with only residential units is different: than one which also
contains commercial property. Cooperatives require a
different approach than 'enterprise' housing.

Categorization for purposes of asset management may be
quite different from categorization for purposes of sale
and finance. Tw-, progrzms that require very different
treatment du.:ing the disposition stage {due to source of
funcllilg, type of construction, and ~"get population) may
infact be suitable for similar post-occupancy monitoring.

Program research and evaluation processes are important
features of any asset IIWlagement function. Information
regarding the needs of ptoperties and the organization of
housing providers is critical to any oversight agency or
organization. How to use information and resources is
often the most dif&cult componentof housing manage
ment in a public settiDg. Categorizationof Ulce portions of
the portfolio can assist in such ongoing program and
policy evaluation.

While the goal of the Government in reorganizing hous
int~ fundions is to develop consistent and thorough asset
management procedures for all programs, not all pto
grams require (It should receive the same level of moni
toring. Instead, it is more appropriate to consolidate the
ptograms into IL number ofkey categories based upon the
following faetc!&:
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(1) Source of funding • This is critical for deter
mining the current and contingent financial
exposure of the Government. A long term.
GOvernment financed pQ¢olio whether sold
or not sold, presents different financial risks
to the Government t.han Olle that is not subsi
dized or will only be asmted for a short regu
latory period af\ej,' dis?)Qsition. Seller fi
nanced progr8IIW may require no current
Government financi2! outlays, but substantial
revenue losses may be incurred in defaults.
With programs funded through appropria
tions, the Government's initial outlay is large,
and requires overshd1t to ensure that it is
used properly, but the longer-term risk is
someWhat lower because no additional Gov
ernment outlay or contingent liability exists.

(2) Type ofhousing - With programs which
promote private oWllersliip, the assistance is
provided via moItPges wbich are largely self
policing, and so the J)rimary monitoring is
sues are focused on the terms of the sale such
as continued occupancy by certain famjlies,
the possible recapture ofany Government
subSidyoD resales and the repayment ofa
loan which is in whole or in part sener 'tab
back' financing. Possibly there be~
made by the gover' ,meat to private financi-1
iDltitutiODS where thete is no seller 'tab
back' fiDanciDg involved. With rental haUl
iDa, there are man~'moreo~mcmitoriDl
i.uues, iDclucliDg rent d"ordahJIili)", tenent
selection, maiDteD3uce, uW. rU6erves all
bjnli"1 arcnm.d the continuance ofgovem
mmt sUblidies and the dWT8 to preserve &lid
maiIltaiD the value ofthe ptoperty.

(3) ~ ofownershil' - The Government's hoaa-

=;n. roP'IJDI may allow for a !Dis ofnon-
t, private, resident, and~1ic own....

th DOIlprotlt 0WIl8I'I, au, ~gulatory foc:u ia
on adeauicYof~t, maiDWna"ce,
and thibuild-up ofruerves. Where ~vate
owners eziat, relulation may go beyond buic
m8D8pment, maiDt8naD ce, aDd fi8cal over
siI!1t to includemcmi~ cash distrihutiou
aDdprevm~ lossofp~es throuIh
IIIOI't.pp defaUlts 88 well 88~ tlIat
~ con_uiDI~tal8Ubsidiesana
heiDI used appropriately.

The ~eaumptionhas been that publicly..
owned projeets need less Government over-
aipt t1iaIl the other catepries. However, 'I.
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this is 'not Univ.ersally or necessarily true.
Publicly owned properties are often more
prone to become physically and financially
distressed without adequate management
and oversight, particularly when their
projects are considered housing of last resort
and they concentrate families with the lowest
incomes and the greatest social problems.
Moreover, they are usually not cost effective
and efficient because there is no discipline
requiring such. Monitoring can be an effec
tive meManism for matcbiJig the profit mo
tive which disciplines privately owned hous
ing.

(4) Resident Eligibility Criteria. - Some housing
might be restricted to low income, or certain
mi%es ofincomes.

(5) RegulatoryIsuperoisory activities required by
law - The enabling ~egjslationfor each pro
gram. may stipulate different monitoring
responsibilities. Thus cooperatives, enter
prise and State (now locally) owned housing
have different rules governing their opera
tiODS. The nature aDd longevity ofthe regula
tions afIects the uposure of the Government
to future cajJital aDd operating subsidies.
However, nit is likely that specific housing
needs will continue to aist lifter ~sitiOD
ofan., and all housing and that ~lacement
housmg will be more expensive, tlien the
Government may have to reconsiclW'the use
ofits resources 8Dd not cijspose all ofits
housing. It will then need to renew regulatory
agreements to keep housiDg afTordable ev9D
after the regulatDry period apires.

In effect, while muchho~can be~sed
ofwithout creatiDg homelessnes8 especiillly if
there is • hous:ing 8llowaDCepro~ to
..,tch, there ID81Iti1l be people who cannot
faDetion.h~COD..aumera in. totally
privatized enviromDent. The .Jovermnent will
need to keep them in mind.

P~m adminiatrative hi8tory and agency
~ilitia - Some portfolios may have
evolved into their own bighly regulated envi
ronments that JObe~ tb81evel ofGovem
mat intervention that had been orilinpJ)y
enuonecl. A good eum~i:,aybe some of
the larpr cooperatives. regulatory
lUtorY mUlt &e taken into account as well. If
•~~ baa heeD managed well, thiI
Iboula be taw into account. SjmjJat7chifan
apDCY hal aperieaced difficulties w
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(8)

have impeded its abilities to manage a pro- .
gram, this likewise must be considered.

(7) Status ofthe portfolio - In cases where an
existing portfolio may already be showing
signs of distress, the portfolio, although it
may be similar in most respects to other
programs, may require special monitoring
activities. For example, some of the panel
buildings are apparently facing shorter useful
lives than origiiWly envisaged. They may
need to be treated dift"erently, especi811y if the
sale ofhousing is less successful with them
than with the Smaller scale structures.

Role ofother public and rellUlatory entities 
Some ofthe liousiDg is under another public
agency's supervisory responsibility. State
Enterprise Housing or that owned by indus
try, is regulated in part by a diiIerent agency
than local government. Depending on the
h;,:vel of oversight provided, the Local Govern
J1.18Dt hous#lg agency may rely upon the other
agency as the lead monitoring agency.

Eintfgljg RisJs Analpis

With A larg~ Government assisted and/or owned housing
portfolio and limited staHresources to monitor that port
folio, the Govemment must develop a method for target
ing its monitoring resources to the portfolios, and the
projects within each portfolio, which are most vulnerable.
One strategy is to develop a risk-based assessment system
for identifying properties which are experiencing, or at
risk of developing, significant operating and management
problems.

This~-basedassessment system provides an objective
proc.:ss for regular updating and c:omparison of proper
ties within and between portfolios. It relies upon a series
of indicators that are av,.i!3ble from financial statements
and financial reviews, CfJOl'dinating them with manage
ment reviews for an ov.uall asswnnent of project finaru:ial
and physical condition. The results of this analysis are
then used to select the projects most at risk of developing
problems.

Projects can be categorized according to risk levels, with
the highest risk plOperties receiving regular monitoring
visits with certainty. Depending on staff availability, low
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risk properties can be' randomly sampled for monitoring
visits.

Risk Indicators

The key to the success of this risk-based system is to select
indicators which can identify negative trends before the
decline becomes apparent through ongoing monitoring by
the staff. Negative trends in financial indicators may
become apparent before there is actual evidence of man
agement or physical problems.

Thera are a number of potential indicators which could be
drawn from financial reports and reviews. Some of these
can be drawn from a given year's financial reports, while
others focus on the changes or trends over time, meaning
that they might be measured over several years. The
potential indicators (categorized by source of informa
tion) include:

Inrome Statement:

• negative net income in a Jiven year or declin
~ net income over a penod ofyears

• the ratio ofrent collected to tot81 rent roll is
low or dropping (typically collection losses
aceed3~)

• administrative apeDSes which are higher
tbaDnormal

• maintenance ~enditureswhich are either
ez:l:temely high or atremely low

• utility upeDSes which are unusually high
• cbenles 1D project reserve levels

BaJang: Sheer.

• cummt ratio - the ratio orcurrent assets to
cummt liabilities. [1£useta are increaaiDg
aDd liabilities decreasing that is a positive
tnDd]

Finand,l Review:

• adequa~ ofproject reserves relative to the
~~ph~c81 condition ofthe property.
(There an induatry ratios but the most r8Ji
able ayatem is determinjng the usefu1liCe of
all elements and doing a c8sh requirements
lUUIlysial.

• debt service pazment history and arrearages
• real estate or otherUIDI arrearqes
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• ' serious management findings in audit

Management Reyiew:

•

•

•

•

•

physical condition of the property (the most
serious indicator being evidence oflack of
control such as litter, code violations),
negative changes in occupancy levels (increas
ing vacancy rates)
mao~meDtmaintenance ofadequate
recor (most importantly logs of rents paid,
work orders issued and completed and ser
vices received)
outstanding findings from prior reviews and
the compli8nce portion of an annual audit
ongoing problems with implementation of the
management plan

Selection of Kgy Indicators

The criteria for selecting key indicators include the follaw
ing:

(1) Can the indicators be constructed from
readily available data from~ sourcea,
such as 60aocial reports and management
reviews?

(2) Are the indicators lu.d indicators: that is, do
they indicate J)Qtential problems in advance
oC, or in the early stages oC, an operational
problem?

(3) Are the indicators a maoageable number aDd
yet still represent a range ofpotential prob
lems or concems?

Analysis of Risk lDdi,atgm

Risk indicators canbe analyzed in a number of ways.
Four analytic approaches are summarized below.

(1) Absolute tbre'bglda - ODe approach is to
say that_any Pl'9.iect which measures, above a
certsiD tbreab.old ill cateprized u hiP riak,
reardleu ofwhere tbia JIl'OP8l:.tY 8CQ1'88 OD
otier iDdicatma or how it stimda in relation to
other properties in the port(olio. For u
ample, it may be determiDed to be unaccept;
able Cor any project to have a vacancy rate

2.4· 14 • Housing Stock Mlllapmeat: ~tManagement



over 10 percent or any debt service arrearages
in excess of 30 days or to have code violations
in excess of 5% of the living units.

(2) Relatiye rankinEr - An alternative approach
to absolute thresholds is to rank properties in
relation to other properties in the portfolio.
All properties within a portfolio can be
ranked or compared based on certain key
indicators, with the bottom tier (say, 20 per
cent) being targeted as high risk.

Relative ranJrings are useful in identifying
general market trends that affect all proper
ties and dJ,stinguishing those general treilds
from measurements wmch woUld otherwise
indicate high risk for a single property. For
example, ifevery property experiences a rise
in rent arrearages due to a recession, a high
level of arrearqes in anyone property may
be tho result of economic conditions rather
than a sign ofmanagement problems, and it
would have to exceed the general levels oC
arrearages in the portfolio to be classified as a
higher risk.

(3) Trend anaIyms - While both absolute and
relative measures oCvacanc:ies, collection
losses, and other indicators can identify dis
tressed or at-risk properties, there can be
~ptiblechanPs in properties over time
whicli can alert tOe GoVernment to negative
trends before they reach absolute or relative
ranJring levels indicating distress. Monitor
!.ng Manges in measurements over time can
be a complement to the measures themselves.

Trend analysis requires 10gj,tudiDal data
over several years, so treDd data must either
he enteredre~ctivelyfrom prior years or
deferred for several~arswhile iuSic:ient
data accumulates. The most valuable use oC
such an approach is to monitor the i1mction
inc o£the J»hysical facility such as in utility
COD8UIDption andfre~cyand cost oCre
pain. Another valuable use is to monitor
family income to determine itthe occupancy
is chanlinl to such an extent that rental
income will be iDsuSic:ient to maintain the
facility properly.

(4) Cmppotrite aDa\Dia - While it is possible to
8D8lyze lJI'CPl"ties and identify risks for each
indicator, riSk. analysis is often conducted as a
composite analysis oC all indicators. In such
an aDal " the individual indicator ratiDp
an :I::edinto an overall du c:gmpollit.e

r
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measure. The result of this analysis is a
single list of high-risk properties based on a
balanced consideration of an indicators.
Usually a truly distressed property will mea
sure distressed on a number of indicators and
emerge as a high-ris~~roperty from the
composite analysis. Where a property mea
sures as distressed under just one indicator,
that may signal an aberration in that mea
sure, or it may point toward a property that is
at-risk but not yet high-risk.

In most asset management systems, a combination of all
four methods is used to some extent.

Recgmmended Indicators for Consideration

Some of the indicators for properties in the Government's
housing portfolio may include the following:

•
•
•

•
•
•

•
•
•
•
••
•
•

Negative net income (absolute, not percentile)
lwit collect6d as percentage ofgross rent roll
is less than 97% (or~et the bottom 25.,)
Maintenance expenditures as percent of total
operating budget (target the bottom 10., aDd
the top 20.,)
Utility upenses as percentage oftotal operat
~ budget (top 25 9&)
Reduction in or DO contribution to project
raerves duriDllear (absolute)
Current AssetSlCurrent Liabilities ratio
(without replacement reserves and excess
iDcome)
l'4~d~and/or real estate tu
delinquincy (abSolute)
Occup~ rate (lowest 25 ~ercent)
~ ID8D.8geII18D.t findings or audit
Snd",.
~tplan not current (when mena..
III8Ilt plan recommeudation implemented)
'1'arDOver rate (tlqet top 25C11)
Work Order COJDpletion pace (target top lac.
aad lowest 20.,)
Percentage ofactivities on written work
orden (tarpt lowest 25'11) .
Ratio ofwork order call backs to total work
orden completed (tarpt highest 20CII)

In the long term, other indicators may be adopted, or the
above setof indicators modi&ed to reflect trends, or
changes in the property's indicators over time.

Analysis of multiple indicators usually requires a compos-
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Step I

-ite ranking of all 'indicators, which is typically accom
plished through the development of weighted measures
for each factor. Some may be more heavily weighted
than other based ufJon the relative importance of the
indicator.

From the composite analysis, projects can be categorized
into three or more types reflecting the relative level of
risk. The highest risk projects should be closely moni
tored (through on-site management visits and financial
reviews) with certainty and regularity. Moderate risk
projects (every project with more than 1 risk point) can be
sampled (perhaps a 25 - 35 percent sample), and low risk
projects need not receive further mailagement review.

The Government should develop an action plan that
r~flects the following steps to implement a risk-based
monitoring system:

Set up a process to select indicators and
develop composite score system

Step 2 Train sta1Fto use the indicators and to
assemble the information which is needed.

steps

Step 4

Step 6

Step 6

step '7

Desip a computerized data base to re
ceive the measures and conduct the com
~te analysis. (This system will be
tef'erred to as the Housing Asset MJlDage
m.ent Inrormation System - HAMIS.)

Enter the data into the COJIlpt!terized
syIItem and conduct the initial analysis.

Review the HAMlS run and compare with
ItId!'OpiDiODB aad p-reviOU8 rep-orts. Es
ami!'!t properties which,bJst feIl outside of
the ~eat risk I'BIJP. Is the &IUI1~
miMiar projects nee(tiq monitoring be
cause of't.he selection oIthe threshold?

Develop an Action Plan format for ad
drelejnr ctiatreued properties. Ifthe
~ has a~ement problem
which can be rectified or referred to a
Project Workout Teem, make the appro
priate staff'assignments.

Expmine results ofthe first 18ar. Modify
the meuures as indicated. Develop the
~ for second year longituctin8l
imalysia.
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C. Procedures for Management and Financial Opera-
tions Reviews

This section outlines some of the monitoring and review
activities which public agency staff can undertake. TIle
level of action is triggered by the assessment of risk and
other information available to the public agencj.

Monitoring procedures are divided into two primary
categories: mana~ment operations review and finandp'
operations rgyiew.

Alternatiye Review Methods

The range of methods for conducting an housing portfolio
oversight approach include the follOWing seven methods.
These methods function as a set with some measure of
overlap. Each of the eight methods permits a public
agency to trigger more intensive reviews or actions. ,

1)

2)

Pnd Restriction, 0[ Regulatmy Amemez
- This method relies OD the existence of
financing dOCl1ments and ownership require
ments for the specificpro~ For iDstaDce,
certainpro~may p18Ce limits OD retarD
to investors and on traia.sCers of~rtyto
another ownership entity. This method 1"9
~ DO subataDtial dart to euCorce but
provides a broad mandate for the public
~cy to take actions should the mtont ofthe
~toryape-menta be violated or owaer
sblp strw:ture be mcvJjfted in a manner iDcoD
silteDt with the proP'lJlL's requiremeDtI.
This may be quite commOD as govemmmt
diIpose8 orproperty.

OwperlAgept CertjfijaltjopB - This method
relies OD. the techDi~of~an Owner or
Manager certify that the development's 0p
erations are in accordaDce with its M.n.~
ment Plan and all applicable lawsrmd~·
tiODl. By 1'8I1dmDl.1. auditiDg or~ for
comp)imC8, the pubjic apncy C8D determiDe
whether thae c8rti&catiODS are accurate. It
obviouslyd~u~ a well tho\llht out let
ofn~entafor a Mmuement Plana
an apProval ofthe PlaD e&cm year.
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3)

4)

5)

7)

IPA AyditICQmpliance Reyjew - Each year
under this method, an Independent Publi~
Accountant (IPA) is requireQ to prepare and
deliver an annual Financial Report. A re
quirement of this report can be an evaluation
of the operational controls in place based on
those described in the Management Plan. In
addition, the public agency staffcan perform
detailed follow-up compliance reviews based
on the IPA report.

Owner' A.rent Monthly Activity r '\T'~11~
Apngy MOn;,tprjng of PerfqnpaPGe, ", :iama
- This method requires Managemen" _~ents
and Owners to submit regular (monthly or
quarterly) reports which track ~erformance
mdicators (unit turnover rate, Tenant Ac
counts Receivable, Waiting List Composition,
Work Order statistics, etc.) and actual versus
budget cost analysis. This report would be
accompanied by a briefnarrative which would
snmmarize nugor development activiti~s such
as contracting, a major marketing initiative,
or public safety issues.

The Management Representative would be
responsible for reviewing this report and
tracking performance at the develo.pment.
CertaiD percentage cbanges in performance or
variances in projected bWint venus actual
budnt data woUld be usecfto trigger requests
for Clarification and, ifneeded, a-Periodic Site
Visit.

Bamiom Quality Contml Mgpitgrju - This
method involves the nmdom selection of
specific developments aDd specific operational
areas at these developments for D8l'1'OW aDd
detailed review. Tarpt developments would
include bothhiIh aDd low~~ sites.
The selection is not spe(:ilCally driven by any
other triaw. Thia Dietbod fui1cticms 88 a test
oftbea~oflDODtbly r8IJQ1"tiDa, IPA
audits and related contacts. This tjpe of
DIODitorinl activity should be done on short
notice.

Peri.; Site ViSta - TbU method is used
fordevel~tIwhich are on a ~or
iDaDce watch-. Tbillltatwi meeDS that the
denl~t is a P9Ol" performar throuf:h non
com.»Ii8nce, lackor~tcapaCity or
mcfence offtn,ncie1 or phJlical diItrea. A
diltreued development is ODe which sd'ers
from diIlcu1t to CODtrol operatiDg costs
caued b1 poord~or COD8tru«:tiOD: den
from llUll"utiDg diBiculties because 01 neigh-
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_I
borhood conditions and/or community percep
tions, or is otherwise suffering from some
systemic operational difliculties. A poor
performing development can be Wider sanc
tions if the poor performance is tied to failure
to adhere to the Management Plan or if the
lack of performance by the Manager is viewed
as the primary cause.

8) Special Reviews and SanctiODS - This
method represents the most stringent actions
which can be taken with a development. It is
driven by uugor problems with regwatory
compliance or performance which can be
direCtly attributed to theM~eror Owner.
Anyone of the other methods can trigger this
level of action. Issues such as those listed
below can all lead to a Special Review and the
implementation ofsanctions. Such items
include:

-.,.

•

•
•

•

•
•

defalcation (theft and embezzlement of
funds);
violation ofdeed restrictions and regulatory
agreements;
improper contracting or use offunds;
violations of occupancy management regula
tions and requirements;
actions or laCk of actions which threaten the
hysical facility; and
~tionalmisreprese~tationofinformation
in the monthly reports and audits.

Sanctions canbe as stringent as the Government deter
mines necessary to protect the interests of the residents,
the property and the financing. This can include removal
of ,the management agent or rigorous limitations in the
use of development funds withoutGovernment approval.

MIDI.mlnt Qpmtignl Bmew Components

To develop and implement a management review process,
the following will need to be developed:

1) ~j~~ set ofcuidaliR~ra Manan-mefttPjii The Plan will tiOD as the
delcription ofan controls and record keepiDg
which~ and owner will UI8
to auure thep:t~=ref!latioDS are
~ followed 8IlCl that verification on a~
audit huia will he possible. TheM~emeDt
Plan should coD8ist ofthe following elem8Dtl: '.
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2)

3)

4)

t:.. Administrative PlaIl;
t:.. Maintenance Plan and Procedures;
t:.. Preventive Maintenance Plan;
t:.. Procurement and Contracting Plan and

Procedures
l\ Affirmative Action\EEO Plan;
!J. Marketing Plan; and
l\ AMwUPedoamm~Go~.

Minimum. acceptable record keeping require
ments and controls will need to be developed
to support annual owner\manager certifica
tions ofcompliance md the independent
auditor's tests ofa development's internal
controls.

Aptnmated traGking m1jemB. The housiIvI
asset management system identified later in
this guide requires the tracking ofperfor
mance indicators based on entry data from
the financial reports. Without these data
bases, trend BD8lysis will not work as a
method totri~periodic site visits or to
assist in negotiating performance objectives
for sanctioned or workout properties.

Pmtgcgl for a Man!ct:llumt ReDew. A model
for an on-site or in eptg. review ofmanage
ment practices needs to be developed. Peri
odic rrlieW8 would utilize selected portions of
such a Compliance Review protocol as rel
evant.

Trajning pmmm for MAnagement Reyiew
1tII'. AD in·housepm~ ofiDitial and
follow-up training for stafl'is needed.

aDapda! Qpmtipn, Review

There are a number of important objectives in assessing
the :finandal operations and conditionof housing devel
opments some of which have been mentioned above.
Over,ll, the major objectives for the fiDancial review are:

1. ~~.the o~viability aod long term
dordability oftIie houSing developments.
The aue&IIIleDt ofbaDci8l condition is a way
toidm~ the current~bleml, or the likeli·
hood ofaUbleguent problems, in the o~tion
of. ho11liDg development or the need lor
ca~ta1U:r.\Pl"9'!ements in order to exteDd the
UI8ibllife oftha propet ty.
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3.

2.

4.

Some housing developments have been in
existence for several (fecades, and may re
quire major reinvestment in housing struc
tures and systems to extend their useful life.
Therefore, there is a need at this point to
stre~en and to direct the reviews offinan·
cial condition in order to be better prepared to
take steps to preserve the Governmt!nt's
investment in assisted housing and its asset
value if to be disposed.

B'y examining financial condition there can
also be an emphasis given to reviews ofthe
cost and need for opera~services for the
properties and the availability of funds to
cover future capital needs. This can be fur
ther incorporated into the review of overall
management and operation ofthe property.

This change in focus ofho~ development
reviews will result in a need to better relate
compliance reviews with the financial perfor
mance ofhousing management entities and a
closer examination ofthe allocation ofre
sources at the housing developments.

Focused reviews offiDaDcial condition will
provide tor the information which will be
necessary to support the risk-based assess
ment system.

It is noted below that the public can rely heavily on the
use of independent accountants in reporting on the finan
cial condition of propp.rties aJld in looking at certain
complialu:e areas. This approachwill become more and
more viable as the profussion expands and it enables the
government to bemefit in two ways:

(1) It can derive more~ ami well docu
mented information on &D8ncial condition
aDd perfonDeft i',8 withoutinv~ in the
specialized staffskills required; aDd

(2) It can Iillow the auditor to look at certain
~ of comp)jeDce, limi1iDl the need for
pub~cstaffto take time to fre~ent1yCODfirm
re~tory and statutory compliance. Thia
provides en opportuDity for moretho~
&ad detailed reviewe ofoperatiq condition on
a leis frequent buia.

Major Componenta gfjhe FmmsiaJ Reyiew --
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•

-
The Financial Operations Review may incluc2<J the follow
ing components:

• direct public monitoring of the financial con
dition of the housing developments;

review of annual financial statements and the
financial review conducted by independent
auditors;

exsn.JDstion and approval of annual budgets;

•

•

approval ofrents in certain developments and
for certain classes ofresidents; a'.ld

preparation of appropriate sales prices for
properties to be sold from the inventory

Ir .J.dition, the process of financial IIworkouts" for dis
tressed properties already sold but in which the govem
ment has a financial or other :interest, is directly related to
the financial operations review process.

Direct monitoring of financial condition by the public
agency is desirable, yet limited by the public's ability to
devote staff time to that effort. The costs of operating a
housing development have a profound aHect on the
c.'OI\dition of the property, the quality and type of services
provided and the aflordability of the rents to households
inoccupancy. An of this affects the viability of the hous
ing development and the conditions which ire found at
the property.

A number of faetom can affect operaq costs and the
effec;:tiveness ofessential on-Bite : -v...:ing services. Such
factors include the quality of conaauction, the location
1d1ar.c:teristi(S of the property, the degree of outside
financial support for the property, quality and quantity of
local services provided to the propel; 1(i.e. public safety,
trash collection, 1l'UIin...~ of local community spaces
and facilities), level of debt service payments and ciwat:
(eristic:s of the population £cnved. The objectives in r~· .•~
viding the housing and amces should r~EcttN operat
ing circwnstances and chal...cteristics of the property. The
availability anc1 allocati01, of~ces should be factored.
into any assessment of the housing company and housing
develOpment whe::. ~1termininghow to ensure that the
highest quality services are being provided in a manner ,

ii

)
,.,..};
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whiCh will not adversely impact the financial condition of
the property.

For many properties it is likely that the resources available
are adequate to maintain stability at the housing develop
ment such that it does not become financially and/or
operationally distressed. The conditions and needs of
many properties are well known and there is probably
information available which can be gathered to provide a
sound basis for making ongoing assessments of the prop
erty. This is not to suggest that the agency should not
conduct a thoroubA and comprehensive (standardized)
examination of the financial and operating condition of
stable properties. Rather, it is to suggest that any organi
zation needs to target its resources to those areas requir
ing more immediate attention.

In addition to the direct reviews of finandal condition,
regular examinations of financial statements and repc3rts
prepared by the independent auditors. These reports are
to provide confirmation of the financial activities at the
ProPerties as well as the reviews of internal controls and.
the appropriate use of funds.

The review of financial condition requires that this inf()r
mation be made available in a timely way and that thL
information be presented in the appropriate format.
Compliance with audit report submission requirements
and deadlines are an important part of financial monitor
ing.

In addition to direct monitoring of financial condition and
review of fWancial statements, public agencies shoulcl
requite ann,.. I bud_ mbmis-wpm. The allocationof
resources is erne of the most critical components of any
review of thl management and ~erationof a housing
development. Budgets are an important tool for analyz
ing changes in costs and for mrmitoring financial conr.U.
tion during the year (i.e., monitoring budget verrlS actual
revenue iWd expenses).

Finally, pubUc: agendes may become involved in the
review II1d. approval of rents in certain CAses where the
r.dent population is severely limited ;n income or othIr
\We presents a compelling ~'UbUc need to protect the c:1asI
of residents. Some of the ProPerties which experience

~ finandal difficulties may serve a substantial number of
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lower income households,.have relatively high deht
service payments and are located in areas wheIe there is
not a strong private rental housing demand. In addition,

a some properties may offer few amenities or have physical
conditions or attributes which make them less desirable.
Without a clear method of setting market rents it can be
difficult to determine whether all steps needed are being
taken to assure that full rental income to support the
properties is being realized.

Sound financial analysis of market rents in the areas
where housing developments are experiencing financial
difficulties is needed not only for potential disposition of
the property but also to measure the spedfic property
relative to other properties in the immediate area. Steps
need to be taken to assess market rents and to establish
sufficient data on rent levels in each of the areas where
housing developments are under supervision. Ab:5ent
strategies for addressing issues pertaining to marketabil
ity and rent setting the properties can result in providing
a subsidy "of sort" through reduced operating servic~ I

defmed maintenance or reductions in debt service pay
ments. The result of these circumstances will likely be a
workout which will need to address the problems just
described once they become more severe in nature. The
focus of a strong financ:ial analysis and review process is
needed to address these issues before tMy become severe.

Fmanc:ially troubled housing developments which are
privately owned generally suffer from a lower level of
operating services than those which are not considered
distressed. These housing developments tend to show
problems inmaking debt service payments, reduced
contributions to replacement reserves, lower levels of
routine mam~~wu:e end reduced management services.
Properties which show these signs of finandal cmd operat
ing dif6cultiea can have poorer rent collection and have
difficulty attracting and maintaining households capable
of paying a market rent. Greater involvement in the
financ:ial analysis of these properties along with manage
ment reviews canlead to the development of appropriate
intervention strategies before or while the workout pro
cell is underway.

fiuartdaJInfgrmatipn ReqW,rgd for the Mana..
mentReview



·Whether HAMIS is fully developed and operational or nOt
steps need to be taken to ensure that all financial reports
are being provided and used for purposes of analysis.
Information needs to be maintained and analyzed which
relates to the following major areas.

1. Reserve Levels
2. Administrative Costs
3. Maintenance Costs
4. Utility Costs
5. Legal Expenses
6. Non-routine Maintenance
7. Rental Income
8. Other forms of Operating Income
9. Insurance Esaow
10. Tax Escrow Account
11. Security Deposit Accounts
12. Development Bank Accounts
13. Rental and other Arrears
14. Write-off of Tenant Account Receivables
15. Surcharge Policies and AmoWlts

Other informationcan also be used bu.t the above cover a
number of the major information and compliance areas
that need to be reviewed and assessed as a part of any
management examination. Record systems need to c0n

tinue to be maintained that assure access to the above and
independent auditors financial statement information.

Another resource that can be used to further strengthen
the analysis and information areas is the intgmal audit
staff. Part of any effort to review and assess properties
needs to account for the internal ccmt:rol requireme:nts
necessary to ensure thoroughreviews and examinations
of the housing developments. 1ntemalaudit staff canbe
requested to assist in the review ofhousing developments
where there ue issues requiring further examination.

Intemal audit staff could also be directed to assess what
data and reports they feel are required in order to assure
that adequa.te information on property expenses and
financial plans are being maintained. This should include
an examination ofwhat information is generallyav~1e
for housing developments which are experiencing some
ll\eUure of operational andI or financial difficulty. Por
these properties it is important that there be adequate ':.

2.4· 26 • Housin& Stock MaDqement: Asset Maaapment

.:11



information to forecast operating income and expenses so
as to determine the extent to which there are financial
problems that have occurred or will likely occur in the
future.

Standards for Independent PgbUc Auditors

As public agencies have taken on different roles in an
expanded number of programs, they will inaease their
re.liance on management information generated through
compliance and financial audits performed by IndePen
dent Public Accountants (IPAs). There are expected
administrative cost efficiencies in using data generated by
the third party review to assess regulatory compliance,
determine program effectiveness, and safeguard the
Government's overall investment in housing resources.

At the same time, there are the associated risks that com
pliance problems may go undetected without direct
Government agency monitoring of the auditors. Such
risks include lack of independence of the auditor, such as
in cases where the CPA has an interest in the project..
Other risks relate to an auditor's lack of understanding of
program requilements or failure to follow random sam
pling with resPect to file insPections.

To uU.:Umize the risks and ensure the success Ol: this moni
toring strategy, a third party aw..· ;system shot·~ti be
develOPed to incorporate the following elements;

(l) procedures and standards to ensure the .ltdion ofan
IPA who is both CQI,1petmt IJ1Ul indepttuIent, who has
the capabDity to conduct anobjective review of
compliana! ~ueswhich may !lOt directly affectb~
opinionexpressed in the financial statanentsi

(2) a detalled, well-orgallized IJUIlit guiIUwhich J11f1f1idls
precist testing prot:tllurrs for the IPA to follow in
examining c:ompliance and a repor'ingjamuzt which
incorporates cloc:wnentationof compliance findings
(see the recommendations inStep3 above);

(3) development and operating Inulgd guilldints which
indude funding for the II'A audit without diverting
funds needed to operate the housing; and
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•
(4) staff and funding at the Government level to ad

equately supervise the independent audit function,
including an internal audit and quality control function
to monitor IPA periormance.

The above elements can vary in significance depending on
the housing program involved. For example, questions
pertaining to IPA objectivity are important to housing
operated by a housing company in which the CPA has a
direct or indirect interest. Issues related to operating
budgets could be of greater significance to housing in
which a nonprofit or resident entity may not be able to
hire the larger and more reputable CPA firms. These
program differences notwithstanding, all of the elements
are neces!iary in a plan to use IPAs for compliance audits.

The financial information generated by the IFA can be
used in the financial review of projects, and the compli
ance testing information can be used in the management
assessment.

Of course, housing companies must include sufficient
funds in t\\eir budgets to hire the IPAs and undertake an
audit acco!cling to these public standards.

Pmsurement and 'antrids ManitariDi PmCC:
dum

Housing management companies are in a position to let a
significant number and dollar volume of contracts to
various vendors and service providers. Historically, this
has been an area ofpotential abuse and ineffic:ienc:y.
While it is not possible for a public agency to review all
contracts let, the public agency can put into effect certain
standards and procedureswhich canensure that reason
able procedures are foDowed to ensure cost-effective
procurement. The agency canzequire that housing 0p
erators develop plans to follow the standards, procedures,
and uniform specifications and contracts, and that the
operators be subject to post-audit compliance review as
part of the overall management assessment.

Thekey elements ofa public strategy for procurement:
monitoring would include the following:

..-

o

• procurement 8Dd r.ontractiDg standards,

--~---------------------------
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adopted by'eaCh housilig operator through a
Procurement Plan;

• threshold levels for stricter procedures and
agency review ofhigh-cost, high-exposure
contracts; and

• model plans and specifications;

Each of these elements is discussed briefly below.

(1) ~ummentand Contracting Plaw1 - As a
par.t ofthe "JD.BIVJgement plan?' required of
every ~wner/agent,there should bia compo
nent which spici1ically describes the p'rocure
ment and contracting process to be followed
~:e~t i:Qd ownership entity.

. plan shOuld descnQe the policies, proce-
dures and controls which will be used. The
plan neAds to describe in sufficient detail the
methods of procurement to be used and
should indicate the maintenance services to
be contracted with outside firms rather than
~ormedwith in-house std:. The plan
Should also describe the steps that tlie ownerl
apnt will Collow for the contracting ofdesign
aDd construction serri,:ea.

(2)

(8)

=~'£..DIGIlfor~~~a stricter
setor~tprocedures for larp con
tractI. Sometime8,~c qency review
that D1"OC8CIurea were fC'Uowed is~,
aDd. tl1e~may re(;:,w the realonable
n-. oftbi CODtract price. It iI ako .ndeM
practice for public agencies to~de lome
level ofnview of1arled~ iDd eoD8truc
tiOD contnctl,~ the miew ofllJ8Cifi
catiOlUl ad bid docnmentl~ lqaoper docu
mmution or other DOIl-eompJjance in the
procm8lDlDt area can lead to .,DmODl and a
i'eductiOD ofthe tbnIholda (even to zero).
Th.lower parch'';D, limits an set for a
mmrcemmt qat as~ to an owner
who 18 uiDI pvenuneat fuDda for IUblidies
orbad a pvemment loanfor.I!.~'
Theu liIiits an usually 8peCitiecl in monetary
amounts.

• Thedevel~taDd use of
Dcma can18ft individual

houiDI.~ton time and~indevelop
iDl8p8CiJlc;ationl, and alIo avoid situations
wben inadequate 8P8Ciflcationalead to poor

•

r
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product quality and workmanship.

Another method to standardize and stream
line the procur~mentand contracting process
is to develop model contracts for maintenance
and related services. These types of services
could include fire prevention system inspec
tiODS and servicing, elevator maintenance,
extermination, rubbish removal, janitorial
services, unit and common area painting, fire
extinguisherre~and any other typical
services. By standardizing the format for
these contracts, the agency will be able to
increase consistency in the procurement
process at the housing devel. )ments without
a need to review each contra~. The use of
model service contracts can also be ofvalue in
other areas.

The Role pf Internal Audit in Mset Manaacment

Internal audit is an independent appraisal function estab
lished within a public agency to examine and evaluate ita
adivities. The purpose of an internal audit function is to
emw:e that systems and procedU1\;"!.!j to protect the pubUc's
assets are effective in a1l1evels of the organization.
Tluough internal audit, the senior executives can obtain
realionable assurance that:

1. internal controls are adequate in promoting effi
c:iency and protecting the Authority's assets and
equipment

2. all transactions are properly authorized, processecl
aDd recorded;

3. fi1wlc:ial procedures and reports comply with estab
lished policies, generally accepted accounting prin
ciples, and other applicable rules and regulations;

4. the Authorl.ty operations are in compliance with all
applicable laws and government regations.

5. the Authority's policies and proceclures development
and enforcement are consistentwith its goals and .
objectives. _:
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In working to accomplish these goals, there are five pri
mary Meas of responsibility for an internal audit unit:

1.

2.

3.

4.

5.

Financial auditing - An internal audit unit
can perform some auditing activities which
otherwise might be contracted to outside
consultants, and can broaden the scope of
such audits to look at the use offunds, equip
ment, and other assets and also at policies
which deal with program efficiency and per
sODDel. Intemal audit sta1fcan also serve as
the government's representative in financial
reviews and man~ementaudits, because the
staffare not dire y responsible for financial
transactions or program implementation.

Proll' 'CUR control and procedural compliance
review - One ofthe major objectives of
internal audit is to undertake reviews to
determine that stated procedures are in place
and operational.

Pro,,-am evaluation - By collaborating with
semor personnel responsible for oversi~t and
administrationof=~a=, intema1 aUdit
staffcan assist in ~wheth~the
procedures and programs an meeting man
agement objectives.

Tech.nictU assistance - The interDa1 audit
UDit can identify areas wherepro~and
procedural imP.t"OVemfmts are neeCled, and
participate in Clesip'~ and implementiDg
l'eO.mmended cbpn.S1D the~s opera
tiODS, includiDgdevel~entand. diJcurQenta
Don ofnew proCedures, job descriptiODl, and
staffing pl8DI.

Fraud invatigatiDn - Where fraud or defal
cation ia~ the iDterD8l audit unit
caDiD~te;;l advise senior mpDap-
mat orthe nature and extent ofthe prOblem.

Suggested criteria for setting audit priorities regarding the
h1.tema1 audit activities are as follows:

1. Upl requimrfmts imposed by public entities, and
fiadings ofoumbaudits and. TerMrDs.

2. c.el ofrisk tmd aposurt, particularly those !iteas with
large expenditures and revenue receipts, and pta
gram activities which require spedal delegation of
control over agency resources, such as provision of
major governmental funds for repairs and replace-
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mente

3. Sig:zificant changes within agency operations or pro
grams, including changes in procedures and staffing.

4. Identified petfomrance or service management problems
which have been identified by mar. 'gers, tenants,
media, or the public.

With respect to housing asset management, the intemal
audit function can include the following activities:

;-

D.

•

•

•

•

•

review oC the risk-based assessment system to
determine whether it correctly identifies
those properties most at ...is1. ~C compliance
and viability problems;

examination of the management and financial
reviews procedures and adherence to these
procedmes by staJr;

evaluation oftha housiJ:1g asset management
information system and whether this system
supports the asset management function;

uemination of the prsJ:tices ofiDdependent
public accountants imd auditors inrevie~
imdrepo~finencial and complimce infor·
mation onho~owners and meneltement
companies; and

investigation ofalleptio':lS of fraud and
mimpnagement by b.oUsiDg owners and
management compbDies.

Housing Asset MlDageDlf!Dt l11fon\tatioa System

In this report, wr: have recommended that the
Government's approach to asset management be ~asedo:l

a risk-based samJ.'ling approach and on more limi~~

oversight for "high performing" properties. This~"t
be accomplished without a ManagMlent Information
System (MIS) which pro\'ides for strong and consistent
operational tracking and monitoring of the whole p0rtfo
lio which supports both the portfolio-Wiele allocation
de isions ml the detailedmonitoring of individual
p::~ects.

InOlder to achif~vestandal~dized~toryoversight for

-,----."._------------~..-._---------------
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the housing projects which are publi.cly assisted, the use
of a data-base and management systems which facilitate"
the operational analysis of financial and budget data by
portfolio management representatives is essential. This
section identifies some of the common types of informa
tion which would be useful in an asset management MIS.

The primary advantages of a centralized MIS database
and analysis system are several:

The availability of a broadened data-baee
covering all Government'portfolios would
increase the capacity of the Government to
manage eachho~portfolioWithout dupli
cation ofetrorts and possible inconsistency.
The use ofinde~dent systems with their
own development history provide fragmented
information for use by persoDD8l whO work
directly with the housing companies, and it
make ho~_policydevelopment and plan
niDg more difJiCult because ofthe efforts
re~d to consolidate operational and finan
cial information and to develop performance
standards.

~O~~lltnWnftrtipgform;tjIjlljitmiiiiiQiOiYWOUiCfeiPtOcreate
UDiform overBiPt~tiODS8nd ease
rqulatory buMeu between~ compa
DiM~~more timelT aDCLhiIher qUal
ity iJiformation and reportiDc. 'l"hIgovern
ment would be able to~e coll8isteDt
comp)jance objectivea with each JunuiDI
provider across all portfolios and ownerShip
strw:tunI.

The disadvantages include:

1. th8D.d lor the~~tCOlupa
Dill to t:e by . a st8Ddardized
~COOC:t.J'r:e~ to a specitic
submittallChedu1e;

2. the cost ordevelopiDc data-bases may be
prohibitive;

Some of~.·~ted disadvantages will continue to be
of ccmcem, but the improvements in the Jut several years
inboth the power ofhardware and the flexibility of10ft.
ware applications has diminishecl many of the other
amcems. If the Government develops a reporting soft
ware llV»ule for use by the private housing compani"!S aa

2.4.33 • Ho1lliDl Stock M,nlpment: ~~tM'"'pent ...~ef/J



..
part 'of HAMIS, then the concerns related to housing
company cooperation are reduced. It is possible to de
velop a PC-based reporting format that is consistent with
the software that would be used to develop and imple
ment HAMIS. Private housing management companies
can be provided with the capacity to eleco:onically submit
the required data by modem or through the use of a
computer disk accompanied by hard copy of the submit
tal. By providing the reporting software to the manage
ment entities, reports will be completely standardized
with the burden of data entry placed on the private hous
ing companies. Reporting sections not n!levant to a spe
cific development would remain blank.

The HAMIS system needs to be built tcj link with the
BLIMP@ database being developed as, part of the HSEM
[Housing Strategy Evaluation Model].

The operational objer.:tives for the HAMIS system should
include the following:

•

•

• -

,.
•

This system must lend if;self to ease in the
transfer of data from the lI18D8gement compa
nies to the Government to avoid errors, incOD
sistencies and lack: oftimely information.

It should be drl,YeD by o~tional Deeds and
not aCCOUD~needS, aDd therefore must be
driven bybuqet ChligatjODS (award ofcon
tract or purchise orti~,:,) and~t quarterly or
year end 6nancial audiis.

As the data in the system increases, it should
be .able to become a powerfulpl~ a!!d _
evaluation tool in the developmentor~,
rmt determinations, capital p)gnnjng, sc1iecl
uliDIr ofaudits and reviews, project feuibiJit)'
aDdaevelopment ofworkout strategies Cor
troubled properties.

HAMIS will also need to be able to evolve aDd
acquire added iimctiODS as needed.

How the fully-deve1oped HAMlS is to be maintained and
by whom MIIUlins a major question, but one which should
not impede the development of the system. IfHAMIS is
designed so than any portfolio management representa
tive can access data that is current up through the most
recent private IIUU1Agement company submittals (no more
than one to two working clays old}.. Jten concerns about
access and control of processing prioriti~ should c:Iimin-

.....
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ish.

Costs related tOI converting existing data for use as part of
HAMIS remain a consideration although improved tech
nology over the last decade has diminished this concem.
As the specifications for HAMIS are developed, careful
consideration will need to be given as to what information
will be imprJrted from current MIS applications that exist
in other systems, partic:ularly the BLlMP@ and the Hous
ing Manarlement Company's data files (although the
latter are somewhat suspect in terms ofdata integrity).

In order for HAMIS to be an effective asset management
tool, it will need to link operational concerns which are
common to the management of all assisted residential
properties with the proposed disposition plan, particu"
larlyas that planmay include seller 'take-bac:k' financing.
Dau£ on proposed mortgage payment amounts or esaow
aCO'Junt balances ;vill require confirmation from the
Golvemment and not from the data c:ollec:tecl from the
p1.ivate management companies. HAMIS should initially
emy consist of those asset management functions that are
appropriate for all properties.

Given the capacity of current software to create pass
words and other security tools, HAMIS should have little
problem with a wiele range of access from usem at both
remote and centrallocaticms. It is likely that most access
to HAMIS willbe llreadonly". Analytical tools such as
budget modeling andoccupancy forecasting do not raise
data tampering cmu:ems. Ph1dings on management
reports can easily be made secwe as tampering can be
readlly identifiable. Aa part of the development of the
speci6.'=8tUms for HAMIS, tools for data verification and
cross cheOing shouldbe developed.

Development ofa specification for such as system will
need to be user driven at the staff level by the portfolio
management repnsentatives. The development ptoeess
should be able to move rather quWdy from a user needs
analysis to development of a specification. How the
existing systems wlllbe converted or adapted to wnrk
withHAMISremains amore difficult issue which win
require careful ccmsideration in terms of intemalaudit
requirements.
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Potential HAMIS Data EJements/lV!Qdules

Described below is a list of modules and data elements
which would provide a starting place for user group
discussion and develop of a more detailed specification of
HAMIS. These recommended module5 are general
enough to contain all data that would be needed for
analysis by portfolio management representatives for
most portfolios. The specific sources and uses for this
data for each portfolio still needs to be considered. Most
of it can be taken from current submissions and file data
or through expanded monthly operational reports from
the housing owners/operators.

1. Baseline Development Data Module - This
module would include all basic physical descriptive
data (e.g. number of buildings, unit distribution);
ownership structure; final construction r.ost data;
checklist on type of major mechanical systems; loca
tion of plans and specifications and other relevant
data. In ~ssen.:e,all histo~calor descriptive data
from existin1; files would be transfe..lITed either from
the BUMpfl and/or the Ho'USiDg Management
Companys data tiles or the ac;EM.

Development Data Elements
OWnership atructure;
Site elements and quantities;
Bullding elements 8Dd quantitiea;
Service system elements and quantities;
~calLi~Unit elements imd quantities;
LOCation ofas-built drawing U1d all architec-
tural/I . . data;
cpmm:"f~ ,1"",,_'mts aad quantitleB;
Ducri~on0 ur ., . .,cial variances, dahl; of
ways and deed re.. .ions.

2. Budpt Hi,toO' Mgdgle - 'Ibis module would
maintain a full budget history for the development
II1d would support eomparative analysis based on
geographic location, major building and service
system characteristics and size of building. This
feature should be able to access all multifamily devel
opments regardless of portfoUo. It will need to be
tied to the Development Data Module to enable
sorting and comparisonbased on design, system;wi
configw.-ation data.

Operatillg Budget Data Elemeats
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History ofau. approved OPmlting budgets and
revisions
Under/over budget - current year (variance
limits customized to line item)
Exploded categories for~or line items (such
as maintenance materials, legal costs, and
other key line items);
(NOTE: all data should be reported on an
8Dllual, per unit month and square foot ba
sis).

Contracting and Procurement
List ofall non-service contracts ($ value,
vendor, period ofpvfOrDJance);
ManuiJ:i2 .Agent procurement action levels;
Liftt ofstiffauthorized to enter into contracts
or issue lNl'Chase ordf'rs;
St.'1tus of'contracts awards under review
(tickler);
Statwa ofsubmitted payment authorization
rant,atl"- '~_t.I__)
...."S-Ilb \ ...~ •

Rat History
Summary ofappxoved rent levels by unit;
History ofrequests for rent factor acljust
ments.

Subsidy History
Description oftype oCpublic subsidy and
&DIOUDt

Reierve aDd Escrow Account Status and Hlsto~
Monthly 8tatua ofBuerves and Escrow At:
ccmntl;
Snmmary ofruene and escrow ac:ccnmt
obliptimla;
Percentap 01arhmder reserve aDd escrow
fgncting ta.-pta.

Mortpp Pa)""':Ileat m.tary (u propatla are sold
with Snlndnl or other deed aDd use nstrIctiODl)

Summa." ofpaymlDt etatel aDd amounta;
Slil'''n~ ofvariaDce ti:om appovecl payment
lCbadull;
Tn paymlDtl (tiekler);
Snmme'7 ofIUV lJMriel 6neDeiel iDItru
mati aW:h as Letten ofCredit
p..romw- bondI and their c:onditions;
CoDditioDl ofWorkout ApMmmta.

IalaDnC8 Data m-.eall (a buaraDce is placM)'1»- ad. doUar val..ofpolici..;
Piemium. due datu (tickler).
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Energy Usage and Monitoring
Summary ofall basic energy usage design
features (R-factors);
Tie-in with major servi~e system specifica
tions descriptions;
History of energy improvements with esti
mated pay-back data;
Data on any resident utility allowances;
Tie-in with energy rate systems;
Project specific fuel costs and history.

Security .
Summary ofbudget line items related to
seOlrity costs;
Summary of crime reports within the develop
ment;
Summ2....~ofevictions related to c:.;minaJ
activity..

3. Capital Manoinl Module - This module
can be developed several diffenmt ways. It can
include a grant tracking and management sub
module although this could be a module by itself or
included in the (S&A) module described below to
contain historl.w data on all major repairs and 1m.
provexr.cnts, the current corrective repair lists or
capital improvement plans, and data on develop
ment maintenance. If the Government has com·
pleted a aUMPC or conducted a HSEM it wUllikely
have this information in those databases. Inwhich
W...c the HAMJS only needs to link with these.

Mai!lteDaDce and Unit Tumover Data Elements
(coUected from summ~ reports)

Summsry ofmo:.:l.::rk orders by DUQor
trade C8tep'Y\ ·eal sYBtem;
Vacant umt summsry report (Clivided into=:=>.orloaed work-orders by priority
catqory (emerpncy, urpnt, routine, WIpec
tiODS);
U.. ofcustodial.chedules in lieu ofwork
cmlera (YIN);
Backlol ofwork-orders and summary of
canceleC:l work-order.

Plevmtive Malnteunce ~Jdes and Service Con
tract Data Elements

u.t ofservice contrac:ta by system. ($ value,
vendor, periocl of P.'Ponnsnce)
Prop'eu ODlIDDual umt inspections;
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Types and frequency ofService System in-
spections in use (cstch basins, roof
drains, fire equipment);
Building & Grounds Inspections (YIN, fre
quency)

Capital Plans and Budgets
Summary offive year projected capital needs
!>l~or system;
~ormtem replacement sc.h~dulebased on
us8fulliCe;
Summary ofsources and uses ofnmdjng for
cumm.t year capital ~rovements;
Cycle painting schedule (tickler).

Grants
Development specific grant history;
Description ofcurrent grants and gret p.:.r-

C~ report and tracking of grant mile
stcmes (tickler).

4. OCCup,nQ'MgdpJe - This module would include
the demographic data on all residents in the poxtfo
lio. Itwould include waiting list descriptive data. It·
would have an affirmative action analysis component
that would use census data and development datil to
identify potential problems with Wliting list manage
ment, marketing and outreach. 1118 data which can
be identica1lor all multifamily properties canbe tied
~ program requirements on inamte from the devel
opment history module for a compliance report on
occupancy requirements for the developma~t.

Relidlllt Ocaas:.D::meData EllDlalsBedroom ° -'i. •

All L_-: • OIl; • ..JI phi datau..C 1OCl00000·nmmc Qemoara c on
each boallbold;
Jmtia1 eeniflcatioD ad all recerti&cation
hiIt.orJ;
~.='7of~ 1DeCial.~t8ror
V1COIII8, boul8bola~tiaD
~.JuedI~~tl°
Report on lo1t iDcome calCulation ;y.ted to
..cenc,;
IfiItorj' orc1eDroa'ammed UDitl°
Report on an-ura3erlcmr-hOUUcl.

1.-Eaforcemeat IDd Evlctiol', Data Elemllltl
('I'bIa wiD likely evolve at lOIIle point In the near
fatare

Ret arnan curnnt aDd apd;
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Number ofnotices for arrears:
Number of rent agreements current:
Number and status of"for causel! actions;
Total evictions as a percent of notices.

Marketing and Affirmative Action Outreach Data
Elements

Summary of inquiries;
Summary of dates and placements of out
reach advertisements;
Summary ofaflirmative action goals (out
growth of court settlements or
compliance reviews).

5. £erformapc;e Mopitorini Toc;kipi Mgdule - This
module, which would be based on as many operating
statistics as considered appropriate by program,
would tie into a management review protocol to
determine monitoring priorities. This module would
be used to develop performance ratings for develop
ments and management agents, allow comparisons of
performance, and assist the Government in develop
ing better tools for development monitoring and to
assess work-out strategies.

MlDaging Agent Data Elements (direct relation to
Management Plan)

Table oforganization (central office and site
ofliee);
Ownership Structure;
Liat oCotlier Government-supervised develop
ments under management;
~ent fee hiStory;
Mananment Incentive History;
Li8t orstafl'authorized to enter into contract8
aDd issue purcbue orders;
Summery ofmanapment review iindiDp
(c:ummt ,eRr .. OpeD~or ;yr.);
Summary ofall riquiied submissions with
date.

~pment Review
S"mmary ofUDit ms,ections;
Summary ofBelid,ent file audit;
Recommended ca,ti~~re~ list;
S"mmaR ofFiM;.mp .ma RecommendatioDa;
Overall evelopment Performance RatiDl.

6.
- There are a number of required (e.g., quarterly
6nanda1 reports) and disaetionary submissions (e.g.,
waivers) that require ad.zninistrative conc:urreru:e. A
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tracking system Will aIert: supervisors and. staff on
required steps, define bac:klogs, permit owners and
management agents to anticipate the timing of ac
tions and to check on status of submissions. nus
system would provide a strong workload manage
ment tool for supervisory personnel. In addition,
items such as payments &om esaow account for
taxes and insurance could be monitored through this
systeJ;1. IntP.ma1 administrative activities such as
scheduling of site visits could monitored through this
system.

HAMJS As An Ana1)1ic;a1 Tool

Inorder for HAMIS to be effective, it must p,.r~de the
portfolio management represelltative with ease of access
to information on specific developments or portfolio-wide
data.

For portfolio-wide analysis, HAMIS needs to have the
capadty to: .

•
•
•
•
•

nemine ri8k p'Hlement iDdicaton and
prioritize J!rOJect& for attention;
tnck treIUia m port£olio physic81 and &nan
cia! CDDditioDa·
pn,ideam.-:apabiJity for selection of
P!'Oiectlat~
Jdetjfy problem prqjectl for workouts· aDd
compile caPital needs anr.1 other pdlio-wide
MtimatM OfphyBical and 6npn"al Deec1I for
planninl parpoaM.

For project-level analysis,HAMIS Deeds the ability to
pelfowL "what if" forms of analysis 01\budpts and rents
adjustments to support the budget approval aDdrent
detean.ination pie-- ,. The iDfmmation in the Iystl!lll
should be ofsufficient detalllO that any portrolio manage
ment representative could review the data and Ieam
exactlywhat the ament statusof the developDv.!nt wu
without any priorn1atlonshipwith1M maDapment
company. Throughthe use of HAMIS, there is an oppor
tunity to get the private housmg compll1ies to pmvide
staDdardized and detailed information to the housing
apncies through the use ofelectronic: data~which
reduce the current reUance onmanual reporting and hard
CO'i'Y submittals whimslow the review and approval
pre III
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Properties that are high performing - providing ad
equate services, meeting requirements and paying their
mortgages - will not require extensive use of the capacity
for analysis that needs to be included in HA!vIIS. These
developments will provide budget and operating history
for comparative studies on operating costs within and
across portfolios. The major strength of HAMIS should
be its ability to identify lagging performance and to pre>
vide the tools to assist in the development of maIlagement

improvements, physical improvements and financ:ial
restructuring. Turning around a troubled development is
a process with a long lead time. The decision to spend
money on capital improvements can take three years or
more to complete given all the specification review, bid
ding and performance time that can be required HAMIS
can be a tool which can ideD.tify trends in work-orders or
changing waitin.g list demographics that have project
specific implications or impact portfolio-wide planning.
Although the pace of conversion will vary from munici
pality to municipality, HAMIS should facilitate the
Government's planning capacity through its "what if"
capacities. The Government can use the data in a system
like HAMIS to supplement the HSEM or if it has not
pursued the HSEM, develop its own feasibility studies for
retention or sale.

------------------------------
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CHAms 2.4 APPENDIX A

GLOSSARy OF TERMS

Asstt Managmamt -In publicly assisted housing, the term
refers to all activities which the owner, or the public fund
ing or regulatory agency, takes to ensure that the housing
provides a decent, safe, sanitary, and affordable living
environment to the residents, and that it remains physi
cally and economically viable.

Band dtftasana and rtftmding - Refers to the process and
activities a bond issuer undertakes to issue new bonds (or
certificates of indebtedness) and payoff older bonds,
which is usually done either to obtain a lower interest CXlSt
or produce additional proceeds that can be used to fund
additional projects or provide capital funding for im
provements on existing projects. Defeasance is the step
taken to render existing bonds null and void. can provi
siems ensure the right of the bond issuer to redeem the
bondsbefore the maturity date.

Contingmt liability - Contingent liabilities are~~ liabili
ties which do not c:urrently existbut may exist if certain
cin:umstances come to pass. With respect to pubUdy
auistecl housing, the c:ontinpnt liability is the additional
fi:nancial exposure (beyond current amountIloaned or
granted) which the Government may enmunter if the
current owners and managers of the usiatecl housing fail
to maintain physical and finandal viabWty, including
COlts to foreclose and. resell, costs to make improvements
or mnect deficiencies from deferred maintenana!, md
other such costs that may arise in the future.

Housing SIISfaII1Iu, ViIIbility, & A4IIpfIJbility -'!be Q)na!mS

reprding the long-term usefu1nesI ofhousing. VIAbility
refers to the long-term fiNndal and operational p:ospec:ts
for successful operation. Sustenanc:e refers to ibe long
term physical prospects lor the propexty, and the UkeIi
hood that the unit canbemain~~ andsuatamed for
continued occupancy. Adaptability refers to the concept
of the housing's ability to meet changingUIeI and needs
ov.. time.
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Portfolio risk - Portfolio refers to a collection of investments
or assets. In the case of publicly assisted housing, the
portfolio includes all housing units directly funded or
subsidized by the Government. Risks associated with a
portfolio refers to the likelihood that a significant portion
of the portfolio of investments or assets will fail to yield
the results expected, including default and foreclosure,
sale or conversion to other use, or otherwise fail to con
tinue to provide the affordable housing intend,'!d by the
Government.

Qusdity control - A method of monitoring programs to
ensure that regulatory requirements are being met. Qual
ity control is based upon examining a small random
sample of projects to predict the extent to which all
projects in the program are meeting the requirements.

Sinkingfund - A fund to which payments are made on a
periodic basis for the purpose of ultimately paying a debt
or replacing an asset. Often used to accumulate funds
from mortgage repayments to retire mortgage revenue
bondS. ,

Subsidies - Government grants to reduce the cost of h0us
ing. For example, rental subsidies are provided to reduce
the portion of the rent paid by the occupant. Mortgage
subsidies are used to reduce the monthly mortgage cost.
Capital subsidies are used to reduce the amount of the
cost of development that must be financ:ed through m0rt
gages and other sources.

Attachments

Sample Management Plan Requirements and Manage
mentPlan
Sample Management Report Requirement and Report
by the entity doing the monitoring. In the case of pub
lidy assisted or conveyed housing, the housing stock may
no longer be owned or be managed. directly by the public:
agency, but there is a compelling public: interest in seeing
that the housing remains viable and continues to provide
suitable housing to citizens. While the public: agency may
not have direct ownership andI or management, its inter·
ests and rights in monitodng may be secured by:
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Portfolio risk .. Portfolio refers to a collection of investments
or assets. In the case of publicly assisted housing, the
portfolio includes all housing units directly funded or
subsidized by the Government. Risks associated with a
portfolio refers to the likelihood that a significant portion
of the portfolio of investments or assets will fail to yield
the results expected, including default and foreclosure,
sale or conversion to other use, or otherwise fail to con
tinue to provide the aHordable housing intended by the
Government.

QUIIlity control- A method of monitoring programs to
ensure that regulatory requirements are being met. Qual
ity control is based upon examining a small random
sample of projects to predict the extent to which all
projects in the program are meeting the requirements.

Sinkingfund - A fund to which payments are made on a
Periodic basis for the purpose of ultimately paying a debt
or replacing an asset Often used to accumulate funds
from mortgage repayments to retire mortgage revenue
bonds.

Subsidies - Government grants to reduce the cost of h0us
ing. For example, rental subsidies are provided to reduce
the portion of the rent paid by the occ~pant. Mortgage
subsidies are used to reduce the monthly mortgage cast.
Capital subsidies are used to reduce the amount of the
cost of development that must be financed through mort
gages and other sources.
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Chapter 2.1 - Occupancy Managemen~

SEcnON 2 • OCCUPANCY MANAGEMENT

In cider for housing to serve the dual purpose of both provid
Ing a decent and comfortable liVing environment for all
households as well as being a positive economic force in a
free market economy, all parties involved must pay attention
to the grou~ of activities considered to be occupancy issues.
Occupancy issues InCOl'))Orat8 the areaa of marketing, tenant
selection (where applicable),leasing, Initial move-in and
orientation, ongoing enforcement of lease provisions and
rutes and regulations and move-out. Administration of uctivi
ties failing within the88 areas Is called Occupancy Manage
ment.

The following information Is designed to c!early dfinne ech
component of occupancy managemertt, to Identify and
understand the goals and objectives of occupancy manag.
ment, to assist the housing provider In determining the best
mechanisms for achieving the. goals and to enable man
agement to clearty define and understand the roles of "e
participants In the occupancy process (e.g. property owners,
regulatory agencie., tenant and homeowner associations,
Individual households).

CompgalDtl

The key elements of occupancy management include:

• initial marketing
• tenant selection
• 1_ execution
• move-inlortentation
• ongoing role of ....Idents and management In

dally operations
• tennlnatJon of tenancy

Each of the.. elements illmportant whether the property 18
nlWly constructed, recently renovatld or addre..lng nonnal
turnover and attrition. UkIWiU, regardless of thl populalton
being housed all"-ar•• must be addressed. HtI....,
the emphasis may vary dlplndlng upon the economic and
social conditions of the residents, and the age, condition and
location of the property. .

•.
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related to predetermined preference! (I.e.
households in emergency situations, residents
of a specific geographic area). A mandate may
either be informal, regulatory or statutory.

Although the foregoing concentrates on market factors for
re'jd,otjal housing, location factors are considerations in
determining which co[,')m,rs;!itl tenants are likely ~o want to
rentlbuy space in a specific property.

Once the potential market has been clearty identified, It is
time to."Itthe market. Successful targeting of the mar-
ket has occurred when those who express interest are
households who are in fact appropriate for the property and
therefore likely to become residents. Depending on the type
OT property being marketed, there are a variety of methods to
be used in this effort. Frequently, several methods will be
used concurrently:

• M ","fling. One method for attracting •
interested and appropriate households
Is through advertisements. Th..aN
numerous ways to advertise. lh_may
inclUde classified advertlsementlln
newspapers or magazines, larger ads •
with pictures, development and dlstrtbu-
tIOI-. of a brochure or flyers, posting of
wrf!en infonnatlon~ andfor other milt-
Ings can be condudtKI to present a
nl'Wl story about the property.

•

•

•

• ~-WorklhOPIcan
be held about the property and how to
apply. Other eventl can include open
houIeI providing tours of the property •
and brtef presentation. at mHtlngl
being held for other purposes.

8IfID:III- "The,. m~ay be ~imllar proper
tiel which receive Inqul,*~ but do not
have unltalvaillbll. Th~may be
rlferred to other pri)pII1lM which haw
vacant units. Referral. may 4110 playa
roI. in the cue of specialized hOUli1g.
Aproperty owner providing houling tor
specific populations (I••• low Income,
handJcappecl) may look to sociallllVice
agencies, or welfare organizations to '

','

, . ;;
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Below are some suggested Items to be included in the
application forms:

Bi,jdentjal:

• name of applicant
• date of birth
• place of birth
• current address
• phone number where applicant can b6 reached
• present housi~g sitcation (own, rent, ~taying at

a friend's)
v how long there
• current rent and utilities cost
• name/address/phone of current landlord
• name/address/phone of past landlord
• list all persons who live with you (full nam.,

relationship, date of birth, employed, in school,
social security number)

.0 total number who will live in the apartment
• are any children currently expected
• employment Information (name of sJi working

people, employer)
• name/regular wageltotallncome for past year
• other sources of income, amounts
• references (personal and credit)
• any pets
• person to notify In case of emergency
• Include a fonn to be signed at tim. of appIlca

tton which will authorize management tt' verify
Information

• have person sign and date application fonn

Cqnm.mjal

•
•
•
•
•
•
•

Intendedu..
name of company
years In business
names of owners
financial statement of company
credit references
landlord references

'. '.
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typically require additional up-front information before deci·
sions can be made regarding who to house. Selection of
tenants in both specialized and general rental housing is
addressed in greater deta" because the long-term health of •
the property is dependent on the quality and appropriateness
of the tenant population and the ongoing relationship b.
tween property owner and resident.

1. HOIDIQWD,rsblp

In traditional homeownership. the key concems in selection
are typically limited to financial ellgibilit)f and capacity.
When a household chooses to purchll. under a fee simple
arrangement. they must meet certain financial requirements
¥mid1 will likely include adequate inctJme. reasonable ex
penses and a acceptable credit history. Even thesa criteria
are applicable only if the purchaser intends to borrow some
of the money necessary to bUy a home. If the buyer Is
paying cash for a home. little screening is d~ne.

The financial requirements 818 the same in the case of tM
purchase of a condominium. Additional selection criteria
may include requirements which are identified within the
condominium documents. such as limiting purchasers to
households who will reside in the unit and restricting the
number of unrelattd Indlvk:tuals who may live in a giv8n unit.

Beyond these elements. there may be an Informal selection
process which Involves an interview with prospective pur·
chaMrs. The purpose of the interview Is to make certain
that the purch_r lI1d1rstands both the rights and responsi
bilities of condominium living. The intervi.w may IdIntIty
some families who do not wish to take on the responsibilities
of common ownership. 1l1ey may select themselves out
from being considered for condominium ownership.

Cooperatives t)'Pically create a more extensive SIIectIon
.. ProcIIl because the coop r.talns r.sponsibility for much of

the financing and QP(Iration of the housing. A cooperattve
ulually hal a membership commltt.. which may develop a •
wrttt., application fonn and conduct Intervf.WI of proeptC-
tIve shareholders. Depending on how the cooperative Ia
structured. the selection process may be closer to that UMd
in f*1taI houling than in other fonns of homeownellhip. A
cooperative may in some instancel be structured u a
single-purpose cooperative (I•••• an artiars cooperative), In '
which case anyone 8A)lying mUlt m.t the definition of that
single purpose.

.,

~, .e
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cases where an owner intends to de
velop hislher own documentation, he
should consult an attorney to insure that
he is in compliance with any relevant
legislation.

• polley issyes ·In addition to the provi
sions stipulated by the law, these docu
ments must included information regard
ing all significant policy issues. Th_
areas may include but not be limited to
housekeeping, quiet enjoyment, gUlsts,
lockouts and any fonnal administrative
or maintenance responsibilities which
reoidents may have.

• oeffele; relRQOgjble gartl••• The..
same documents define who is respon
sible for what How is heat providld,
who does repairs Inside of units, in 1I1e
common areu, when is the r..1cIInt
responsible for the cost of a repairs, in
the case of apartments, how otten ...
thlt! painted, what are required security
meuur., and what are the respective
r.ponsibllltlls of the tenant and land
lord in giving notice to each other when
moving out or renewing le_s.

• Flnancl,' ROIk;I,- - In the cue of .....,
all details of rent ~yment procedUrll
must be described. Men is rent due, to
whom does It get paid, wh.t form of
payment Is acceptable, when 18~
conlidlred late, and what happena if
rtnt II paid late? Condominium docu
m.,ts describe similar procectUfli for
payment of monthly maintenance feM
and other financial all••amn Under
the~tlve form of own.rshlp,
o=JPMcy agra.ments define the
flnaneial pollclls related to payment of
carrying charges. In cooperatives and
condominium. which ave bien dwll
oped to Inlure long-term affordlbillty,
ther. may be a limit to the priCil which
an owner can charg. for hi.",. unit or
sh...... IUrnlted equItY' r.ltrlctlons are .

. . .
• I '.
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cases where an owner intends to d.
velop hislher own documentation, he
should consult an attorney to insure that
he is in compliance with any relevant
legisJ3tion.

• POlicy issyes • In addition to the provi-
sions stipulated by the law, these docu-
ments must inCluded Information regard- •Ing all significant policy Issues. Th_
areas may include but not be limited to
housekeeping, quiet enjoyment, guests,
lockouts and any formal admlnistratlv.
or maintenance responsibilities which •residents may have.

• Defining resggnajbl. Rartle•• Th••
same documents define who is respon-
sible for what. How is heat provided,
who does repairs inside of units, In the
cornmon areas, when is the resldlnt
responsible for the cost of a repairs. In
the case of apartments, how often ...
th~painted, what are required securtty •m_ura, and what are the re.pective
responsibilities of the tenant and land-
lord In giving notice to each oth.r when
moving out or renewing leases.

• FtnIDc1a1 ROIC'" - In the case of ....s~ •
all details of rent payment procldurH
must be described. 'Men Is rent du., to
whom does it get paid, what form of
payment Is acceptable, when II rent
considered late, and what happlna If •rent II paid late? COndominium docu- ..
mints describe &:mlllr procedurM for
payment of monthly maintenance feN
and oth.r financial a.I.I.ment. Under
the cooperative form of own.rshlp,
OCCUpm1CY agre.ments define the
financial policies related to payment of
carrying charg... In cooperative. and
condominiums which ave bien dIYIl-
oped to Inlurelong-tenn attordlbllltY. •th•• may be a limit to the priell which
an own.r can charge for hi.",. unit or
sh.re~· ~umitld equItY' r.ltrictlon. are

..
, .
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• tenant maintenance responsibilities
• owner maintenance/service responsibilities
• owner entry/insr.J8::tlon of unit
• rules and regula,ions
• condemnation
• subletting
• terms for lease termination
• terms for lease assignment

Asmaple set of by-laws are included In the appendices.
Based on local legislation most by-laws are largely standard
Ized in terms of basic principles of ownership.

2. A"'dlnt Qr',Dtltlpn

Orientation may be a key component of homeownershlp
depending upon the extent of common facilities and man
agement. However, orientation is always important In a
tenantl1andlord relationship, since all aspects of day-to-day
living are part of an ongoing relationship.

Communication and mutual understanding Is key in the
dynamics of any relationship. Ignorance or misunderstand
Ing can only foster problems Is everyday living. the nlld for
ctear communications In rental housing Is especially critical
In programs where the households rna'! have special nucls
or a history of difficult living circumstances. M part of the
application process, aliispects of becoming a member pf
the community should be ct_rty Identlfled and explained.
Once an IA)licant is about to be hoUlld, every item related
to his role as a tenant should be thoroughly explored.

• fmlanatlm gf IMM prgyfllgn, • Aa
dllcusud prlViously, the 1M..d.
ICI'ibIIln detail the fundamentals of the
rllatlonship between the t.,ant and
landlord. No ma.r how clear and
conciM, it II often couched In technical
terms which may not be readily under
stood. It II the responsibility of the
own.,. to make certain that all iteml of
the1_are understood by the tenant
Thll may be done by cr.ting an anno
tated1_with key clauses summa
riZId In lay tlnna or It may warrant a
face to face discussion. 'The own«
should be confident that the tenant does
in fact understand the mutual obligations

'. '.
" . "
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everything within the unit. The unit
inspection also provides an opportunity
for the landlord to discuss basic house-
keeping responsibilities. In cases where •hard to house households are moving
in, this inspection may help to determine
any areas in which the tenant may need
additional assistance.

• Reyiew prgcedyres fpc reponing prob-
leml (majmenaoc, aod jnt,rperaonal) •
In any building, there should be a set of
procedures for reporting maintenance
concerns. These procedures should be
outlined in writing and prOVided to each
resident. Residents, be they tenants, .
cooperative members or condominium
owners should understand that the..
procedures are necessary In order for •repairs to be handled efflc.entty and to
make sure that thlre is a comprehen-
sive record of maintenance problem••
There should alao be a procedure for
reporting concems about other rest-
dIntS whether they be complaints about •behavior or worri.s about an indlvklual's
well-being.

• printed maltrl,1 - The use of printed
material such as a residents handbook •and regularty published newsl.tt.r. can
be helpful In orienting a new houuhold
in rental properties and homeownet'lhlp
settings. A handbook might Incluellall
critical information regarding proce-
dure., Important phone numbera, r.-
source. and a general phlloscphlcll
stat."ent which can help set the tene
for an Incoming resident. On_9
n.Wllltters keep both new and IXiltlng •rllidlntllnformld about upcoming
events, and any changes in procedures.

The following orientation items are most relevant In rental
settings, especially where a population witt. special n.1ds •either because of limited income, social problems or dllabill-
till Is being housed:

.2.1-15 • Occupuu:y~pment·t-



'ccupancy i .anagement

anticipated that prior to selection as a
tenant, an applicant's service needs
have been identified a;1d tha owner has
d·3termined that these needs can be met
to a degree that will enable the tenant to
be a productive and responsible mem
ber of the community. It may also be
that it is desirable for the pros~lve

tenant to agree to using certain services
as a condition of hislher tenancy. Any
such recommendation conceming social
services should be thoroughly discussed
in advance of a tenant moving in. AI
though it may not be legal to require 11
tenant to take advantage of certain .
services, it may be that certain behav
ioral standards may be made a condI
tion of continued tenancy. The. r.
quirements may be incorporated into the
lease.

In any multI-family housing development, grouping residents
together within a defined geographical area creates a neigh
borhood. In order for the property to be successful, creating
a posittv8 and cohesive community out of the neighborhood
Is Important. A well designed comprehensive orientation
program in makes certain that household are crear about
their Individual and community responsibilities and rights and
that thly view themselves as a member of the community.

3. ROLE OF RESIDENTS IN OCCUPANCY
IlANAGEMEN1'

In any situation in which one Indlvldu8Vgroup Is providing
uMCII to ottwI, an ongoing r*tlonshlp Is cr.tld. In the
cue of rental houling, an owner Is providing housing and
related services to tenants tor a period of time while still
rltaining all ownlrshlp rights. In the cue of cooperatlvel or
condominiums, a rtpr.."tattve form of govemance II .
developed. Thlo govemment Is responsible for the malnt.
nance and upkeep of all commonly owned property, along
with the regulating of Individually owned units to the ex-ent
that th... units and their condition afflct the common .,..
(In the ca. of the condominium) or to the Ixt.,t that •
cooperative determln.s Is In the belt Int·lrest of the coopera-

. live corporation. Clearly, th~. nature of this relationship
. ..

~~1-17. OcCUI f.Mula: lll\el\t:
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owned either by a non-profit entity or a
private landlord. In addition to housing,
shared services which are provided may
include meals and health care. The role •
of residents is usually an ad'"isory one.

• Rental - In the conve~ itional model of
reiltal housing in which an owner pro-
vides housing to a tenant in accord with •
certain lease provisions and local legis-
lative requirements. In this model,
tenants usually work together to insure
that their rights are protected.

Regardless of the model of housing, consideration must be
given to the role of residents. In homeownershlp develQ9-
ments, this role is most often defined In the legal docurnents
for the property. All purchasers, by virtue of their purchase
are agreeing to the methods for governance of the property
and the role of both individual homeowners and the re...
dents elected to serve as representatives of the
homeowners. Basically, all responsibilitleo for operating the
common areas and protecting each household's Individual
Invutment fall to the elected homeowner representative••
They may each take responsibility for a different ar. or they
may hire professional contractors, accounting personnel and
administrator. to act on their behalf. Although the same
talks of financial and maintenance management must be
accomplished In a rental development, a property own.
may choose the mechanisms for handling the.. respon.lblll
tIM. The role of residents will depend somewhat on the
prtoritIM and Inte....ts of the owner. If the housing hu been
dlwlcped under a program with a specific mandate ~.e.
IncrIaU1g Independence for handicapped hoUMhoIdl), this
mandate will In part determine the extint to which relidlnts
taU respon.ibllity for operating the housing.

The possible role. which tenants may play Include:

• fI&bIlc MMY •Tenants are the eyes and
MIl of 1M building. They should be
encouraged to notice problem. of safety
• both In terms of physical building
deficiencies and In terms of behavior or •
actions of r.!dents which might jeopar-
dize the h.1th and well-being of the
r.idents as • whole.

. .

"
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•

•

•

nity and work as a group in meeting the
goals of the community. As part of this
community building, tenants may take
on a variety of roles including involve
ment in tenant selection, and promulga
tion and enforcement of rules and regu
lations.

Financial savings - In some situations,
the project revenues may be quit.
limited. Utilizing tenants to perform
basic maintenanceJjanitorial tasks may
be the most cost effective method of
Insuring that cleaning tasks get done on
a regular basis.

program mandate • When housing II
developed under a specific program, the
mandate may Include specific requir.
ments related to meaningful tenant
involvement or job training. In mOlt
housing programs developed In c0n
junction with social services, a primary
goal is to optimize the tenant's ability to
function productively and Independently.
Melningfullnvolvlment as an actlw
tenant will tend to increase an
individual's sen..of self-worth, compe
tence and confidence; performing bulc
maintenance tasks will provide job aldlls
which a tenant may then ,Jtlllain ucur
iog outside employment.

JUry at QM" ptn- Development of a
tenant's .saoclation is Ilklly to create a
cohllive group of indlvtduall with lint
Iar or parallel .xperiences. Thil group
can often bI.f*t1v8 In addr-*'O
infractions of rules and regulatlona.
F,.quently, a decision r_chld by a
-Jury of one's peer" may be morelfflc-

.. ~1. Occul
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manager must be a dialogue if anyone
Is going to benefit. It Is itJ1portant that
the owner/manager fesj)(.t:"1ci to ques..
:ions In a tlmeiy, honest and compr.
henslve manner so that everyone can
benefit from owner/managerltenant
relationships.

The role of residants in occupancy management In a ,.,181
environment Is a delicate Issue. There is a balance that
needs to be maintained in order to insure that the property is
well managed while at the same time" significant value
must be assigned to tenant Input and the process that leads
to that Input. It may sometimes seem that in the course of
jellnt decillon-making cartaln efflclenci. are -sacriflcecr, but
it Is critical that the owner/manager appreciate that the..
sacriftces are part of achieving an overall goal and commit
ment to provide a housing environment that Is also a wortdng
~mmunity.

R.lldems in cooperatives and condominiums are in fact~.
owner". However, in general the ultlmate authority for oper
ating the property rests with owner representatives elclld
from the general resident population (homeowner's a.SlOCi•
tIon). The.. elected owners comprise the dIclsion-maldng
Beard. they are responsible both for carrytng out exilti'lg
pollciel and dewlaplng new on.. u ne.dId. Although
individual householdl have specified ownership rights along
with the powr of their vote. the day to day role of residents
• a-vil the role of the Board oft.., approximate the relation
ship between a property owners and hillher tenants.

•

•

•

•

D. ADIINSTRA11VE ASPECTS OF OCCUPANCY
IlANAGIMINT

The ongoing provillon of houU1g unRs requlrea tracking of
adminilt'atlve information. phyIicaI mai1tenanceaetIYItIM
and the statua (occupildlvacancy) of apartments. It alia
requirM production of financial reports to determine whither •
or not tho operation of the property fa profitable. If the h0us-
ing Is bH1g funded under a government program, it fa Ilclly
that additional reporttng will be required. 'The type of ,.rt-
Ing required wUl vary cllpenclng upon the specific prog~.
However the,. will likely be certain generic reports related to •
occuPlf1CY levels, rent colltctlonl and income vertftcation
that are required In any program In which th.e II an ongoing

' ..

,.
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•. Bent incr9a~,...a... Depending upon the
housing program, a series of steps must .
be followed in order to secure a rent
increase. If these steps are not accu·
rately flied, a rent increase may be
delayed or denied resulting in lost rev..
~nue to the development. In th& cas. of
rent controlled/rent stabilized units, non
adherence to reg",latlons may even
result in a rent reduction or rollback.

• Malntenanc, rtQilrtl • These may In
clude mov.in, move-out and annual
unit inspection forms as well as common
area inspection forms. Written
workorders should also be kept on all
work items, whether Identified by the
owner or the tenant and regardless of
the nature of the problem. Only with
adequate written information carl there
be accurate identification of ml' .nt.
nance (an~ possible tenant) probl'Al'IS
and proper planning for mAinten.:r~
and physical plan needs both short and
long tenn. Inadequate maintenance
records will lead to Inefficient maint.
nance (which will bring about tenant
dissatisfaction and Increased costl) and
the potential for serious physical weak
n....which can only be corrt'Cted at
great expMM.

• YIOIglfDtDt mpgrtl • Mandat.s may
require csrtain agency specific .-porta.
The Inform...'IQn Included along with any
relevant m.teri~ can be used to create
asummary management report which
highlights the key aru. of property
operation. this type of summa"! report
can be used for Intemal pUrpolli1 and
r..,orted to any Board. It can highlight
key items and serv••s a planning tool
In ldentKying aspects of managem...t
which may nHd additional staff atten·
tion, wnds or outside assistance. .

. '.'
..-----~-_._......._~----~......._~.--
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ABC APARTMENTS
100 Main Street

Boston, MA.

22 May 1992

Dear

Thank you for your application to ABC Apartments, 100 Main Street, Boston,
MA. This letter is to inform you that we have received your completed
application.

We will be in contact with you shortly to let you know what the next step is. In
the meantime, your application is active and there is no further action required
on your part. We thank you for your interest.

Sincerely,

.. .,

I
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ABC APARTMENTS
100 Main Street

Boston, MA.

22¥ayl992

Dear

Thank you for your interest in ABC Apartments, 100 Main Street, Boston, MA.
nus letter is to inform you that we have received your application. However, in
order for your application to be considered complete, the following missing
information must be completed:

landlord reference----_.
verification of income-----
home interview-----

_____ employment verification

Please contact this office by 10 June 1992 to ciiscuss these missing items. Ifwe do
not hear from you by this date, we will assume that you are not interested in
continuing in the application process.

Sincerely,

:." ".

'. 1:)
'. ,.. ,

I
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ABC APARTMENTS
100 Main Street

Boston, MA.

22 June 1992

Dear

We are pleased to notify you that you have been selected as a resident at ABC
Apartments, 100 Main Street, Boston, MA. You have been assigned to Apartment
#4. We currently expect that your apartment will be available on or about 1 July
1992.

Please call our office to arrange for a meeting to discuss the final steps which
must be completed before you move in. We look forward to you becoming a part
of our community.

Sincerely,

.. ..
.. '. ~ ..
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ABC APARTMENTS
100 Main Street

Boston,MA.

22J~e 1992

Dear

Thank you for your recent application for housing at ABC Apartments, 100 Main
Street, Boston, MA. We are sorry to inform you that your application has been
rejected.

_____ history of non-payment of rent

negative laI1.dlord references-----
inaccurate s'tatements on your application-----

_____ prior evictions for cause

other:-----
Ifyou do not agree with our findings, please contact this office within 10 days to
c:Uscuss the reasons for rejec:ti.ng your applicaltion.

Sincerely,

... ,..
. . r .

,:" .
• 1
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ABC APARTMENTS
100 Main Street

Boston,MA.

22J~y 1992

Dear Applicant:

'Thank you for your recent new or updated application for housing at ABC
Apartments, 100 Main Street, Boston, MA. Unfortunately, there are no vacant
apartments at this time: therefore, we have placed your name on our waiting list

As you know, we are required to notify you of your place on our waiting list.
Accordingly, please be advised that you are Number Six (6) on the waiting list of
a total of thirty five (35) applications for a three (3) bedroom apartment

Due to the relatively low number of apartments that become vacant each year,
please expect up to a seven (7) year wait for us to contact you about the
availability of an apartment. In the meantime, we will periodically contact you to
see if you remain interested in renting with us. At that time, we will ask about:
changes in your income, family composition, and housing need priority. Ifyour
next telephone number or address changes between now and the next time that
you hear &om us, please notify us inwriting and. include in the letter your
number on the waiting list and the size and. type of apartment that you are
waiting for.

Thank you again for your interest and patience, and please be assured that we
will contact you just as soon as your application is being considered for housing
with us.

Sincerely,

, ,. '.

I
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ABC APARTMENTS
100 Main Street

Boston, MA.

INFORMATION FORM

Name:
Dare:
Marital Status:
Home Telephone:

Residence Address:

Mailing address:

Race (optional):

_._----------------------

information about those who occupy this apartment including yourself:

Name Age I Sex Social I'laceof Belationship to
Securityt Birth head of household

Employment

Name of Employer:

Business Address:

Position:

Length of employment

Annual Wages:

(\
" . ,(,}:;"1)
" .. ') ,I'. .til..-. .".



If C'lther Household Members employed, fill out the following:

Etr~pJ.oyment

Name of Employer:

Business Address:

Position:
Length of employment:
Annual Wages:

Other Income • Amount per month
Yourself Person 'I Person #2 Person #3

1-:-::-::-ce---:-E I,---I~-II---I
Do you pay for childcare inorder to work? _

Amount?

Bank Amounts
NamelAddress of Bank Account'

Savings

Do you own an automobile?
Registration •

In cue of emerpncy whom should we contact?

Name:
Relationship
Tel Number:

Address:

City:

State:

$ Amount

;~ ~.. ,,'R '...-!,



( Ilap1er 2.1Appendix (

APPENDIX (:;

mployment Verification Form

. .

APPLICANT EMPLOYMENT
VERIFICATION FORM

. ' .
---------------------.-......._, u·



ABC APARTMENTS
100 Main Street

Boston, MA.

EMPLOYMENT VERIFICATION

I give permission to ABC Apartments, to request the following information
concerning my employment.

Name:

Address:
S.S.:

Signature:
Date:

The above named person has applied or currently is a resident of ABC
Apartments. We must have written verification of your employees current and
anticipated income prior to occupancy and periodically thereafter. Please fill in
the following information and return this form to us within seven (1) days.

Thank you for your cooperation.

ABC APARTMENIS

Your Company Name:
Your company address:
Is person now employedby you?
Date of employment:
Position:
Probability of continued employment? _
Date of termination:
Current base pay per year:
Anticipated pay over next year:
Expected overtime for next year:
Total base pay over last year:
Total overtime paid over last year:
Amount dedue:ted for health
insurance:

'. Signature and Title Date:

.. ...
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ABC APARTMENTS
100 Main Street

Boston, MA.

VERIFICATION OF PUBUC ASSISTANCE BENEF1l5

Name of Agency:
Address:
Date:
From (Management Company): _
Subject:

The above-named individual has applied for or is presently a resident of ABC
Apartments. Regulations require that we verify current and anticipated income
prior to occupancy and periodically thereafter. 'iVe~ therefore, request that you
provide the information required in the spaces below and return this form to us
as promptly as possible.

Number in fcUnily:
Public Assistance '1:
Public Assistance *2:
Amount for shelter and utilities:
Other assistance: -------------
Total Monthly Grant:
Maximum Allowance for rent
and utilities
Amount of public assistance
given over the last year

Signature and ntle Date

I authorize the release of the above information.

Signature of applicant Date

..
.:. '.'~. I,'IJ?'. ...
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ABC APARTMENTS
100 Main Street

I! lston, MA.

To whom it may concern:

• As per housing regulations, the management of ABC Apartments is
requesting verification of the assets of all members of a family applying or
residing in these apartments. This required verification must be received in
writing, and it must include all savings, checking, money-market or time
certificate balances as well as interest rates at the current amount. This
information will be held in strict confidence and will be used only in determining
the eligibility status and rent of the family.

Below is a signed authorization for your release of this information to us. Please
complete the form where applicable and return it to us as soon as possible in the
enclosed envelope.

SAVINGS
Account'
Account'

CHECKING
Account'

CERTIFICATES
$ Amount
$ Amount
$ Amount

Balance:
Balance:

Balance:

Balance:
Balance:
Balance:

Interest Rate:
Interest Rate:

Interest Rate:

Interest Rate:
Interest Rate:
Interest Rate:

I hereby authorize the release of the requested information

.Name:

Address:

Signature Date

'. "'/' .
, ,

• • • 'I



( ~apter 2.1 Appendix I: Verification of Child Care Benefits

APPENDIXJ

VERIFICATION OF CHILD CARE BENEFITS

. ,



ABC APARTMENTS
100 Main Street

Boston, MA.

DECLARATION OF AMOUNT PAID FOR CARE OF CHILDREN OF
DEPENDENT PERSON(S}

Name of Agency/Person:
Address:
Date:
Subject:

The above-named individual has applied for or is presently a resident of ABC
Apartments. Regulations require that we verify current and anticipated income
prior to occupancy and periodically thereafter. We, therefore, request that your
provide the information required in the spaces below and return this form to us
as promptly as possible.

I, who resides at, _
do hereby certify that I receive the sum of$:- per week for thecareof ,

Signature Date

I am applying for or currently living in a federally assisted apartment and
authorize the release of the information requested above.

Signature Date

..
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ABC APARTMENTS
100 Main Street

Boston, MA.

22 June 1992

Dear

Warne of A~plicant\ has applied to become a resident in ABC Apartments
and has provided your name as a landlord reference. Please fill out the form
below and return it to the address listed above. Thank you for your time.

Applicant Signature

Sponsor Signature

Date

Date

Please fill out the following:

Did the resident pay rent on time? Yes No

Did the resident get along with neighbors? Yes No

Was house1ceeping acceptable? Yes No

Did resident cause damages? Yes No

Would you rent an apmment to this
resident again? Yes No

Comments:

Landlord Name

Landlord Signature Date
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Name of Property

I. PHYSICAL

ABC APARTMENTS
100 Main Street

Boston,MA.

Date Prepared:

Prepared By:

PROPERTY MANAGEMEr-IT REPORT
FOR 'mE MONTHOF _

1. Programmed Unit
Inspection
Monthly Goal:
Number Scheduled:
Number Completed:
Issues:

2. Routine Work Orders:
Number Written:
Number Completed:
Number Defeaed
Issues:

3. Programmed Work
Orders:
Number Written:
Number Completed:
Number Deferred

. '.



Issues:

4. Building Systems
programmed
maintenance
Is P.M. up-to-date?
Inspected for month?
Repairs/Service
completed?

s. Capital Improvement
Programs:
Budgeted

unbudgeted

6. Were you able to
complete site walks as
scheduled?

Note issues notresol~
durin& the month

On Scheduled Issues
Yes/No

Yes/No



n. FINANCIAL

1. Collections:
Tenant gross pot.
Rent Subsidy
Tenant~vable

Subsidy Receivable
# resident in arrears
Monthly concession
Year to date concession
Monthly bad debts
Year to date bad debts
# residents

Date voucher submitted
Subsidy issues:

2. Vacancies/Anticipated Vacancies

Unit Number Date to be
vacated

Projected
turnaround

date

Projected
occupancy

date

Issues

3. Marketing:
, appL on market waiting list
, appL on moderate waiting list
, appL on low waiting list
Number currently being processed
E/OGoal
E/O Actual Occupancy



4. Purchasing
Manager's Authorized Spending Unlit _
# Purchase Orders Wl'itten
# invoices listed on monthly payables
log
# invoices approved and submitted for
payment
# invoices disputed
Please explain

Weekly submission of all invoices
received with paclc.ing slips and
completed purchase orders?
Issues

5. Monthly Report: Explanation of Sub
Total Variances
Marketing:
Administrative:
Maintenance:
Security:
Utilitias
Taxes/Insurance
Entity
Other IN:oII\e
Other Disbursements

6. Service Contract Summa.ry
Vendor/Renewal

Office Equipment
mevator
Truh
Exterminator
S110W Removal
Pire Alarm Service
s""CUrity
Laundry

. , Insurance

Yes/No

Date/Terms of Term.
Notice

. . :: ." .
. .-



Rent Inaease
Management Agreement _
Real Estate Tax
Other
Other
Other
Other.
III. ADMINISTRATIVE

1. Recertifications/Lease renewals
Number due this month:
Projected completion date:
Problems with completion:

2. Date last Excess Income Report
submitted
Amount due
Amount carriecl over

3. Date last E/O report submitted
Date next E/O report due

IV. SOCAL

1. , new issues
'inpmgress
.cJosed

2. • complaints called inby residents
Nature of calls and follow-up



3. # letters sent inby residents
Nature of calls and follow-up

OUTSTANDING ISSUES wrm: WHICH YOU NEED ASSISTANCE:



. .

Chapter 2.1 Appendix M: Late Rent Payment Notice

APPENDIXM

LATE RENT PAYMENT NOTICE
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ABC APARTMENTS
100 Main Street

Boston, MA.

22 JJJ1le 1~92

Dear

According to our records we have not yet received your rent payment for the
month of June. Rent is due on the first of each month for that month. It must be
received by the fifth (5th) of the month in order for you to be in compliance with
the requirements of your lease.

Please send in your payment at once to avoid further action. If you have any
questions or if your records do not agree, please contact our office at once.

Sincerely,

, ," '~.', (1).
('" r '



Chapter 2.1 Ap~ndix N: Model Application

APPENDIXN

MODEL APPLICATION

:: ' ..-,/IJ.. i .'),
. . "

f. ,.



RESIDENT APPLICATION FORM

ROBERT L. FORTES HOUSE
APPLICATION DATE : _

APPROVED OAT! : _
DISAPPROVED DATE : _
REASON: _

TELEPHONE NUMBER, _

THAN TWO YEARS AT PRESENT ADDRESS:

HEAl) OF HOUSEHOLD, _

DATE OF BIRTB,________ SOC. SEC. , _

SPOUSE'S NAME, SPOUSE'S DATE OF BIRTH, _

PRESENT ADDUSS _

LENGtH AT THIS RESIDENCE _

PREVIOUS RESIDENCE IF LESS

NAKE , ADDRESS OF PRESENT LANDLORD _

___________________TEL. 1: _

NAKE , ADDUSS OF PREVIOUS LANDLORD _
___________________TEL #: _

_ BLACK _WHITE HISPANIC _OTHER (PLEASE SPECIFY)

THIS INFORMATION IS FOR AFFIRMATIVE ACTION PURPOSES COlLY

HOW DID YOU t.EARN ABOUT ROBERT I. 0 FORTES HOUSE?

_NEWSPAPER FRIENDS/FAMILY _OTHER
___SIGNS COMMUNI'l'Y CENTER _

LXn;Sm:e; NiP n:e;AI,TH INl0BMA'l'ION

ARB YO~ CURREN'l'LY LIVING ALONE OR WITH SOMEONE ELSE?

ALONE FRIENDS FAMILY OTHER.- - - --
DO YOO UTILIZE HOMECAll! SERVICES?

_ms, I DO NO, I DON'T _1 WOULD LID TO

IF YOO USE HOMECARE SEllVICES, FOR WHAT PURPOSES DO YOU USE TREK?

_YES

A' MEAL A't A .HOT t.UNCH. .

_ SPECIAL DIET NEEDS

_A'l'HOSPHlR.E

_FOOD QUALI'l'Y

_ACCESSIBILITY
_O'l'Dll, ~__~--

IN THE PAST MONTHS HAVE YOU HAD

DO YOU DO YOt1ll OWN GllOCEllY SHOPPING?

IF YES, HOW OrrEN DO YOO SHOP?

_3 01. HOlE TIMES PEll WEEJit _ONCE A WEEK

_2 'lUllS PER WEBK _LESS O!"1'!N
IF NO, HOW DO YOU GET FOOD AND OTHEll NECESSITIES? _

DO YOU PREPAB YOUR. OWN MULS?

_tJSUAIJ.Y _SOIIBTIHIS _SELDOM _NEVER
IF YOO DON'T PRIPARE THEM, WHO DOE57 _

DO YOU REGULAllLY EAT MEALS AT A HOT LUNCH PROGRAM?
_ms WHBlt!? _

_NO WRY NOT?

'H~ OmN

PIOGUK'
~----------------------

..



HOW OFTEN DO YOU SEE OR COMMUNICATE WITH A FRIEND OR NEIGHBOR WHO

DOESN'T LIVE WITH YOU?

_SEVERAL TIMES DAILY _3-5 TIMES A WEElt

_ONCE A DAY LESS OP'T!N

00 YOU BELONG TO ANY CLUBS, GROUPS OR ORGANIZATION?
_NO _YES, (PLEASE LIST' _

00 YOU HAVE ANY HOBBIES OR INTERESTS? _

00 YOU HAVE ANY MAJOR HEALTH PROBLEMS? _

ARE YOU TAKING ANY MEDICATIONS NOW?

m;pIWION EBIQtmlCY CQNPITIQN

AN

WHEN WAS THE LAST TIME YOU WERE SEEN BY A DOCTOR, CLINIC, ETC.?

KORTH Y&U

DO YOU SEE A DOCTOR FOR REGULAR CHECK-UPS?
_NO _YES WDU? _

HOW OP''rEN? _

HAVE YOU EVER HAD PSYCHIATRIC COUNSELING?
_NO _YES WIlD , WDlU!:? _

ARE YOU PRISENTI.Y RECEIVING SUCH TUA'1'HENT? _NO _T!S

DO YOU DRINK ALCOHOLIC BEVERAGES7

_NO _FUQUDTL1' _OCCASIONALLY _SELDOM

HAVE YOU EVER BUN TUA'1'!D roa AN ALCOHOLIC PROBLEM?
_NO _'!II II' tES, WHIN , WBlaE _

ARE YOU ON A SPZCIAL DIET?
_NO _'!IS WHO PUSC1UBED tT? _
DOYOOFOt.LOWIT1 _

WHAT IS TD UUON rOll TEE DI!T? _

JMlBGJNCX INl9BM1TIQN - !IIS IS KEPT FOR OFFICE USE ONLY

WHO WOULD YOU WANT NOTIFIED IN
EHDGINC1'? p _

AnDUSS, PIlCJHE _

DOCTOll'S NAJa: PHONI: _

WHAT CLINIC/HOSPITAL DO YOU USE7 _
AnDUSS, PHON!: _



SOwc;; OF TNC;OM;;

1.

2.

3.

4.

..

TOTAL GROSS !NCOME !'I,ET INCOME MONTHLY RENT _

TO BE FILLED OUT 3Y PERSON ASSISTING WITH COMPLETION OF

QUESTIONNAIRE:
~AKE ~_

ARE THERE ANY SPECIAL CONSIDERATIONS THAT MAKE THIS APPLICATION AN

UR.GENT ONE? WITH APPLICANT' S CONSENT, PLEASE LIST _

DID THE APPLICANT APPEAR. TO BE ABLE TO HEAR. YOU IN A NORMAL VOICE?

YES NO WITH SOME DIFFICULTY WITH MUCH OI!'!'ICULTY- - --- -
DID TR! APPLICANT USE ANY PHYSICAL AIDS? (KEARING AID, CANE,
WHEELCHAIR, ETC. ) _

I UNDERSTAND THAT ~HIS APPLICATION . , uAACT AND IS NOT

BINDING. : CEaTIFY THAT THE INFORHATIC4 WIUCR I HAVE GIVEN IN THIS

APPLICATION IS TRUE AND COP-BCT TO THE BEST OF MY RNOWt.Et)GB AItD

BILIEF. I HAVE NO OBJECTION TO INQUIRIES FOR THE PUUOSES or
VEaIFYING ALI. SUCH INFORMATION. THESE STATEHENTS ARE MAn! UNDla

THE PENALTIES OF PERJURY.

DATE _ SIGNED , _

'. ".

I.
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SAMPLE APPLICATION - i-nJLII-FAMILY HOUSING

PLEASE PRINT

*.-:--~~~
(Ottice Use Only'

This is an application tor housing in the located
in Ple••• complete this application and return to Spectrua,
Inc. (agent tor management) at the address listed at the bottom at this
page. Applications are placed in order of date and time received. AD
appl:..:ant may be interviewed on.1y after Spectrum, Inc. receive. the tenant
application.

A. GENERAL INFORMATION
AppJ. icant Name is) -..,. _

Address: ~-----------~----~-------~---
Street Apt * City Zip

Tel. * No. of Bedrooms In Current Un1t _
Do You Own or Rent It Rental. Amount at CUrrent
Monthly Rental Payment $, __

Check Utilities Paid by You:
Heat
Electr1city _
Gas
Other

Approximate Monthly Co.t ot
Utilitie. Paid by You (excluding
phone & cable tvt $, _

Bedrooa Size Reque.ted: ODe 8edroo. __
Twa 8adroo.s, _
~ee 8edroom. __
IIaDdicap 8R _

B. FAMILY HOUSEHOLD COMPO~ITI0N: FmHA PROPERTIES ONLY

lI'rbe following 1ntormatioD 1s reque.ted by tbe apart.eDt owner ill ol'der to
assure the rederal GoverDaent, acting tbrougb the Faraer. Ho••
Administrat1oD, that rederal Law. prohibit1Dg di.cr1a1Datioft against
tenant applicant. OD tbe ba.1. ot rac., national or1g1D and ••x al'.
comp11ed with. You are not required to furDisb ,this 1Dtor.ation, but are
encouraged to do so. ~. 1Dtoraat1oD will not be used in evaluating fOur
application or to d1.cr1.1nate aga1nat you in any way. However, it fOU
choos. not to furni.h it, tbe owner is required to note tbe r8~e/nat1oDal
or191n and sex of th. indiVidual applicant. on the ba.i. ot visual
obs.rvation or surn_e."

.l\ace _

RE'rUt '. 'rO:

Etbn1c Group, Sex, _

<1/81>

SPECTRUM, INC.
MANAOIMINT • CONSULTING. TIIIAININQ

.. .'.
32....



List ALL persons who live in the apartment. List Head of Household
First::

_I

~lAME

... :

...
= '

3.

s.

RELATIONSHIP BIRTHDATE PLACE OF
BIRTH

HEAp

SOCIAL SECURITY'
NQMBER

i.-... _

7.

8.

C. INCOME: LIST ALL SOURCES or INCOME AS REQUESTED BELOW:

FAMILY MEMBER
NAME

SOURCE or INCOME •
_________ a. Social Secur1ty ..Monthly Amount $ _

Social Secur1ty ..Montbly Amount $ _
Social Secur1ty •.Monthly Amount $ _

b. P.n.1on••.••••.••Monthly Amount $ _
P.n.1on••.•••••••Mantbly AmOUDt $ _
Sourc. ot Pen.ion (at _

_______ c. Ve1:.l'an. Benet1ts.Mon1:hly MOunt $ Claim * _
V.1:el'an. Benet1ts.Mon1:hly Aaount $ Claim * _

_____ d. sal S.net11:•••.•••Monthly Aaount $, _
sal S.n.tit•••.•.•Monthly Aaount $, _

______ e. Une.ploya.nt Coap.Monthly MOunt $, _
Un••ploya.nt Camp. Monthly Amount $ _

t. A!'DC ••••••••••••••MonthlJ' bount $ _
g. Wag••••.•.Gru••••. Monthly MOunt $, _

EaploJ'.r.-...... ~-------- __-_-~_...-......-----Po.ition Held How Long Eaployed, _
Wag••.•.•. Gro•• : .. Monthly Amount $ _
E.ployer -...-......-----
Po.ition Held How Long Employed, _

' ..
- z - .

•



h. Full Time Student Income (Only Full Time Students 18 & Overl
Monthly Amount $

Full Time Student Income (Only Full 'r'ime Students 18 & Overl
Monthly Amount $

i. Earned Income
Tax Credit ....... ANNUAL Amount $

j . Alimony ..........Monthly Amount $ Source
k•• Child Support ....Monthly Amount $ Source

Child Support ....Monthly Amount $ Source
l. Interest In,come .. Monthl y Amount: $ Source

Interest Income .. Monthly Amount $ Source
m. Other Income .....Monthly Amount $ Source

Other Income .....Monthly Amount: $ Source
-

'r'OTAL GROSS ANNUAL INCOME IBase this on the monthly amounts listed above
and multiply x 12)
$

Jo you anticipate any changes in this income in the next 12 month!!?
- ·~·::S NO IF YES. Zxplain:

D. ASSETS

Checking Account(s) II Bank Salance $
II Bank Balance S
II Sank Salance $

Savings Account(s) II Bank Balance $
1# Bank Balance $

Trust Accounts 1# Bank Balance $
Certiticates 1# Bank Salance $

1# Bank Salance $
Credit Union 1# N_e Salance $

1#
N__

Salance $
Savings Bonds II Maturity Date Value $

1# Maturity Date Value $
Lite Insurance Policy II Face Value

-
Re31 Property: Do you own any property? Ve. No __It YES. Type ot Property _

Location,~.......---- --~---------------------------Appraised Market Value $, ~--__
Mortgage or Outstanding Loans Salance Due $ __
Amount ot Annual In.urance Premium $, _
Amount of Mo.t Recent Tax Bill $.~~__~

Have You Sold/Dispos.d ot Any Property in the Last 2 Vears? Y•• No____
It YES, Type ot Property ~----......----------

Market Value When Sold/Disposed $ _
Amount Sold/Disposed For $, _
Date of Transaction

- 3 -

.. '.
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•

__ I

~ave You Disposed of Any Other Assets in the Last 2 Years (Example: Given
Away Money to Relatives, Set Up Irrevocable Trust Accounts)? Yes No____

If YES, Describe Asset~~ __
Date of Disposition _
Amount Disposed $ ~----~~-

Do You Have Any Other Assets Not Listed Above (Ex~luding Personal
Property)? Yes No____

If YES, List

E. MEDIC;~/CHILDCARE/HANDICAP ASSISTANCE EXPENSES

Medical Costs: Complete this part ONLY if Head or Spouse is 62 or Older,
Disabled or Handicapped.

Medicare Premiums .........•Monthly Amount $, __
Monthly Amount $, _

~edical Insurance Coverage-Name of Insurance Company _

Address, ~--~----~-----------------Monthly Amount $,~~~__
Anticipated Medical/Drug/Prescription Costs NOT Covered by Insurance NOR

Reimbursed: Monthly Amount $, ~__
Medical Bills or Outstanding Costs Yo~ Are Making Monthly Payments For:

Balance Due $ Monthly Paym.nts $ Payable To: _

Are You Seej.ng a Physici~n Re\Nlarly? N..e, ~.......--.....~---_
Address Projected Cgsts NOT Covered
by Insurance NOR Reimbursed for the Next 12 Months $ ~

Any Other Medical Expens.s: List Type & Aaounts: $.
~------$,----Childclr. CO'~I: Co.plet. ONLY for Children 12 & Younger:Name(s) ot Children Cared Por Age ____________ Aqe _

______________ Aqe _

_______.-..__~~~-----Aqe •
Name & Address at P~rson OR Agency Caring tor Children _

Weekly Cost to~ Childcare Due to Eaployaent $ _
Weekly Cost to~ Childcare Du. to Education $ _

Handicap AI.i.tlnc. Explnlt.: Co.plete ONLY it Handicap Expense. Allow the
Handicap or Another Hou.ehold M••ber to WORK?

List Type of Expense., Weekly Aaount, Paid to Whoa:

-------------------------------.

- " -
..

.. ...
'-I



. ,

, ~'\'

. P~OGRAM INFORMATION

Are You Displaced? "i'es_ No_
If YES, Displacemen~ Agency~~ ~ ___

Is Your Current Unit Condemned? Ye8 No____I t YES, By Whom? _

Are You Handicapped/Oisabled? Ye8 No____
It YES, Describe Nature & Extent ot HancUcap or Disability _

Are y~u a Veteran? Ye~ No It YES, Dates of Service __

Are You Currently Living in Subsidized Housing? Yes No~ _
Have You tver Resided in a Projec~ Financed and/or Subsidized by ~he Govt?

Y85 No If YES, Name & Address

Have You E~jr Been Evicted trom Public Housing or Any Other Federal
Housing Program? Yes No____
It YES, WhereW._ When _

Describe Reasons,~- ~--~---......-....~-- ~--------
Have You Ever Been EVicted From Other Housing? Yes____ No__How Oid You Hear About This Housing? _

Will You Take an Apa~tment When One is Available? Yes_____ NO _
~riefly Cescribe Your Reasons tor Applyin9 _

G• REFERE~CE INFORMATION
Current Landlord: N... _

Address
Ho.. Ph'-0-n-.:::::::::::::::~B~u-.~1~n-e-s-.~p~h-Q-n-.::::::::::::::::::

Previous Rental Information:Priol' Landloru _

AddressPrior La-nd~l!"'o-r-d~--------------------
Addl'e••I __

Credit Referenc•• :
1. ~Jame ,Address Phon. _

2. Nallle ,Addre•• .. Phone _

3. Nallle ...Addr~.s Ph.one _

- 5 -
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Persona! References:

· Name ..".,.Add:'ess Phone....

•"\ Name Address Phone-.
3 • Name Address Phone

In Ca.se of Emergency Notify:

•Address

Phone

H. ')THER REQUIRED INFORMATION

°JEHICLES: L1st any cars. trucks or other veh1cles owned ° (Parking wi 11
be provided for one veh1cle. Arrangements with management will be
necessary for more than one vehicle.)

Type of Veh1cle_-:o:- Year/Mtice Color _
License PI~te * 1_

Type of Veh1cle__~----~----------- Ye.r/Hake--------------~C~lor-------License Plate * ~ __
P'£TS: Do you own any pets? Yei!__ NO _

If YES. O••cribe __

- 6 -
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''; J::1'('J.' J. J:' .L CA'J.' J. ON

~ ~~ ~~r~1ry tna~ a!! ~ntorma~~on In ~n1S a~o!~ca~~on ~s true ~o

~~~ ~~s~ ot my/our ~nowlea~~ ana tna~ !!we unaers~anQ ~nat ta!se
$~a~~men~s ~r lnr~rmatlon are ~unlsnaD.Le Dy law ana Wl!.L lead ~o

~anCe!!atlon or ~n1S a~p.L1Ca~10n O~ ~ermlna~lon or ~enancy atter
o~eutrclncv.

... .. _-- -_._~._._._---_._---
An.n..L1Cant

!Ja~ea

CO-Ap'D.L~can~

-------- J)a~ea

AU'J:M' 1!t1~A'.L' l'JN

~/~~ ~o a.re~y au~nor1ze ~~~~~1'(U~ lN~. ana l'tS ~~~tt or .u~nor1z.a

'·,!nrll!.~n~a'=1VII!S '=~ con'taC'~ any ar.renCles. ortlce.. qroups or
~r~~n~%at10ns ~o oDta1ft ana ver1ry any 1ntormat1oft or m.~.r1.1.

Wn1cn are Q~em.a n.ce,~.rv ~o com~.Lete mT/~ur appl1cat10n tor
.. ~US1 n~ l.n ~n~s ~roD.rty managee Dy ~J:'£l."J:1(Ufll lN~.

_._- .-..._,------------
A"f.'!~can't

. ... Oatea
CO-A~p.L1C.ft't

Oated

:: ", 38
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APPENDIX 0

MODEL EMERGENCY PROCEDURES FORM
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OIB1
cr;,~,' ':'~:oc'c~e: .. ":'

.• ,'- "" C::·",:,Qr ;'-c:- ',1· 1-"7~"" ',., ,'" -·-.,:,...t~1t.:- ._ 01 ..." _~. _.... ~.cr .,..." - .' -L ~_ •

UNIT NO. _

OWNER NAME: _

HOME PHONE NO: <_> WORK PHONE NO: (_> _
PERMANENT RESIDENTS:

EMERGENCY CONTACTS:
NAME: _

ADDRESS: _

PHONE NO: _

AtJ'l'O INFORMATION:

COLOR: --.;MAKE : M.ODEL: _

nu: . P.LAT! NO: STATE: _

PLEASE FILL IN ALL INFORMATION APPLICABLE AND RE'ttJ1Uf TO:

OKK ASSOCIATES, INC.
114 CANAL STREET
BOSTON, KA 02114
ATTN: SUSAN FRAGA

THANK YOU FOR YOUR. COOPERATION.

. .

Providing hOUSIng seMces through development/monogement/consuttlng



Greeley Trausitional House. Inc.
120'% &II Sa. • G,..,. CO 80631

- I

I
: ·'1

I
:·1

~ .'(

I

EDJergency Procedures

Inside of Facility

IfcIisaJrbIDI:e poses adaDger to sd. resjcfenllor fad1ily
1. Call911
2. Call superYiscry StIff flf unavailable. call member of the 80m! ofDile:IDi..)
3. Wrim dIoIaaIb 5"""'4ry of

• $imrjm

• iespoDSe
• resulcs
• funba' ICI:iaa needed

4. Supcrvisary staffwria:s official repoft to be Ja:pc in Iadcfenc file

Outside of Facility

IfcIisIurbIIIce p..-a dDat1D~
I. Call911
2.. S__ .,.,oI.......sdllldflr::ilityu~Je
3. iliaci".. ""1 0IeeIIyTI""'iri....1a.i .d--.."ar fK:iJi1y· CIIl:=,sdlD~

• Willi Ii .ry~ inc:icter
4. Il fDrjrfer dDII_daOleeJey Tnn.....Hcue midems, sfIIfforfaci1ky

• w......... 4'/ .
b. Repaft 1D supeMay sad!IlIIa& wawl day

Ifdismrbm:e daes DO! JM?SI a dual
1. AddIIa i"'''Ed". CQiWiiil
2. Repaft by~ 1D~ saff. ifjnc;icfrnc areas 0ree1eyTr~caal House midears,

SIdorfKilk'I (ifuaaYaiJabJe. c:a11 memberof lard ofDilecus) .
3. Write thoraap II' *'Yof incjctent

. AV .
:: '1:1'

"
"
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Fire RespoDse

TraiDiqb'all sWf to be beJd ill April Cl'May fer a period of 1hour

El=ricIl fire
1. De p;a;e

• MaiD CUIIJff ....,mde back doornez IdrdMm window
• Iadividual curoff'do'MlSlairs at Soudl",. comerof ball

2. Hit fire 'Midi uriDpishe:r fraaa 8 feet away

PiCIDriI1 ampe nmu ill rooms (see PrCI co:Jure fer EY"MJarioa)

PtceM" if!me'" alum SOUIIds
1. RoD oatof bed
2. If DO smoIce ill room. feel doorknob 'Nidi back of1wKl
3. Ifdear kDob is hoc

• Stay in I0OIII .
• PullUI orcxher cloth under doer
• Duet.1Dp ofdoor

Procedure ifdcor kDGb is hoc
1. Ifdownsrairs

• Mate san fIJrDiam: is secun:1y under wiDdow
• CIIIIb QUI carefully

2. If~ of ,mlbJe ID c:Jimb QUe of wiadaw dawnsIairs
• SlaYUlIaCID UDIil help arrives
• . Qpea wiDdaw • few iDcba (2 CI' 3 iDcbes oaIy)
• Ail sbeec orckxh QUI ofwiadaw ID alae cxbas dial you are mae
• N....dDaw uydliD,oat ofwindow II) break ic - it may hare 0Ihen OUISide'or 7011 may

b.ayoanelfcryiD. to pc QUI

• Do NOI Jump
• Sit oa~ aear window
• Do Not La, Don - roxie fumes are IC diu level
• Keep Dale 1&m. Jew! .
• Wlilfarbelp
• N....ftIIl dIroalb fire

arB".

..
. . .. ., .

. /17' '.
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Ps,cblatric Emerleac,
. 1. TIIIISferdie iIIdMdual iDID • room DOC oc:cupied by olber resietena

2. If_~ID do so. enluIie for abDormal or suspcca:r1 behavior imrnerfjarely. IfDOC qualified,
call.Direca.PqnwCooIdiIWa' of Family Thenpi.u for enbw:ica.

3. Keeo me iDdmdDIlc:alIIl aad iDYalved by tI1kiIIl
• Do DOC lave die irdYidual aJcae .
• Do noc use pbysic:al ferce. ualess it is absolutely ner:es·ary
• Make sure DO "sharps" (i.e.-I'·...' eu:.) lie widdD. easy reach

4. IfappupailDa sratfmmn"m are DOC IVIilIbJe call 911 aDd iDfcmI dumof We siDJ'rim . (conrim'e
all I G ID callier sed) .

5. AnlDIl farps)'driuriu ID eva1uIIe reS; :lem e:iIba".
• HaIpiI:Il eaapaacllOO111«
• Oreeley TmsjrjontJ Hav.!e if i& is..posPb'e ID pcmid"" U) Eazpucy Room

6. Individuals who bave ex.. Isert deft. suicide jdariaa. who haw made gesawes 01" , Ia.mel
it is fell by saUldw mere is suicide poaUL sha"d be """rined ID me Nonb Coknda Medica'
CCIIIa' fer obsavariaalDd eva1u1liaa.

Note: Ifme iDdividual is ex:ucwe!y suic1da1. the <meJey Police DepInIDem may be used far ,ssjmnc:e
ancl as another raaurce fordealiD, wilb Jgpssive type behavic:lr.

Medical Emerleaey

1. Admjnj,.,. j;" + liam eu&.w:y metiC'1 pi' ;ecbJnS is ip..bpaWe fer dial type of nwtiC'lI
"awey. ItdIere lie III)' quesIioDs. j!!!i'Dtlti'rely"'D'ndieEmap:ocy Roam 1& Nania
CoIando Mectic;N enw 1& 3»6244 fer ,nim"..

2. Sdmemher mild DOC ca11911 UDIessmid-or family is Wllble ID do so. ._.•
3. PIacuie nupanariaalD die Ewupucy RoamIINOIdl Coknda Merlinl Ceaua' eiIbcr.dIIaaP

priYaIa wJIicJe or IIIIbu1IIII:e.

Deatb

1. Nodfy. pIlysiciaD (call!arIIDcY RoomcIa:D' 011 duly II Nardi CoIGrIdD Mectieal CeaB). 'Ibe
d....will br, pI"'O!!.... deId"by. pIIysiciaa. as SOOII g paaible afDeI'dadL Body will DOC be
released flail Oreeley Tnnsjrinaal HaaIe aIIIil oftIci.ny piUDCH" atdad.. ..

2.' T1fe draud will be zeczved tamroam~; apied by OCberzesideDll as saaa as poemb"
3. 1'1Ie....will be c:awacd IIId II"n'~ ,lid baCIa widIiD aDd fraIII 0reele1 TI'IDsjijonaI HoaIe in

•dipe" me..... .
4. FlIIily(1'''of Ida willbe norifted g ....u poaible

•

cmt_
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TAINO TOWER CONDOMINIUM TRUST

RyLgS AND RgGULATIONS

The following Rules and Regulations arc designed for the
benefit of the communi~y. Adherence to the Rules and Regula~ion.

is necessary in order ~o preserve the inteqrity of the community
and to enhance the quality of condominium living.

A. DEFINITIONS

Th~ following defini~ions shall apply unless they conflict with
Massachuse~~s law or adminis~rative regulations:

1. ·Unit Owners· shall, for the purposes of these Rules
and Regulations, mean and include all residential unit owners,
their assigns or lessees, and all persons residing in a unit as
their domicile or legal residence; and all commercial unit
owners, their assigns or lessees, and all persons employed in
commercial units. Unit owners will be held responsible for the
acts of queltl, clients and cUltomers visiting their unit.

2. -Unit Owners Handbook- denotes the collection of
written policies and procedures, including but not limited to the
Rutes and Regulations, issued to the Unit owners.

B. ROLES AND UGtlLATIONS

1. P';manent p., of Common Are,.

The interior and exterior common areal are for the ule
and enjoyment of all Unit OWners. However, no objects or
fixturel shall be per.manently placed or 6ffixed on or about any
part of the common areas without prior Trustee approval.

2. Iff,et On In,uranco

No Unit owner shall use his or her unit or parking
space in such a f.ashion as a result in the cancellation of
insurance or an increale in the cost of insurance for the
Condominium. This rule inclUdes, but is not limited to, the

1



5. Laundry

No Unie Owner shall hang laundry, =ugs, drapes and the
like from any uni~ or any appureenance of a uni~.

(a) A Unit Owner may keep an animal only as a pet ana
only with the prior written approval of the Trustees. This
approval must be requested and received prior to occupancy of the
Unit or acquisition of the pet. The Trustees will approve: only
one pet per Unit; only dogs, cats, and birds, and not any other
type of animal; and, in the case of ctoqs, only dogs not exceeaing
40 pounds in weight when full grown.

(b) The Trllseees may i:lsist at any time ami regardle.1
of any approval previously granted by the Trustees, upon a Unit
Owner not keeping a pet which the Truseees, in their sole
discretion, determine interferes with the rights of other Unit
Owners, inclUding the right to quiet enjoyment of their Units.

(c) All dogs must be licensed by the City of BOltOD.

(a) No pet is allowed on lawns or shrubbery beas.

(e) All pets are to be walkea on hana-hela leashes.
Pets may not be confinea to common areas by chains, anchors,
ropes of the like.

(f) Pets are n~t allowed to defecate on Condominium
lawns, shrubs, shrub bea~, or pavement. All waite products are
to be immediately picked up ana aisposed of properly.

(g) Any Unit ~ler who witnesses a violation of the
aforementioned rules must send a written notification (complaint)
to the Trultees detailing the offenle. Th. complaint mu.t be
signea by the Unit owner filing the complaint.

(b) Upon receipt of a .igned complaint, the Tru.te••
will immediately send a written notice of the violation to the
pet owner. Pet owners are entitled to review all written notice.
regarding their p.t. The name of the complainant will not be
disclo.ed.

(i) Unit owners shall prevent their pets from becoming
nuisance. to adjoining relidents, inclUding causing exceslive
noise.

3
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(j) Any Unit Owner who violates the aforementioned
rules is subject to specific action based upon the following
criteria:

(k) Specific Action

1st, 2nd Offense
3rd Offense
4th Offense
5th Offense

- written warning
- $25.00 Fine
- $50.00 Fine
- $100.00 Fine and

subject to pet
removal.

All fines are sUbject to adjustment from time to
time by vote of the TrUstees and are payeble to:
Taino Tower Condominium Trust

All offenses are cumulative over a calendar year only.

(1) Unit owners are responsible for any damage to
other Units or to the common areas of the Condominium caused by
their pets. Charges to restore or replace the damaged property,
at then current contract rates, will be the responsibility of the
Unit Owner.

(m) Unit owners who leale/rent their units are liable
for any violations of the pet rules and regulations by their
tenants.

(n) Unit owners who own pets are not liable for damage
cauled by animals owned by non-condominium relidentl, except
their guelt.

7. BldiR" PhRngqrophs. HUllst! Inltruments

The volume of televilion sets, radios, phonographs,
Itereos, mUlical inltruments, and the like shall, at all ttmel,
be kept at a lound level which will not annoy the occupants of
nei9hb~rin9 unitl.
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8. Abuse gf physical Plant

The Trustees may charge to any Unit owner any damage to
ehe mechanical, electrical, or other bU~lding service system of
the Condominium caused by such Unit Owner's misuse of the
systems. This rule applies to any misuse caused by any Unit
Owner's family, agent, servant, employee, visitors and licensees
and pets thereof.

9. No Offensive Actiyity

No noxious or offensive activity shall be carried on in
any unit, or in the common areas ana facilities, nor shall
anything be done therein, either willfully or negligently, which
may be or become an annoyance or nuisance to other Unit Owners or
occupants. No Unit Owner shall make or permit any disturbing
noise by himself or herself or his or her family, servants,
employees, agents, visitors and licensees and pets thereof, nor
permit anything by such perlons or pets what will interfere with
the rights, comforts, or convenience of other Unit Owners.

10. PArking Spaeel

The following restrictions and regulations shall apply
to the use and occupancy of parking spaces of the Condominium:

(a) The parking spaces may be used only for parking of
automobile., vans, motorcycles and bicycles. All such vehicle.
must be fully registered in accordance with applicable statute.
and regulation.. No truck., pickUp truck., boat., trailers
(whether capable of independent operation or att~chea to
automobile. or other vehicle.), unregistered vehicles, and the
like may be parked unle.. written con.ent of the Trustees of the
Condominium is first obtained. Only (1) vehicle is allowed in
each parking .pace and ·piggyback- parking is .trictly
prohibited.

(b) All v.boicle. sball be parked. within their
re.pective parking .pace. head end in, except. for temporary
circum.tanc•••

(C) No vehicle is permitted to park in designated fire
lanes or re.tricted parking lane••

5 --
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(d) In instances where vehicles using the parking
areas and facilities of the Condominium do not comply with the
foregoing provisions, or in the case of unregistered vehicles,
the Trustees are authorized to allow the towing of the non
complying vehicles at the expense of the owners of such vehicles.

ll. GArbage PiSPOsAl

(a) R,.id,ntiAl Units - All garbage from residential
units ahall be first enclosed in secure plastic bags provided by
the Unit Owner and then placed in the con~ainers provided for
this purpose in the trash room.

(b) Comm,reio! units - Uni~ Owners of commercial units
are responsible for making their own arrangements for garbage
disposal. Garbage from commercial units shall not be stored or
placed for any period of time in any interior or exterior common
area. Garbage from commercial units shall not be stored or
placed on the sidewalk or curb adjacent to the Condominium for a
period of time greater than four hours.

(c) Violatioal of the foregoing rules will be subject
to fines at the discretion of the Trustees.

12. ',ere'tiona! Yehiel"

Riding or parking of any pedal-powered or motorized
vehicle, inclUding automobile., on the lawns and sidewalks of the
Condominium i. .trictly prohibited.

13. Rapt.l of lewiden;!.l onit,

(a) a.ntal of re.idential unit. i. lubject to the
provision. of Section 12 of the Malter O.ed.

(b) ~. owner of • rental unit .hall reqi.ter with the
Tru.t••• the nam. and phone number of the tenant within ••ven (7)
day. of comm.ncement of the 1•••••

(c) Th. Tru.te•• re••rv. the right to .cr••n
prospective tenants and to require the u.e of a Itandard lea•••
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(d) The owners of ren~ed units are responsible for the
ac~s or omissions of their ~enan~s, and shall be liable for
viola~ions of any rule or regula~ion by said tenants.

(e) The owners of ren~ed units shall protec~ the
rights of Uni~ Owners who reside in units adjoininq ehe rented
units "by enforcement of these rules and regulations.

(f) The Trustees reserve the right to require separate
damage deposi~s fo~ rentals, to be held in escrow.

Rules 13(b), (c), and (f) above shall not apply to any
Units owned or controlled by the local housing authority,
Executive Office of Communities ~nd Development (NEOCD") or
successor agencies.

14. Cgllestion of Overdue Common AreA Fe"

The Trustees may impose a late charge of Ten Dollars
($10.00) if any annual assessment, monthly inltallment r fine or
late charqe, interest, or legal fees (the "as.essment N) is not
received by the fifteenth (15th) day of the month when due. I~

such a••e.sment is not received within'thirty (30) days w~en dU.,
the Tru.te.. may impo.~ a late char:0 of not more that Tw.nty
Five Dollars ($25.00) per month until payment in full is
received. Th. Truste•• m.y, in th.ir sole di.cretion, amend the
amounts andsch.dulea of the.e lat. ch.rges.,

If a Unit OWner is in default of the p.ym.nt of an
a•••••m.nt f~r a pariod of more than sixty (GO) day., the
T~~&tee. may accelerate any remaining installments of the
a•••••!"~nt for the fi.cal y.ar. Prior to acc.l.rating the
remaini~q in.tallm.nts, the Tru~tee. shall give notic. to the
uni~ OWT.r, and if the d.linquent in.t.llment of a•••••m.nt ha.
not \ ler.tofore b.en paid, th'D~h. unpaid balanc. of the
••••••m.nt Ihall become due and payable upon the date stat.d in
the notice, which date ihall not, b. 1••1 than five (5) day. af.ter
the d.liv.ry of the notice t~ th~ Unit Owner or not l •• r than ten
(10) dl"I,". aftll:'l: the mailing of £~tl:.'>;:h notic. to be the Ur~:J.t owa.r
by r.gistered or c.rtifi.d mail~ whichever shall first occur.

15. ViRl.t;i9r~

Violation of any Rule and Re~11atiQn, or th. br.ach of
any proviaion of the D.claration of Truet, R!-LawI, K••ter ~.ed,

or of the off.nding Unit Owner' s Unit D.ecl~ shall gi,,':.) the
Truate•• the right, in addition to any oth'4 righte, the enjoin,
aDate or rem.ely by appropriate 1,g.1 proe..tedingl, 6,(th.r at 1av
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or in equity (or both) the continuation of any such breach. In
addition to the foregoing, and not in substitution thereof, the
Trustees shall have the power to levy fines against Unit Owners
for such violations. No fine may be levied for more than Ten
Dollars ($10.00) for anyone violation (except as to pets) but
each day of a violation shall be considered a new violation.
Collection of fines may be enforced ~gainst the Unit Owner
involved al if, the fine were common area charges owed by the Unit
Owner. In the case of persistent violations by a Unit Owner, the
Trustees shall have the power to require such Unit OWner to POlt
reasonable bond to secure adherence to said Rule and Regulation,
Declaration of Trust, By-Laws, Malter Deed or the said Unit De.d.

16. Attorney's Fee, And COlts

Any unit Owner who violates the Rules and Regulations
(as the same may be amenaea ana aaoptea form time to time), or
the provision. of the Declaration of Trust, By-Laws, Master Deed
or the Unit Deea, (a. the same may be amended from time to time)
or is responsible for any such violation, shall pay all co.t. and.
expense. incurred by the ~ru.t, incluaing without limitation,
reasonable attorney's fees, in connection with the enforcement of
the Rules and Regulation., Declaration of Trust, By-Laws and
Master Deea of the said Unit Deecl.

17. unit owner" Right tg Hllring

ADy Unit own.r aggriev.d by any fin. or penalty imposed
by the ~ru.t.e. .hall have tha right to a hearing before the
Boara of Tru.t••• , provid.d how.v.r, that laid Unit Own.r
requ••t. a h.uinq in writ1Dg within t.n (10) days of the Trust••
act or action which for.ma the basis of the Unit owner's
grievanc.. sata hearing shall be h.ld within fourteen (14) day.
of r.c.ipt Of ~h. wri~t.n requ••t for h.arin~ and .hall b.
conduct.d in clo.ed ••••i· ,!l. TIl. d.ci.ion of the ~l:ustees on a
Unit own.r's gri.vance shall b. final.

11. !MUdmtn1j' af Bul.. And 1I··..;41.1;ign.

Any con••nt or approval qiven by the Tru.~.o. und.r
the.e Rule. and R.gulation. may b. ada.d to, am.ndee, or rep.al.d
at anytime by the Tru.t.... Th•••• Rules ana Regulations may b.
am.na.a from time to time a. provid.a in the Declaration of

. TnMt. Th... Rul.. aD,d Il.qulation. may not b. am.nded without
the expre•• writt.n con••nt of EOCD •
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(Simplified Fixed Tenn)·

Date I 19,__

This is a Lease of Apanment No. I located in a Building numbered _

In 1 Massacnusetts. The Landlord is _

_______________• whose address IS _

.
and whose telephone number is . The Tenant is _

_______________ and The

term of this Lease is years. beginning on , 19_. and endln , on I
___________. 19_, although it is possible that the term may end sooner as explk.ned
later in the Lease. Landlord and Tenant agree that each of them has various rights and duties. and that this Leue is
sublect to cenaln conditions. as follows:

'I prop
tl taxiS
the fol·
Indlng
na, thl
Idlrwd
ear In

will
ust

fthl

Inel
on

une30.
30,19

Tlnant will be
ddltlonal rent,

eh thltax In
In how th

blln p
• blln

an
I

be re'undld to thl Tlnant.
(c) Thl amount of rent which thl Landlord i~ ~rmlttld .0 fICIlve from thl

T..."t may~ limited by rent control lawa or ,Imll., restrictlonl. If 10, thl Tlnant wUI newr
haw to pay more than thl rnulmum rent which thl Landlord II pennlttld to reellve. Howlver,
WMMvlr thl rent payabll b'f the Tenant 1111.. thin thl maximum rent which thl Landlord Is
permitted to reclive, thl Landlord may at any time notify thl Tenant that the Landlord wllhls

to Increae thl Tlnant's rent to any amount which doel not Ixelld the muimum. If tty) Tenant recllvel IUch •
~otlel. the Tenant may notify the Landlord within the next thirty daYI that the Tenant Wilhll ~o termln.'tl thll LuH. If
thl Tenant glvellueh a tlrmlnatlon notlcl, thl rent Inere"l will not go Into l"let, and this Leul '·MIII tlrmlnatl on
the last day of thl calendar month following the month In which the Tenant's notice II glVln. On the othlr hand, Ifat
thl end of the thirty (30) d_, period, thl Tenant hu not given such. termination notice, the rent Incre..1 will go Into
effect as of thl first day of thl following month.

(d) Regardless of paragraphs (I), (b), and (c) above, the Tenant will never be

required to pay rent on an average monthly basis In excess of 1, _

COPY..IGHT C 1. .
ORIATl.. losrON ItEI.L ISTATIIOAltD

AU,......,..... ""Ie .."" IM¥,Mt'" __ ..I".............................. . .
...... _ ........- .. t..a..-...... It ~.



2. HEAT AND UTILITIES: Landlord will furnish all required heat. hot water. fuel oil and
utilities to the Apanment. with the following exceptions. First. the Tenant must make all sere
vice arrangements and pay all bills for telephones as well as C gas and C electricity, if
chl!cked. G",s or electricity should be checked only if the Tenant's usage Is measured by a
separate me'ler wnich has already been installed. Second. the Ten~"' "'ay also be required
to pay a share of fuel oil costs. but only If Paragraph 29 or a set " " written agreement
specifies wnat the Tenant's share is. The Tenant must make sure that no fuel 011 or utility sere
vice furnished by the Landlord is wasted.

3. ALTERATIONS AND INSTALLAnONS: The Tenant Is permitted to arrange fumltur. in
the Apartment as the Tenant wishes. However. at no time can the Tenant paint. decorate,

make holes in. or attach things to any of the floors. walls, ceilings, doors. or equipment in the Apanment or elsewhere
in the Building. No washing machin.!. air·condltloning unit, space heater, clothes drier, antenna, or similar type of
equipment can be installed or operated without the Landlord's permission. Waterblds are likewise prohibited.

TENANT: This
section governs
utility payments.
Be sure to dis·
cuss with the
Landlord those
payments which
will berequJred
of you for this
Apanment.

4. CLEANLINESS: The Tenant must keep the Apanment in a clean and sanitary condition, free of garbage,
rubbish, and other filth. The Tenant Is responsible for properly placing all garbage and rubbish In contalnera provided
by the Landlord.

111"~w

~:I

. _.~ .., _-- _-_.. ---,.
. ,

.-z:.;;;:.
9. CONSIDERATION FOR OTHERS: ~VW'IOM living in the Building mUlt be a good and conlidera" "emo'r

who underJtandl and IIII)ICtI the fact that 01"" pefIOnl should not be bot.... by noi. or other dlltu"--L A
loud pany Is one example or-tomethlng which the Tenant mUlt avoid, Another example II playing a televllton, rldlo,
or record piayer with the volume tUrned up too high. MuliCIIlnltrumentl should only be pia. at tlmel when othIrI
In the Building won't be Iftnoytd. 0' course, the Apartment can be ulld only a a ..idance, and no bull....
activity 0' ,any nature may take pi.:.. It II allO important to maintain the good~e of the Building. the
Tenant mUlt nlVlr place any object on an outllde wlndowlill or hanG or Ihike anything outllde the Apartment.

•

•

•

10. RIPAIR AND MAINTENANCE: Both the Lanc:tIQrd and the '(enant have ,.Iponalblllty 'or the ...r and
maintenance of the Apartmlnt If the Landlord permltl th,' Tenant to lnatlll 'he Tenant's own Iqulpmer:., lueh. re
friglrators, wahlng machlnea and driers, dlshWa""rs, stOVII, g8lblGe grtnders, and Ilectrtcal 'lxtU"I, the Tenant
mUlt property Install and maintain the equipment "Id mike all necel8llY r.pairs. The Tenant Is 1110 required to kHp
all toiletl, wah baIlnl, slnlel, showers, bath-tubl, stovel, refrigerators and dlshwahers In a clan and unitary con-

.. ' ,dltton. The Tlnant mUI' exercise reasonable care to mike sure that thl...' facilities are property used and operated,
In general, the Tenant will alwaya be relponslble for any defecta ..Iultln; '"?m ab;1\OImI1 conduct by ~he Tenant.
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Whenever the Tenant uses the Apartment or any other pan of the Building, the Tenant must exercise reasanabl= care
avoid damage to floors, walls, doors, windows. ceilings, roof. stalrcaset. porches. chimneys, or other structural

LrtS of the BUilding. As long as the Tenant compiles with all of these duties. the Landlord will make all required
repairs at the Landlord's expense to make sure that the Apartment Is livable and fit for human habitation. If the
Tenant wishes to reQuest maintenance, the Tenant should contact the Landlord unless a managing agent Is named
at the end of this agreement.

11. ENTRY BY LANDLORD: Whenever permitted by law. the Landlord will be entitled to enter the Apartment
even though the term of the Lease has not yet ended. Entry Is permitted if the Landlord wants to inspect the Apart
ment or make repairs, or if the Landlord wants to show the Apartment to other persons who may be Int~!'I.ted In
buying the property, making a mongage loan to the Landlord. or renting the Apartment after the Tenant hal moved
out. The Landlord can also enter the Apartment if It appears to have been abandoned by the Tenant or If thl Landlord
obtains an appropriate coun order. Future lawl may authorize entry for the other reuons as well. If the Landlord ever
notices that the Tenant Is not properly maintaining the Apartment or Is otherwise failing to comply with the Tenant's
obligations under this Leue. the Landlord has the right to correct the problem and charge thi Tenant for any maon
able costs which the Landlord Incurs In doing so. The Tenant must then promptly reimburse the Landlord for these
costs.

15. CAlUALTYAND IIIHINT DOMAIN:· It 1.lUbItanttaI part of the Apartment or thl ulldlng I _iiijiC
fI.. or other caualty, or taUn by eminent domIin, the Landlord may tennlnate thll LAIM within thirty (:lit _ after
thl ev.nt by glYlng notIncatlon to the T...m fifteen (15) days In 1dVInCe. If the cuualty or~~ng rNIIcIe the Apart
.ment lubltlntlally uftlUltabil for human hlbltatIon, rent will be lQultibly IdJultid. and It thl ApIr1mInt Ia not ,.
stored to I condition IUbltlnttally IUltable for human habitation within thirty (30) daya following the calUlltYort*lng,
thl Tlnant may tennlnate thll LIllI within thirty (30) daya thlrelfter by notification to the Landlord fllteM (18) days
in advancI.ln thl cue of. tIkIng, thl Tenant may mllel I claim agaInit thl ...panllbll ,.~m""ntllbOdy In order
to collict damagl. for any penonal property taken from thl Tenant and allO to obtain fundi for moving to • new

.midlnce. All other Imlnent domain damage. and awards will belong to thl Landlord. In thl CUI of I fI"·ar: other
eQually, the Tenant must look to Its own In.urancl comp~y If thl Tlnant's ~nal property Is darMged.

18. RULES AND REGULATIONS: In order to help cany out thl provilloni ot this ......, thl Landlord may from
tlml to tlml iaul rulls and regulations for thl benefit, safety, comfort and conveniencl of all occupllrta of thl
Building or for thl Landlord's convenienci in operating the BUilding. Such rulls and regu'atlonl "," dell with
mattlrs such u saflty, cllanUn..l, care, and oralrty conduct. both in thl f ,lI1mlnt and thl relt o~ ~he CUlldlng.
~ Tenant mu.t comply with thl.. rule. and regulation. just as if they WI" • part of thll Lull.



17. TENANT'S AESPONSIBILIT'I: The Tenant is responsible for the conduct of any and all family members·
.'rlends. relatives. delivery personnel, guests and other persons who are invited or allowed by the Tenant to be on tho
Landlord's property. The Tenant must make sure that these persons conduct themselves properly and do not violate
any provisions of this Lease. Whenever the Landlord has to pay any expense, or suffers any other loss, because of
anything done by the Tenant or any other person mentioned in this paragraph, the Tenant must promptly provide full
reimbursement.

18. EARLY TERMINATION: If the Tenant does not comply with any obligation imposed on the Tenant under this
Lease. or If the.Tenant admits being or is declared to be bankrupt or Insolvent, or if the Tenant appears to have aban
doned the Apanment, the Landlord may terminate the Leue by notlflcfttlon to the Tenant. The termination will be
come effective seven (7) days after the notice Is given, except where the Tenant has failed to pay rent, In which case
the termination will become effective fourtHn (14) days after the notlct Is given.

19. MOVING OUT: Whenever this Lease terminates, the Tenant must Immediately make sure that all occupants
move out of the Apinment and take aU of their personal property with them. The Tenant must deliver aU keys to tht
Landlord and ";,:.Ist leave behind all property belonging to the Landlord. The Apartment and all facllltielin the Apart.
ment must be clean and sanitary~d must be In a condition which confonns to the Ten~t's repair and maintenance
responsibilities under this Lease.

-I
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•
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~....t with the T....t Or..-y NIPOftIIbIe..... llvIng with the TlMnt In the ApIrtmeftt. If the noIIcMIlI,n,m the •
TlMnt to. tM Landlord, tile notice will be aaun1td to ... been glvln If Mnt bY. certI\;· . .; or NgeltMd mill to the
add,... of the Lindlord • Itatad at the beglnnl~'G of thl.Ag~or to "" other ..... If notice of the new
add.... hal been given"to the Tenant.n. part..may 1110 u.. any other method of giving notice which II permitted
by law. Whenevernottae la -.t by mall, tttel*ty giving tN notlcl mutt pay III MCeIIIrY pomgelnd mUtt mill
the notice 1liiy.enough to .... su.. that It wlli be NCeMd When due.

23. '.MIIIION AND INYAUDITY: The rna fKt that on, party hal allowed the oth" to violate thll Laue on
• partlcul!r occulon dOlI not mean that any tutu.. vtolatlon will allO bel IIlowed. The Landlord will never be
Ulumed to haW given pennlllion to the Tenant under the ttnn. of thl......., or to haw ..II.. the TlNnt from
any of the Tenant'l obllgatlona, unl... the Landlord hal mIde t ;1 Intention clear In Dance Qnd In writing. If any
PRW'llon of thl....... I. decllNd to be Inv.1eI on a _leu.. occ.-r.alon, tha LI... will stili NfMin In -.ffeet to the
ful..t extent permitted by law.
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24. PERSONAL LIABILITY: If tt,.J·LandIOrd·ls a partnership or the trustees of a trust. no individual trustee. bene
ficiary, shareholder or partner will be personally responsible to pay money damages for failure to comply with any of

obligatlc;Y1 of the Landlord. but the Ten~t will have rights against any of the assets owned In the name of the
\.lJij~ or panneidhip.

25. REPRISALS: The Landlord Is forbidden from threatening to take or taking reprisals against the Tenant In
ce"r'n cases where the Tenant is properly attempting to assen the Tenant's legal rights.

26. COpy OF LEASE: If the Landlord has orally agreed to sign this Lease. the l.&ndlord must do so and deliver
• a signed copy to ~he Tenant within thirty (30) days after the Landlord receives a copy signed by the Tenant.

27. ATTACHED FORMS: If any forms (such as a R.. It Receipt, Rent and Security Deposit Receipt or Apartment
Condition Statement) are attached to this Lease, they r~.. to be considered a part of the Lease for all purposn.

28. LEGAL EFFECT: Although this agreement has attempted to express the rights and duties of the parties in
• simple language undttrst8nclable to a layman, the Tenant understands that this Lease will be treated as a formal legal

instrument under seal and will be binding on all persons having any 1uture dealings with the Landlord's property. If
more than one copy is signtld. all caples will be equally effective. If more than one perlon is named as the Tenant.
the Landlord may hold any such person legally responsible for all of the obligations of the Tenant undtr thl. Llat.

29. ADDmONAL PROVISIONS:
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LANDLORD:

TENANT:

TENANT: SUBjECT TO APPLICABLS LAW, THE LANDLORD WILL PROVIDE INSURANCE FOR UP TO $750 IN
BENEFITS TO COVER THE ACTUAL COSTS OF RELOCATION OF THE TENANT IF DISPLACED BY FIRE OR
DAMAGE RESULTING FROM FIRE.

•

TENANT: MAKE SURE TO
RECEIVE A
SIGNED COPY
OF THIS LEASE.

• FOR MAINTENANCE THE TENANT SHOULD CONTACT

(Name,

..

••• ~~I~·... .:...•
.'*

.by
.~..

-':.::=':,:~:'::'.: ~-:~ ..~~ ' CI~. ~ ..-. '.~t; •
&ec:au. the Landlord II Igrwlng to -Ign thll lAue, the person ,I;nlng below (the uGuarantOf, \lU- ."=__u••

,.Iponslble for II. of the obligations of the Tenlnt und. the ....... WMMver the Landlord would been~
action agaInlt the T...... the Landlord may tllee thC) 111M don agaInlt the Guarantor, even though tWG
did not have notice thlt the TeMllt w. In c1efilUlt. "'e Gultlntor wliwe iii rights under law (technlCIIIy •
"suretyship defens.") which might otheMl. permit the Guarantor to avoid or ntducn his or her llabllI
Landlord. Thll Gunnty will have the IImI; legal effect IS the ...... (1M Plrllgraph 28!'o .T&.~ __

GUARANTOA:. , _
-.-......., ..::~.:r:: :-~~~.:.

- .. ..... .r-:
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APPENDIXR

MODEL OCCUPANCY AGREEMENT
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1. Basic tnfor=ation

Su!:lscri!:er( s) ~ f'f\'s. L \ N -A C Pr ~"t' \:) .

(Ri \±A,,,, A!\.J '5(. ~ f! ",,'pl\\ d~ £. • tll\ A tl1l:~' ~ '" Ii"
lesic!e:\ce Address \ 83 F.arvard StnE '--------

cambridc:e. MA 02139

aelatiQcsh!p ana Ai-S cf All tn4iv!auals ~o Occupy Apart:lr.t:

J1,&e, C.l b·' AI A CPc ~it\.~ rref", ~e~!8~t..:S_'el.;;.:..t.:;;;;~'..:.- _

. Ni!\1.; .1 tI i ilk ~Lt:.\I\I3'L ce ft~wrti) ., r7.J ''1

. 5e;NTos·· 'Cp,t\BA$eCl""Ll.O Ui~A~J~OM)' 1/ z.-rla ,
S~SC:U~':tOH ,.teE: !'.'1.00.. .
HmIIa or SKM%S: am (11

~. Subscr~~t1oQ
~ ...

" .

. ~

;. .

~ ·0

-~... . C-1'



I (we) hereby ag:ee t:
set ~Qrth a=c~! as !:llows:

S·...·\O'50 .. : ...... :,.. '.. --='-_ 1f:M-

$-...~_bb_
$__0__

paid with this subsc:iptic~; and

previcusly paid to t~! Cc:pc~atiQn w~:~

aeser?at~on A;:e~~en~ c: ct~e:vise. (MO~!

, SU3 SC:-': 3 =:a: CO NOT S:CiN ':'~: S ACiit=:~:t=:~I':' t..~J'r: t.
A.~~ Z~ AGit!!M~~T WITS TS! COR:O~;T:CN AS TO
~~C~~;~ ~:.rl!OUS~~ ~~IC.)

.........

..
, ,'0

•..

3. Ratifie.ation c~'Ct~e: P:ovisio~s ..
I/We hereby rati~1 t~e provisions contained in t~e InfQ::atic~:

Bulletin,' Oceupan~/ A;reement, Articles of Or;ani:ation anc
Bylaws, r.ceipt of which are hereby acknowlec;ld.

4. Occucancv A~reement

~h. Subs~rtb.r, if approved for :embership, w111 be ent1t.
to occupancy o~ the atlovi apa:t=ent:. under .the to. as of t:1.
occup;n~c••s.nt. ~h. 1n1t1a~ caecy1ng chaege pee scftth will
b'. $ \., '0.. b~~ th!s i. only the initial charge, and is subj.c~
to c an.s in th~ fut~..eas prov1c1Ic1 for in the Q~c:upanc~·

AC;1:e.men1:.· %n aac1!tion. you .,,111 ca~ tor you: o·#ft heat ar.c
.l.etricitv.· _

Wi th this Subsc::'ipt1on" Air••m.nt:, X/We have s1g::14 anc!
a.li~lre4. tvo'undat.a copils of the Occupancy A,~e.ml~t. !he
Co~po~.t:loa ls authori:ec1 to date the Occupancy A~relment, a.llvlr
it to the .og.rty Building Li~tld ~artft.r.bip .(th. ·'a.tn.rship~)

anA mak. it .ff.ctiv.· whln the Corporatioft,· toqlthl~ with th.-
,l'.~=er.hip, i •.pr.par.el to ·.accept. Subscriptions anel Occupancy
·Agr••••·nt. repr•••nting not. :1... than 75' of the units 1n the
bul1aiD'~" ~. Subscr1~.rs .•~11 also si9ft within tvo busin.s. days
"~f th. re~es~ by the Corporation" anc! ·th••artDecship, a.v undated
OccQpaDet.Agr••••ats 1f the ·Corpor.ation chanq•• its standar4 for:
of Occupane.1 Alr••••nt~ b.for. ·th. 4at. "that the earl1.1: siqn.iI
Occupancy ·Agr.....ats btlco.e .ft.c~1v.. . 'fh. -r;orpo:at1on aae! thl
ilartD..rsb1p vill alliver a ': fully, s.1gn.c1 a,,'~ 4atl4 copy o! the
occupaDcy ··Alr••••nt,· .anc! ,will ,notify th'.I, .Suscriblr of its
eff.ct1ve ~aate; ....~•. SOOft ,,·a...1.' ·.pr.~t1cal aft.r tbe occupancy

,Alr••••nt becom•••ff.ctivi •.- . '.' . ' ..,.',. .. .: . . .....
'.



•
5. Cancell~tion provisions

Ca) a~ Cor~oration: T~e Corpo:a:ion :ese:ves the ri;h:, a:
any time Ee~Qre it has not1~iee the Su~sc:iber of acceQtabil!:'l
for cembership, for reasons deeced suf:icient by t~e cor~~:ation:
to ret~rn t~e amount without interest caLd bv the Subscribe: unde:
~h1s Aqreement and ter:inate this Subscription Aqree:ent wi:ho~:
fur~her liability on the part of the Corporation.

If the Sub~criber de:aul~s in any o~ the obligations calle~
for.1n this Aqreement, and such· default continues for fifteen (15)
days after notice sent by delivery e~ reqiste:ed mail by th!
CQrporaticn to the Subcriber at the ad~~ess qiven Qbove, then, a:
the option of the Corporation, the Subscribe: shall lose any and
all riqhts under this Aqreement, and any a:~unt paid toward the
subscription price may be' retained by the Corporation as
liquidated da:aqes.

(b) SV Subscriber: If t~e Subscriber within five ($) days
after th. ex.cue1on of this Subscription Agreement by the
Subscriber notifies the Corporation in' writinq that h. or she
wishes to withdraw from .the A~re.m.nt, the amounts without
interest paid by him or 'her under this Aqreement will be returned

·to h!m or h.r and thereupon all rtqhts and liabilities of the
Subscriber hereunder shall. cease. ~~e right of the Subscriber to
withd:raw shall terminate unless otherwise exercised with'1n th~.~ 5
day.period. Howlver, if the SUbscr~ptio~ has not been accept~n ~1

ehe Corporation and ·th. occupa~cy. Agr••m.nt h~s not bc~ome

effective.w1thin six months from .the date of .x.cutio~ ~f ~his
Aqre~m.nt, the Subscriber vill. aqai4 have the right to with~:aw
an4 obtain a refund without inter.st if h. or she notifies the
Corporation in writing that h. or .he vi.h•• to withdraw.

S. Ora~ K.~re~.ntation. Not To Be aeliea tt=on

~his Agr••••nt supersedes any prior understandinqs and
agr.ements an4 constitut.. the .ntir. agreement b.tw.en t~e
Subsc:lb.t. :anc! the corporation; ·.nc! .no . 0l:a1 repr.sentations or
stat.ments shall b. considered a part hereof.

Witne•• our hands ana s.als •

:.
...

I .

":::D 9 ! ' I

w.:iotness \_..•..

•• ,n .. __..-.

;, c. 9;2 =s <: g. • .:)(
'. __J

.. sUEi.cr:io6er

C-3
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~~e parties to this Occ~pa~c? Aqreement (this IIAq:ee:ent n )

are Foq~:ty auileinq Li=ite~ P~rt~ersbi~, referred to as tba
Part:\e rship, and ~Af\C'1. t., N.:;A~_'-__A.-..::::~;.:-m~'.:::.o ~~--~--

~_~~ ..~~-~~-~---~~~:__---_ ......~_' r~fer:ec: to as
the aes~cen~. ~~e .=a:~~ers~~; leas.s t= a.s~~er.t t~. A~a=~=en~
at 181 ~arva:dSt=eet: (the nUnit"'o:. IIApa:=ent ll

', or.e c~ t~e

l7 A~a:~e~t3·t~at toset~e= :ake u~ t~e Foqert? Buildi~~ a~ 194-
. lSa Earvar:! Street: in t~e Ci'ty 0: Cambri~S'e (someti:es callee t~e

"Development").

'r11. l'art.:ersnip is fO::ld f:: .t:.he purpose c~ acqu1ri::; and
operat1nq rog.r~y Building as a mixed-income housing coope:a
tively run by its residents. ~~e Cooperat1ve is run by a Board
·of Directors ~ho are all resi4ents of tile Development and v~o are
.lec~ed by the residents. ~h. Gen.~al Partners o~ the Pa:tr.er-

.. ,ship are.HK% Development co~porat:.ion, a subsidiary of ~e p:oject
speaso: Bomeowner's aehac, tnc., and ro~erty aui1ding coope:ation

. Cor~oration (~e ·cooper&tive·)~ a cooperative composed of the
r.sideAts o~ the 17 .units 1A t~& Fogerty Building. Initially,
Ha% ~evelop=e:t co:poration will -b. tne Hanaging General J~r~ner

ef the :la:=.:sh~p. . .

, Eight ~ts in the ·C.velop.ent ar. entitl.d to rlclive sub
s1d1.s unde: '~e BUD section 8 V:oq:~, administered pursuant:. t~
a 'zous!:g Assistance ·payment. Contract (-HAl contract-) to ~e

eatered int:.o be.twean the .rartne.rsh1p'· and the Cubr14ql Kousing'
AutAcf:1ty. - It,s1di:ts 'who- .r.aceive subsidie. undlr the B,;Ut COJ:1
t.ract arl ·.some.t.1.s rlferrla to ·;1: .. this aq:eemlnt as, ·S.~tion 8
Ke.ic!ents.1!t -Additional - tarms ,oand .c~~d1 tions .fa:. Sec~ian 8

.Ke.1c!.nts are .It' forth in "Attachment Ho. 3, the ·S.ction B
Addenda.·. :..: . ~ .:. ;,~.-=- -:. . . "'.!. ~.: •• .•. . .....

. : ~~.~he~ a....i~·~nt ls· :an ower aDc!'holc!e~ :~f a cectif1cati of stock
.1ZS:·t.he CQopeJ:ative ,with ··:.th. ~ tru~ lDte~tloD. ',:t~ .re.1ele 1n the
roqerty aul1c!i:q. ' . .. ::'

:I. ~~~i;i.ii;;;~~:ii~,~~~7,.,:~~:·~~.":::~::r~: iiLC[[t'-.:· .
, ·;.~·:;;~=!-;;~~~.~iij:tiai·~t'~i;:~i5i:.w.: ·.:A'i~.liiat·~~i,il1>b.'izl':OA' the effec:

.. ~·~:;~l,~~.~1~.~:,~~~:a! ..~1. ~gi-e!iiiit:~in4.~,.n4 .5.eii~'.Dj·~.'ib,:·:31·of the year
.. : ....:".. 14·,.fol10w1119 :the' date '.of·,:-: th1s -A'r••••nt. ··.:~~:Aftar .th. ~ ~ait1al terZZlo.e: ._, _.... : ••• • _..... •::r- .. g: .... _.a..;t: to2 •• ,-i..... "t!... •• _-;~£....;... l'".~'~'C:-_.",,'" •.•... . -, .. ,.,.~.:t ........,.,•. '. _~'•••.".:'.~'. "~."" . ~.~,'-"~'! .'-'2 •. ·.~'::':~·t}:)·~';g·: ..-:.s."!·'h ,.:.;......,... .

. .,l., "'..• ~ ," ...... •... .~...:~ .... ".: .~.~ ~".' ":., .... !; ~.:. ~ '. ~:.~ ~ ....~. '..." :.,"" t" •

-. I
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enes, ~is A~:!ement will a~::=a:i:!ll7 c=~~~:~! ::: s~=:!SS~~
ter=~ 0: c~e·yea: ea=~ ~:;ess te:=i:a:!~ C~ eit~!: ~a:;7 c: =:~:
===:=s cct~=e as pe:=~::sc ty ~~is A~:ee=en=.

Eac~ a.si~.cc pays a P~Qpo~t~=nae. s~a=1 of ~~. a~_~ual
'operati:; ~uc;.t f:: t:1 . rQqer:?'~ui~ci=; expe:ses as cetl:=i:IC
~y th'olart=ership. ~h. 'proportlcc °of exp.nsls paid by .ach
Z.sldent.is a.tl::ined by an aire.~.nt betyeen the la:t:e:s~i~

and oth.· C=op.ratlve, which is ict.ndld to assurl coctl:ued
af~orcabl~lty ol thl mixad-incom. units of the FOiarty Building.
%citial allocation of Monthly Carryini Chari's is deslq:.d ta .
achleve r.llt.3 af!arc!ele fo:' a' IU,zea-1:come cOllUlUAity, but ~:.~
~y be cha:gea 1f thl ~a:t:I:shlp 4lte~nes that & 4if~e:.~ •

• al1ocatlon basis woul! b. more appropriat•• So•• Ixample. of th_
oD.v.lo~.nt's.•xpins.s are: .mortgage pr1nclpal aDd int.rest;
taxes ancl insurance; :.pa1rs anI! ·..1:t.nanc., vate: anc! s.w.r
cha~i's; managl.lnt, a~nlst:ativ. a:4 all othlr op.rating
.zp.:s.s;',.n.:al· op.:atlci and rlplacemlnt :IS'~'S; ac~ a:

. am:luu retum to the . 11=J.t.4 pa~t:arl of the Jart:e:lh1p. 'the 0

UlOWlt lach Z:lsll!.nt pays p,~ IICl1th 11 call.d ~I JlOAthly C&::y-__
ill' C!1a~!e.. ..... . ~ .' .... . ... . . . .... .' .,

.. ., .. .
. ':: %1 ~r:C%nau.T mmanocD ':DO: !U '.''''"0%1 US :BE

Iowa :c acz::amn ''UZ. Mean 001' 0us BcatiIL: Q!"T%W CD.aGZ,
1I2l%c:K U% as 0:3C3E Uzifo1iiWiZ;U :: %5 nassAa% :0.1,)0 so :c CQVDm a:.DSZ.s 001' :u Z»nc.OhiU':. BOWZOJJL,:D ~.uDJ:l.S3%l' AGlnS
:0 ~m "DZ US':=ar: e t.D.ft. on. tJ, J 110ft. D:ftD leua .aau
,:tDTeC"N:t.:n our :s.orMI: :r ftI: XOJr:m.% cannllG CWlGZ. Eft!:
1'Aa:D:uBt1' m- 011%.% '%Sar ,," DZ Jlcfti::r.% aa:nlla CSUGZ res :u
szc::o... mr::s 1I'%ft :ZZ. JDlCSS%01I 01' .~:B t:lD"Tl)GZ BCGS:lIG
AU~ftJ' .'. '. :.0: ,~ ..',:-.,: o'i-·.· .

• 41 • e. '.. _ ~ '.' ,:".:" ,0,. ... ~ ::.•~•.: ~_:..~ " "' •.••

4 •• ~~I:S FO. LA~E··.~~EftS'»m~"u~rc:aas~L~_. ,.:."
••. _-.,J.' ::~;'!,; ••·:.;.-IC 0' ••••. :. .t·.f''' ..._ -... ...••• ., ••.••: '. .•• . .....~';_':; ••

;. ~~:I~:.:~:r~.: ~~.iir.Ii:~~~"iiie~t~::;~,,~t~!~i~Zti;·~:!u1f;~iAi<·C! ~~. Koath1:r .
'.~.~••0 ·:?~:C.~~lD,::C!lai,••o·'h~~:.lzi "o_.c,.~.~~ -~J.•~J:ar·· i~!-~ili~ '~of ._th. acnth,

the' .a~='I:.blp villc:ollact.·· ..a ilat.•.. ~·f••. ,(of :$%S,°7.oc .such othlr •
••ouzits "7 b. a.ciala f:o~ ti_· 1:0 t1•• br··th.·Ja~=.:lb1p fe-

o. ,



eac~ mor.-~ ~e~cn~ t~· t~~~~ t.-.~t .-. ~O--·'·l c~--"~-~ C~~~-es a-•• .-..•• - _ ~ •• -.::;;;: -..... ., _ ••••••••••- ........ - ...... ":S ••c.~.~ .e
not paid i:: ~ull. ''l'~e i'a:t::e C'ship may collec,: a :!! t:'u:,:: c:~eck :e!
c~ $25 on t~e second or any' ac~itior.al ti:e a c~eek f:o: t~e

Resident is not hono:ed ::::r pa~en: (bo~nces). !~e char;es dis
cussed in this p~ra;:'a~n a:e i~ acditicn t= t~e req~la: Mc:::~l1
Carryin; C~a=;es.

. ~he ae~i~ent specifically uncerstands U;~e ~art::ershi~)may
also terminate t~is Aqreement and evic~ aesiae::t for non-pay:ent
or repeated late payment of Mont:ly Carryinq Charqes in addition
to collectin; the late c~a:;es discussed above.'

5,. . M&'L\G=::iE:~'l'. ADMINISTa.,"'':ION A.~t) TAX=:S

The part~ership asrees to prOVide necessary manaqement, ad
ministration and o~eraticn of the' Foqerty SuildinSi and t::: pay
~or taxes and assessments on the b~ildins.

6. a~PA!~S A.~ MAIN'l'~N~~C~

. a. ,Sv !tesident:. The aesident; aqrees' to repair and maintain
the Apart:en~ ana buildinq at Resident's o'~ expense as speci~ied
belov:

• ··.0 ...
" . ..

.. ....:

(1) .Ke.p the Apart=lnt ~lian and in sanitary ~Qndit~on.

~(2) aemove garbage and ~:ash f:cm the buildin; in a
, cl.an and safe mann.r and to place it in the ~l&c.

providl~ fer rubbish removal.

(3) 'articipLte with the Cooperative, as d.t.rmin.d by
·th~· 'artnlrshi~ anc! Cooperative Board of.Dirlctors,
in ·.d.teca1n1nq 'hoY CODon a:la maint.nanci will b.

. handled, anc, to thl extent a plan for participa
tion of ••sid.nts·is .•doptld~ to pactic1patl undlc

·the plan in carr,rinq out such mattlrs as: maintln
&Dce of' the ya:d anI! plants outs14. th"·buildin9~
rlsoval of snov on th. sid.walk in fr~nt of and
next t~ thl building, on the walkways b.hind thl
buildinq, and ~n th., parlinq lot; and cl.aninq of
.ntries, halls, stai:vays, aAd .. laundcy areas.

(4) 'roaptly, anel in a' workmanlikl .mannlr, lUke any
repairs ,or .....lnt.nanc. nlclssitatld by .lsle1ent's

.,: cnm nl,llq.ncI, :.lsu.~ or 'carll.ssne.. or by the
., ·.&ctio~s of family or gulstS. ,~la lncl~4e. cepair

.~. :; :ln9' 4...g. :'r••ult1n, frolL .••sic!lnt:~a ow rlpairs or

.. '.' .. ~ ·p"ove••nts . ,', ,,~'':'' .' .... '. '. .." . -' . -. '. . .'. .. ... --.. -: .. . . .' . .. ',... .. ..
" ":' .• -::- • • 0. -: :. :..~ ~ ~:". :••_ '. .• . : -0';:.'" • • • .

(5) BI ce.ponlibl. for any rldlcoration of the Unit.



(6) Make any repairs, main:enanc~ 0: :eplace:en:s
:e~uired en the following:

a) windew glass, screens, stQ:~ wi~dcws, s~ades
and blinds; and

b) any appliances, i:orcve~e~ts 0: equi~=er.t

installed =y t=e Resi~ent.

b. SV partnershir.. Thl Par~nership agrees to provide and
pay for all necessary repairs,· maintenance and reolacem.r.~s o~

the Develoc:ent and the Ucit, except as speci~i.d in clause Ca)
of this S.c~ion.

c. Ri~~~ Of ?art~ershio To Mak. ~eoairs At aesident's
~x~ens.. !~ case t~. aesiclnt :ails to make t~. re~airs, :a1n
tenance or r.plac.ment as sp.ci~ied in clause (a) of this Slc:ion
in a manner satisfactory to t~e Pa:tnership and pay for saml, the
rart~.rship may make them and charqe the alsident for their cost.
~he Resid.ne aqrl's to pay suc: CQsts within 30 days a~tlr

r.caipt of t=e partnershi~'s written demand fQr ~e••

7. trl'IItITI!:S

~he Resident aqrl~' to pay directly to the utility c=mpa:ies
for the use 0: all utilities excepe water/sewer charqe. an4 hot
water. ~he 'artnership is responsible for wat.r and sever,
do=es~ic hot water, and commcn area electricity.

a. %NSlmANCZ Am' tUBtt.rn

~he.artn.rship aqrees to provide liability and pro;erty
dau')'e insuJ:mc. for the roq.rty aUilcUnq in fOrD and ucunts
de••ed s.tisfactorr to the lartn.rship in its sole discr.tion.
~ ',DDDSm' IJIC%I'%ou,'Z' OOIS 1ICft- ftOV%J)Z %SSUUlICZ O. 'nZ
U:i.:JIft'S ~K:.C.G%acl, waa DZ US%~I1ftJlU'OBD:lI A1m 'A:r I'aa
DtaZC!Lr. ·~h. lae~.rsbip i. noc r.spon.ible fo: any 10•• or
4ama9. ta the •••id.nt'. b.lonqin9' escept when the los. or daa
a,. is du.·~ the D.,liq.nc. of the la:tn.rship. In DO ev.nc
will the laet:.rship b. r,spcDsibl. for any it.ms l.ft in ~="Oft

a:.a. outaiae apartaents.

,.. K%~aDf U.LUHCIS

~b••~J:~.r.b1p a9:••' to peoyi4. a·kitch.n stOY' and rafriq
eratoe. ~h~ •••ia.nt is r.spon.ible foe·all e.pa!ra and replac.
••Dts of th~s••pplian~.J c~use4.;b7:~ne,li,enc.oe aisu.e of th.

·_··•••ia.nt.·ft.A thl .esL4ent '~vacates th. Apart.ment, the ••si4enc
. ·:II1I.t leav. a iltov. ~ and :~ e.f:l,erator :.~"of.••qual or hi,h.e quality

aDc! conditiol1 as the on~ in ~e Apaetm.nt at·:thc b.,1nnin9 of the
t.ra of this Age••••nt, no:aal v.ar ana t.ar .xc.pt.d.

.... .... .-:!~••~ ':':"~ .: - _ • ~ .. ::~ 2i ~ .~ :. ••~ ::~. ::.: ~ . ~.;. ~ .~ :: .~ ..~'.': .;.: ... ~ .t·

. . .~.

" . '?

•

•

•



!-O. CC~O!':'!CN 0:" DW::!.t:~7G t.;7:':'

~v s~~-~~~ t~~s ~~r··"·~- ~·e ~·s~~e~~ a~~~~~,l·~~es _.~- ~. -w. -":1' •• _ •• ":1' .4. n~ -_.._..... '-.. .-- -~ ••• _ ,.,-- ..~ -. e
Aca=~ent is safe- and in habi~a=le c=nei~i=n and t~at all e~~i=
~~n~ i= t~e A:a:t~ent is i~ we:kinc c:~~:, e~ceot as desc:i~id ~v- . - -
t~e Resi:e~: C~ t~e Aoa:::en: C:~=~t~=~ ~e~c:~ ~hi~= is A~~ae~~

me~t No. 1 to t~is Aq:ee~en:. .

Tne aesident ·further aq:ees, at t~e end of occ~:anc~, to
vacate and return tne A=a:t~ent to t~e :a:t~ership i~ as·qoed 
cQndi~ion as when :eceivee, reasona:le wear and tea: e~cepted.

T~e ~esic~nt is resccnsible ==: all keys and locks f:: the
Unit. ~~e Pa:tnershio ~will not accept any liability fo: keys
left wit~ its o!~icers, employees or aqents. Tne Resident may
not acd, remove, or chan;e locks. Any camases whic~ result ~::m

mana~eme~t's inability to enter because of & ~hanse in locks will
be the Resident's responsibility and will b~ grounds fQ~ ~e::~na

tion of this Agreement ane for eviction.

12. R~S~~:C~=ONS ON AtT~~~TIONS

The alsieent agre.s not tQ do any of the fQllowins:

a. remove any part of the appliances, ~ix
ture~ or equipment in th() Apart:ent;

b. -attach or placl any fixtur.s, porchls,
Ixt.~ior alterations, si~s or :encl. on the buile
ing or yare!s:

,c. install clothl' washlrs, e!ryers, or
.upp~~~.nta~ hla~lrs in thl Apart:lnt; if t~1

·alsidlet'l USI of any. applianci rlquirls that t!:.1
electrica~ servici bl upgra414, the alsidlnt will
pay the CQI~ of thl additional slrvice;

d. 'placl any aerial~, anteanas or other
alectrical connlctions on thl building; or

e. install air con4~tioning except with prior
writtln conlent f f thl partnlrship, and in a goee!
ant! .workunlikl unnlr1 .. . '.' _

. i· ., ... t·-.· .• :. .. ;.... . . ':' ':. .
!. -..•ake' "any ether intlrior or extirier

:st~ctur~l alterations 1A.thl Apartment.
:: ~ • 0°;- .•.~~•.....;,~.•::;~.:~:~ :~: ••;:.:-.: :~'.\•••:.. • •. ~ ..
~bl a.s14lnt unaerstands that :.tbl 'artnlrsbip will not be

.responsible for the repair or.aintlnaftce ~f any altlrations,
additions, !ixturls and improvl.lnts.
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If t~e Resident uses e~~:e~e colors or =ate:ials to ceco:a~!

the i~terio~ 0: the A~ar~=ent, the Res~dent will ce res~ocsi~le

"for restori~~ t~e Apa:t=ent ·to conventional :aterials and colors
as ~irected by the partnership.

The Resicent a;rees t:, at the enc 0: his or her cccu;ar.cy,
r_turn the Acar::ent to the Part=ershi= alone wi~i all altera
t.ions, . adc!i~ions, fixt~:es, and i:~rove!nents or restor! the
Apart:ent to as g'ood conc:ition as it was wh.en he or shl/l moved in,
nor:al wear and tear excepted.

13. G~~~L a~ST~!C~!ONS

The aesi~ent must li~e in the A~art=ent and the Apa:t=an~

must be used only as a private dwelling for the aesident and his
or he: .household membe~s who are· listed in ~~is Agreement. If
the Resident "!ants. to have o'the: incU·J"idual (s J reside. in the
Apart:ent ane/or .cecome a co-owner, of his or her stock in the
coape:&tive, aesident must obtain the prior written approval of
·the Par~~ership and ·the Cooperative. Such approval is not to be
unreasonably withheld.

:h. alsident agrees not to:

a•. s~bllt or as~ign thl Apart=lnt, or any par~

of the Apar~lnt without thl prior written conslnt
of the 'artn.rship;

b. havI paying guests or coarders in the
Apa:t=ent;

c. USI thl Apart:lnt for unlawful purposls;

or permi.t. unlawful activities in
the co_on areas 0: on the

.'

'..;..:;

d. In,a,. in
the Apartmlnt, in

. graunds;

e. have pIts or animals of any kind (Ixcepe
•••in,-.yw 40'S for blind :esiden~s), or

.-!. ute or penL1t noi••s or acts that v1ll
4l.~urb ~e :l,bts, privacy.or comfort of nei,hbors.
~e .ls14Int'a,ree. to tlep the volua. of any ra410,
phonograpb, -tel,vlslon :'or ,- auslcal instrumlnt at a

-level vh1c~ will not 41sturb the nll,hbors •
. •~.~~~~~~: ...',:-..'':.-.::: : :~···.-'·:'fr·'::~~ ...., '.
, .. '·:,·,i.~··..nOLUZ 'Aft' or ..~ nJaftD. aar.ls AID UGtf

.o.r.A:%OSS . Sft" roaD :%11 Aft,.. !-'1ft 110. Z :!fO ax!
~_. ... ... 0' -.. ••• 1 ':':1' ccctn'ua AGalIJIBJI':. .. ~ _.•:~'. ~ • , -"~" .'!: ": .. 0:-',; .":~-:.. '. .' '.~ ~.~ -~:~~'~;·~·~~'i::~ ~.!- ~..~~:. ~ ~-,;. ,:,~:~"~,,,

_. .



!~ the :a:~::ers~ip, .. t~e
a~y liabili:y c= a~y c~~a;es

~e5i=e=t, his/:e: :a=ilz c:
:' ei:t:lu:se t1!e =' a :t~e rshi il a~:.\"
"'~e "',.. .. ,."'~ , "'ss c- ..J a"'a- e'-., __ .. ...:: ... _ ~W _ ~ .. '= •

:. ... "' .... -a ..... c- ~t.,a Ce·'1 D 'o ......... '" s"~= _so...:Ciiio. ••• _ •••_ __ =''''_... ....~_!!_

as a "cas··~" c= a""1' ac"'; '-'I' .. I."e.. - __ - - ..a_ __ .. _ '- ••

a._:' s:' ~= :·s , ~::!! :te s i~en: aq:eest:
r.:l~ t~e part~ershi~ ha::less f~:

T~e Part~e:shi; has t~e ri;~: to ente: t~e ?esiden:'s Apart
ment fer the pu:~cses sta:ec =elc~. ~~e pa::=ershi~ a~:ees to
enter the Apa:t:ent only d~ri=; reasonable hours ane to provide
reasonable advance notice of its intent to enter, e~ceot when
emergency sit~ations make s~ch netices i:~ossi~le 0: e~cept u~d~r
pa:agrapn ec) celow.

a. T~e Resident agrees to pe::it t~e pa:t~e:s~ip, its
aqen:s, e~ployees, ccntractors, utility c:m;anies 0:
othe: persons, when au~~o:i:ed by the ~a::~e:ship,

to enter the Apar::ent for the pur~ose of makinq
required annual inspections, makinq reasonable ra
pairs, investiqatinq possi~le· problems or e:erqency
conditions (for example, a leak, a utility outaqe,
unauthori:ed alterations, etc.) and perfor:inq
necessary Ixter:ination service. In tae casl of
plrfor=inq necessary ex~ar=ination se:vice, the
aesi~ent a~rees to ccoperate by properly preparin~

tha un~t in accordance v1t~ reasona~le instructions
from ~he partnership.

b. Alter tha ~esident has qiven a notice of intent to
move,. the ae.ident aqree. ta permit t~e partnarship
to show thl Apart=ent to prospective residents
during rlasonable hours.

c. . If the aesident moves b.fore this Aqre.ment ends,
th.' partnership may Intlr the Apartment to decoratl,
rlmodel, altlr or otherwise pr.p~re the Onit for rl
occupancy.

" .
15. REGuu.'fIONS

'fhl Ralidant undarstands and
principlls of cooperative control
Caoperative an4 the ~artnerlh1~.

"thl Article. of Orqanl:ation and
~ny lubsequant .meDdmeDts~ "

. ..-. '. '. ." "" .

will prl.lrvl and promotl the
which arl thl purposls of thl

'fhe aasident aqrle. to abidl by
By-Lawl of thl Cooplrative and

.... . .

••sidant also a~rle. to "abide by thlaulas .nd Rlgul.tions
which are" attached to thil A~rle.lnt al Attachment'No. 2. The
partn.rlhip an4 1l1Iidlnt,~cjrll":tha~ .. ·.ny ~ ••enc!DLent'to the rulls
and :19Ulations will.be rlasonably rllatld ·to thl saflty, carl
and 'cllanlinels of thl Foqlrty BUildinq, thl iaflty, co.fart and

'.
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convenience 0: t~e Residen:s, a=d the e::~=~e=~ ~ana~e=e~t a~~
admi:ist:aticn cf the hcusin;. -

The Part:ership also aqrees not t~ en:orce any a:enc=e~t
until a~:er written netice to t~e ~!sicer.t.

This A;reement may be tar:inatac by t~e Residen: at any ti:e
by a written notice te t~e partnershi~ at least t~o (2) months
before the intenced ter:inatien dace. I: tne Resident does not
qive the full t~o (2) months netice, he or. she shall be liable to
the Partnership fer the mcnthly carryinq char;es up to the enc of
the two (%) months for which t~e notice was required or to the
cate the A~art:ent is re-occupied, whichever coces first.

On or before the ter:inat!cn ~ate, t~e Resieent must also:

a. endorse hislher stock certi~icate for transfer in
blank and return it to t~e Cooperative; and

b. pay all the amounts due the partnership under this
Airelment up to the termination date; and

.c. vacate anc! retu~ the Apartment to the 'artnership
'in ·.as qoed condition as whln received, Z1oCl&l wlar
and tea~ excepted.

Until all the steps stated above are completed, the aesi~ent

will still '):,e liable t:o' the 'artnership for the costs of t!'le
Ap~rt=ent, including the ·.Konthly· Carrying Costs and utilities.
~h. Kesi~ent also acknowledges 'responsibility for complying with
the: provisions 'in the By-Laws 'regarding the transfer of stock in
thl Cooperative.

11. ~INA~ION BY 'AI~KS2I'

!his Ag:.em.nt may be t.:minat.4 by the '~:tn.rlhip only 1~:

a. ~he .esid.nt has ceased to be the ovaer and le,a1
holder ~f a .e~erlhip in the Coope:ative. ~hi~

happens vb..n:

-. the .elldent hal": t:anlferred :oVllership of
, • hil/bt.r· stock in the .Coope:at1ve; ,"or '.. . ~
-...- - • • .• ••• • - _. • •• - ~ ,_ :,; • • # • - •• .- •• ,'.

' .
the aelic!ent is declared bankrupt or'insolvent

. h .. • '.:. ..... • accoi:clin9 to law;, 0: ,. -, . d: '1 ... ..o"~. ..., ,'.' -. '
.•... "- .::;~ :. ~';.;:, ~:>"':: .:" ':: ''': ~ ~OZ,:;·;:,:'::'" .; i'~': .. ~ .~., .. ;~-,: ~.~;. ~.::~:-: ..~::. .
. . ,~", -;...:'-:- :~~~:t:h.·:••sld.~·t' I·~p:o';.:ty· ..:1s' ': be1ng' aSllgn.c1..fa:

...... : ,- ,~:~.. .the benef1 t of c:ecUtorl;- en- .•. ". . _.....•.
0:... .. .. - 1.1 •.•• , •• • . ..,. • • __ • _ II I.. ,.. _ J. • ~ .•• ' • _ •~.~ .;.: _' .. ~. : ':

", -. .;•.~; • '.: ~ .:: • ~ i :.;; t; :: .: ~ .:". ',... '.~ . ; .:'"t ~ ":; i . ~: .0, ~r ~.: ....
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,.""': ~._.. '- a.~;:ea:s t~ ce a:a~dcnee; c:

t:e Resident cies.

b. the Resicent fails t: pay Mon:hly Car:yi:q C~a=qes

(or, in t~e case 0: Section 8 Residents, the
a~si~e~t's portion thereaf) e: a:y et~er amounts due
here't:~aer, or othe~~ise fails to com~lv with one 0:
mar! provisions 0: this A;:ee~ent: ••

c.· t~e ae5ic!ent fails a:ter '""ritten rec;'t:!st to pro""ide
, f .. ' Ao d !'!'d"" ~'.,.n o==&••on reques~e en "es~ en~ s .~come, .a=~_y

5i:e, or ather :atte:s material to ?artnership's
r.cei~t of certain subsidies or continued qualifica
tion ~=r tax-exa:~t ~i:ancin~:

d. the Resident has :ateriallv misreoresentea infor:a
tion on any a~plication, recertification, or
questionnaire; i~cludinq, but n~t li:ited to, house
hold si:e or inco:e; or

e. in the case of Section S aesidents, if the
aesident's household si:e or income Ixceeas limita
tions which may be established from time to time by
SUD or the Cambrid;e Housinq Authority, or if the
aesident is otherwise in violation of regulations of
KUD or the .C~mbri~qe Housinq Authority; or if the
~esi4.nt violatls any of t~1 terms and conditicns of
Attach:ent No.3.

~ermination notic&s to the Kesi41nt from the Jartnership must be
sent by. registered mail, return receipt requested to ~he aesi
dint's addrlss in the roqerty auilding.

All tlr:ination notices from the partners~ip must:

splc1f7 the datI t~is Aqr~•••nt is tlrminated;

Itate the grounds for t~r.=ination with enouqh
aeta11 to~ thl a.lideftt to prepare ~ dlfenle;

advlse. thl aelldent 'that hl/lhe hal ten (10)
'days within whicb to discuss thl t.~nation
wlth thl ',artfteZ:lh~p" :Ipre·sen~ative. 'fhe 10
day period will 'b.,1n oft the date the notici 1s

. ,alliverea.or .the 4ay. aftlr .thl date the notici
. ' 1...11.4, ·,whichever llearller." 'If the .,.1

; a,nt ,z:.~qu~sts,~I,\Jch·'·.a .' .,eti~,~:· the 'az:tDlrlhlp
~11l havi its " r.lprlllntat1~e,di~~sl '~e .t;era
lnation wit.h'th, allidlnt. . . - - .. ":"~ ... : ..

: . ~ . ~!
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z! the Resident does ~ct recuest ~ meet!~c w~th ?a:t~ers~!='s
rep~esentative 0: i: suc~ a meefi=~ eoes not p:oc~ce a resolution
of the mat~e: which ca~sed t~e :art=ers~i= to issue t~e
ter~ination notice t~at is satis:actory to tne partne:snic i= its
sole discretion, then the ?art=e:shi~ mav in its sole disc:etic=
pursue any and all legal re:edies which are available t= a
lan~lord in the event t~at a tenar.t violates or t~:eatens :0
violate a provision of this Occu~ancy Agreement. This l!~al
action may i:cluce but neee not be li:ited to seeking t= evic~ a
Resident from are Apa:t:ent.

The Member hereby ex;ressly waives any anc' all ri~h~ o!
redemption in ease he shall be dispossessed by juc~:ent or
warrant of any Court of jud~'i the words nenter ft

, and nr.entrv n ,

as used in this agreement are not r~stric:ed to tneir technical
legal meaning, and in the event of a breach or t~r!atened breach
by the Resident of any of .the c=vena~ts 0: provisions nereof, the
Partnership shall have·th~ rignt o~ injunc~ion and the right to
invoke any remedy allowed at law or in equity.

The aesieent expressly aqrees that there exists under this
Occupancy Agreemlnt a landlord-tlnant relationship and that in
the event of • areach or t~rlat.ned breach ~y the Kember 0: any
covenant 'or provision of this Agreement,· thlre shall be available
to the partnership such legal re.edy or re.edie. as art available
to a landlord for tht breach or thrlatened ~rtach undlr the law
by a tenant of any provision o~ a lease or rental agreement.

~he failure on the part of the 'artnership to avail itsilf of
'. any of, the remedies given under this _,rle.ent shall not waive

nor destroy ~. r19ht o! tPe "a:t:ersh1p ta avail 1tsel! of such
re.ldils for sim1lar or other breaches OD the part o! the
.esidlnt.

18. n:AJmS

~h••es!d.n~ Ihall not undertake, or permit hi. or hlr family
ar visitors to undertak., 'any baaardous' acts or do anything' that 4t
will ~ncr.a.e the'in.urance,prlmium of the rogtrty luildinf. If

.' the Apartaent .1. dau,eeS' by fire, vind, or r.in to thl Ixt..nt
, that i~ caftDa~ b. l1vea ln, anc! the d."'1 1. not caused or mad.

vor*e br the •••1dent, the .esidlftt wll1 be rlsponsible for the
Apartm.ellt olily,up to the aatl of ~e destruction. 'rhl aes,t.aent

°V1~1 'bave no addltional ,ce.poasibil1ty for the Apartalnt until it
has b.~,~ ,;~.~a.~~~.~:~~,~!,~~~~~,~~,..C!~.~.a1~~~.~ ~.~ '. ~: _ '~'"

• • 'ilI • - .. ,.. ••••• _. ~•••• ~...., - •••- • i: .'P. .... ....- .. _.
. , %! ,the ..1'a~tDlrshlp ',alcid•• nat ::o.to 'r.s~are' :th.· ).partment, the

lattn.r.•hip :;;111 i~'~!lr~~~ ;tb!..;..out '~fto, ~b•...paleS :to the a.sident
to re.s••• ·b1.Ih.ar.:.:.eab.~.~~p'.~';~~~or.slDf ::~o • ,'th.e : Iy-Lav. of thl
fOf.rty lul1c!lnf, 'but 1ft ftO ca.~ ·~:,:~or!. J:h!ft .the

o
..tra~~flr value of

tb••tock oVll.a. by thl 1l••1c1.llt - "t ..-_ ""~"'"
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aot~ t~e £esicen: a:d t~e Pa=:~e:s~i= a~:ee not t~ cisc=i=i~
a~e cased u~en race, cole:, :eli;iQn,· c:eec, na:i:nal c:i;in,
sex, a~e, handi:ap, .:e~ers:ip i: a class, such as u~~::iee

~o~~!:s o~ r~cipie~:s 0: .~ubli: assista::e cecause t~e:e a:e
c~~l;:en ~= t~e :a=~~J, c: ~~ a:y c~:!= =a~~~e: p:=hi=~ce~ by law_

Because t=e pa:t~e:shi~ will obtai~ f~~ds f:=: ti:e t= ti:e
~7 lcan'sec~=ed by c:e c: :ore mor=~ages c: its p:=per~1 t~is
Ag:eeme:t is.su:ject t: anc sutc:cinate to any anc eve:? mcrt;a~e

and related a;reemer.~ new or hereafter ;ranted by t~e ~a:~=ers~i~

and its suc::eSSQ':s anc assic;ns. .'r~e mor~~a~e ac;ree:ent( s) will
p:ecede t:i~ Agreement i: case t~ere is any cQnflic~.

. The aesident hereby authori:.s the par~ership to be the
'K.sid_nt's irr.vocable attor~ly-in~fact to sign any doc~.nt t=
subordina~. ~~is Agreem.nt to any future mortgage.

21:. CO~::~T':S OF ~IS AGZt!:!:~ ,

This Air.,mlnt and its Attac:m.nts make up ~e enei:1 agree
ment bltw••n the par~n.rship and the alsident r.garding the oc~~

pancy of t:_ Apart:.nt. No r.prlslntations othlr than these
contained in this Aire•••nt will be binding on the partnership.
If any c:eu:~ dllcJ.a:ls & particula: p:ovision ot th:'s A~r••slnt tQ
be invaliQ or 1111gal, all othlr te~ ot this Aq~.e••nt will
r ....in. in etf.ct '&Cel J::oth 'thl alsid.n~ and the Pa.:tn.rship will
continu. ta 1:1. bOW1c! by th... ,.,. .. . ...... .-.... ..• . . _...~.: - :.;.
22;· Aii-ACa.umS 'TO ':!ItS AGUnEN': .: '

the KISidlne c.rtifies that h. or 'shl has rlceiv.d a copy ot
this Afr.esent and th•. ,tollowing Attachments to this Agr••••nt
'an4 un4.rstand. that thiS. Attachments a:. part ot this Agr••
lIlent.

a. _ e. A.~:~:~_~~: ~~.l -A~~:=~~: C~~~_i.~~::,:~~_~:,~.1
b. A~tachm.nt Ho. % - aull. aad aefUlaticns. : "

c. 'Attachment No. 3 -, SIct10n 8 Add.ndum {Slction 8
ae.ic!ents only)

., . ,. ... '-
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~~e Resi;e:c shall p::vide
n~==!~ a: which t~e ~esi~ec:

.~~y e:~r.qe i: t~ese tele;he:e
·",:ee c:a~~ec.

Work 'relepccr.e

t=e :a:t~!:s:!= wi:~ t~e t!le~~=~e
ca: :e :eac~ed at hece a:d ~c=k.
c~::e=s =~st ce p:::e:l7 r!:c:;!:- .. -

.
24. PA.':~!:'S~:'S A~O~~SS .~vo T~L~~EON~

rcqe:~7 S~ilci:q Li:i:!c :a:~!=s~i=

6iS, MaSS&c~uset~s AVI:ue, Icc: 303 
Camb~i~qe, Massac:usetts 02139
86S-48Sa

. ~h. ~r.s.Ae acdr!s5 ane t.ll~hcci n~e: c~ t:1 Manaq.:_::
Aqlct fer e:. pa:tnlrs~ip, who is responsible ~=r the a~i=ist=a-

t .. Z t ~. 4 .. t"" h" - 4~Cft,' carl, Dl&..ft Inance . anlii rlpa.= 0_ ••1 ous.ng coope:a_.vl,
ane who is au~~ori:ed t~ rtclivi ~ot:ieQs c~ violations of lay 'a:c
to accept sl:vicls of proc~ss Oft blhalf c: t:1 P&:~.=shi~, is:

OKX ~scc1at:.s, Inc.
. 164 caal St::'eI!t
loston, aas.acnuset:t:s 02114
'42-8615 : . ..-

%5. B%St~~'S KoaSESOL~

~h••e.1~.At: an4 ~a:t:.rlhip a,:.. that ~a followini l:~ivi

~uals a~e ••mbers of. the ••s1d.n~'s houslhol! an! a~1 ent:1ela~ t=
l1vI !: the ._sident'a Ap.~t=lnt.·· (Lilt names and :elat10cship
t=·aas1dent of each 1:~!v14ual and age of any chi14~en ~4e: 18.,

'.' .:.;.: ~. .-:::.: P:. ":~ ",::_... ., ...,.:..,...:. ••.....................
..~ .•::.~.;:.: :':.::-:~~f:.~":.

• ...: •• ~ ,-.:.:" .••• 1.

. ... ' .
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~he aes~ee~~ he:ebv i:~Q::s Focerey B~ild~~= Li=i~~c :a:~~e:

snip t~at in his 0:' her c;::'~icn t£e A;l!.::'::1e~~ !~ in qoct! wc::<i::S'
oreer and sa~e c=r.d:':ion, e~c!e: as ncte~ belcw. A::e: receiot
0: this repore, Fo;e:ty SUil~i::q Li:itec Pa:~~ership will also
inspect the A;a:~:ent re;a:din; a~y e~c!~tiQ~s and nctify ~~e

Resident c: rs?ai:s to be :ade. ~n:.s mus~ =e si;r.ed and da:ed
celow. (I= co e~ceptions, seae! ~NON~" celcw.)

\ ~~N "B\J~N N\A~\\ ON 'R~ Li" Of ONL c,f. c:l (\OQM •

(Z--' 'a.£d""", 0" "''!l''T(''''d'''~t) fa....... f"'.NT 'iNT"/l.Y)

. f-/. / I~ (1~

Da~.

.......

['a~. S1g:atu:. of a.s1~.:t

, - :: ": ': :.~. ;; .0 . :; .: '! ; :; .. ' . : .

. .' ..:.

. .
.....0 •••

~":_'..,,:.~.' .. :.. '.- -... '" ........... ' "

..



(z)

(1) ~~ese r~~~s a:e :ela:~e to t~e sa:e:?, c~r. ar.c
cl.a~li~ess c: Fo~e=tT auilei~~, :~e safety,
c===::t and ·c=nve~ier.ce c~ c~e Reci:entt, a~a t~1

e~:~=ient mar.a~e=ent a~: a:=i:ist:~~icr. 0: t~e

Cc:c~erative.

~~ese ~ules only recresent a mini=~ of ~ie accept
'able standards 1:1 our community. and by nc ~eans
replace the rules of c:=:on courtesy.

(3)

(4)· ,

Our· right to a~f==dabll a~d enjoya=ll housin~

depends on our conscient.ious o!)slrvati.on anI! uni.
fOeL enforcemlnt of thesl rulll •.

~h.s. rulls are i~ ac!d1tion to t~1 rlqui.rtSlnts in
'the ,Occupan~ Aq:&lmcnt, and you are also bound to
observe all provtstons of thl Oc~~pa:~! Agreemlnt.

..

z. COLt!C~:ON ~~ PEES

(1) Hon~y. Carryinq Charqls must be paid to th~ mana;I:lnt
~'Int, en or blforl thl first day of the month.

(~) aepai.r ch.r~ls must b. pai.c! to thl manaqemlnt of~icl

'vi~in 30 day,s a!tl: you art billed. •

(3) 'o.iti.vIly no cash vill bl accept.d.

(C) All payments rlce1v,d vill be appli..4 ta your accau~t i.n 1
the :ollovin~ orda::

a) your .paymlct will first be applila aqainst all
outstandin, Latl ral.: .

..

..
, , ,

b) the balance, i! any, vill thIn b. applil4 against
all outlt'Ddin~ aapai.: Cha:~.11

\

I/,
I



will t=en be a:clied a~ai~s~

Car:yir.; Cha:;es :or·~:ior
c) t~! balance, if anv,

e~tstar.din; ~cr.thly
mcnt:tsi and

d) the balance, if any, will t~en be applied a;ai~st
the c~rrent MQn:~ly Carrying C~aries.

3. aZPAIR CSAaG£S

(1) You are liable for the cost o~ repairing leeks, k!~s,

screens, window glass and stor: windows regardless Q~

what necessitates t~e werk.

(2) Other t~an descri=ed in (1), yeu are liable fQ= t~e

cost, repair, labe: and material, if it is deter:ined
that the work is necessitated by carelessness, misuse or .
neqlect en the part ~f you, yoqr ~amily, 0: you: visit
ors, whethe~ the work is neeced in your own building or
anot~er built!ing i'l""1 the Cevelo~ment.

(3) The following are only some examples of the kinds of
damage which can generally be determined as caused by
your' carelessness, misuse or neglect:

a) punctured walls, ceilings, .t~.;

.b) broken links, wash basins, toilet tanks,
liiht fixture., etc.;

c) jammed plumDtng lines aD4 plugqed toilets
cau~ed'by putt~ng inappropriate objects in
the••uch as pampers;

and 'puncturedd) broken porch railings
extlrior .1el1ng •

. (4) aepair charie. are. not ll.ite~ to conditions de.c~ib.d
in (3). See the Occupancy A~r.em.=t. In any ca.e, you
bave the r1,ht to- discu.. wi. th unage.ent the reason
ablene•• of thl cha~i.l.

4.

(5) rf, bowlver, the a~sid.ftt can ~roduce proof .satisfactory
·to thl.'artnerlhip that da.ageto doors or windows is
.'the ~,.sult of bu~glary, .1.icSeDt will Dot be liable.

·'W:oof mu.t iaclu4•.•. coP1 of,th. police report •.-; ,__:;.."'; "~. ~: ._.~ .':" ~ .: .... . ~ . '. .:,. ot:.~ ~ .. _.. .
!X'f!MIHAlftNG sanCES·.. '.' .~:': . ~= ...: ".. :::.j': .:.

•• •• .. lo • " .

·•• .... ,:tI~·~· ..:.~:;~ ... ~-:= .. :-:!t~- ...~ --:4" , .. ~. -to" ,.:-::~.:..; ....- ,' ~ :
(1) Ext.~S1D.tiD' '_,"ices.· inclu~~,' Sp'~llin~ for "roaches anel

ba~ tin9 ~or 1I1cI. . '" . "- ...



(2) You may request e~t!::~~a:~~~ services t= be pe:::::!~'

in you: Apa:t:ent at no cost to you.

( 3 )

( 4)

( 5)

~ou have.the obli~ation to allow mana~e:er.: t: per:or:
exter=i~ati~; ser~ices in vou: Aoa:t=e~: whenever it is
necessary to do s· i~ orae: to iaintain you: A;a:t=~nt
'or you: buildin~ i= a s~nitary condition.

I~'YOU refuse the services, and there continue t~ be
:iC8 0: roaches i= yourcuilding, you will have to pay
fQr any repeat visit by the exter:inato: to you: build
ing whether or no~ exte::ination services are provided
in you: Apart:ent.

Sefe:e exter=inati~; services are pe:~o~:ed, you must
remove all items ::om t~e kitchen cabi=~~s and properly
cove: ~ll food and utensils.

(1) aubbisn is collec~!d fro= desi~natec c~ntainers by a
cont.:actor.

(2). ALL ~UBIISE MUS~ BE PLACED IN DESIGNA:!~ CONTA:NZaS,
ANI) , IF I~ CONTAINS rOOD . OR OTKZa GAUAGZ, KUS~ IE
SECUA!:L~ W1tAP1'Et) IN PLAS'rIC.

(3) aepeatea viol~tions of (2) a~ove are aaequate r.asons
tor ter=inatinq the Occupancy Aqreemtnt.

6 • AERIALS Al'm ANUNNAS

(1)

(2)

You a:e not allowld to trtct on or attach to your Apart
..~t 0: b\\ll4inq any alr1als or·antennas.

Mana,lmlnt rlslrves thl riiht to resove any ante~~

7 • tOcx-otrrS .

(1)

8 •

Ranagl.lat has no responsibility for te.pinq keys to
Apartments, nor may ttys be ·deposited with thl manag.
.eJlt.

USE Or POacBES AND Y.AKDS

. (1) You hav.; th~·'~~c:i~.iv, ,use =:of the '~rea~ porch to your
Apa~emeat if thlrl is onl. You will be rlsponsibl. for

• kl.ping thl porch fre. fro:Jo .=:ilDoy,~·lce, ·llavI., ~r otber
. ·~.~.4Ibrlr. No ~ootinq is' permitt.d oft -t~.-porche. bicausl

... ,... "1t 1. '111e'qa1 un4.r· Cit!' firl' cod••• ··.~.~.:·.-~·. '\~~.:

• :!t~ ... ~ • . r·.-:" '.~ .:::_ .• ,.

. 1'-17
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(1) Wit~ the except~~~ c: seein~ eye degs, you ~:e r.o~ ~e:

mit:!c tc keep a~y pets c: a~i=als in y:u: A~a:::en:.

( 1) No li~~er~n~ Qr leite:i:~ Qn t~e sidewal~s Q: c~~e:

cc::oc areas. NQ loud talking vQioes i~ the p~=li=
"-100 '" '.,.,areas Q. ~_e ~u~_~~n;.

. ..... .' .

11. ~.U!:~Ci

(1) ~~e ~a=k!~q iS,solely fer residen:s. I~ you wish to
ren~ a s~a=e (initially $35/:cnt:) please =cc~aot

lr,anac:e:ent:If t:ere is· excess.ive de:anc! ~::: spaces,
they·will be allocated first to thQse wit~ ~e:ons~:able
s~ecial needs, and t~en by lQttery.

(2;' You are nQt per:it~.d to repair ventcles in the parking
lot.

(.3)' . ttar!d.%1g spaces ·are for the soli' use Qf resic!lnts who
have, rented thl., and may not be used by other resi~e=ts
0: gues~s.

(4) No parking IXClpt in desi;:ated ~pac.s.

, 12•. MISCZLIrA,;..'\fEOt1S

.( 1) It••1~ents,arl plrso'cally responsibi.1 .for thl act!.o:. of
.' the~J: gu.,t~~ Guelts may not Ingage i: any act!.vity

t:hat. is ur.u.ariul or disturbs the rights or comto:~ of .
·ne1c;h.borli .. .. •

(%)",NO 'st.ara,e .of ,.,ollne, .:kerosene, oil, or other
~lammable or hazardous mat.e:lal on the pre.isls.
'. . . ..".. . .

(3) :'NO:~~.:IO~l belon,in,•... (~or. 'e~"ple, st:ol1erl or
, ,blcycle.) are to be kept 1: the hallways, Int:yways, 0:
athe: c~-.on areas •. . , ..

.... : :: -: .. ~ -.. . ~~ ..:...•.•. ~ ..:~,.~ .~. .

':' ~....;..: -. ~'~,' ~~·i~:? :;; ~~1·~~;::-···: .

~ ~~~i~~f~~Ij~~~~f~1I~~~~;~::~;~~~~~~:.~~~~~tt~
•,

411 ..... •

··ii-18
...-, l"l/
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·~~S~~-.-~ u~ 1 ~~ Oc:-••- ••••, .~- ••~.-~......... _ ....._ ••••'1-... ... l.-_ ...=,_"_ • .1'\': •••

~~. :~:~!:s:i: i~~e~~s t= e~~.: i~t= a :=~si:~ Ass~s~
a:el. iaY:.r.~~ C:n~:a~~ • (:~. ft~\2 Ccr.::act-) w~~ ~I Ca:b:~:~e
,SQusi:~ A~~=:i:? (::e -:~~-) whic: p=avidls t~at t~. CZA will
pay a.pa:tie: c~ t~1 :1:: c: =I:&~~. c~ ~~&l~:~I~ ~.si=.:~s.

U:ce: t:a: C:=~:~~t, ~e ~~ has app:cvld t:. M~:~l1 C~:=?i:~
C~a:;1 s;eei~i.e 'i~ S.c:tie: 3 ~c:. e:. unit &:c has ~Itl::i:.e

t:at t:e aesiel=~ is ~liii~l. ~=: ·Slc~ic= S paY:I:ts i~ t~e

amount o~ $~ pe: :c~t~. In a~diticc to t~. c=:~i~ic=s
:Icitef! i: t:l. ccc';{ c:~ ~It Clc:upancy Agr••ment a=ove, t:1
~.si=e:t &;:.es ~at ~e ~=llcwi=; special ccc=i:iocs shall b.
applicable se: 10:; as alsicI:t receives ~I h.:.~it o~ Sicticc 8
paymeZ1ts:

..
- I
- (

(a)

lb)

(C)

O~ ~I Kcnt:ly Ca:=r1:; ~a:ql, a.si!lnt agrl•• t=
pay, as·lls1c!ln~"1 ,.ha:" .the RZIL of $ ,
be!:; ~. ~!!:Irlcc. bltvw.n thl Ko:~y ca:=r~:;
Chari' .anc t!11 &lICu:t. of aonthly Slct!an 8 pay:.x:.t
t= b. u4. by .~. C3A pu:socant to the IAJ Ccnt:&c~.

'. .
. blll!.nt.~;~'.1 ·1: thl ,,,.nt the ucu:t of ao:thly
.s.ct!cn a pays.nt~ls a4jultl4 br ~. C!A tC,:lfl.ct
lncom. C:a:i' o~ e:. alli~lnt, tc pay ~: ~: lilu c~

-the uou:t Ip.cifild ·~A .the prlced1Ai clau•• , ~•
dif!lrlnce betvaen thl xonthly Carry1A, ~:i' and
the a4jultlt ucu:t o! .S,cUen I lIaya'At. ':11.
.&~t:lr.h!p af:el. to ,lye v~lttlA netic. t~
a••lalnt ~ by &A ac!a.=tua te be ..a. a part o! this
A,~.e••n~,. 1=m141atlly upon IUch ac!ju.talnt ..~. by
the CIA, ~tat1n, the nlw ucuct thl II.id.nt vill
b. J:.qrv.~.J:'~d to II.Y •• • ••1aIAt'l· .ha:1 o! thl
Monthly ~al:~1.n9' Cha:'i••.

·ll".l~'.nt a,r... tbt:..thl f.:mly lAce•• ,· !uJ.ly
coapo.lt1on ant! : oth.~ ".11,ibl11ty r.qul~'••Dts
.hall~. c••••e! .ubltantial &Aa mat. rial obl1qa-, .

•

•

•
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, .

tions o~ Resieent's oc:~pac:7 with respec~ t: t~~
a:oun~ ,of Section 8 bene:i~s fo: whic~ Resi~en: is
eli~ible and i~ deter=inin~ Resident's sha:e 0: t~e
~o~t~ly Carrzin; c~ar;e.

(e) :.esicent a;rees to eo:ply prom~t11 wit~ all
:!~uests cy t:e pa:t~ership or the C~~ for in!o::a
tion and .ee:tifications conce:ni~; the total c~:

rent ~amily 'incoce 0: the Resident, .t~e cocposi tion
of the Residen~'s family and other r~~ui:!:ents ~o:

occ~i'ancy•

.( e.) ~Cisident a;:ees to re;:ert i=ecia~ely to t~e Pa:t
nership if aesident's monthly income increases to
or is mere t~a:: S £.3&.. (i "0 (t~is amount is e~..:al
tg four ti:es t=e cas~c Mon:~ly Ca::yin; C:a:;. ~::

t!1. unit).

(f)· ~.sident, except in the case of aesidents who are
6% yea~s of aqe or olde:, a~rees that a rle.rti~i

cation of incom. shall be mad~ to t~e C~ each year
from the date 0: the original certification by the
CU.

(q) Peesident understands that the S.ction 8 paym.nt and
aesident's share of t~e ftoethly carrying charqe is
subject to adjust=ent to :efl.ct incom. changes and
agre•• to b. bound by such .djustment.

(h) :artnership and als1dlnt undlrstand t:at, whirl by
reason ,of an incrl••e in inco.e, alsident is no
10nger,ent1tll4 to Slc~1on 8 blne!its, .Iata.n~ may
continue to ,occupy .the '=it by p_ying thl Ront!11y
CarrytnCJ CharCJes I.'::ablished by the lartnlrship
wl th the approval of thl aA.

(i). a.siaent agrle. to reimbursl th~ C3A for any IXCISS
.SectioD 8 paym.nts mad. by the CD during any
p.:104 when an. appropriate .djust=lnt or
te~natlon of paymlnts vas no~ .ade:

(1) because .of ae.taent's failure to rlpor~

an lecra... in 1nco=~ to the 'artnlr.hip, a.
required by clau•• (Il, above,

·(Z) bicausl of ae.id.nt's .i.r.pr.s.ftta~ion
.o! .tatl.lnts ...4. in ae.iaent'. appllcation for
. Section' 'par-Ints, recertification of lnco•• or

allY ~the~ '1n:!orution fu~n1.hlc! ", to .artner.hip or
CD; or " ." . ,

'...

. .
..1'-20 .



(3) 1:ec:a~se c:
i~:o::a:iQ~ :equeste~

C~~.

~eS~:9nt's :ail~=! t:
by t~e :a:~~e:s~i~

aZS:=~~f= E:::Z~:a"! .~Ci~%~S ...:-:~
A::CE~I:2t::·! ':0 'r~~ CCC~:NtC'? AG~t:::=·t%~I':.

A.'!:A:
CIIt:
coc:

neinJ
Rise.l
BOJ!!0WNE2S:

(s:'sna~~:e)

occapancy Ai:.emn~

': ..:--.::.:: r ~ ;'.: :.: '.:; .l1·; J • -:'".'.• .... ••~."._. ';, ". ,=,.'! •• ·w -.. .. ..
.. l. ~•.• ",.;."" ,'.:~-:':'.,' .

... .;..... '.... ~:~\ ).. r

: ::~.-: : ..-. ~.~ ~. YO,._,~ ~~ ... ~...... :.
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l , ••• • ~ , l , I , • I ,

u&E:GUNTICOOK 'HOUSE
"rp.affordable aparun~nt Ihing for seniorclllzens. :14 one
ld IWO bedroom units tinder one roof ...

Ax. _ :AOne L .....
an ....

Unit Features:

• Electric Heat
• Cable 1V Hook-up
• Stove" Refrigerator
• Wall to Wall carpeting
• Thennal Pane Windows
• Smoke/Fire Detectors
• Curtaln Rods Instal~d

• Bedroom Shades

.:-_-.:If;lpnient FeatUl'eS:

EMrgy Emclency
R~ld~nt.. GUf'st Parking
Elevalor Access
Indoor Mailroom
Laundry FacliUles
SUe Ma~r's Office
Community Lounges
Outdoor Sitting Areas
FIre/Emergency System
Wheelchair Aaesslbl~Units

Available

30 unns are one bedroom - 4 units are two bediOOm.
II unit. conlain aldtchen.dlnlnglUvtng I0OIII.bathroom and
~raI storage closets In addition to the bedroom.

ents begfn 01:

8290/mth for one bedroom units

8345/mth for two ~room units

9'1" x 7'9" 7'9" x9'2"

nWRITE:

SPECl'RUII.1NC.
110 E-e.....SL. Suite 300. Portland. Maine 04101

-call (2071773-2009

13'1" • 18'11"

a\\L1IJ
U'8" .12'9"

trashRmowi
maintenance
.nowmnoval
grounds upkeep

-RMORE INfURMA11ON,ANAPfUCA11ON.ORANAPfOINTMEHT:

Cal Linda Ak......Slte~
238-6168. Monday-Friday. 9-12

_ents Include:

~

Financed by Ule

----=""al'UNIi , Fa~n~r.; Ilome Adml nisi mllnn 515 Prol!mlll FmilA
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1 I N D I A N R I D G E

WEST FRONT STREET (Rt.2), SKOWHEGAN, MAINE

33 modern 1 and 2 bedroom apartments
for infdividuals and families

Subsidized and non-subsidized rentals available·
~ "ndIan Ridge is'linanced thrauQh 1I Farmers Home Admtllisbati04 ptagram. C8I1Iin inc:cma ruuidiallI'"

*Quiet residenti~ neighborhood
• I * 2S minutes to WatelrviUe

* 60 minutes to Bangor
*Washer/dryer hook-ups
* On-site manag~me:nt office
* Cable TV hook-ups
*Private parking.included

• Fully-applianced kitchens
• Wall-to-wall carpeting
• Generous closet space
• Tenant-conttoUed heat
• Energy-efficient design
• 24 hour on-call maintenance
• Trash and snow removal '

~ ,- .

•

1 1Uue. security deposic. references required
&wry, but we caD't allow pelS .

-,

• IlDUSIIG OHOE.
For Information and an appUcadon contact:

474-3383
Spectrum, IDe-ISS E Street I South Portland, MaiDe 0410fi

, ' I..
" Sp~m, Inc. II .. "" ,,,.,,,, IIIIUUJ,,';'.":'CD",,..,~anI/or10111"'-, 17 '

. "

. '-4P. .
. ;..."
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APPENDIXT

MODEL FORM FOR PERSONAL
INTERVIEWIBOME VISIT
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APPENDIXU

MODEL MOVE·INIMOVE-OUT
INSPECTION FORM
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RESIDENT TElUUHATIOH/KOVB-otrr REPORT

I •.

I I I I ~I"
SubM1t • report tal' each aove-out. Attach a copy at the un!t iDQ.ction and
any work orders if daaag. is to b. billed to the tenant.

~v.loPll.nt Code T.IW1't Unit' _

1SQyE:Qtrl' DATA:
1. Dat. Unit Vacat.d _

2. DGt. Unit Insp.ct.d _

Move-in D&t. _

Did TnaDt Partil:1pat.? _

3. )J1d T.lW1t SubIUt 30 day NZ'1tta Notice to Vacat.? _
Dat. at Notic. _

•• L.gal T.n1Dation C..t. lMave-out. withollt not1c. 01' pel'll1••il)n in the l.t
leu. tin- 1.....xp1rat1on d.et.; aove-outu aft.r 1st t.N with notic.- 30
days fro. not1c. on l.t: without notic.- 30 day. tr08 date vacatlldt

S. R•••onl•• foZ"fIGV. _

6. rorwarding Addz'•••: _

Ca..kt.:

I~' f"~ date paid iD NIt
180 1t DOt paid 1D tu1lt

g;galn PVOSI'l' REPUND INlQIUJUIQB:
ACCQtlN'1' Il'ATIJs:
1_ S.CU'1ty Depa.it R.qu1r.d $ Pet Depo.it R.qu1r.d $ _

Total D.pa.1t Requ1Z'.d - $ •
2. SeCU'1ty Depa.it/P.t Depo.1t Total Pa1d Iy TeDailt $.:- _

Date h.t.d 1D lUll .....__
3.'" Int.I'••t aD Depo.1t S~ _....

~...:.••~. Taut Accaunt Total 12+3tS~ _
~;.";;J .... .',': :-..

;:.; GUms m ACCQUIl'i
I~~;,'J.~ ~d aeDt- , 0.78_ .:-.. _
~ -:. '.::;';::'.:..:- '

r· ••..,:' ., ..'
;',6:" CleU1ng/DMage Co.t. ,~ _
• r If '~tal OIuge Dot man at tb1. tDe. detail WOl't to be dOM alol19 with

ay ••t1ute. IaloIID aDd wbetlleZ' 01' Dot at1re depo.1t would be fal'felt:

...it.
if'

83

1IaDa..~ _
~ Date, _

SPEC1 RUM, INC.
MUUGlMlNT-CONI4V1NG-~

_ ..IQIo4TON AVINIJI. POf'TUNO. MAINllM1a:r
Imn -..aa:J 'AX 1:aD71 aaoa:r7

...':,..... ,

'~'~.-.
.... ~:

, '. .

• .::t-a. ..: :."- \..
. q~:~,;.. :..~'-~~--~~--~-------------------': '" 7 ~" 'f~tal Cbar9.. IS+'. , _

_.-.; ...r:,·: .....·•·
.. ,,- I. RIIUID ••-7 If POSIT1VIt $ _
~. IILLING ••-7 If ~IVI. $.1- _
te·~ ,
~ I



APPENDIX V

MODEL APAllTMEl\"TURNO~a REPORT
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APAR'1"ImfI'lURNOVER REPORT

Addr...

AN11C1PATED VACANCIES

i
fo-.-

NEWlNI'S" PROCESS

occAPPENCDC2

CATE:

Comments

/
/'



APPENDIXW
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CHAPTER 2.2

FINANCIAL MANAGEMENT



FINANCIAL NIANAGEMENT .

There are a variety of approaches which can be used In '.
taking care of bUildings and the people who occupy them.
However, at all times, the basic goal and objective re
mains the same; to preserve and enhance theI_
value of the property and the quality of life which the
relldents enJoy. As is discussed in Chapter 1.3 -~
version to prlyate Management: property Management
Models. regardless of whether the management ent~ Is
a private entrepreneur, a community based non-profit or
residents who have come together for the purpose of 181f
management, there are three basic areas of activity which
together form the dlscpline of property management
These areas are physical (facilities) management, occu
pancy management and financial management. No prop
erty activity occurs In a vacuum. The operation of the
physical prant (facilities management) Is related to the
needs of the population being served (occupancy man
agement) as well as to the determination of the level of
expenses which can be supported (financial manag.
ment). Chapter 2.1 - Ocgypancy Mgnagement In this
series of manuals provides an in-depth examination of
Issues related to occupan9Y Including marketing. 1_ UP.
tenant selection, lease enfOrcment, resident empower
ment and administrative reporting. Eagll"". Man'ft
mJDl, which Is thoroughly addressed In Chapter 2. refers
to the operation, maintenance, re~lr and capital replace
ment of all ~yslcal components of a property. In this
chapter on Bngnelll Management. we examine the tasks
and responsibilities associated with the financial operation
of • property and the role which financial mana~ement
plays In furthering the current and future well-~t ...g of the
property and Its occupants.

INTRODUcnON

There are thr. categories of players In the arena of
financial management of ....1property. These Include:

1. owner of the property
2. the a~nt for the owner and
3. the residents of the property.

Depending on the ownership structure, the ·owner" may
be a private for profit Inv.stor. a private or public ncn-protlt
owner (which Includes charitable o!Vl"lzations, govern
ment bodl., and r.sldent associatIOns). "'e ·agem- II
an employee of the owner, hired to oversee either one or
all aspects of the operation of the property. The apecItIc
responsibilities and limitations of authority are detailed In a
contract between the agertt and owner. Asmall property
owner may IIrvel U hislher own agent or hire an indio
v1duaiemploV8!l to serve that functIOn. An owner may
allo hire a third party contractor to act as agent for the
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,An efficient management system 'is one which enables .
information to be inputted and retrieved so that reports are
timely, accurate and can track information on a project
level. In order to do this, any system, manual or auto
mated must be organized both to track income and ex
penses at the project level, by category and to also incor
porate a consistent methodology for allocating those
expenses which either cannot be charged directly to a
project, namely items that are not-project specific or are
related tQ central office operation.

Once financial management is available in this format, the
manager should be able to use it In planning with regard
to the management of cash, determining necessary fund
ing levels and determining how to best meet the current
maintenance and long term capital needs of a property. In
cases where a manager is responsible for a number or
properties either owned by one or more entities, project
based financial information can also be used to compare
operating costs in both similar and diverse developments.
This can result in determining the most cost effective
methods of managing certain properties with specified
characteristics.

The discussions which follow assume that all ae
countJng is handled on a project level basis.

What are the Components Of financial
Management



3. whether estimates of both direct and 'indirect
costs are accurate or need to. ba revised:

4. if individuals responsible for handling funds
are doing so in accord with the legal require
ments of the property, funding sources and
regulatory agencies, and

5. if monies are being used for their designated
purposes.

One of the common pitfalls ofabeQinning manager Is to take
shortcuts in managing monies. thiS ismost typical In asmall
managementcompany which begins business with a limited
number of units or properties under management. The
assumption is that the financial records can arways be dealt
with later, while the unhappy tenant or ths leaking roof
demands immediate attention.

Assigning financial management a low priority Is a serious
mistake. The time required to lIreconstruct' financial
records which were not accounted for properly In the
beginning Is significant. It is sometimes impossible to do
so. No matter now simple, every manager needs to have
a recordkeeplng system in place from ttie beginning of Its
operations. As ~lts building portfolio grows ana Its financial
management needs become more complicated, the
recordkeeplng system can always be revised, enhanced
or replaced with something more sophisticated.

ACCOUNTING

The ongoing maintenance of financial records is typically
referred to as the -accounting function". Over the years,
standardized rule, have developed and become ttie
accepted methods for performing the accounting funetfon.
This standardization makes It easy to compare financial
Infonnation within one company or across many compa
nil.. The accepted methods and rule, applied to ac
counting ran~ from ~ral gUideline, to rigid requlr.
menta. 1n the United State., a nationally accepted ..of
gulclliin•• and rulH (General Accepted Accounting Pf.1l
clple•• aMP) hu been developed by a broad-billed
group of Clrtlffed licensed accounting professionals. In
addition, certain govemmental and related regulatory
a~cil. may have additional rul•• and proc8du... which
mUCh be follOwed by any company to which they provtde
funding. Although adh.rence to GAM' is not legally man
dated on a wld8spread ball', most recordk..prn~ 'yt
tern. are designed to facilitate compliance with GAAP
gUideline,.
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·written financial record of the transaetl!Jn.

4. Summarize Transactions: On a r~ular
basis (monthly, quarterly, annuall reports·
for a given period are produced. ypically,
these reports will summarize revenues.
expenditures, available funds and budget
analysis (estimates versus actual income
and expenses).

5. Adjust and Correct Transactions: All ac
counts are reconciled. Where Emors are
found or items are misclassified, necessary
adjustments are made, prior to reporting.

RECORDKEEPING PROCEDURES

Most recurring recordkeeping activities relate either to the
receipt or disbursement of monies. Some information
such as cash receipts is recorded daily, while other
records may be maintained on a weekly or monthly basis.
The basic accounting cycle is considered to be a thirty day
period. At the end of each cycle. there is a predetermined
cut off date for recording of all transactions so that all
Information will reflect activity through the same date.
Although there is a monthly cycle,certain reports may be
generated more or less frequently. Cash received IS
typically recorded on a dally basis so that tenantaccounts
can be reviewecl frequently and primarily so that monies
received can be deposited Into the bank on a frequent
basis (for S8Cu~ purposes and for optimal cash flow).
Reconciliation of cash as recorded by the agent to the
recorda of the bank Is typically handled morith~ since that
Is the time period for which the bank provides information.
Recording of expenses is typically done at least on a
monthly tjull. Depending upon the size and level of
financial activitY, profit and loss reports will typically be
J)repared monthly or quarterly. The previous discussion on
Accounting Transactions addresses what the steps are In
processing the.. funds. The following describes the
procedures for accomplishing the.. tasks.

A. Oa.h BAlpts

CUh receipts Includes all revenues r8Clived
for the operation of the property. this may
Include rents and/or condominfum common
are. f.... fHS for storage, vending ma
chines. uu of common facilities (i.e. clul>
house), govemmental SUbsidy payments.
and Interest payments. Typiclily receipts are
received directlY by the company respon
sible for managlng the property. In some
cues, monl.. may be paid at other 1oca
tions or sent directly to the bank, In which
cue reports summarizing the.. receipts
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2. review invoice to insure that there is rio
duplication or "double-billing"; .

3. make certain that there are adequate·
funds available to make payment;

4. review the due dates of all invoi<»s;

5. make all payments bycheck-neverpay
for any service by cash, and

6. make sure that any required approv
als have been made (required autho
rization should be indIcated by a
signature of the individual responsible
for approving payment on the actual
Invoice)

All cash receipt and disbursement transactions are classi
fied by account and recorded by account in the receipt (\r
disbursement journal,.

In addition to these records, there are also other transac
tions not documented either as a receipt of disbursement.
Yet these tranActlons must also be accounted for. Ex·
amples may Include depreciation (a reduction In the value
of certain equipment over time, I.e. a computer system
S)urchased for $20,000 In 1991 will be worth less In 1993.
Since the original value of that equipment 18 Included In
the financial value of the property, the reduction In value
must also be recognized), rent concessions (ap~
may hire a resident to provide certain services, usuallY
maintenance, to the property In exchange for either a rent·
free or rent reduced unit In Which case the reduced value
of that unit must be accounted for), adjustments for errors
( a mistake inputtl~ of data such as crediting or debiting
the wrong account IS corrected through an accounting
adjustment).

Transactions of this type are recorded In the General
Joumal.

All financial reports are based on a reconciliation of the
various joumals (where each original transaction Is re
corded and ledgers (the records which summarize the
financial actIvItY appearing on all joumals). The recom·
mencae:t type olaccountmg~em for property manage- _ •
m.,t Is caned -double entrY'. This refers to the fact that
all transactions are recorded IS both debits and credlll. A
benefit of this type of8~em is that since thl total of all
credits and detiits must be equal, If they are not, this II the
signal that an error has been made. If necessary, .ch
account can be reviewed to detennlne where '''e error has
occurred.
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. '. lender is concerned that there is sufficient income to m~t'
the expenses of the project and the owner may want to
review on his own whether individual expenses are too
high or whether the vacancy/collection loss seems reason- .
able given the market and type of property. The manager
is interested in all of the foregoing. The manager will also
be relying on financial reports in order to manage the
available cash and determine how funds will flow. Fur
thermore the information contained on the profit and loss
statements will playa pan in setting priorities for mainte..
nance and repairs. Typically, in the process of generating
financial reports, whether to determine how profitable an
Investment Is, how cost effectively the pro~rty Is being
operated or if those responsible for finanCial operations
are honest, the following questions are being asked:

A" What jnfgrrnatlon do we need?

In order to mana~e a property we need to know
how much potential income there is for the
property, how much aetuallncome, what the
estimated costs of running the property are and
what the actual costs are. We also ne8d to
understand which expenses are the most sl~lfl·
cant (dollar amount and percentage of total).

B. Whatdata mustb,assembled InQrd,rtogen,rat'
that Information?

The data required in order to be knOWledgable
about the income and expenses of the ~perty
Is discussed In the accounting section. 'M.
have to know exact~ how much revenue I.
being received and if there are shortfall.. W.
also need to know how much money is being
spent on both direct and Indirect ~ats. The
collection of that data occurs In the prOCliS. of
recording receipts and disbursements. Th.
Intlal step of assembling that data In a meanln';j
ful way occurs In the process of distributinG
8ach Item to an account. The summaries of
both the Income and expense account. begins
to provide a picture of "ow money flows and
where it goes".

,. procedures

Accepted accounting methods such as
GMP describe specific, universally used
proc»du.... to be followed In accounting for
Incom. and expenses. The .peclflca of how
th••• methods are Implemented may vary
from management company to management
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· .
company needs to thoroughly analyze the
proposed software and hardwara. A sample
checklist to be used in computerization can
be found in Appendix D. .

Q.. What reports wjl! be generated from the data ( in
other words what type of analysis wjl! provide the
Information which we need)?

There are several basic financial reports, with
variations, which provide all the information
necessary to make informed financial decisions
regarding a property. The fundamental reports
Include balance sheet, income/expense report,
statement of cash flows.

1. Balance Sheet - this reports a summary of
the financial condition of a property at a point
in time. The two main categories of
financiesl information recorded on the bal
ance sheet are:

• assets: the resources which a property
owns which cost substantial sums of
money. There are two types of asset;
current and fixed. Current assets reflr to
cash and other resources which will be
consumed during standard operating
period. Examples of current assets are
cash of accounts receivable (monlel
owed to the property). Fixed assets
include belongings which are baslcal~
permanent suCh as the property itself,
land, capital equipment.

• liabilities: obligations of the prope~ to
other entitles. Current liabilities refer to
short·term obligations. Accounts payable
(unpaicllnvolces) or short term loans are
examples of current liabilities. Long term
liabilities include mulltl-year loanl or
mortgages.

The balance sheet Is usually of Interest to
the owner of tt~8 property and to the entity
which has lent money to the owner. lhll
report Is in effect a MGnapshor of the finan
cial condition of the property. It Is used
primarily In making long term investment
decisions r~ardlng the property rather than
as a operatIOns management tool.

2. IncomeJExpense Statement - this Is a report
that summarizes the busine&s of the prop
erty during a specified period (month, quar
ter, year). It describes the amount and
catego~' of monies that came into the prop-
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so that adjustments can be made. The
manager also needs to compare the actual
and projected figures. The review should
help the manager to determine if he/she is
not managing in a cost effective manner, or
if unanticipated costs and/or loss of income
are beyond the control of the manager. In
any case, if the report indicates financial
trouble, the manager will need to make the
changes necessary to get the income and
expenses back in balance.

3. Statement of Cash flows - this report simply
shows the company's cash position at the
report date and projects what the cash
position will be at certain other points. This
report is In effect a planning tool. It Is espe
cially Important in businesses where there is
a significant difference in income and ex
penses during the course of the year. An
example mig"t be a manufacturer of Insect
repellent. During the non-summer months,
the compan~f spends considerable amounts
of money producing. marketing and distribut
ing Its product. One expects tnat its cost of
operating wm tar exceed its revenues. Our·,
Ing the summer months. consumers pur
chase the product resulting in a substantial
source of revenue to the company. A cash
flow statement is critical fOIl" a company of
this type. It Is less significant for a property
management company which may see some
seasonal variation in expenses (i.e. heating
fuel) but has a basically consistent level of
revenues.

The manager uses this report as a planning
and monitorin9 tool. A lender will typically
be interested In this report as part of a r.
view of the financial viability of the business
(or property) taking into account Its fluctua
tions in cash.

E. What will the reports look like, how often will
each need to be generated and who will receive
them?

A lending or regulatory agency may requi..
certain information and may dlctate both the
fonnat and the frequency. 1n these casel. the
manager will produce the report based on the
requirements. Reports to be used Intemal~ or
by the property owner (Individual. cooperatlVl
corporation. condominium Ilssociatlon) a..
usually produced to be used as a management
tool. The recipient may not be an accountant.
The reports should be designed In a way 80 that
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as within agiven property. As 3 managemen~
tool, it can be useful to compare properties witi'
a poor and good history of collections from .
residents On the expense side, comparisons
can provide insight into the benefits of different
maintenance staffing patterns, different mainte
nance delivery systems. These comparisons
can also point to the need for capital work items
and educate residents about the financial im
pacts of conservation efforts.

INTERNAL CONTROLS

In order to insure that the quality of management Is good,
there must be controls in each area. Typically, there are
two levels of quality control, intemal and extemal. Internal
controls are desi~ed to guard against or indicate prob
lems in the admnlnistration of finance, occupancy and
maintenance from within the organization. External con
trols are typically in the fonn of perfonnance reviews,
inspections and audits conducted by an outside regulatory
entity. In the area of financial management, Internal
controls are critical. Financial management presents a
tempting opportunity for abuse. Internal controls are a set
of procedures designed

• to minimize the likelihood of abuse:
• to protect the assets of the property and
• to reduce opportunities for abuse or fraud.

There are a number of standard saf8!3uards used to pr.
vent misuse or misappropriations of fund as well as to
reduce the number of errors, either deliberate or uninten
tional. In each case the required procedure is put Into
practice

• to protect the value of the property
• to Verify accuracy of recordkeeping
• to encouragestaff to adhere to accepted account

ing and record ktHJPing prtctices.
• to enhance the efficiencyufthe financial manag.

ment operation

The first step In addressing the issue of controls related to
finance occurs in the hiring process. It Is Important that
the financial staff hired are sufficiently experlencecl to
handle the tasks which are to be ..srgned to them. An
Indtviclual who is not knowtedaable enough is more likely
to cover up hlslher inadequacles by not completing a task
or taking a shortcut. Many times, errors in financill tuka
are not readily discernible until a liter point In tlml, when
the error may have already caused damage or re.u"ldin
mllmanagerrtent. The management company mUlt do
everything within Its power to hire honest indIVIduals who
can be renld upon to operate independently. In a smaller
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F. Emplgyees ShgUld be infgrmed, When individu
als understand why they are doing something in
a certain way and how their actions fit into the
overall picture, they are more likely to cooperate
and be a productive member of the team.

The procedures used for internal control apply to all as
sets of the property. However, control procedures are
particularly important for effective control of cash receipts
and disbursements and in monitoring the purchase of
goods and services.

The area of purchasing (procurement) and inventory are
topics covered elsewhere in these manuals. l:i terms of
financial management and control. concems regarding
purchasing and inventory center on making certain that
the purchase of all goods are made in accordance with an
established procedure that specifies which staff are autho
rized to approve expenditures and at what cost limits, as
well as under which circumstances competitive bids
should be obtained. There should always be a sepamtion
of duties so that a different individuals authoriZe pur'J
chases, verify receipt of materials and disburse monies for
payment. Inventory refers to materials and supplies
purchased and stored. Where a company purchases ..
considerable amount of materials which will be alhocatld
to projects over tirne, it is necesary to account for al' :tems
as they are received, used and replaced.

Inadequate or ineffective controls are likely to result In
situations where cash is received but not recorded, unau
thorized funds are disbursed, goods are purchased with
out authorization and are not accounted for as inventory,
or goods and services never received are paid for.

As atated, the central Idea in an intemal control system is
to separate different aspects of the same function. In this
way, honest errors are more likely to be detected and
wrOngful acts avoided or at least detected. If records are
computerized, a security procedure for accessing the..
records should be in place. 'The typical approach is ".
u..of a password by authorized lndlvlduals. In addition,
back-Up recordlshould be made of all computerized
transactions on a regular basis. This back-up should be
kept in a separate loCation.

In addition to intemal controls such as those described
above, all reports should be reviewed by a supervisor on a
r~ular basis. Questions raised should be answerecllmm.
dlaitely. An Independent, extemal audit serves as a further
safeguard and mechanism for quality control. An outalde
Independent audit should be conducted annually. Thllaudlt
may be required in the contract between the manager and
thepropeftyownerormaybe reqUired bythe funding agency
If there is one.
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referred to as ~n ·ope.ratlng budget".

In addition to a recurring annual operating budget. every
property should have along term "capital budget". The
capital budget projects the cost and timing for repair and
replacement of major capital equipment and systems. It is
derived from a basic capital plan which uses baseline
information to determine when an item is likely to require
significant investment or replacement.

capital bUdgets are typically multi-year budgets. projecting
costs over anywhere trom a 5·20 year perioa. "'e ret.
tionship between the capital and operating budgets a..
twofold;

• the level of funding for a given item within the
operating budget Will Influence the moni..
allocated In the capital budget. For example. if
a property decides that as part of Its routine
operations It will fund repainting of two of tin
common hallways on an annual basis for five
years using its own maintenance staff. then the
amount allocated to painting in the capital bud
get will be reduced;

• There may be several sources of monl•• used
to fund a reserve account Theae may Include:

- an Initial contribution from the developer of
the building.

- a one time subsidy from a public owner (I.e.
mll"llcipallty).

- In the case of condominiums there may be a
speciallSlel8ment and

- • IN Item may be Incorporated Into the
operating bud-. In this case one of the
b~ca~n. becomes -,...rw contrt
butiOrf. Thli budgeted amount then tonnl a
part of the total operating expen_ for the
property. The development and implemen
tation 01 capitalb~ are examined In
further detail In Chapter 2.3: EaGlIlIII.YIID:
tlnlnQl Manaoement.

The discussion which followl addre_. the elements and
CWMlopment of an Operating Budget

6.. Budget eateggrlet

Ab~ II divided into Income and expense categorlel. In
deciding on categories, they should be specific eno~ so
that the infonnation is uUfuI and telll a meaningful story
about where money come. from and how it Is bemg apent.
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·or a deliberate decision to increase or reduce an expense
level. An example of external conditions might be an
immediate municipal Increase in the water rate which Is
1mprosed part way through the budget year. A -miscalcu
lation- might typically occur for example In basing pro
jected heating costs on the prior years expenses without
taking Into account that the prior year had been unusually
warm. A deliberate decision to expend more than was
budgeted In a given account might occur if a recurring
malfunctioning of a maintenance item made it clear that a
major overhaul of a system would be cost effective In the
long run even though It would create a budget problem In
the current year. Since plans for the year have been
based on these ProtectiOns, it Is Important to know If u
soon as there are s gnlflcant variances, so that plana can
be changed if necessary. In examining these variances,
the manager needs first to determine If they are perma
nent or temporary. A temporary variance might present
Itself in the case of seasonal expenses or Items billed
quarterty while the budget has been projected over twelve
equal periods. A temporary variance may simply reflect
fluctuations while a permanent variancelndlcates an
actual difference between actual and projected Income
and expenses.A company may produce more than one
budget report In a period which compares different Infor·
matlOn (I.e. current year, current versus prior year,~
centage differences among categories). SorTie or all of
the fonowing columns may be included on one ormo~
bUdget report. .

•~ lyplcaJlythe amUaJ
figures are fncluCled to provide a reference
pOint.

• gynnt mgnth InJprrnatlM: this Includel "e
projected and aetuallncomelexpen_ for
the current month. In terms of monthly
projections, they mE_imPly be flgurlCi u 1/
12 Of the annual bu Item or they ~'Y be
projected with cons tlon of the YartItIonI
In the projected cash flow. 1he~ a~ Clrtaln
Items for which e cash flow budget Islmpor
tant. TheY~Iy Include s.sonalex
~ whICh fluctuate significantly. For
example, In order for a comparison of actual
and projected fuel COltS to be useful, the
estlmete. during the h.tlng se.son Ihould
be skl1iftcantly fi~er than for the lumm..
montfas.

• year to dalllofgrmatlgm In addition to
knowing the variances between current and
aetualln aalvin month, amanager wanta to
know what lhe cumulative differences .,.
from the beginning of the budget year to the



raryor pennanent. A temporary variance is one
which occurs at a point in time because of the
flow of expenses rather than because the .
budgetted amount is inaccurate. A temporary ..
variance should correct itself during the course
of the year and does not dictate a revision to the
budget. Apermanent variance is an indicator
that for some reason the bUdgeted amount Is
inaccurate. Reasons may include a non-recur
ring extraordinary expense, unanticipated rate
Increases or simply a misjudgment. A manager
needs to understand why a variance has 0c
curred and what the Implications for the specific
category and the overall budget are.

4. Project upcoming year's expenses. "'e pr~
cess for accomplishing this task involves mak
Ing assumptions about each category. These
assumptions should be documented in writing
as lli)udget notes" and should become a part of
the budget which Is presented.

Assumptions will typically take into consideration:

a. the history of specific costs:
b. anticipated rate increases:
c. planned projects;
d. expected cost reductions because of

capital replacements or conservation
m_ures taken, and

e. new fees or municipal requirements

5. Project upcoming year's revenues. To a varying
degree the potenUal revenue for a property may
be predetermined either because Of rent c0n
trols or restrictions andfor due to market condI
tions. In properties, where there Is flexibility.
(I.••• condominiums) astandard approach Will
be to first detennine expenses and then to let
the f_ bal8d on the total of projected ex
penses. In rental properties. a vacancy/collec
tion 101I must be calculatecl and substracted
from the total potential rental Income. Although
there may be no vacancies or non-payment Of
rent astandard assumption is that only 97% of
pot.,tlallncome will be collected. Other sources
Of r8venue. If any must also be estimated.

8. Present budget to owner anellor regulatory
agen~ for review. Once the budget has Deen
cIiveIOped. It should be present8CI for review to
the appropriate parties. The owner may have
additional needs or requirements which will
cause changes to be made In the projectlona.
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· required payments for basic services, perform ongoing .
repairs as necessary and put aside savings to have avail·
able for major repairs and capital work items). In so far
that meeting these goals will result in a comfortable and
safe living environment, they will also meet the needs of
the residents of the property.

As the agent for the property owner, it will be up to the
property manager to achieve the goals described above.
Cost effective management is the keystone to being
successful. Cost effective management is only possible In
an organization when complete up-te-date records are
kept in accord with previously defined procedures. When
this occurs. the information contained In the records can
be used to produce reports which will Inform the manager
of how well the property goals are being met. what
changes need to be made to meet the goals and objec
tives (or what goals will have to be adjusted) and what
future actions should be planned in light of the current
status and conditions. Finally. all financial management
sytems should be designed so that there Is minimal
chance that errors and abuse occur and that management
staff are adequately trained to use the information Which Is
provided to them.
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GLOSSARY OF ACCOUNTING TERMS
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'GloSSARY OF TERMS

. Acr,ountl. Used to classify and record financial information in a way that it is meaningful to '
the property owner and manager. See Chart of Accounts.

Account classifications. The list of account classifications comprises the chart of accounts.
Each account has a title or classification with which it is Identified.

Account. payable ledger. Consists of an account for each individual or company
to which money is owedfor goods and services received.

A.... Anything owned by a property that has a monetary value. Assets Include cash,
supplies, land and buildings, furniture and fixtures, and amounts owed to the company.

Audit. A system of checking, reviewing. testing and verifying the accounting work of oth
ers, with the objective of expressing a formal opinion on the faimess of the results.

sa.l. of accounting. Refers to when revenues and expenditures are recognized, or
recorded, In the accounting records and reported in the financial statements. These are
two different accounting bases:

• cash basis - transactions are recorded when cash is received or a check Is
written (I.e., a utility bill Is recorded as an expense the date it Is paid).

• Accrual basis - transactions are recorded when they occur, regardless of when
the cash Is received or when the check Is written (I.e., a utilItY blll received In April
for the month of March Is recorded as an accounts payable for March though It
may not be paid until May).

The accrual basis of accounting is the preferred method accounting. For many buslnell
operations, it is considered the on!y method of accounting. Its utilitY lies in the fact that a
property does act strlct!y on a casli basis. It typically owes monies (has accrued expenses)
and has accounts receiVable accrual.

Booka. The written record of accounts for a business.

capital...... An 88I8t needed to create a prodUct or service, normally acquired with the
intention of being kept rather than sold.

caDltallzatlon policy. The criteria used to determine which expenditures should be recorded
as fixed assets.

ca.h dl.bu.....nt journal. Used to record all checks written to withdraw moneys from the
general fund.

c.h Neelptll. All Inflows of cash.

cah aurrender VIIlu. of lite Inaurance. The money an insurance company will pay to the
policy holder.

Cr-t of Accounte. A simple claasiflcation scheme used to identify and cat~orize all
revenues and expenditures by: a) fund; b) general ledger account classification; c) activity;
and d) object of expenditure/source of revenus.

General~r account categor:les inclUde Asset Accounts (cash, accounts receivable,
loans, etc.). liability Accounts (accounts payable, etc.), Revenue Accounts (sublidlel,



•

•

•

•

•

rentsl income etc.), and expenditure Accounts. Activities should correspond to those '.
activities or services Identiflecl'ln the approved budget. Objects of Expenditures are de- .
tailed expenditures within activities. The object identifies the commodity or service (e.g., .
wages, fringe benefits, utilities, travel, contracts) for which an expenditure is made. Source'
of Revenue identifies revenues received (e.g., rent collected, etc.) for a specific activity.

A numeric code is established to identify each unique element In the chart of accounts.
This code Is placed on all source documents (see Source Cocument below) such as re
ceipts or bills that generate financial transactions. The complexity of the coding scheme
will depend upon the informational needs of the management company..
A simple chart of accounts should classify information In at least the same format and level
of detail as that used to prepare the approved budget. this will facilitate programmatic
control and enhance the clarity of reports.

Collection 1088. The uncollectible past-due rents, carrying charges and common area
fees.

Commingled. To combine funds (or property) into one common fund (or account).

Coat category. General categories of similar defined Items that relate to the line Items on
the operating budget Examples are administration, resident services, utilities, etc. (same
as expense categories).

COlt bendt analpla. Amethod for evaluating project alternatives In order to find the
moat efficient allocation of resources. Such analyses are supposed to include all real,
pecuniary. direct, Indirect, tangible and Intangible costs and revenues. The total costs and
revenues are computed to determine the cost benefit ratio and the net benefit of each
project. The project with the highest net benefit will give the highest return for public mon
Ies invested.

coat center. Aunit of measurement used to track costs for management and reporting
purposes. The cost center can consist of a single organization unit or can be a cluster or
aggregate of units (e.g•• a grouping of related,programs). There must be a sound financial
and managerial basis tor establishlng a specific COlt center.

Colt effective .nal,.... Compares altemativepro~ or plans to determine the least
costly way to Ichieve desired goals. Usually some .ndftx or point system Is developed to
measure tho effectiveness of the proposal in meeting the goals and objectives. Acost-
effectiveness ratio Is computed for each alternative. .

Debt, MCurecL Debt secured bypledges of inventory, receivables, equipment,
real.state, etc.

Debt HrVIce. The amount of money required to make annual paychecks of principal
and interest on a loan.

Debt, aubordlnlted. Debt that In the e'M\t of liquidation cannot be paid until all senior.
unsubordlnated debt (bank loans, typically) ha. been paid.

Direct COIL Direct costs are those that can be identified specifically with a particular COlt
objective. These coltS are either charged directly or periodically distributed to a specific
program on the basil of time sp""t or actual COlt incurred. Typal examples are: cost of
materials acquired or used specifically for a given property; equipment, capital expenditure.
and other Items of expense incurred specifically for an individual property.

DllCOUnting tor pre'lnt value. A method for evaluating future costs and benefits assocI-
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.. stld with current' Inv~stment decisions. I~l based on the premise that benefitS received in
the future are worth lessto·people than b(~nefits received now, a concept known as the .
time-value money. That Is, If people fore'lo the use of money for immediate benefits by
.Investing it In some future use, they expect to receive a greater retum of benefits in the .
future. Discounting for present value reduces future costs and benefits to their present -.
worth to people in terms of expected retums. The "expected retum" on an investment Is
represented by the current rate of interest. The present value of future costs and benefits
represents the sum that would provide an l8quivalent income streM1, If held in a form which
yielded the current rate of interest.

Doubl. entry Iccountlng. Although many companies maintain a checkbook accounting
system (so called single entry accounting system), double entry accounting Is the prefen'8d
method Of accounting. In double entry accounting, recorded accounting transactions have
two effects: a debit and a credit. Double entry accounting shows this twofold effect by
recording every transaction twice· as a debit entry In one account and as a credit entry in
another account.

Transactions are always recorded by equal entries on the left and right sides of two or more
accounts. For example, when you buy supplies for cash, the amount paid Is entered as a
debit to supplies and a credit to cash.

If the debit entries in an account total more than the credit entries, the account Is said to
have a debit balance. If the credit entries total more than the debit entries, the account has
a credit balance. The total of all credit balances must equal the total of all debit balanCIS.

Equity. Afinancial Interest In the assets of the business by the owner, othercreditors or other
Investors.

Eacrow. Monies held In trust by a bank, lawyer or other authorized Institutions or
person until the occurrence of a predetermined condition.

Expendabl. equipment. Items of equipment having a useful life of more than 1year but
not treated as capital expenditure because of low unit cost and portability.

Expenditure. Payrl1ent made for everything the property acqulf6S Including wages, sala
riel and fringe benefits, materials and suppnes, seMC8S, capltalltems, etc. Under the
accrual basIS of accounting, an expenditure Is I'8CC)gnized in the accounting books when
the goods or services have been renderlCl, regardl8ss of when the actual cash payment Is
macfe.

Expenu.

• FIX8d • Expenses which do not chang. over time and can be translated Into
predetermined predictable dollar amounts. For instance, rent Is fixed expense
unllu It II tied to the amount of sales a bUlin... has.

• V...... ExpenIlS which vary according to the amount of sales a buslne. had
and cannot be trm'.slated into predetermined predictable dollar amounts. For
inltlr~, if rent Is figured at a percentage of sales, It Is a variable expense.

Expenuledl,.,. Used to record operating expenses by type of expenditure.

financial "'meldl. Statements pre..nt the financial picture of the·organlzatlon. There
ant two flnancialltatements "at can be developed from the Generei i.edger.

• BIIance ShMt • Presents a lummary of the company's financial condition (I.g.,
uuts, liabilities, etc.) 81 of a specified dati. It II called a balance sheet be-
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cause It shows how the ~o sides of the accounting equation (assets ~ liabilities)
balance. . . . .

• Revenul and Expense Reports· Present a summary of the company
business during a given period.

In addition, companies should develop c:ash flow stat9ments that show the company's cash
position at the report date and projects what the cash position will be on certain future
dates.

Fiscal y.ar (FY). It Is usually the 12·month period at the end of which the entity (property)
closes .its books and prepares a financial report on its operations.

Fldelhy bond. An insurance contract by which a bonding company agrees to reimburse an
emploY&i or contraetes, up to an agreed amount, for losses caused by fraud, negligence or
theft.

Financial statement. Reports summarizing the financial position and operating results of a
company, agency or organization.

Fixed aU8t8. Property-owned appliances, equipment and other physical Items that will be
used for a number~ years and could be sold If necessary. Fixed assets consist of real
property (land, buildings and permanent attachments to land and buildings) and
nonexpendable equipment that lTleet the criteria. for capitalization.

fixed nabllttl.. A long-term debt or obligation.

Fringe beneflt8. An employment benefit granted by an employer to his employees which
InvolVes a money cost to the employer without affecting the wage paid to the employees.
Far Instance, pension fund contributions by an employer.
GeM. ledger. Consists of the asset, liability and surplus accounts and the Income and
expense control accounts.

This ledger presents the co~lete financial picture of an entity. It contains the current
balancelor each General r account established In the Chart of acCounts. Monthly
joumal entry summaries (8M oumalsIReglsters below) are transferred, or posted, to the
General LeCtger under thep~r ledaer account. Once posted, the General Ledger p,...
sents the current balance, net of debits and CAKlIts, In each account The General Ledger
Is known as a book of final entry.

Income ledger. UMcI to record operating Income claaliflecl by type.

Indirect coat. Indirect costs are thel8 (a) InculT8Cl for. common or joint purpose benefit·
Ing more than eN cost obJective and (b) not readily assignable to the cost objective specifl
cally benefited without undue effort or COlt. Indirect coats are distributed on an allocation
basla which resurilln an equitable, reasonable sharing of expenses among program••
Typical .xamples of Indirect costl are: program admlnlstratlon and supervfsion; centrallDd
support services such as procurement, payroll, pemannel, maintenance of space, account·
lng, bu:g and data processing; overhead coats of other departments providing goods
and se to the program.

Inurence.

• LIability· This type of Insurance covers the expense and trouble resulting from
damage suits brought against the business by customers and the generafpublic.

• CU••1ty • Insurance written to protect a business or individual from all types of



·.----~---~10sseS'oth~r than the Ids! of life. These losses include: fire, burglary, plate.gi().s~
destruction, liability and worker's compensation. ' . . .

Interelt. An amount paid for the use of money borrowed, usually stated as a percentage
of the amount borrowed.

• Effective rate - The rate arrived at when the total annual dollars of interest
payments made according to the stated rate are translated into a percentage of
the loan amount. For example, when the state of interest rate is five percent on
the outstanding balance of a $1,200 loan paid back at the rate of $100 per

• month, then total annual interest payments will be $390 or 32.5% of the total loan
amount.

• PrIme rate - The interest rate charged by the largest banks in the country to their
top corporate customers for short-term loans.

Inventory. Materials and supplies purchased and stored for future use; also a method of
tracking all of the agency's materials and supplies. Maintaining an Inventory involves a
specific methodology. At a minimum, an inventory should Include; a physicallnsp8Ction
and accounting of all materials and supplies received; proper custodial care of materials to
prevent waste, misuse, damage or theft; and improper charging of materials and supplies
to the contract, organiZational unit or enterprise for which they are used.

Joumal. An accounting book in which original entries of transactions are recorded chrono
lo,..ically and from which they are later transferred to the appropriate ledger accounts.

~;Atm.lllregilten. When a check Is written to pay a bill or money has been received, a
financial transaction has taken place. Financial transactions are first recorded on ledger
sheets In one or more journals or registers. Thus joumals are known as books of origlnal
entry. AJournal Is simply a record of the dally financial transactions of the property. It Is
summarized monthly. Typically. a property will have the following joumals: cash receipts;
cash disbursements; payroll; and a general joumal. Each journal entry shows:

• the date of the transaction;

• the brief description of the transaction;

• the amount of money involved; and.

• the assets, liabilities. type of revenue or expense affected by the transaction.

Leaulpurcha.. ag_ment. An agreement which gives the tenant or lessee of land. -I
buildings and ~uiPment the right to purchase the.. assets at some future date for some
certain price. Under the agreem.,t. tease payments may be credited to the purcha.. price •
if the lessee decides to buy•

....ger. A group of accounts used to record the financial transactions of an entity.

LIabIlity. Anything a property Owel. Uabilltle.lnclude amounts owed to vendors (ac
counts pa~ble) or to the bank (notH payable). wages earned by employees since the last
payday. and other amounts due.

LIInI. Clalml or rights against property. resulting from an unpaid obligation to the seller.

Mortpge. .\ loan secured by re.1 eltate. The real estate is the collateral for the loan.

Net Income orprofit. The dollaramountexcess of grossprofitover total expenses for agiven
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time period.

. ...

N8t worth. The value of owner's Interest in the business. Basically, the amount by which
. assett exceed liabilities. It Is possible to have a negatlvs ~!'t worti1 when liabilities exceed

assets.

Nonexpendable equipment. Items of equipment having a useful life of more than 1 year,
the cost of which Is treated as a capital expenditure and maintained through appropriate
control accounts in the general ledger.

Principal: The actual dollar amount of an investment or a loan as opposed to what the
investment earns or the interest on the loan.

Procurement. The purc~ase ofgoods orserviceson acontract basisbygovemmentorprivate
concerns.

Purcha.. order. An authorization to sp43nd money to purchase a specific set of goods of
sarvices. The purchase order usually conoists of a form prepared by the managing organiza
tion.

Realelt8te mortgages. Long-term mongage loans that provide a way of obtaining a
substantial loan (up to 75 percent of the propelty value) ~or a term of fifteen to thilty years.

Reconciled. Bringing into agreement two or more accounts or statements. This usually
refers to having the financial records consistent with the recorcl9 from the bank at the close
of the financial reponing period.

Replacement value. The dollar value determined by an appraiser for the cost of replacing
existing property, facilities or equipment with similar property, facilities or equipment. R.
placing can mean purchasing or constructing.

Resident accounts receivable. The actual money charged residents for rent, common
area charges and other moneys that are owed the property.

Resident accounts receivable ledger. A subsidiary ledger In which are recorded all
financial transactions with residents, other than secuiity deposits.

Reeldent ucurlty depollt ledger. Used to record all transactions for security
deposits. .

Revenue. All money a propert'J receives. Revenue Includes condominium charges,
user fees, etc. '

Source documenla. The details of flnanciil transactions are normal~ described on vari
ous source documents received bY the company or prepared Intemally. Source documents
Include Inwlcel, bills, bank records, 'checks, receipts, deposit slips, time sheets, purchue
orders and contracts. 'They provide the support or Justification for the expendbure or receipt
recorded. For example, the journal entry for payment of a utilit'; bill should be supported by
the cancelled check and the utility bill. Therefore, It Is Important to retain source documents
and fll6 them In an orderly menner.

SUbildlary ledge.... A group of relat9d accounts showing the details of the balance of the
controlling account In the general ledger (tenant accounts receivable, payroll).

T..... loan.. Bank loans generally made for periods of from one to five years and requiring
periodic repayment. The Joan agreements are designed to fb the particular needs of ..cfI---------_._------------------



'. '

borrower. , ..

Trial balanc8. A two-column schedule listing the names and balances of all' accounts in
the order they appear in the ledger at a given point in time. This is the proof that debit and
credit balances are equa.!.

Worklng..capltalloan8, secured. Loans for such operating needs as inventory, cash-on
hand, supplies, taxes, wages, and other expenses. These loans are secured by a pledge
of equipment and/or property.
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FLOW OF ACCOUNTING INFORMATION
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~A _", E .. SHE
FOR MON1H OF JULV

SETS

CURRENi ASSETS

CASH/OPERATING ACCT
~EPLACEMENT RESERVE
OWNER AIR MAINT.
OWNER AIR ASSESS.
ACCOUNTS REC. CRES

OTHER ASSETS

CAPITAL IMPROVEMENTS
EQUIPMENT
ACCUM. DEPRECIATION

13.174.73
43.165.2'3

7.222.47
140.00
-29.03

2.828.12
3.803.55

-1.119.00

63.673.46

5.512.67

PAGE 1 '

TOTAL ASSETS

LIABILITIES

CURRENT LIABILITIES

PROV FOR INCOME TAX

LONG TERM LIABILITIES

TOTAL LIABILITIES

CAPITAL

WORKING CAPITAL
OPERATING FUND
CURRENT VEARS EARNINGS

TOTAL LIABILITIES AND CAPITAL

•• *

221.70

55.972.36
12.853.32

138.75

END OF REPORT

221. 70

.00

221.70

68.964.43

.*.

69.186.13
=======-=====

69.186.13=.-=._.=_...-



~----------------- CURRENT MONTH ..-......-_..-.; ,------------ vEAR-TO-DATE --------------)
,\CTUAl BUDGET VARIANCE '. OF BUDGET ~CTUAL 3UDGET vARIANCE ; OF BUDGET

...__........_---._..... _.-.........._--------.- ._.--.---_.- .._._._...-- _...-_...-_. ._--........
:'-cOME

·~INT. r~: INCOME 20.001.80 20.000.00 l.80 iOO.OOl 1~0.001.80 140.000.00 LSD ~OO.OOl

_~Tf fEE !~COME .00 .00 .00 .00\ 98.60 .00 98.60 .00l
............ --_.-.__.._. ----_....... ............ ._--......-- -----_._.... --._-------- ---.._-.-._.

~OTAL 20.001.80 20.000.00 l.80 100.00\ :40.100.40 140.000.00 100.40 100.07\

OTHER INCOME
I~T .ON RESERVES 104.42 .00 104.42 .00t 700.24 .00 700.24 .on
JP.ACCT INTEREST 34.53 125.00 -90.47 27.621 223.68 875.00 -651.32 25.561
OTHER INCOME .00 41.67 -U.67 .00t 33.00 291.69 -258.69 1l.31l

._._.------- ..._-----_.- -_.......... ..__........ ._--......-- ._-_.-.....- --._....._-- --------_...
TOTAL 138.95 166.67 -27.72 83.36& 956.92 1.166.69 -209.77 82.02t

......••.-.. ._--_.-....- _...----_... --.--_....-- ._.-.-._.--- .__._...__.- -~-_.-..__.- -_.---------
iOTAl I1lCOME 20.140.75 20.166.67 -25.92 99.87\ 141.057.32 141.166.69 -109.37 99.921

:::za:===:=: :::::a::a:s: IllS:::::::: I::::::::::: ::::I::::Z:. :s:::ss:sa:: ::::::s:=::: a=a.-aasssi.

:,~?EHSES

:JT1lITIES
~ATERISEWER .00 1.750.00 1.750.00 .001 10.190.37 12.250.00 2.059.63 83.1A
ELECTRICITY 4.449.82 3.375.00 -1.074.82 131.84\ 18.742.39 23.625.00 4.882.61 79.33\
GAS 629.10 1.208.33 579.23 52.06' 6.632.66 8.458.31 l.825.65 78.41'...--------. ..---------- -_.....__..- -_._...----- .._-........ ....---_...- ._-------.-- ._-

TOTAl 5.078.92 6.333.33 1.254.41 80.19' ,35.565.42 44.333.31 8.767.89 80.221

GENERAl/AOMINIS
LEGAl/ACCOUNTING .00 166.67 166.67 .00l 1.616.00 1.166.69 -449.31 138.51t
INSURANCE 5.324.00 1.058.33 -4.265.67 503.05t 8.510.00 7.408.31 -1.101.69 114.81'
MANAGEMENT FEE 2.000.00 2.166.67 166.67 92.30\ 14.000.00 15.166.69 1.166.69 92.301
OFFICE (P/C) .00 75.00 75.00 .00l 267.90 525.00 257.10 51.m
TELEPHONE 61.66 66.67 5.01 92.48\ 404.40 466.69 62.29 86.65'
P/R-SUPERINTENDEkT 1.561.93 1.108.33 ';453.60 140.92\ 8.362.26 7.758.31 -603.95 107.78\
P/R-CONCIERGE 2.562.22 2.141.67 -420.55 119.63t 14.896.86 14.991.69 94.83 99.361
ADMINISTRATIVE MISC. 130.89 66.67 -64.22 196.32' 1.439.42 466.69 -gn.73 311.43\
COMllUN ICAT ION 14.65 25.00 10.35 58.601 SS.81 175.00 116.19 33.6Ol
EMPLOYEE BENEFITS 199.13 208.33 9.20 95.58' 1.375.46 1.458.31 82.BS M.nl

---_. ......-..-- - .----.... --
TOTAL 11.854.48 7.083.34 -4,nl.14 167.35l 50.931.11 49,583.38 -1.347.73 l02.nl

MAINTENANCE/REPAIRS
ELEVATOR 490.94 666.67 175.73 73.64' 3.333.13 4.666.69 1.333.56 71.421
FIRE AlARMS .00 125.00 125.00 .001 705.00 875.00 170.00 BO.m
HVAC .00 116.67 116.67 .001 881.85 816.69 -65.16 107.9n
PAINTING .00 333.33 333.33 .001 150.00 2.333.31 2.183.31 6.421
GARAGE REPAIRS 551.43 416.67 -134.76 132.34' 3.069.90 2.916.69 -153.21 105.25'
GARAGE CLEANING .00 83.33 83.33 .00t .00 583.31 583.31 .001
GENERATOR .00 125.00 125.00 .00l 256.03 875.00 618.97 29.2A
ELECTRICAL 599.31 125.00 -474.31 479.44' 1.749.29 875.00 -874.29 199.91\
ENERGY SAY.MEASURES .00 .00 .00 .00' 1.154.56 .00 -1,154.56 .00l







~ Of Ju'lY.: 2

·IT ~~"E

•••••••••••••••••

~AINT/FEE HNTH

. ~AGE ;

RECEIVABLES ••••• BALANCE .. :~EPA Ie 'OiAL
~NTH LAfE/CHG 2:HER ~JE "4INTIfEE .:,-OiHER ;o:'PA 10 :ALAHCE SiAT

----...------_........__._._....._._._--------_.-._._......-......._-_..._--_......._-_..............-..._-.--.-..._........•.•...
:: ::·J04 ~CCHHAN GO .: 0\.00 :;4.00 .:94.00

:;-406 itRIGHi .JO :~:.OO :3: .00 -202.00

.;'407 CRES CEY. 2~a.00 ~UO.OO .JO 200.00

.... :~-408 NIX 182.00 ~32.00 .JO 152.00

:~-501 CRES DEY. 34.00 ;4,00 .UO 34.00

~O-503 CRES DEY. 346.00 346.00 .00 346.00

- :0-504 WEISBURGH- .00 :u2.00 202.00 -202.00

:j-S06 CRES DEV. 393.00 ;;3.00 .JO 393.00

.; -ou1 i\ INOEL C~ ~.UO -1.00

.;; :a-60~ CRES DEV. 455.00 2 4':1S •.nl .00 455.00

ZO-604 CRES DEY. 427.00 2 427.00 .00 427.00.
'0-605 CRES DEY. 403.37 2 403.37 .00 403.37

-607 SHEA .00 ·5.00 6.00 -6.00

: .....::. : •••••••: ••n•••••••

:a...... :::...... .::........ ::•....•: :::...::: :::..::.: aa:..:::. .::..••...
TOTAL

NET TOTAL

.._----_. _._------

9213.60 .00
::..: ..:: ::...::::

7222.47 .00
:........ : ..::.....

140.00

140.00

.00 93S3.~ 1991.13

.00 i362.47

.00 .00 1991.13 7362.47

... END OF REPORT •..

... ·TAT: 1:LATE LETTER 1 MONTH, 2·LATE LETTER 2 MONTH, 3=CERTIFIED LETTER, 4=LGL.COLLECTION LTR, S·COMPLAINT FILED, 6·ASSIGMMENT OF RENi
7.FORECLOSURE, 8:PAYMENT PLAN, 9·OTHER



II '.1" U

_I
.AS OF July '31.· 1992 ..

90 DAYS PRIOR YEAR
UNIT O. ACCOUNT CURRENT 30 DAYS 60 DAYS & OVER BALANCE TOTAL STATUS

•••••••••••••••••••••••••••••••••••••••w••••••••• ~•••_ ••_ ........................................... ____•••_._ ••••••••

QOOC-4 C~ES DEVELOPMENT/BOOKKEEPING ~~!NT .00 180.00 .00 .00 .00 180.00
.....•..•.

180.00

OOOC-6 CRES DEVElOPMENT/BOOKKEEPING MAINT .00 204.00 .00 .00 .00 204.00
...........

204.00

OOOC-8 CRES DEVElPOMENTI8OOKKEEPING MAINT .00 192.00 .00 .00 .00 192.00......__.
192.00

001I-1 CRES DEVElOPIlEHTlBOOKXEEPIMG MAOO .00 83.63 .00 .00 .00 83.63.._....-
83.63

00QH-3 CRES OEVElOPMENY/BOOKXEEPIHG MAINY .00 21)8.00 .00 .00 .00 208.00.._----
208.00

0lKIt-S CRES DEVEllMNT/IOCIXWUIli MDIT .00 196.00 .00 .00 .00 196.00.....--
196.00

0lDt-7 CRES DEVELOPMENTIBmEEPUIli MOO .00 136.60 .00 .00 .00 136.60

136.60

QOlIt-g CRES DEVELOPIBTIaocmEPIII MOO .00 4.11 .11 .00· .00 4.00--
4.00

002-13 CRES DEVELOPIINTlBOCIXEEPltI Milt .00 116.11 .00 .00 .00 186.00

186.00

002-23 CR£S DEV£1.llPIIlITllllEPlIIG MIlT .11 193.11 .11 .00 .00 193.11-_... ~I
193.00

002-24 CRES DEV£LllPIIIIT MIlT .00 107.11 .11 .Oll .00 107.11

TATI 1-t.AlE lETlO 111111f. 2-LAlE LETTER 21II11f. 3.aaTIFIED LETTO. 4at.a..aUEtTIII LTR, SIQIIIUIIIT FD.ED. WSSI-.T If P •
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FOR tHECI I • ' I PAGE •1

~CK :~ECK VENDOR .. INVOICE GL .lHVOICE ~HECK
IBER jATE iD NAME NUMBER DESCRIPTION ACCHT 1MOUHT ',JTAL 1MOUHT..... ........ _... •..••••..•..•...•... ..............•..... ....•......................... ..... --..._._..•................
296 07;01/92 260 OKM ASSOCIATES. lNC 7192 "GMT FEE 81200 :.;00.00 2.JOO.00 Z.jOO.~O

:37 07/10/92 250 OKM ASSOCIATES. INC P/R SUPER-CURTIS 7/10 81400 co3.96
P/R-CONCIERGE 8ELMAINE 7/10 81411 943.12 1.607.08 1.607.08

288 07/09/92 2002 CRAIG A. CADIEUX REINS. FOR LADDER 22000 70.95 70.95 70.95
Z89 07/14/92 260 OKM ASSOCIATES, INC 7192 HCHP 81480 199.13 199.13 199.13
290 07/16/92 260. OKM ASSOCIATES. INC 6/92 OFFICE PIC 81420 80.89 80.89 80.89
291 07116/92 260 •OKM ASSOCIATES, INC COURIER 81420 8.75 8.75 8.75
292 07/22/92 260 OKM ASSOCIATES. INC PIR SUPER CURTIS 7/24 81400 497.97

PIR CONCIERGE BELMAINE 7/24 81411 1.619.10 2,117.07 2.117.07
293 07/27/92 260 OKM ASSOCIATES. INC CENTEX 1/92-6/92 (LONG DIST.) 81420 8.88 8.88 8.88
294 07/28/92 2508 CONN ELECTRIC ELECTRICITY 6/16-7/4 80200 2.205.54 2.205.54 2.205.54
295 07128/92 250C COMM ELECTRIC ELECTRICITY 5/14-6/16 80200 2.244.28 2.244.28 2.244.28
296 07/28/92 FORD WILLLAM F. FORD CO. BtU POLE 84950 18.36 18.36 18.36
297 07/28/92 WTPH W.T. PHELAN COMPANY INSURANCE RENEWAl AND INSTALLMENT 2 OF 10 81150 4,438.00 4,438.00 4.438.00
298 07128/92 IITPH W. T. PHELAN COMPANY INSURANCE INSTALLIlEHT 5 OF 10 81150 886.00 886.00 886.00
299 07/28/92 ROL ROlLINS REPAIR SPRINKLER 6/92 84975 70.00 70.00 70.00
300 07128192 COOD COLLINS OVERHEAD 000 INSTALL SIIITCH 87100 149.68

REPLACE BROW SPR IIlG 84610 426.75 576.43 576.43
301 07/28/92 RIO RIORDAN ELECTRIC CO. ELECTR [CAL REPA IRS 7110 84650 599.31 599.31 599.31
302 07128/92 900. LAIDLAlI WASTE SYSTEM TRASH REMOVAL 6/92 85100 1,155.00 1.155.00 1,155.00
303 07128/92 NET HEll EIEJII mEPtaI PHONE 612-7/1 81300 61.66 61.66 61.66
304 07128/92 lttf HARRY'S HMDWE • P PAm. SlMIES 6/92 84950 143.79 143.79 143.79
305 07128/92 150A &EIIRAL LNISCAP IN& LM'SCAP Dl6 7/92 85700 465.00 465.00 465.00
306 07128/92 CPS ClTV PAIMT +SUPPlY C SlMIES 84950 142.19 142.19 142.19
307 07128/92 PA&E PA&EJlET PA&1II& NETlIO PAGER 7/92 81430 14.65 14.65 1~.65

301 07128/92 OOY DOVER ELEVATOR COIIPA ELEVATOR SERVICE 7192 84100 400.94 490.94 490.94
309 07128/92 220A COIIDMALTH &AS &AS 5/14-6/16 80400 629.10 629.10 629.10
310 07/28/92 CAMP CAMPEAU'S DESI6NER 6 REPLAC£D THR£SHClDS 84975 574.50 574.50 574.50
311 0712&i12 RA RESERVE ACCUT &MA&£ RES. 7/92 87200 1.633.34

REPt.. RES 7/92 87100 250.00 1.883.34 1,883.34
312 07131192 200 HElEN P. 6lARD COVEIA&E FOR MaSIELL 81400 400.00 400.00 400.00
313 0713U92 260 OKIi ASSOCIATES, 1M: aDlER 81420 26.25 26.25 26.25.--....

23,117.09
aaaaaua
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Stlp Onl;

. .CHECKLIST FOR COMPUTERIZATION

Qlttrmln. N,ed

• Is there always a scramble to collect information when reports are due?

• Are managerial decisions based more on gut feelings than on facts?

• Are reports frequently late or do they present erroneous Information?

• Do existing manual systems get the job done?

StlpIwq; PItIrmln. Cpat

• What Investment must be made to acquire the hardware (e.g., computer, printer, and
other peripherals) and software (e.g., the programs used to create the data base and
reports)?

e Will the investment meet current and future needs?

• What costs are associated with staff training?

• What will be the cost of annual insurance, service, and maintenance?

IMP ThEM: IcllntIfY StIff Dey,IQp""n' end Training N.d,

• Who will train staff?

• How much time out of the office will staff spend at training sessions?

II Is there sufficient staff flexibility to maintain a computerized data base on an ongoing
buis? .

StIPFguC EIRIQ!'I 1M Pat.ntl.' 'AI' Ullng lb' CqmlHltlr lQ Ptdgrm Sty,,,,,
.....nwnt fyncII.aDI

• Can the computer support word processing?

• Can it maintain the financial books and records?

• Can it handle the payroll?

_1 _
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CHAPTER 2.3

FACILmES MAINTENA~CEMANAGEMENT
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Facilities Maintenance Management concerns those activi
ties which relate to the maintenance and managsment of the
site, bUildings, service systems and liVing units of adevelop
ment. In the case of housing, the building is usually seg
mented into common areas and living units due to the special
consideration which the latter must be given.

Planned MaIntenance is the delivery ofon-site mainte
nance servic6'.J in a cost effective and timely quality man
ner.

This can only be accomplished when the services are
delivered in a planned manner which requires that mainte
nance activities

A HOUSING FACIUTY CONSISTS
OF:

.THE SITE
•THE IUILDINQ EXTERIOR
•THE IUILDINQ INTERIOR
•THE SERVICE SYS'IIMS
•THE UVINQ UNITS

Under a well structured mm'ntanance program, work orders
are generated:

•

•
•
•
•
•

be driven by the requirements of the building
and site
meet regulatory and code requirements
be documented
be estimated so that costs are controlled
be s-:heduled
be constantly reviewed for quality

THE MEASURE OF MIcaH QUALnY
MAINIINANCE IS WHETHER irIS:

cost effective

timely

ofquality

• through I5t1JP8Ctlons and seMces derived
from a baseline set of requirements of the
building and site, utilizing Inspections, Indus
try standards and requirements and manufac
turer and supplier recommendations;

• Through tiat!JI1ty control Inspection programs;
• Through user requests.

The goal of a fully operational planned maintenance in
spection program Is that up to 80% or more of all work
orders are generated through pr.planning. 'Nhen a sub
stantial number of work orders are undertaken in response
to user maintenance requests which are reporting deficien
cle. or failures, the housing agency's maintenance pro
gram becomes captive an~ r.active and It Is difficult for
the agency's resources to be used in a cost effective and
timely quality manner.

-~~,----------------------
2.3 - 1• Facilities Maintenance MaDqemeDt



quality standards oltnanagemeiit'and resldents.-

A BLIMperequires the following steps:

1. Definitions

The elements of the property, the servicing and inspection
activities, the staffing skills, the measurement rules, the
estimating approach and the frequency of activities, must
all be defined so that there is a common understanding
amongst all associated with the facility.

2. Identification

The specific elements must be identified and mapped and
listed with codes where appropriate for common and logi
cal identification.

3. Measurement

The quantities of each element need to be known so that
calculations of work loads, budgets and schedules can be
made.

5. Frequencies

The frequency of the activity (Inspection or service) must
be specified so that budgets and schedules can be calcu
lated.

8. Budgets

The costs tor each activity must be calculated which in tum
requires that the true or fully loaded Maft costs. contractor
costs, materials and equipment costs must be known.

7. SChedules

Having determined the above, schedules of Inspections
and services can be developed.

8. Monitoring

The work having been developed and assigned must be
monitored to ensure that is being done according to the
schedule.

ONE CAN ESTAIUSH IASIUNES
FOR:

• THE FACIUTY ELEMENIS
• THE STAFF
• THE EQUIPMENT
• THE INVENTORY
• THE IUDQE1'

2.3 - 3 • Facilities MaintelUlDCe Manqement ~_(/'\'
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..• include the o~cupanf in the inspect!on

In order to accomplish these objectives:

..

• minimum standards as required by codes and
regulations be documented

'.-

• inspectors need to be properly trained in
these standards and inspection techniques

• inspection forms need to be customized to fit
the units under management

• procedures for both undertaking the Inspec
tions and auditing the inspections need to be
developed in conjunction with the agency.

8. &svrcg SYSTfN$ lNseEtmQNS

The purpose of service and systems inspections is to
review or Inspect on a regUlar basis all systems which
support the operation of the built environment. Service
systems typically cover such Items as fire Inspection &quip
ment, elevators. mechanical rooms, heating equipment,
compactor chutes, roof vents and fans. In short, those
-active- alements on a site which make the structure and
the site a suitable and habitable living environment for Its
users and occupants.
Service systems inspections require that a separate In
spection program for each housing development be devel
oped which includes

• an inspection procedure,

• site diag~ms indicating the location of each
uMce system at a housing development,

• a filing procedure and

• an audit protocol.

The inspection program is quite detailed yet simplistic In
dellgn such that It can generally be unclenaken by even
the lowest skilled maintenance employee.

2.3 - 5 • Facilities Maintenance MaDqement
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:grams can be,customizec;t and implemented by regular
agency personnel including· secretarial and custodial staff.
With ,proper monitoring such customizing of bUilding and

. grounds inspection programs can result in an increased
familiarity with the site and inspection requirements at each
housing development. The development and installation
costs of these type of inspection programs are somewhat
minimal but the "payback- is enormous.

Service programs are all the regularly !Scheduled upkeep
activities for the facilities and equipment. They are orga
nized somewhat around the same areas as inspections as
follows:

1, HQU$fKffPINA SfBJllcq

These are usually provided into common areas for indepen
dent IMng housing units but can also be delivered to living
units, especially for special needs populations typically
limited in their ability to do their own housekeeping. Activi
ties typically included are sweeping, vacuuming, shampoo
ing, dusting, replacing light bulbs, picking up trash, etc.

These services are focused on the grounds. Activities
typically would be sweeping, mowing, trimming of shrubs
and trees, trash pickup, snow removal, etc.

Tha88 Involve the systems which enable the ficlllty to
function in an orderly and predictable manner. They would
include heating plant cleaning, machine oiling and greasing,
elevator testing and adjusting, trash chute cleaning, storm
and sanitary sewer cleaning, catch basin cleaning, fire
extinguisher filling and replacement, timer adjustments, etc.

.. ,

2.3 .. 7 • Facilities MainteDlllCe Manqement
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This is a critical effort, which involves the review of current
forms and procedures and recommendations for their
modification to incorporate planned maintenance ele
ments. Note that schedules for housekeepers etc., should
be planned so that they can be used to do cost estimating
and accounting along with work orders.

.
It Is recommended that the agency have those personnel
performing inspections receive from 20 to 24 hours of
instruction and be certified to conduct inspections in a
consistent manner. No more than eight persons should be
in a training group.

Preventive Maintenance is a combination of inspections
and servicing of equipment as required by warranty or as
recommended by the manufacturer/supplier. As indicated
above preventive maintenance inspections for building and
grounds should be includ~ In the training programs pro
posed above.

2.3 • 9 • Facilides MaiDteDaDCe MaDagement
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". ..
.various localities and states may have certification or
license requirements. .

To become a master requires training, on-the-job experi
ence and an apprenticeship to another Master.

In maintenance of residential bUildings, trades which a
master needs to know to be able to schedule and super
vise are:

Carpenter
Roofer
Electrician
Painter
Air-conditioning Mechanic

Yes we can even add to this list

Janitor
Maintenance Mechanic

Locksmith
Plumber
Plasterer
Boller Mechanic
Elevator Mechanic

We need to ensure that the person who provides the
swept sidewalk, the neatly mown lawn, the clean entryway,
the spotless corridors etc., also can aspire to the covated
title of Master or Craftsperson.

Who is a MAINTENANCE MECHANIC?

Typically this Is the kind of handyman person. this person
typically handle. tasks which cover several areas that
craftspeople work In. For example the maintenance me
chanic might be expected to perform the following tu:w in
the course of a week:

• Repair a leaky faucet
• Re-hang a door
• Adjust a lock
• Patch a wall and repaint It
• Repair VCT floor
• Install a new screen in a window
• Checic a boiler and drain off

The person who is a master of a trade will likely be • third
party vendor. But as an organization grows larger It may
begin to employ such craftspeople. Most typically the
biggest cost savings tends to come with a painter and
then a carpenter and then a plumber.

2.3 • 11 • FICiJities MainteDaDCe MaDapm~ilt 1 \ ~
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•

storeroom or warehouse so that services can
be delivered in a timely fashlo~:

Provide an easy way of reporting time taken,
materials used and any other pertinent infor
mation which can ensure that the manager of
maintenance can evaluate and recommend
necessary changes;

• Identify design improvements which can
reduce costs of maintenance and/or improve
the building:

• Monitor all maintenance work In a systematic
manner so that schedules are kept, costs
contained and quality achieved.

CATEGORIES OF WORK
In any profession there is a need to have a common set of
tenns which are generally accepted by its members. The
construction industry and building trades have developed
tenninology for buildings and trades. An organization
needs to ensure that all its personnel In facilities manag.
ment know and use them.

In addition, an organization needs to understand the
different types of worker it uses and how using differs for
these different types.

Janitorial work Includes those activities which have to do
with cleaning and appearance such as mopping, sweep
Ing, lawn cutting, trash removal etc.

It will also likely Include minor replacement Items such 8S
changing light bUlbs which are obvious to the employee
assigned to janitorial duties.

All Janitorial or housekeeping work should be scheduled
based on experience and cost/personnel considerations.

A custodian's schedule will be based on the BUMPC
discussed In Chapter 1. It will identify the type of activity

2.3 - 13 • Facilities Maintenance MaDqement
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'these tests, but the more complicated the equipment.or
the more hidden the condition, the more it i~ likely that
craftspeople will conduct the investigation. Often such .
investigations are triggered by the observed conditions. In
addition, many organizations will contract this work to
sepoiallsts.

As with observable conditions inspections, investigative
staff need to be trained and such testing needs to be
scheduled and assigned.

From experience manufacturers, architects, engineers
and facilities maintenance staff leam that many elements
of a building can only be sustained over the long term by
regular servicing. Consequently, inspections are not the
primary mode for monitoring. Rather there Is regularly
scheduled maintenance or servicing based on experi
ence. -
Typically one finds servicing focused mostly on service
systems and equipment as these are the active working
elements of a facility and thus the ones which develop
wear, faulty performance and failures. Examples are:

• Monthly adjustments of elevators:
• Regular removal and cleaning/replacement

of filters In ventilating and air-conditioning
systems;

• Annual heatJ.ng plant cleaning and adJust
ments:

• 10,000 mile servicing of trucks

While some large maintenance organizations will provide
th..services Internally, most facilities management
organizations tum to QOmpanles which specialize In such
service because of the leu than full-time demand for
th8l8, because of licensing requirements and because of
the capital costa of specialized servicing equipment.
Whether sub-contraeted or not, servclng needs to be
scheduled and assigned, Just like any other of the planned
or pr•.,tlve maintenance tasks described above.

2.3 - 15 • Facilities MaiDteDlDCe MaDapmeDt
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whether your failure rate is acceptable or not; Of course
the tables are useful in that they do establish benchmarks
to measure your own experience. .

QpwTIQNAI OesQLliscENCE

Those items which are proving more expensive to operate
than either new ones which are available or those whose
replacement can be justified in a cost-benefit analysis.

In cold regions, heating plants spring to mind. During the
energy crisis media blitz of the seventies, organizations
leamed of ways to Improve energy efficiency, learned of
new equipment and most of alileamed how to do costl
benefit analyses. Consequently, many heating systems
were replaced which were functioning perfectly well but
which were either environmentally unacceptable or opera
tionally more costly to run.

These are items which no longer serve the users well and
may in fact contribute to impeding their welfare and enjoy
ment of the facility. There are many examples but the
most commonly known today might include the following:

• lead based paint (toxic)
• asbestos (toxic)
• round door knobs In elderly developments

(too hard for athritlc conditions)

Finally the most commonly recognized category of malnt.
nance. Is repairs. Essentially it Is taking care of items
which have failed or which from the inspection program
are deficient In quality or operations.

There are three ways in which we learn of items needing
repairs. The order in which we would ideally want them to
be logged into the system is as follows:

1. From Staff Input

Planned Maintenance Inspections
Observations while walking the pros>

2.3 - 17 • Facilities MaiDtelWlcc MaDqement
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SUMMARY:

THE SEVEN KEY STEPS IN A PLANNED
MAINTENANCE PROGRAM

Develop a BLiMPe by inspecting the site, the buildings,
the service systems and the living units and noting loca
tion, type, quantity and the then current condition of all the
elements. This is more fully developed In Chapter 1.

From the documented elements and their quantities, the
maintenance supervisor can develop a series of requl....
ments:

1. A Skills Requirement Plan [SRP]

How many person hour/days are required by skill type to
provide the inspections, testing, servicing and cycle main
tenance for each element?

2. An Equipment Requirement Plan [EAP}

What equipment (tools, vehicles etc.) will be required for
the workers to be most efficient and thus cost effective?

3. A Materials Requirement Plan [MRP]

What materials (floor cleaner, fertilizer, light bulbs, paint
etc.) will be needed to complete the work?

These requirement plans can then be translated Into costs
and compared with the budget. Adjustments mayn~ to
be maele. Typically, requirements plans result In budget
ary demands in excess of the resources available. To
adjust budgets down, priorities must be set on allaetlvltles
and decisions made based on these established priorities.

2.3 - 19 • flCiUtl..MaIftn·nce Mauaemeat 1;1\,(



typically today, work orders are automated and informa
tion is constantly updated and stored in a database so that
reports about that Information can be easily drawn up and .
produced.

Once the work is assigned, it must be monitored to verify
that the schedule is in fact being adhered to. In the case
of in-house staff, monitoring is relatively simple, in that
usually a status report is given by each worker at the end
of the day on work completed and work not completed.
This in tum is supplemented by spot checks by supervi
sors. In the case of contractors, a slightly different proce
dure is required. Contractors need to chock In with a
supervisor upon arrival at a site and need to to check in
with them again upon leaving the site and the supervisor at
that time needs to sign and accept that the work was done
and done satisfactorily. This in tum means that the super
visor will need to InsP8Ct the services or supplies delivered
and confirm the quantity and quality. In fact that same
procedure should be followed for larger organizations
where centralized services are delivered to sites and
where they are perceived for the most part to be som.
what similar to contractors.

Maintaining a level of quality focuses on two elements 
the quality of the materials and the quality of the workman
ship.

The quality of the materials is monitored by careful analy
sis of the data for repairs and replacement and thus.
determination of the life cycle cost of the materials and
equipment. this also can be supplemented by the opin
Ions of the workers. A cautionary note Is that the 11ft cycle
costs consist of the capital and the operating costs and
thus a short.r replacement cycle may be more cost effec
tive for some items because the operating (utilities, servic
Ing and repairs) costs are less.

2.3 - 21 • FaciljtjQ MainteDJDCe MaDqement -t:\'fJ •
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DEVELOPING A
MAINTENANCE
ORGANIZATION

Organizing maintenance management is dependent upon
a clear statement of objectives, which In tum are depen
dent upon the nature of the facilities, the profile of the
users or occupants and the nature of the ownership organl~

zation. As noted in Chapter 1, goals might include:

• Establish a clean and healthy environment.

• Provide services which the lease and the law
requires.

• Provide the minimum necessary to meet
code and regulatory requirements.

• Provide an environment whereby the resI
dents are enabled to function without concern
about the physical conditions.

The clients being served must be evaluated in terms of
how they might interact with or impinge upon the physical
facilltles. For example, If your population Is physically
handicapped then there can be significant consequences
in tenns of accessibility such as width of doorways, s~
preaches to the building.. opening of doors without auto
matic door closers (i.e., wheelchairs may Uf)arge" through
doors and thus result In damage unless protective plates
are added) etc.

Again, if you have a transient population then apartment
turnover Is greater with consequent wear and tear on the
unit finishes, passageways, elevators, stairs etc.

Each of these user or resident factors has consequences
for your organization and its staffing approach.

Thus a more transient facillty might dictate having staff with
preparation and painting skills as opposed to carpentry \)r

2.3 - 23 • FaciliUf'-s M~intenance MaDapmeDt



•
.'Thus a Janitor may have the personal goals'of:

• Completing all scheduled cleaning on time

• Completing all PM inspections on time

• Undertaking and completing satisfactorily all
assigned work orders

And in addition may undert~~~e some challenge goals
which if met in part or in wl'roi'a can result in monetary
rewards or career advancement such as:

• Completing GED

• Learning how to flush the boiler

• Reducing the time taken to complete sched
uled cleaning

In conducting a performance appraisal It Is important that

1. The appraisal be done on schedule.

Nothing demoralizes people more than to
have to fight for a review.

2. The appraieal be specific about the tasks to
be evaluated

Very general appraisals don't help a person
to focus on skill areas which need to be
improved.

3. The standards being used should be explicit

Substituting personal biases for objective and
organizationally acceptable standards only
undermines the credibility of evaluations.

4. The rewards or sanctions must be clear AT
THE TIME the goals are set
Knowing what it is that will occur if one
mMts, exceeds or falls expectations Is ...

2.3 • 2S • FICiIides Maintelii:!lce Management
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..
.responsibilities are actually spelled out In the lease.Qr
rental agreement. Tenant organizations can also be,useful
In establishing peer pressure as well as generating sound, ,
ideas. Managers can also use social workers and other
non-maintenance personnel to help with inspection~,

database bUilding and reporting, investigation of purchas
ing options etc.

____.;.. , •. .l>_t8Ii""". .•
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, .. 'To achieve clarity all people involved in the malntenaJnce

effort must have a common understanding of the buil.dlng'
Industry terms. Thus A City Code requires that window '.
frames and sashes be painted every three years. Obvi
ouslyall involved (even tenants) need to know what a sash
is. OKM and others have developed courses which train
people in the building industry terms.

A special note about residents:

As many maintenance organizations allow the work load to
be driven by resident 'complaints' (a practice which of
course will rapidly cease after adopting the recommenda
tions in this workbookl), It Is imperative that residents be
trained to describe the problem accurately. In addition If
that person receiving the workorder Is a go-between the
resident and the worker their transcription of the
workorder must be accurate. This can be accomplished
by training residents with descriptive flyers and by asking
detailed and probing questions. The maintenance Intake
person must also be trained whether they be a janitor
getting the information in person or a telephone reception
ist in Y(i~r main office.

What system should we use?

Well we can try the memory of the human brain.
Not a bad idea and certainly one used In the cases where
the resident janitorJbuildlng superintendent is a 'Jack of all
trades'. But It does have its weaknesses.

What else ca'1 we use?

The back of an envelope has been used many.: time and
it h, Just II form of list maker.

In one way or another the best system is something which
file. the infonnatlon for ~ure uses~ as analyzing
trends, conducting personnel assessments, going to court
and so forth. It provides a type of audit trail which can be
used to track anyone of a number of things.

Thels4lua of course is what we put In the fUes. While we
favor the work order ~ystem, there is nothing Inherently

Chapter 2.3 - 29 • Facilities Maintenance MaDapment
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~ '. '... . .. . . . 3. ~I Work .Orders

4. Capital Replacement and Improvement
. items

5. All non-construction work such as admInIs-
tration, training, travel etc.

If you are a new or relatively Inexperienced supervisor you
will need to go with an experienced person and examine
the problem in depth and/or Inspect the completed work
after and review the completed work order which should
have the time taken, the materials used and any correction
of the description of the problem and thus fine tune your
estimating skills.

However one assembles the work which needs to be done
at a site and however one keeps the records (we hope

- ';..":,,,~ made the case for filing that information In a lyatIm
atlc way) we all make decisions about who needs to do the
work, when It will be clone and what materials and~
ment will be needed. Sometimes this Is done In .cIvInce
of knowing the work to be done. We hire a custodian and
trust harlhls commonsense to refer work beyond their IIdIls
to pre-choun vendors or to the central office for further
dllpoaltlon. Through experience we begin to leam how
good thl custodian lilt analyzing, Ullgnlng. Men oft8n.
than not ,. find the custodian's valu. and Judgem.u
dll8rmlnlng the quality of the maintenance operation.

.AI the very IeUt ,. need to set the standards and~
duMl, trUI our Itaff, delcrate u necessary and NYiew
periodically (records .....~~Iymore Important than I".,.
for cuatodlan-del8gated maintenance operations).

1bIre..... variety of factors which go Into eatoblf.nlna •
ayItIm of priorities, but the following system is 11m..and
mOlt relevant to small and medium residential main.
nance operations.

~

a.pter 2.3 - 31 • FICWda MaiDteDIDCe M·n t

._ ._ _ c'~<7,\



.. . ..
. .

This is a simple. (or complex) analysis of each task In. the .
job and analyzes which tasks are sequential and which.
can be done at the sama time [PERT]. The critical path
[CPM] Is that sequence of activities each of which must be
completed before the next can begin. It is in fact the path
which determines the least amount of time the job can
take.

&. faEeABIi A HISTQliBAM

Your orgf1nization doesn't need a licensed plumtn-;i \\1 tum
off a faucet: a licensed electrician to rr ,lace a blown fuse
or a licensed roofer to unclog a gutte' on a one story
house.

BUT nor does it need a handyman to repair a tube In a
eteam boiler; or a janitor to rewire a hallway or a volunteer
to service the elevator.

Conduct some visits witi1 your staff iO get a flavor of what
level of skills are required and what the staff possess.

A histogram Is a technical term for trying to level resoun:es
or we might say -stretch Inadequate resources to service
overwhelming demand". What It really means is thinking
through how work will be allocated and how you will make
the adjustments necessary to the work load without sacrl
ficing all planning on th. altar of complaints. Thla chart
Ihows relOun:e levellt,'~. Perhaps we can stretch the
side'alk sweeplrag from everyday to IVery other clay.
Maybe we CGulo'. buy a palM spray gun and compressor
and cut down~.. time to ,0..:;alnt a unit. this can get
complicated and aophiatlcatedor simple • It dependl on
your organization.

"

After Identifying the VlOrk to be don., detennlnlng who 1#

should do It. when it should be done by, what equipment
will be needed and enluring that the supplies are on hand
or It,. ordered. now comes the hard part· getting it done.

Getting work done is ensuring that the pwrson reaponllb:'
gets the work order and morlltoring the work until c0m-
pleted utllfaetorily.

-
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.STEP 6A: Monitoring Communication

It Is essential that thsre be constant communication. 'Noth
ing is worse than allowing expectations to be built in the
mind.

The flow of information should be based on the principle
that any action proposed or any proposed action to be
changed should be communicated to all three parties.

fquptE·

A unit Inspection shows that a kitchen sink drain should be
repaired. The occupant Is told on Wednesday that It Is a
serious problem (response time 4-48 hours) and that It will
be clone sometime Thursday. Unfortunately, the neces
sary parts are not In stock and they won't be available until
Friday. The manager knows of th~ delay. The worker
knows of the delay. So should the user/occupant.

In evaluating the work performed In terms of Its cost, Its
effectiveness, Its timeliness and Its qualit), an organization
must en,'ure that there are agl'88d 0f1 standards by which
to measure each of these.

SIEP 7A: SETTING STANDARDS

Standards are really comparisons between norms and
aetuall. Thus an organization needs two elements.

Obviously, for an agency to be able to set standards It
must have on the one hand Information about the perfor..
mance of work by Its own staff and vendors and on the
other lOme set of standards by which to measure which
... more than tha supervisor's subjective opinion.

It Is thus apparent that without some kind of written or
recordad data such measuremants can't be made.

Oapter 2.3 • 35 • FICilities MaiIlten·nce MaDapmeDt
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· STEP 78: ·ANALYSIS OF THE INFORMAnON, .

Once the data is available what we do with' it will determine.
how rigorously we collect it. Clearly we can use it to ac
complish the following:

1. Analyze personpower utilization measuring
such things as prot'uctlvity by type of job, by
type of employee, b~' type of proJ· 'wi etc.

2. Determine the relative costs of using staff
versus contractors for similar jobs

3. Identify trends In maintenance to determine
whether from a cost or quality viewpoint,
certain equipment and building elements
need to be Inspected or selJ'Vlced more or
less frequently or whether they may need to
be replaced.

4. see if the responsiveness of the organization
matches the prlor:~,! designations.

5. Are certain tenantlloccupants more abusive
of apartments tha.. others.

e. Are some fumishings or materials longer
lasting than others.

7. Tracking deviances in costs and especial!)'
detenninlng what kind of cost controls, inves
tigations or budgetary changes nHCI to be
mace.

8. Tracking vwhat materials are essential to have
on hand, what materials can be bought in
larger 'Iota' and what materials ca~1 be pur
ch8P'1 as n.eded.

An organization was having ~-~ f" ')fit and Loss statements
anatr...Jd and was concentrating en revenue losses and
the cost of energy. On closer ew.unlnatlon It was dllCOY
ered that the water consumption seemed high. Wat.
consumption was then an~zed and conipared betwMn

~._----------_._------------_.--
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APPENDIX A

WORK ORDERS



.' O"T..E,: .
, .. .

·SOURCE OF wonK O~DER' REOUEST
CODE

j SCRIO£::: 1 1'

PLANNED/SCHEDULED CODE:
INSPECTION TYPE:
TENANT TYPE:
OTHER: 1

- ---- ---I'NSPECTOR:I ICODE'
---.--,,: - ---- -- -.NAME: ,::::::~P:H~ON~'E:: :~:::::::=

CODE:
SOURCE:
COOE:
SOURCE:
CODE:
SOURCE:
CODE:
SOURCE:

ANALYSIS/DESCRIPTION OF WORK o~nr.R-..
TASK 1: .
TASK 2:

TASK 3:

TASK 41:

ASSIGNMENTS/SCHEDULES
STAFF STAfF COMPLETION
NAME CODE DATE

VENDOR VENDOR COMPLETION
CODE DATE

TASK 1:

TASK 2:

TASK 3:

TASK 4:

REVISIONS/NOTIFICATIONS
RE-ASSIGNMENTS

TASK I:

TASK 2:

TASK 3:

TASK 4:

DATE CHANGES
/ /
/ /
/ /
/ /
/ /
/ /
/ I
/ I

NOTIFICATION BY WHOM

COMPLETION/DISPOSITION
DATE

COMPLETED
TASK 1: l I I .~,

TASK 2: I / /
TASK 3: t / /

·ASK4: I I ./~
.ENANT SIGNATURE:

PERSON MATERIALS VENDOR TENANT
HOURS COSTS COSTS CHARGES

C I J I ~ [ • l
~- I ~ I l I l
I L L , --, I ~

I r [ I L I I I
Er1PLOYEE SIGNATURE: :

... - . ~ . ...-- -_. .._. --,_._--- ,



APPENDIXB

WORK ORDER ANALYSIS FORMS
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DATE: I I I I . TIME:

rAh.._ •.:ii:s
____I

l NO:

ANALYST: l I

PlANNED/SCHEDUli!' CO')£:
INSPECTION TYPE:
TENANT TYPE:
OTHER:

~

SOURCE Of WORK ORDER REQUEST
CODEI 1::::::::1:=:'&10111 m=E: I . =3

. .
ESTIMAIE Of WORK ORDER DEtlANDS _

AOtNCY DATABASE ESTIMATES OTHER DATABASE ESTIMATES
EST. PERSOtHL HRS ESTIMATED EST. PERSONNEL HR.i ESTIMATED COST
STAff VENDORS COST Of MATERiAlS STAfF YENDO.lS Of MATERIALS

TASK 1:

TASK 2:

TASK 3:

TASK 4:

ESTIMATED COMPLETION SCHEDULE

DATE
TASK 1:

TASK 2:

TASK 3:

TASK 4:

.S)

l I

.f

l I
~

4 I l • l I l I o l I 4 I ll-' l ,-
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APPENDIXC

WORK ORDER CODES



I SERVICE CODES
N S N 5

Firat DIOIt.-AcLlan 160 161 ClrculL Breaker 411 Caten besln·
162 163 Clolet. poi~/thelr 413 ottwa\JPP'1L

I service 164 165 Inter~..~ dOOr 415 DHW dtstr tlone Repelr 166 Oaar· NrdwDl"B 417 OHW Netlng ccmponents
3 Inaten lee ThN.lshold 419 Water f.upply
4 Replece 1'0 Pess. set. 420 421 Uaste line
5 Remaue 172 Coue mouldl~ 423 Srl'lnkler head
6 Deliver 173 Flaking paint,;
? O\eck 114 WIndOW glass
8 Cleen/CI.r 176 \'71 WIndoW lash SOl Steam line
9 Other' 178 Window Frerne see 503 HeeUng ~It

180 lUI WIndoW herdwre 504 506 Steam value
second 3 DI.lt..-~ponent. lee 183 Screen sl7 Radletor tnlp

IEM Sheue 5a3 509 Nttn·eleclrlc thermostat
H S lea 187 C8ulklng 511 HeaLing supply

IEll IeJ weatherstriPPing 513 Heating dlstrlDution
100 101 EntryDoor IW 191 Welding/lUning 515 Heeling plant components
loe E~DocrLack 1ge 193 517 PubliC space heater
104 QllInder 19' 195 Plpecoverlng
Ice En~daar hlrdwlll"t 196 Leek Cl.k*noWn origin) SSi Boller
Ial Hoi. crlCk..:elltng SS3 Burner
11O HDI.'crlCk~ll -
112 ,.Iaort....
114 118 ceramic ttle'wen EOI Pleat..wells 601 Light fhcttre
II~ I 11 cer....lc tll./Flocr eo:s Pleat..Cllllng. 603 Light switch
liB ; 19 Wen cmlnet 251 Paint .nttre apertment. 605 Receptacle
1m ~'=!I Base ceblnet ese esJ Paint cetllngs £1:)7 Ott.... thermostat
lee I~ ICltenen II'" E!54 es5 Paint wall. 6C6 609 BaseDoard heater
lat Kitchen Faucet. E!56 E57 Pelnt trim 611 Electrlc9ncJke a'~
1m 121 Kitchen ..-aln/trlP e:s esl Pelntllnlsc. 613 St.:=eret.cr
laJ 119 CoIdertOP lI60 261 R-eij.... strfece 615 Tresh ector
130 131 Beth.~ e62 e63 Wallpeper/contact paper 617 Exter'or lights
132 Beth II" '~t. e64 Tepe epartment 619 Trensformer
134 13i Bath I'. dreM/trlP E67 Lead paint 621 Building fuses
136 ShaW.. head 623 Elevat£r
138 139 5t1awer I'IIbclng uelue 625 Doer Be11
140 141 Tub 300 JOI R~e f21 Intercom
142 Tub Faucet 3CI! 303 Refrigerator 629 Timer
144 145 Tub .....ln 304 J06 Dther appliance 631 fan
146 141 Tallet 63J Pump
148 Tallet. seet. 6:!i Motor
ISO fluShalllter 400 401 We....lng mllChllll Connections 6J7 SAlltch gecr
IS! Beth ecce.IOrI•• 4CI! 403 BlI.r~ 6J9 Emergency LI~t.
154 Rtcetltecle~,. 4<S Bel line - 641 Etnerg:ttt CD I
158 Sallteh plate 401 Metn It.eck 643 Hanway L gill

V
158 9ncke al"'" (btltt.ery) 409 Aaof It.ec:k 645 ',"rlng

'0 N-NEUTRAL "t<ILLED

-- II--4 I 4 , 4 I l I 4 , 4 , I ~ fl 4 I I .--
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". ..
Building Addre.. Week of----
~h. followinq items should be checked e.ch we.k. PlaceVif work done •

.~ Place X if wo~k n••ded.
~: ...,

•

•

I
GENERAL EX'l'ERIOR" CONDITIONS

can./cover. neat
-- Sideva1k/. f:eps swept.
-- Ice/snow r..aved
-- Liqht workinq--
BUILDING ENTRANCE

Doors .ecure , locked
:: window 91... int.ac~ , clean

Mailboxe. loc~.d , orderly

HALLS

Floors swept/v••hed
-- Ceiling litht.s workj,nq
:: ~ree of rubb1.h

ROOF

Roof door clo.ed , locked
-- Fre. of :nJbbi.h
-- Gutt.er. clear
-- Leader drain op.'n
-- Roof surface s••led
:: Skyliqht ql... intact

FIRE ESCAPES

Fre. of any objacts
:: R&111qil an~ 3:;:".~~r. ..cure

and ill plac.

cellar door secu~. , locked
--- ceiling light. work
--- Floo~. .vept.
--- Free of rubbish , furniture
--- No rat hole openinq.---

SCPPLY ROOM

Door ••cure , locked
--- Ceilinq li,ht. vorkinq
--- Floo~. swept.
--- Supplies .te~ed ne.tly
--- Adequate supply inventOzy---

BOILER ROOM

Door ••cure _ locked
--- I~el oil Vauqe cl~&ft·=Adequate fuel oil supply

Oil baZ'ner IIOtor o11~d--- ftb.. cleaaed= lurnazo tip' cuban-free

_C:Oiiiiitm....~~AH__D......S_%iiiiiiC_E_Y_A...RDiiiiii.2

___ Yard. clean , svept
Sever dra1n. opu , clean

--- Yard free of ob~U'Uct1oll8---
SOP!:R •S c:oMPLAXlft' SJIEft

All i~ corrected---

-'"

LISli BERE DESC:JU:P1'%OR OF MY WOIK NEEDED:

----.~.-------------=l....

Siqnat.ure _

"

Da~•., _

:

aJ:ANItG - 1.2

\~
--- -_...._-_._-_••_---~~_: --="!'•.~
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'. A YEAR-ROOND !"AINTENANCE C"'HECXLIST

Fo~tun.tely, you don't have to do all repair work a~ once. bu~ cAD
apread it over the four sea.ona. You may chao.. to do cer~a1n maJ.n- ~

tenance joba in either sprinq or fall. ~hi. 8uqgeaeed plan will hel
you work out your own schedule.

SPRING
(attar the raina)

-' Gtom window. - cJ.ean, repai:. pI.int and .=re
- SereeA. - put up
- W1ftdav boxe. - treat for ru.t. tben pain~

- Qutatda faucet. - clean an4 repair
- Ter.mtte. - hunt for trace., call exte:mina~or if found.

In.oect and reaair:

- Roof, chimney, ou~side walls
- Dratn. &Dd clown.pouts
- Driveway., walk., terraces

SOMMER

- Funac. - clawa aIUlually .
- Chfmney. - claD e,,8%Y third summer
- It.acl1&t:or. - check for leaka, repair bmku valve., check fUtaz.
- Gara,e .. put ill ordeZ', utl p.~t: Cell8ftt flooZ', if ne.d.d

- Exterior pa1AUZS, - do every thre. to five year. (may be daae ill
apru., or fall)

- Ouu!da fauee" - ua1D &lid tum off
- Sco;:;.eD. - clea u4 pac away
- Sa= viAdov. - pat: up .
- AvftiA"8 - claa, pa1D~, .tore
~ We.dler aUipp1zlrJ - 1Dp.~. repair or iIl.t:all
- Tena1u. - bat; for =ace., call extem.1.ftato~ if found
- raca. - cepuz UlCl paLAt:

ID.!!!~ and r.pair:

- Root, cbillney, cae-ide walla
- Dz:at.u aDd· down.paue-
- Dr!ve"a,., waU., teft.ca., oa1:cSooZ' • tair.
- FoandaC1oll, =.,,1 apace, cellar, a1:tic
- WiDdaV8 and doo~.

:

'. . .....-,..... .:.:.
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- ~~::~U-_:. C? :~.~~.:::~:.\.:::::: O?!?~\'!'!O!IS. . ..

l. r"!oo:- !:~~.t~..:::..~:=:- Clo;'e:t.: D~11·t ~lee~:li'

('.J Col.lf!er..,ll. ctl~!Jr1.:; ;a,nd rc~o'''t" ':" .. Yo

r=in inc1~~:":\tor rOD:l
b) ~j01:;h floor x
c) 'bsh slp sink x
d) W01Sh v0111 ~rea Adj~cent to inc1n~tQ~ chute ~

'......
2. Corridors

a) '()ry I:IOP x
,,) ne=ave v&l1. smudaes x
c)~ and. d:uap v1pe &Sh t~ys x
do) Wasb tloors aa4 buff' x
e) Replace c1ead. bulbs and. a:st floors x
t) C'.,n elevator saddleS X
.) Strip and.' reseaJ. :t"loors eYU7 ,. aoa.
h) Cleu Vellt Fa: ;r1Ue on vall x

3. St&i:vells
&J Sileep
b) Wash x
c) Dust s~1pe eqU1pent X

4. La'bbv
& &IptJ' aZI4 damp Vipe &all 'trays x

(
'b Dut tum1tuz'e etc•. x·
c na..P. ripe eleva=r 4aor ud -.u boxes x
do ..., aZId. butr t1car x
e Clem &11. C

'
I'. areas x

r DIIIp IIOp 1"i.Ib'bc- au x
. IIIIIaft van ...... X .-
II) St:'1p, meal. azId. vax floor ... Deeded

5. Elevator •

~., UIll butt r1aDI' x ,
'b J)uap V1pt &lid. 10

"
• but'toA p1&te x

c V.. cei'1nl aid. V&11a &1~veek

&.
~a-UIll-U x '.

11 ~."'"·I ' X.
c awtJ u= ~J.

---:II:
"aab 1a_~1 '"e'!!d1"~ tu.t=es :II:

e) J)ut vaUa x-:,

7. '.:u..-t Cari"idol....
'i) SvHJt tJ.oc='s xbl "&all lloon x
c P.mn~""e. :II:

r , 8. Efter10r ot buUcUzu:
&>, Ii., v&iki and.' exteZ"1or area-,\; OD alte=&te~
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. ELEVATORS

a) Only authorized persons should operate elevators. Adults

should accoMPJnY children if possible.

b).Instruct children not to tamper with floor buttons.

c) Adjustments to be made only by mechanics.

d) If elevator gets stuck ~etween buildings use elevator alanm.

Do nat try to move the car until competent personnel are

available.

e) Make certain elevators level with floor. If they do ~ot9 call

the elevltar".nechanic.

f) Notify tenants not to exceed the maximum number of passengers

to be carried9 as shown in the sign pasted in each car.

g) Keep ~Ir floors clean and dry.

. . ...~ .

. j.;' ~',

'.

....
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, ," Er~tOYEEs' ..

a) Instruct employees 'in the safe way te de the job.

b) Report all injurie~ fer treatment. Even minor scratches may

become infected.

c) Forbid horse~tay on the job.

d) 1ell employees.not to try to lift objects too heavy for them.

He, or they, should get as much help !S possible.

e) Work shoes. in good repair. should be worn.

f1 Unifonns should be provided, bear.ing the name of each

employ~e. so that the tenants will know those persons who

are authorized te be in the building.

g) Deposit all 10Gse garbage in bags, before dropping into

the incinerator.
•

( h) If incinerator is in use, do nat deposit flammable materials

or. pressurized cans in the incinerator.

i) knew the location of all fire-fighting and first aid equipment

in the building. '

j) Approact;;~~ to fire fighting facilities must be kept cl'!ln at·

all t1~~.

,',. "

"

,"

'. .
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~nit: ;:

LIVING UNIT INSrECTION FORM

Address:
Circle one:

LIVING - BED - DINING - HALL OR ENTRY - STAIRWAY - OTHER

ITEM DESCRIPTION CODE
ENTRY DOOR & HARDWARE
FLOOR/FLOOR COVERING
WALLS

INTERIOR DECORATION
TRIM -CEILING
DOORS
WINDOWS -
SCREENS

SWITCHES
LIGHTING
RECEPl'ACLES
BEATING maT
CLOSETS ..
'l'BERHOSTAT
~TA%RS

HANDRAILS

INTERCOM - DOORBELL
MAILBOXES

SPRINKLER HEAD -SMOKE DETECTOR
EMERGENCY CALL SWITCH

.-

Key: Ruark.:
1 • ACCa!~abla
2 - Repa r
3 • Claan .
4 • Raylaca
5 • Pa not
6 • N/A
7 • O~~or (Specify)

•

•

•

•

US Aqancy

'. .

OKK A.~oci.t •• , IDC.

'1;(62.5 . •



Address:
:. LIVING 'UNIT I~:SPEC'l'IO~ FORM .

Unit:. -.

BATH

I
ITEM DESCRIPTION CODE

FLOOR/FLOOR COVERING
WALLS

IHTEBIOR DECORATION
TRXH

CEILING
DOORS
mIlOOWS - FAN - VENT

SCREENS
SWITCHES
LIGHTING
RECEPTACLES
HEATING UNIT
Cr..oSETS
WATER PRESSURE
U.VATORY
HEDICINE CLOSET .

'l'UB

SHOWER HEAD VALVE ROD
TOILET AND SEAT
CAULKINC

EMERGENCY CALL SWITCH
PAPER HOLDER - TOWEL BAR -
SOAP DISH - ACCESORIES

Key: Remarks:

1 • Aceeytabl.
2 - Rep. r
J • Cle.n .
4 • Rellace
5 • Pa nt
6. N~
~1 • 0 er· (Specify)

'. . ..

OEM As.o~ia~es, Inc.



....... ,

Address:

" COHHON'~REA INSPECTION FORM

ITEM DESCRIPTION CODE
SIDEWALKS
YARDS/LANDSCAPING
PARKING AREAS
~OR STAIRS -Er:ERIOR DOORS

FENCING
PLAYGROUND EQUIPMENT/AREAS
AREAWAYS
GARAGE AREAS
MAJ:N'1'ENANCE SPAcEs
EXTER%OR LIGHTING
DUMPSTERS AND PADS
LAUNDRIES

DRYING YARD AREAS

IDBBY
COMHUHrl'Y ROOM

IH'l'ERXOR STAIRS

ELEVATORS

MAILBOXES

CORRIDORS

TRASH ROOMS

Key: Remarks:

1 • AceefUbl.
2 • Remr
3 • Cl4 • Ra~.ce5 • Pa t
6 • N~7 • 0 ar (SfecifY)
8 • BI;ken G •••
t • r re Code
10 • safeiK Code11 • He.l Code

::

•

•

•

•

•

•

•

. .

OEM Associates, Inc.



.. ..
-). /..:re :-cof f:lns, oi=erat:~n'!i CC:1't.i~uousl::·~: '::es ::0

b) i::'t.er.nitten't1j'?

c) Night ::hut ':'~\-m I'rom~ ? .M. ':0 ~;.. .H.

8) Temperature of I:c:es't.ic Hot ~later: degrees.

9) When "'ere coil type hot wa.ter heaters or storage tanks l:l.st inspected:

___________• Cleaned: _

10) Have apartment thermostatic tra.ps been checked?: Yes

When?:--------
I~o •

...

il) Tube cleaning: :I.. How frequen't? _

b. Present condition: .' '_

c. Last cleaned:-----------------------
d. By stat! ; by Contractcr _

12) a) Is boiler room log maintained? Yes_ No_

b) What intorma'tion is logged?--------------------
13) Are heat complaints by tenazrts recorded?: Yes_ No_

14) Heat conservation campaign!: Yes No- -
(Attach semples ot literature it possible).

15) Are tbere aD¥ apartmeDt lines or b1Jl'd1ng areas too hot?: Yes_No_:

Too col4: Yel 10- -Locations:, _

RBarks:

Hote: Ad&! aJt¥ add1:tioD&J. pert1DeDt CaBaDtI aDd exp!aD&t1ons ot auvers to

questions ~ thz'u 15:

l __•• ~.l·•••
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OVERALL FACILITY
INSPECTION CHECKLIST
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'''npatty ""'WIla1NO
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I'mprtny 1lOIIlIG. or:1lftfla

PronertY rno-ea. 1'IqeG. lr,1l'VfteG........,....
Weftd tree

TrltM10ll

GtOWlftlJ
FetlllllClG

EOQllCI

SIW8llftY

TrltNftl!G
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'...........
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s..-
PluMe.......
v...- ._
, .... MM' ••••.......,......._.

....·'14.......~
~ .__ .__•......._..,......_ ..__._--_...--~_ ...._..._- _..o.s_..... ..._.... ...._.__.
............. lM8Ct. _. __._ ••__._•. _ •.••_

~. ..Tr..._ ....... . . M._

~ -----------------------_._-s....,. , DII"'" _

CJ£ST AV,MLABLE copy

·... :.'.



~I

' .. " .

(;rNt:W\1 III1ILUINr.

It~S"':CHON C'IECKlI~ t

'I ' "

... : ".
,'...•...., :

.0 ......... ,

" , ,
': ,. , .

• "', Ivy , ..

...... ........" .......,
••••• , • ." .•, , ·1•• h .

· , , , .
· ,...•..
'" ' .
It" •• , h ••

.........11...... ,

WIftdOw W~I. Siore'ronts
I ••• " , ,.·•••h .

............ ·4..... '

......_,." ....

.............,...,.. ..
II :,

; 11· ..

i~ '·,_..·,

, <••.., ,

t.o: "",.. I.''!».''

.;'_.4," II " :I••y

:'10.. ...p' ' , :.

, .....,.......
......................~ ........,
.:.::... • ~th t- -.v c I "'~.I"'·

:.........,
n.::••",
D .....' .....

............_,~N1_ .
.......... tt.IIh!I~, :1

"" Il:III~llt\

Aecft ...

a. ......

...........,
·.'1.....·'

1\ ,

",,',1

u•• " •• ,

I),.......... '

1··" ......11.....••

::

.I ~. .. BESTAVA~A8LEcopr

'.'.,

, ...,'..

/

?J
~ .....

'.:: .3~



.. ..

INDIVIDUAL ROOM
INSPECTION CHECKLIST
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FOR ELECTRICAL SYSTEMS ....
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1. Outs1ce S1amese connec~~on in good conci~~on

SPRINKLER

1. Shu~-off valves seals open
2. "Outside siamese conne~tion 1n good eondi tion
j. ,SFinkler heads in place and in :Opera~inrJ 'conai. t,10n

F ~ CARAGE'·'

1. ,'Self-c.·losing d,~vices of doors (including vestibule) in
good conditi:.n

2. Clear of rubbish
3. Suitable extinguishers present and in good condition
4. Electrical wiring in conduit or ax , switch junction and

fuse bexes with covers , free of tampering
S. Sprinkler heads i.n place and in operating condiE:'Cii
6. "~o Smoking" signs pas~ed _

G. GENERAL

1. Storaqe and use of more than 20 gallons of flammable paints
by painting contractor:
a. Empty containers removed daily
b. Haterials stored only in approv'~.""'a~p"!"'aint and storave

locat.ion'
c. Free of open flamec wh.re'fl,mmable and comb~3~ibl.

mixtures are stored or used
d. Suitabl~ extinguisher for oir-lrres present and in vooa

condition
e. Fir. Depar=;ant p.r.mit obtained
f. Doors of ap,prov.d p.int storage -a~r~ea--have self-closing

d_vic.s in vooa contition
2. Us. of more than 20 gallons of Varnishe., Lacquers, Fl....bl.

P.ints and Enamel. to maintain Apartments and Hallway., etc.:
a. V.I.O. ar. not stored such a. b.nzine, naptha, etc. 

Check label. or cont.in.rs
b. Sprinkler h.ads in place and .n operating condition in

sCDra,e roCID
c. S.lf-closinv-a~o~o~r~(s) in place and in good operating

condition
d. ·-~e of ~o~r~ta~b~l~e electrical appl~&Ilc~s in storave roaa __
e. ~o SlIOkin,- sivn poated on rOOlB doo~, etc. _ ...
f. 10 lb. dry chUlical extingui.ber in "carage roorA .nd ill

good condi~on
g. Ellpty paint can~.~r~_~oved cl&ily
h. Paints thinned only in s1:Orave ....~r~.~.- _

19
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'": rtI1nor/Ma,or Notes Insc. Ol' . _.
5. ,Number of extra sprJonkler .. ..~ ,

heads available for the ,
, ,

refuse room.1. STANDPIPE SYSTEM I I,
Con~ro! valves properly~.

charted and labeled
2. con~ol valves pr~perly

chained in the ogl~n Dosition "
• All s~dp~pe caps are Jon , .'glace .

-1. StandD10e hoaes are in olace-- Standpipe Te&~ Log 1~~.

current
~ Shutdown warn~n9 procedures
- in'olace

II. "SMOKE DETECTORS ,

-. A""I'l smoke detectors are
alace and tested

2. LoCat10n ot all smoke
detectors are logged

""'"-I. SmOke detector log 15 . .
current

4. Number of extra smoke ....
"detector units on hand .

~'

IV. DOORS.. ROo! bulkheaa doora lIre .• .1 ~ ~,,,•
rated and self-closina

2: ROOf door al&J:IU astalled .' .i "

and workinG . , ..
3. ~11 stairwell ana hallway "._.

doors are self-cloatn, with -- _e•.•

- • ~1Ght fit
-4. All ex1t doors are properly - -..

marked
v. FIRE EXTINGUISHERS
1. Fire ext1ftgu1shers properlY -.: •• ...-MOunted 1n aDDroDr1at~ locationl , -- 2. F1re ext1ftgu1sbers properly .. .~

rated for sUb1ected use ,

3. All fire ext1ftgu1shers a".e .
properly logged wi~ current re- ,

charaina entries
4. AlLl fire ext1ngui.sbers ref~lled

- or recharaed within one vear
F1r. pa~l. ot sUld ava11abl. :1.n

#.

.: '5. " .
boiler roo... f!J .J..

• I

. '.-

•

SICllB7
, .

. .
. :::, ·5"
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. ~ -, ' ,uln~ INC.
THIRTY.NINE U~WAY

NEW YORK.. N. Y.l0006 .

(212) 26P.S951

PREVENTIVE MAINTENANCE !2! COMPACTORS
..

4.

• 8

'. .

1. Check that the switch on the control panel 1s in the
"on" or "automatic" position. Hake sure that th.
main power box or circuit breakers are in the ·on
position.

2. The door of the compactor must be closed for operat1~n

of compac:or. ae sure that the door safety switch 1s
made when the door is closed.

3. If the machine is not working check the bag full
switch. Switch should be reset when new ba~. are put
on the campactor.

If the machine isn't operating check the motor .tarter
overloads. On most control panel doors ther.'s a r••et
button to re.et ov.rloads. If this button caD't be
fOUnd on the door of the control panel it caD be foand
on the motor start.r in the panel.

S. If th. ca.pactor 1. not operating cheek fo~ bloVD
fu.... If a fuse,s) i. blown, r.place it witb aD
id.ntical amperage fuse.

6. If the machine is not operating check the oil le••l
througb the oil fillar cap on the tank. Ho.t
cc.pactors ha. a low oil level shut-off switcb.
R.place only with a hivn-grad. hyraulic oil. Cbeck
for oil on the floor underneath and around th.
ca-pactor. If all Is spotted It.means you have a
l.ak. Sbut off coapactor and call for servic••

7. Coapactor should shut it••lf off wh.n th.re Is no
garba,. in the chamb.r. If ca.pactor continuously
runs. cl.an photo c.ll lens and refl.ctor (on opposite
sid. of photo cell) with a..onia and a cl.an rav_
SOB. mod.l. u.e a standard type of light blub iaat••d

. G1 a reflector. In this ca•• it i. advi.able to clean
or r.place tb. light bulb. If compactor still ~aaa
c~inuously with no garba,e in the chamber, sbat off
b.tv~ us•• and call for repair. Allowing yoar
ccapactar to run continuausly all day can caus. d..ag.
to oth.r parts of .the machine.

:

C:;.r I

----.~ ll"h
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,uln.. _ INC.

PREVENTIVE MAINTENANCE

£!~!!!!2.~!

!~~!~!

THIRTY-NINE 8ROADWAY

NEW YORJC. N. Y. 10006-
(212) 269-5951

"

All duties include:

ROOF FAtlS--
Checked daily for operation.

Ch.cked bi-monthly inspection - b.lts, bearings, lube

SDKP PUMP--
Ch.cked d.ily for sel! lu~.

HEATING SYSTEM POMPS

Ch.ck.d d.ily for operation.

Gr••••d bi-monthly.

BURNERS , 80ItERS

Checked d.ily - Filt.rs check.d cl••ned if nec•••ary
once • v...k.

Check trap. - strainers.

H.V. UNITS--
, Checked d.ily for oper.tion.

.. ..
I

.\t'\V - I__""_"l -\
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CAR
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PIT
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Col•
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al-. '.
.....I&y
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81.......

Cl.... _tor'" blow
... wttt. 1Iel1...~

ex.... alact cable
...,tee.
If uclal. tracttont,.,. til• ....,..
.....14 dlec• ..s
• 11: .

Dral. and cl tlQr'a

tear ca _tor
bearlag wlla. a.fUI
vlth .... all. Chee•
.,atder bolte _ rtng
gear.

Clean .ntlre .h.f~ay of
acuel•• all. du.t. nat
or otlaer foreign eub
atanCQI.b"'_ traveUng ca
bl.. and COftnectlona.
Check .lectrlcal condul~

fa.tenlnge •

Test car aafety.
Tltta shoul4 b.1l dane
preferably by an el
e"ator CCMIIp8fty
Re-babbl t holat ca
ble of~ el..,a
tors.

Re-babblt all cable
connections on .sn.
type ele.atora•
Method for shackling
.,Ire ropes.

Run car to top floo
level. If counterw .
lands In pi t or on 00
er. cables should be
shortened.
If car I. equfp~ wi th
car and dn. weights.
the .tnJ~ clearance
between the .e~. of
_lghu should iH.:8
Inches.
Check countet"Vefght
guard of .,arnlng
chains.
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Table at CODtents

1) Location Designation Procedure

2) Program Report Procedure and Schedules

3) Proqram A~"dit: Procedure and Schedules

4) Exterior Lighting Procedure and Reports

5) Mechanical/Boiler Room Procedure and Reports

6) Fire Extinguisher Procedure and Reports

7) Elevator Equipment Procedure and Reports

8) Refuse Chute Entry Procedure and Reports

9) Lighted Exit Sign Procedure and Reports

10) Exhaust Fan Procedure and Reports

11) Equipment Enclosure Procedure and Reports

12) catch sasin Procedure and Reports

13) Guttllrs and Downspouts Procedure and Reports

14) Building and Grounds Procedure and Reports



I ,

( ,

(.I

·0 mCC:!l., n I C:I .: : ~csn~ "pump o:a:, i: limp' I , ~ ~C. ; .

(rt I:; .,·1:::;0 1I:":'cllI1 to plO\cc :~ICJn:": on rncCh~nlC:ll room.
doen. wllicl1 uunlbCl" thc room :Iud lC:lvc no <lmciquity Cl~ t.o
which mcch.'1nicnl room i::z which. !t i:::; ::iuggcstcd th&lt· the
::iamc lcCt: to right or clockwi::ic numbcring pClttcrn be uscd
whcn making ::iign::i.)

4) When crying t.o designate items of the same type located
within a sinqle room, similar guidelines to the ones
used for larqer scale structural items can be borrowed.
Use the primary entrance as the orientinq point. Either
designate items by a clack-wise numbering system or by
labels such as "far lett cornt!r" or "middle right wall"
which are based on their relationship to the front door.
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Purpose: .

To assis~ in main~aining a safe as well as cost effective living
environment, the 1Il.anager shall implement the Planned Hain't.enance
Service Programs by assigning maintenance workers in accordance
with the Programs Implemen~ation Schedule to perform the
inspec~ions and services as presented in each procedure, viz.,

I
II
I
I
I
il

S,rvic;e Minimum Schedule

WtteJcly
We.Jcly
Monthly
Monthly
Monthly
Monthly
Monthly
Se.i-annual
Se.i-annual
ai-Annual

l)·Exterior Light Inspection
2) Hechanical/Boilar Roo. Inspection
3) Elevator Equipment Inspection
4) ~ire Extinguisber Inspection
5) ~igbted E2cit Siqn Iapaction
6) Refu•• Chute Entry Inspection
7) Equip.ent E::lclosure Inspection
8) catch Basin Inspection
9) Exhaust Fan Inspeetian
10) Gutters/Downspouts Inspection

Maintenance Worker Responsibilities:

All completed acca~tability reports are to be submitted by the
pertorminq maintenance worker to the assigning supervisor for
review, approval and. the schaclulinq at any required correct:Lva
actions by generating specific work, requests. Tho correetiv.
actions initiated are to ba natatad on tha accountibility report
by the reviewinq .'authority. Tlds will usually bo a work onler
number aracl elate. A copy at tile accountability report: is torwarded
to the manager' for review aracl record-ke.ping purpos.s it he/.be
is not the reviewing authority.

Manager Responsibilities:

To ensure! the tillelv iapl••antation of the procedures in this
proqraa, the lIaIIaCJer vill review and update tha Preventive
Maintenanca Implaentlition Scbedule.

ft. schedUle for each procedure is sbown by ei1:hl1r a slash for
aonthly or ...i-annual inIIpeetiono and an X for v.ekly
inspections. CoIIpletecl aontbly or s_i-ann"al inspections are to
be indicated by crossiftq the .lasb. Coaplated weekly inspections
an to be indicated !:tV shading in one quarter of tb. X in the
appropriate box. (Sa. key located on tha Impl..antation Schaclula.)

Accepted (COIIplated) reports are t() be filed by type of inspection
and hald for a period of tva years. Tbey are subject: to ~t1ne
~iev as well as scheduled work performance audits.

10/88
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Preventive Maintenance Inspection Program Schedule

Development: Tanners CQurt -

Procedure J F M I .. M J J A S 0 N- - - - - - - - - - - -
Exterior Lighting X X X JC X X X X X X X ··- - - - - - - - - - - --
Catch Basins / /- - - -- - - -- - - - - -
Buildings and Grounds X X X X X X X X X X X ,

•

Recordkeepinq:

~~eekl}l' • 0 Monthly or Semi-anraually • [2]
For weekly inspections, shade one quarter of t' ~e X ea~h week
as each inspec~ion is co.pleted~ reviewed and accept:d.

'For other scb.aduled inspections, eras. the slash as each
inspection is completed, reviewed and accepted.

•

•

Reviewed By~. -----------------

10/88
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' .. . . .
preventive'M~&nten~nbe In~pection program Audit Procedure

Purpose:

To attain and naintain continuous, efficient and uniform
Preventive Maintenance Inspection Proqrams in all housinq
developments, an audit to ensure comprehensive and timely service
performance shall be conducted on a semi-annual schedule by the
reviewinq administrator.

In a pre-arranqed conference at the development with the
Maintenance Supervisor and Maintenance Mechanic, the reviewinq
ac:lllinistrator (auditor) will review the implementation schedule
and accountability ruports for:

1) Implementuotion

2) Work Performance

3) Record Keepinq

4) Comprehension of Purpose

5) Corrective Actions Taken

Responsibilities:

The aUditor shall record tiDdinqs and comments on the Preventive
HAintenance Inspection Program Audit Report. A recomaended
overall ratinq will serve to e.tablish the next audit report,
i.e. a rating of mQ.CCEP1'ABLE or GOOD will require reaudit after
one month: a ratina of EXCELLENT mandates re-audit after six
months, which is the reqular selledale.

In addition to a review at the schedulinq and reporting, the
auditor in caapany with the Kairatanance Supervisor will conduct: a
brief inspection of those i~ .ervicac:t to insure that the work
i. beinq perfor.aed in an acceptable .anner a. stipulated in each
procedure.

TIle coapleted audit report i. to be subaitted to the Executive
Director or d..ignes (with a copy to the Property Manager) for
review, approval and the scheduling ot' any required disciplinary
and/or corrective actions.

All propo.ed additions and/or .-ndaen1:s to the Planned
Maintenance' Service Progru are to be subJlitted in written fom
to the Executive Director (or d_i91'ee) for review and approval
prigr to impl..entation and inclusion.

10/88
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..
. Exterior Lighting Insp~c;ion procedure

To assist in maintaining a safe environment and to ensure a
continuous, timely exterior lighting service, an assigned
maintenance workc~ shall conduct a tour of the exterior weekly
between the hours ot dusk and dawn to inspect each exterior light
as indicated on the "Exterior Lighting Inspection Report (Site
Plan)

Tbe site plan detines the location ot all managerially controlled
exterior livhts such as pole (Pl, canopy (e), wall fixture. (W)
and root level fixture. (R). During the tour, the inspector is to
dasiqnate any light which is not functioning by circling the
particular location on the Exterior Lighting Inspection Report.
In the cas. ot fixture. controlled by mechanical timers, the
inspector is to record on the report the current .2D and ~t ti.e
settings as well as adjust whenever required.

At developments wh~re a large number of buildings have their own
ti.ers, a separate sheet for the reportinq ot timer settinqs is
attached to the Exterior Lighting Inspection Report.

10/88 ,
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Oevclopi1lent:

'. Extcrl0~'Lighting Inspection Report

Tanners Court

site Plan

Key:
C • canopy
w • Wall
P • Pole
R • Roof

Inspectecl by~

Reviewed Sy:

10/88

Ti.er Setting:
Oft _

Off _
Adjusted .

Date:

Date:
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Hechanical and Doiler Room Inspoction



' .. " , . . ,

',Me'Cha"nicgl 'Boom/Boiler Boom Inspect:ion R(,:port

Development: Peabody Housing Authority Elderly Housing Center

Reom Location Condition Comments
,.

HAIN BOILER RH

SPRINKLER PUMP RK.

COMPACTOR ROOM

_sump Pumps.:.
No. Tested

..

___Circulator Pumps____
No. Serviced

1
10-

2
10-

3

4

5-
6

-
-

Inspected By:

Reviewed By:

10/88

Compactor
Part Serviced

Gear Box

-

Date:

Date:

:



Fire Extinguisher rrispection Procedure

To ensure that all fire extinquishers are in proper working order
and maintained according to applicable ordinances and codes (in
addition to annual servicing) each fire extinguisher is to b.
inspected by an assigned maintenance worker on a monthly schedule.

Each inspection of a fire extinguisher is to include:--

1) General Condition (such as foreign matter in ho•• or
nOZZle)

2) Pressure Maintenance (read gauge)

3) Presence of an unbroken seal

4) Cleanliness and proper storage

All inspections are to be recorded on the Fire Extinquisher
Inspection Report. A checkmark denotes approval, specify any
deficiencies in' the 'Comments" column•

......, ...
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EleV8ror Equipment Inspection Report

Development: peabody Housing Authority Elderly Housing Center

Item Cab _Machine_Room_

Cleanliness

Lighting

Security NIl.

Storage H/A

Operation H/A

Reporting Key: 1. Approved

Remarks:

2 • Deficient

Inspected sy:
Reviewed By:,' _

10/88
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Date:

Date:
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Refuse Chute Entry InspectioD procedure

To maintain a continuous, safe and sanitary operation of the solid
waste disposal refuse chutes, the service rooms on each floor and
all entry chute doors are to be inspected by an assigned
maintenance worker each month for: --

1) Cleanliness

2) Improper Storage

3) Lighting

4) operation (service room door and chute entry door
(hatch) are to be self-closing and must latch
positively)

5 Mechanical Stability, i.e. all operating parts in
proper working order.

All inspections are to be recorded on the Refuse Chute Entry
Inspection Report using the following reporting key in the
'Condition' colwm:--

1 - ,Raquires Cleaninq

2 - storage to be removed

3 • Replace Light

4 - Faulty operation (specify in 'Comments')

5 - Mechanical Instability (specify in 'Co_ents')

6 - Approved

10/88
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Lighted Exit Si9n Inspection and service Report

DevQlopmen~: rnA Elderlv Housing Center Page l' of 2

Key: 1 c Approved 2 = Lamp Replaced J = Other (specify)

Floor Location Condition

3rd BY STAIRTQWER ONE

3rc1 BY "PRIVATE ENTRANCE"

3rd BY STAIRTOWER TWO

3rd BY UNIT J09

3rd BY STAIRTOWER THREE

3rd BY STAIRTOWER THREE

2nd BY STAIRTWOEl\ ONE

2nd BY "PRIVATE ENTRANCE"

2nd BY ATRIUM ENTRANCE

2nd BY ATRIUM ENTRANCE

2nd BY STAIRTOWER TWO

2nd BY UNIT 221
.

2nd BY STAIRTOWER THREE

2nd BY STAIRTOWER THREE

A-2nd* BY A'1'RIOH S'1'AIR'l'OWER ONE

A-2nd BY A'l'RIUH S'1'AIRTOWER TWO

1st BY STAIR'1'OWER ONE

1st BY STAIRTOWER ONE

1st BY n PRIVATE ENTRANCE'"

1st BY STAIRS TO GROUND LEVEL (. A'l'RIUK)

* A-1.~ • Atrium Fisrt Floor

10/88
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Development: PH" Elderly Housing Center

·.cpu .. _

Page .1 of '2

# Operation Comments-
1- -
2

J.

4

5

6
...

7

8

9 ..
10

11

12

13

14

15
~- ,
16

17

20

21

22

23-
2C

10/88
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.. GFOUnd,Equipm~n~ ;nclosurc !nspcc~;on Pcpor~ .

Development: Peabody Housing Authority Elderly Housing Canter

(see site plan for exact locations), stability Security Cleanliness Storage comments

1

2

'-

I. A-sT,
I

r~A(J i
-1-

--_.._-_ ..-

- 1

{"'~~i

Reportinq Key:

1 • Acceptable

General R....rks:

Inspected 8y:

Reviewed By:

10/88

2 • Deficient (specify in Comments)

Date:

Date:

:
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Catch Basin Inspection Procedure

To prevent flooding conditions and soil erosion and to assist in
maintaining a desirable environment, each catch basin is to be
inspected on a semi-annual schedule by an assigned maintenance
worker.

catch basin locations with numerical designations are shown on a
site plan (either below or attached).

All inspections are to be recorded on the Catch Basin Inspection
Report. A checkmark in the •Condition' column.

10/88
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Development:

" Catch' .nas in Tospcct ion P~port:

Tanners Court:

Catch Basin" Condition Commen~s

ONE

TWO.
THREE

FOUR

•

DDD

n r",uu ~
i
I,

...-..-.-_.-
!

__.J
rl
I
I

i .. ..I

D

Inspected By:

Reviewed By:'

10/88

Date:

Date:



Boo( Gutter and Qownspout Maintenance Procedure

To maintain adequate roof drainaqe, each set of qutte~s and·
downspouts (front and rear) on every building is to be inspected,.
cleaned and flushed by assigned maintenance workers on an bi-annual
basis.

The maintenance supervisor will qenerate a work-order for each
building Which requires an assigned maintenance worker to clean,
flush and report any defects for scheduled repair.

TG ensure that each building in the development is served, the
supervisor will maintain a Roof Gutter and Downspout Maintenance
Service Log by entering the address, authorizing work-order, da~e

of completed service. These entries are to be initialled. It a
work-order for repair is required the control number will also be
entered.

10/88
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· .·.0. '. " ,Guidelines for ~~e eyilging and Grounds Inspection

Alonq with the recordinq of any observed deficiencies.for each
cateqory, the inspector is to include a thorough check of the follow
elements:

l} Sidewalks

2) Yards/Landscapinq

3) Parking Areas

4) Exterior stairs/
canopies

5) Exterior Doors

6) Fencing

7) Playground/Picnic Area

8) Areaways

9) Garage Area

10) Basement

11) Kaintenance Areas

12) Lobby

10/88

Presence of debris, filth, ha%ardous
conditions

Presence of debris, abandoned
Vehicles or equipment, landscaping
ne.ds, drainage, inappropriate use

Presence of debris, abandoned
vehicles or equipment, landscaping
needs, drainage, inappropriate use

Cracked or damaged masonry, intact
handrails, grattiti, presence of
debris, rooting intact

Cracked or damaged wood or metal,
hardware intact, qlazinq intact,
proper operation

Hazardous conditions

Presence of debris, hazardous
conditions

Presence ot debris or flooding, door
or window security

Presence of debris or flooding,
failed lighting, security, unauthorized
u.e or storage, gratfiti

Presence ot debris or flooding,
tailed liqhtinq, breached security,
!JIproper use or storaqe, graffiti

Security, liqhtinq, cleanliness,
pre.enc. of debris, improper storage of
uterials

Entry door operation, security,
cleanlin••s, liqbting, wall heater
operation

Entry door operation, security,
cleanline•• , adequate lighting, wall
h••ter operation

112. .'



.. . Building .an4 Grounds Inspection Report

Development: PeabodY Housing Authority Elderly Housing Center

Address: is-al Central, Peabody

o = DefectiveCondition Key: o = Approved

Page 1 of 2

. Type of Item No. Cond. Lacation Deficiency Action Taker.-
Sidewalks -
Yards/Landscaping -
Parking Areas -
Sxterior Stairs -
Exterior Doors

-
Fencinq

-
Areaways

-
Garage Areas I-Basti!ent -Maintenance Areas- -Lobby

-
C01lllllunity ROOUl -Office Areas -stairtower 11 ' -Stairtower 12 -Stairtower '3 -Atrium Stair '1 -Atriua stair '2 -Roof

•

•

10/88
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Development:

BUildi~q and'Grounds Inspection Report

Tanner;; CQurt

Address: 1-24 Tanners Court, Peabody

Condition Key: o = Approved o = Defective

. Type of Item No • Cond. Location Deficiency Action Taker:-
Sidewalks -
Yards/Landscaping -
ParJcinq Areas -
Exterior Stairs -
Fencinq -
Playqround Areas -
Exterior Doors

-
canopies -Bas_ent -St:airtover '1' -
Roof -
Corridors -
Launclri.. -
Drying Yard Areas -
Porcb.. -
Mailbox..

Iupec1:ed By:

Reviewed By:

10/88

Date:

Date:
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Elec~i ie:l'''-- (cont.) ,-) .':rs~....~ 1'\ - eo<, rll',..,,«-fc.::.~
It is most important that work' sChe~s be set up for the

proper cleaning of the building.

Equipment ne~essary to help accomplish the varied tasks must

be kept in good working order. Cleaning mate~ials for floors

are purchased in 35 gallon and 55 gallon drums. so as to get the

be~t price for items which are in daily use.

These materials include:

a) Stripper - which is to t'emove wax buil d-up, and to do a

""complete reduction of soil right down to the floor tile.

b) Sealer - which is used to cover the floor tile before

applying wax.

c) Wax - which is actually a clear plastic non-skid material

- and is ,used to bring a high polish finish to the f~oo~.

After these three basic steps have been taken, damp mopping~and

buffing will suffice to keep asphalt tile floor~ in good condition

for about 3·4 months.

The porter should be taught to apply liquids, such as stripper,

sealer, wax or water carefully, so IS to avoid splashing molding

or wa11s•

. The use of buffing machines to polish the floors. must also be

tlug~t. careless use results in damage and defaced moldings

which occurs when the constantly spinning brushes or the buffer,

force the machine against the wall.

The runager must,establish standards of cleanliness while making

regular inspections of the building. By sh~~ing that nothing

. escapes his observation, and then calling the porter's attention

"
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cartons, etc. must be removed. Upon tenmination of notice,

clean out storage rooms. Also, put notices on Storage room

doors that the building cannot be responsibl'e for any items

wM ch may be stored.

Garaae Areas· If your building has a garage area. k~ep it swept clean-
and fire pails filled with clean sand.

Fonm ~J sets up a schedule for maintenance operations.

Exterior of Buildina

Roof Area - Inspection of the roof area should be made by both the

Manager and' ~uperintendent. The following items should be

.inspected :

a) The flat roof - Breaks in the flat roof should be immediately

covered with appropriate roof cement and 90 lb. roof paper.

Where blistering has occurred, these blisters- should be cut

a~d roof cement and 90 lb. roof paper applied to cover.

b) Flashing - The material used in flashing is either metallic

(copper or aluminum, or a membraneous material). The purpose

of flashing is to protect the joint where the flat roof meets

the base of the parapet wall. Where the flashing splits or is

removed by vandalism, it must be i~ediately replaced with

membranee and roof cement.

'.
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~ted or La\m Are.1s -" ..

a) Clean and spade all beds. Loosen $O~l around ~ushes or trees.

b) Rake clean, put down lime and fertilizer, and.re-seed all

bare areas... ~
c) Reset laose fence posts and tighten chairs.

d) Arrange for neces~~ry watering by acquiring hoses and sprinklers.

and other equipment. Set up a schedule for such work including

grass mo\"i ng.

Concrete Walks - The winter season does damage to concrete walks. Salt

must never be used to remove ice or light snow. Calcium chloride

pellets are the de-icer to be used.

To prepare for the winter season. Fill in cracks in sidewalk'

using a thin flowing mixture of cement.

Miscellaneous Painting -

a) Where there are outside benches, replace broken seats, using

oak slats, and apply two coats of paint.

b) Wire brush metal railings and apply a rust-proof paint.

c) Incinerator hoppers and incinerator closets should be

painted as often as necessary to maintain appearance and

$anita~ condition.

d) Exterior window painting at 3-5 year intervals.

Exterminating - An exte~inator service should be hired to do prevention

or extenmination of vermin, on ! r~gular weekly basis.

All c~~on areas should be attended to every week, to include

~ou..ary rooms, stor')ge rooms, incinerator closets and basements.

... - _......_..__ ..- ..... •
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·. 'A reqular.~outi~~ for "the maineenance of an cil burning plarit will

help to prevent air pollut~on and fuel waste. A reqular routine ,will

'also increase ~~e reliability of the plant.

Ca11v

1.

2.

'.
Check for oil leaks and/or deposits in furnace.

If the plant is shut:. down overniqht allow sufficient time tor

start-up.

3. Check water level in the boiler bef~re closinq the burner switch:

blow down the low-water cut-off.

4. After the burner has started. check the flame shape and color ~,%

the peep hole.

s. When the boiler has reached operatinq pressure. fuel oil tempera

ture~ ana pressures should be checked. A qood practice is ~ .

keep a daily log.

6. Flue qas temperatures should be checked durinq operation for any..
drastic drop or rise in temperature.

If the plant is operated 24 hours a day, ~he plant should be shut dOWf

sOlDe time during t~· 4 day for routine maintenance. If the plant: is shut

down at night. the following routine should be performed after shutdown:

1. Shut cJawn bumer, mark linkage for settings and swinq out. Close •

burner opening in boiler front with plug or plate. ~his will pre

vent cold drafts from damaqinq refractory.

2. Air nOZZle and oil rotary cup or atom:er should be thorouqhly

cleaned wi th kez:oo••ne and & rag. oil cup lIIUS t never be scraped

with metal tools. If necessary, hard caz:obon may be scraped off

with a piece of wood or plastic.

:
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· ,If
.. '. '.

'there is a 'draf't'through' the boiler, soot .... i.ll be pulled into' the

breeching and stack where it is harder to remove. This soot may

also cause fire in the breecninq. ~he soot may be pUlled up the

stack and discnarqed into the atmosphere causing pollution.

If possible use a wire brush attached to a vacuum lance to actu

ally brush the firesides of the tubes or sections. The cans that

the soot is discharged or placed into should be lined with pl..-
.'tic or paper baqs. These liners will prevent the soot ~ram fly-

inq around when it is put out ~or collection by your rUbbish col

lector. Make sure that ~~e necks of the plastic bags are tied.

The liners will help to keep your boiler room and sidewalk clean,

.s well as the air. When liners are used, the boiler should be

allowed to cool before cleaning the tubes so that sparks in the

soot will not burn the liners.

After the burner is placed back' in service, check that the tube

doors and clean-out plates are closed tightly. All dust-and soot

on equipment, walls and piping must be cleaned up immediately

after the tubes are cleaned.

2. Test aU protective equipment ADd safety devices:

a. Air contaminant or saoke alar.ms should be tested by placiD,

a cardboard, special test card, or screen in front of the

light. celIe

b. Jamote ~rgency shut-off switch should be tested.

c. Safeq valves on the boiler should be raised by hand while

steam pressure is on the boiler.

d. LoW-water cut-off should be tested by lowering the water

level slOWly.
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BOILERS'ANn BELATEp EQUIPMENT

DAILY
Check raure class lor color and level ot water
Check luel level--U near red aarker, till tank

WEEKLY
Blow down aU water v.lvea on boUe...s needed
If che.tcaUy treated, check water cll••ic.ls
Claeck oU strainers fo.. iIIpurlUes
Cle.n tire eye and s.oke detector lens.s
Claeck condition ot b..lck1ro..k In Urechaaber
Claeck color .nd ch.racteristlcs of flaa.
Check for soot In fire cba.ber--clean if any exists
Check tor soot in tubes or be.t ezclaance .reas
Check baro.etrlc daaper Is opel'. tine properly
Claeck Coatlus Uon Efflclenc~ (1£ you own kit)
Check 1e.el ot lubrlc.Uon In aU .otors, burners, etc.
Claeck He.t Tl.er settlnes, plna, .nd clock U.e
Check oper.tlon of low w.te.. cutoff b, blo.tnr down valve
Cle.n fuel nozzle or rot.r~ cup
Sweep up .ny aoot or debris In boller rooa
Check for chl.ne~ soot buidlup, cle.n ~f necessar)

WHEN OIL IS DELlYEBEp (OIL BOILER!
Clean oU a tra1ner(s) prior to deU.ery
Check fuel t.nk 1•••1 wltla pet..o.ete~ .ad dipstick
£atla.te size of deliver, needed to flU tank
When truck arrlv.s, Insure th.t ne. ticket Is Inserted Into

.eter prior to start of flU <.ak driver to de.onstrate)
Insu... tlaat 0111.11' s ..p....tor Is .ttacbed (.sk for de.o)
W.it outside wltla ti'uck untU deU.v.ry Is co.pleted
Get cop, of recelpt fro. drl.e..
Check fuel le••l acala witla petro.ete.. and dlp.tlck
Check accurac, of deU.e.., (p..e.lous • deU.e.., • fuU tank!)
aepo..t an, Inconalstanele. to aan.ce.ent
Eate .. date, consu.pUon, coat, and t.xe. In fuel loe

•
WHEN GAS BILLS ABBIYE <GA$ BOILE'n
In.u... tll.t re.dlne la actual, not ••t ••ted (do not pa, est)
If esU.ated, call cas co.p.n)' to .ak. .ctual re.dlnc
Claede .n ....dinl. and aU calcul.tlon.
Eate.. d.t~, consuapuon, co.t, and tu.. In fuel 101

LESS REGULAR MAINtENANCE
Have S...vlce Co.pan)' cbeck co.bustlon efflcl.ncy (eEl
G.t boU.r cl.an.d, ••ter tre.t.d, burner ser.lced, new parts

(AT LEASI one. before, one. durlnc, and .nd ot se.son)
G.t .11 of S.rvice Co....co••end.Uons In w..ltlnc Unci. CE)
Claeck pop safety v.alve (eve" six aontlls)
Cl.an boU.r roo. vent to lnsure adequ.te .11' for co.bustlon
Check condition of all Insul.tton In boiler roo. and base.ent
G4St Heat Tl.er calibrated bv Heat It••1" Inc. every two years

"



GENERAL ENERGY MAINTENANCE PROCEDURES

"any ot you that own, .anace, or wort in .ultUa.Uy
buUdlnes in tbe en,. re.Uze tba t your Job Is Indeed In the
fleld ot enerlY. You ••Y not do It e.ery day, but over the
cour.file of each week, you ••ke d.cistons wblch will e~tect the
a.ount of fuel your buildlne us... So wh.t?

Fuel Is prob.bly the fir.t or ••cond hleb.lt .zp.ndlture In
your buUdlne, yet it Is the only on. th.t can easily b.
r.duc.d witbout redactnl buUdlne .....lc.s. The trutb ls
th.t the .ore you work In tb••re. of enere, .alnt.nance, the
t.ster you are colne to see fu.l s ••lncs.. Conver.ely, you
could lnstaU • ne. boU.r and n.w Windows, at • co.t In tbe
area ot .2000 p.r aparta.nt, y.t without .atntenance, your
fuel us.ce would re••tn abou t th. s••••

It Is not important that you do all of tbls work p.rlon.11y,
In fact, you wlU n••d a prof••stonal to do so•• of th•••
tblnes. You .a,. flnd, ho••v.r, tb.t .tt.r you pay so.eone to
do th.se thlnes a f.. tlaes you wlU b. able to do tb••
yours.U. DO NOT UNDERESTIMATE THE SAVINGS POTENTIAL OF TBlS
WORK! Uany bUildln,1 ha.e found s.yines of 30-&OS tbroueh
.alntenanc••10De, and tbt. ezc••• capital Ia•• h.lped lIIpro".
ih. otla.r baUdlne ....vlc•• (0.. In so.e c••••• k.pt tb.
bal1dlnc f..oa b.tnC .bondon.d 0.. tak.a over b1, tb. Cit1).

Th.re .... no' .asy .n••ers as to bow oft.n e.ch of th.se
It••• ne.ds to be perfor.eeL For lnst.nc•• cl••nine tube. or
oth.r he.t transf.r .1'... In • boll... wl1l n••d to b. don•
• ach ao... oft.n witb • nuaber 6 oU barn... tb.n • C.. burn.r:
a boU.r th.t h•• che.tc.lly t ....t.d w.t....m not n••d to
b. blo.n down .s oftea a. on. tJaat la aot Cit ••, not ne.d It
.t all.~: .Dd doo... that are not u••d •••uch will not n.ed
to b. • ••ther.trlpped •• eft.a. A. lOU b.ela to do tbe••
thine. .or. oft.n. tbe partlcul... n••da of you.. buUdlnl win
b.coa. aor•••Id.nt. It Is aI••, •• ee-od ide. to k.ep eood
r.cords of aU the .ork that Is p.rtor••d, the d.t. and tl••
of the work b.tne sta..t.d .nd flatsll.d••nd It a r.p.ir
p.rson Is lnvolv.d, thetr n_••nd co.p.ny .ifWation. This
prot.cts '08 fro••nJ cbta. of not dotnr ,our .ork, or
claias of contr.ctors that t~.J ..... n.y... th.r••

Tlae ••lntenance p..oc.du.... .re b..ok.n do.n Into tb.... .r••S:
80U.r••nd R.I.ted Equlp.ent. Distribution S1.te••, and
Co••on Ar.... Kost of the r.coa.end.tlon. lnvol". st.aa
.ysteas, as tbey are the IIOst pr.valent In the City.

Tbese reco••endations were coaplled by
OASIS EnerlY SerVices, 212-420-0325.
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;emperature oi liquids)

1. Look for proper se~tinq.

2. Is aquas tat connectinq fittinq leaxinq?

3. Is cover in place?

4. Can you read dial numbers for proper settinq?

S. General condition of aqua~tat.

6. Aquastat is:

a. Found in return line of one pipe gravity
steam syS1:eDl with heat timer control.

b. Used to control oil ~~perature of .6 fuel
oil fired burners.

c. Usud to control boiler water temperature of
h01: wa1:er hea1:inq systems.

d. Used to control domestic hot water in
tankless hot water qeneration.

"
"

AUTOMATIC FEED WATER EGULATOR: (An operating control device which will
llUL1ntain a safe water level in the bot..
automatically - approxtmately 112 gauge
gla•• )

1. Remove sludge and residue ehat mky be accumulated in float
chamber by blOWing down valve.

2. By-pass valve should be closed:

3. Look for badly rusted spots a.n~ leaks in s~rroundJ.nq pipiDq.

,-

'1"- •

WATER COLUMN AND GAUGE GLASS

1. Give gauge glass and water column a blow down.

2. Gauge glas. shoule! be clean anc! half full with water.

3. Should be well illuminated.

4. Equalizing line valves should be open.

Note: Equalizing lines are pipe lines coming from steam side and water
side of boiler leading into water colunn.
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,' .. r: !nspec:e, ,felt. d~age:

&. Crac:.ks

b. Spalling

c. Broken. and bulqinq walls

"

FLAME

1. Should be oranqe in color

2. Should be large enouqh to fill the combuation chamber
without fUlly strikinq the rear or side walls.

Note: It is tmportant to remember that it is impoaaible to jUdge ~e

~fficiency of the boiler by lookinq at the color or aize of
flame. Efficiency of a boiler can only be obta1ned E'Y'""tne use
of a combustion efficiency test kit.

SAROHETlUC OAMP!:R

1. Does it swing freely?

2. Is fix weight intact:

3. Should be free of soot encrustation.

BOILER DAMPEJtS

1. Are operatinq linkages intact and connected?
.

2. Do they close when boiler is off and open when boiler is in
operation?

3. If they are IIIOtorized, is the motor working?

SUMP PIT AND POMP

1. If pump is float operated, is float operatinq freely?

2. Is discharqe valve open?

3. Is pit free from sludge?

4. If a high water alar.m is part of the system, is it operating?

~, STORAGE AND AMOUNT

1. Size for fuel oil storage tank varies according to boiler size.

UC'ATY.',.
••••• II ......

:
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TO OPERATuRS OF OIL aU~ERS USING 16 OIL
'-

,It has been determined that routine preventive measures can minimize avoidable
:hut-downs and unnecessar,y repairs to Oil Burning equipment. We recommend the
fa 11 ow; ng procedures, drawn from years of servi ce experi ence. '•

.!f...!gUIPnEiiT fAILS, CHECK THE FOLLOWING BEFORE CALLING FOR SERVICE.

1 - Replace electric fuses if defective
2 - Check boiler water level - it may be below safety level and burner stopped

by low water cut-off control
3 - Make sure remote control electric switch is on
4 - Detennine that thennostat, weatherstat~ clock or any type of temperature

controI is on the "ON" pas i ti on
5 - Reset motor o'!erloae swi tch or button
6 - Press safety reset button or switch on relay
7 - Check storage tank for sufficient fuel oil
8 - Be sure gas is turned on

TO KEEP THE EQUIPMENT RUNNING WITH MINIMUM OUTSIDE ASSISTANCE THESE IMPORTANT
RECOM,'ENDATIONS SHOULD BE OBSERVED.

1 - Boiler room and equipment should be kept clean because dust and dirt in
boiler room cause the fan case to bec~me obstructed with foreign matter
resul ting in a smoky f1 re and higher oil consumption. It is suggested that
the oil burning equipment be shut off during sweeping or cleaning or boiler
room so ~at any dust which is raised will not be sucked into the air intakes.

2 - Cup and ai r nozzle to be cleaned daily making sure that the brass atoari zing
cup protudes 1/8 of an inch beyond the air nozzle..

3 - Check front wall of comustion charmer where burner enters chamer daily for
carbon fonnation.

•

•
4 - Lubrication to be checked daily and lubricant of the proper grade, as

recommended by the manufacturer be added.

5 - Strainers should be removed on~ a week and cleaned of foreign matter.
(It is suggested that a spare strainer be on hand). When replacing
strainers the surface of the cap and strainer body should be thoroughly
cleaned, and if necessary, a compound be used to make the joint airtight.

6 - Boiler tubes to be inspected at regular intervals and cleaned if necesslry •
because l/S- of soot deposit would increase your oil consumption approximate-
ly 201.

7 - Boiler water level should be checked daily and water added if necessary.
Low water cut-off if installed should be flushed at least once a week.
Boilpr w~ter should be kept clean by flushing boiler and if necessa~.

proper compound should be added.

8 - Secondary air openings to be kept clean.
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Por'Multi-family BuildiDq.

HPD's ENERGY CONSERVATION DIVISION makes available to the public
numerous pUblications and services. Most of these are free.
To ord~r pl~ase check publicntion and desired quantity:

" '..~ :':'-:'.::J;.:._~:~

HPD's Energy Conservation Division: A quide to its
proqrams

Boiler/Burner -- service, maintenance, controls
caulkinq -- benefits, application, cost
C~us~ion E%ficiency -- CE , CE~..ts - description of,

and application for.= for CE Test, Self Inspec:ion ,
Teach " Taq proqrams .

Energy Conservation and the J 51 Real Estate Tax Incentive
Proqram -- benefits, rules and requlations,
application proceaures

Energy Savinqs Checklist -- energy savinqs in Space
Heatinq, Domestic Hot Water, and Electricity

Radiatcrs and Heat Distribution -- 'aistribution system
operations and balancinq: radiator parts and
operation

Stor.= Windows -- types and installation
Summer Cooling Tips -- ~roper usa of air conditioners and

tans ~.

Window. -- typa., installation aDd ~rice ot storm vindows
Tips'for Tenants--20pp. lic;hts, appliances, radiators,

utility bills
Sinqle Pipe Steam Heating System Maintenance ~ips -- lpp.

radiators, valva. anet vants .-- tenant information
shaet

Financing Enarqy Consarvation Improv..ents (for 1-4 unit
and multi-faaily buildings) - Grants, Loans, Tax
cradi1:s , Abataents programs vith application
information

_ Energy Conservation ca.a.: over tveDty eXlUllples of fuel use
reductions resul1:inq f:am conservation measures in
nlti-taaily buildings (aDD: state building size
in units vhan orc!eriDq=_,

EneJ·W %nva.t1Iant Lean Pro9rU (Q " A Fact Sheet)
Enerc;y %nve.t1Iant Lean ProCJru (Application Package)

_ Cool1nq Load Est1Jlate Fora for roa air conditioners vith
instructions tor usin, 1:ha fom

_ Enerc;y Efficient I.1CJbtinc;- one paragraph lattar-- c:banqa
incand.~cant to floreacaat

Fos;; , I;lue; s,ries:
Air ~ondition.r Tips (for Mitchell-Lamas)
Submeterinq-- advantaqes of sucmeterinq(!or Hitchell

Lama;)
Sprinq and Summer Maintenance tor He.tine; Sys~ems

,......,,... ,..... ,t••••• '1' •......-.-..... ..,......... ...... ..
.....
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Enerqy ·c.onserva1:ion Heasures in. Residential Build'ings and
Their Benefits -- financial analysis including J 51' and
MCl benefits re~ulting from installation of enerqy .
conservation measures in building

WATER SAVINGS BROCHURES

Water savina O~vices --description of various devices
"~d~ar i~ u~~ lltelin~: Sav~ It~: Or~ug~~ Al~r~ f17=r
Low Flow Shower Heads

."

.
ARTICLbS BY ASSISTANT CQHMISSIQREB~
____ The Manhattan Cooperator -3 Article.: "Teach and Tag",-Kaap

Tabs on Fu.l Use-,-Cons.rvation Works"
____ R.al Estate Weekly - "An Energy Hanagement Proqram I. For

Every Owner"

-

-

"How to Get the Best 0''''" ""t : 'lpe Steam", by Frank R.
Gerety, (116 paq.· ~ jJayable to New York
City), comprehens:., . ~ .. I the most common type ot
heatinq system in N.t.~.

Heating an~ Hot Water Systems tor HaIti-Family Buildings: a
manual tor o~ers, man_qera and operators of
resid.ntial beating and hQt vater sy.teas, 52pp.

Ins~allation of Ste.. SOilers in Multi-Family Bai14ings -
training workbook presented ~y NYS Energy Office

"Gospel ot Dry sea..- ~y Frank R. Gerety - 35 pp: A guide
for solving common probl... in ene pipe ste...y.t...

8A Voluntary Agree.erat Reqairaents: energy conservation
llIeasure., that thos. participating in the SA proqru
may b. required to inS'C&1.1. 2lpp.

owners' Kana9..8ft~ Assistance Gaide - Tax Inc.ntive
pr09r... and Government Assisted Loans

Lov-eo.t Cons.rvation M...ur•• Delivery Service= A
.,.t...tic approacb for providin, veatherization
••"ieu (H'lSIRDA). 12pp.: .apoZ"t on r ••••reb UId
develapaent projects conduc:t:ac:l by ECD/RPD for 1915-1'"

En~ .eference Handbook: educational programs, tec:tmica1
••"ice.,and financial pzogr.. information, 73pp.
Hot.: for CGIUIanity.group. , gov't outZ'~.c:h prOCJraIIS

Installation of Ste.. Boi1an ill Multi-Faai1y BUi14ings 
~raining workbook pre••ntad ~y NYS Energy Office

Contractor-ready Spacifications for Enargy Conserv.~ion
H•••ures, l1pp.

Boae'Energy .afarance GUid. - coat CQ~tlng,en.rgy

cons.rvation ••••ur.. ror one to four family hO•••,
S3pp.

ENERGY SUPPLEMENT -18- :
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;:-188S8 r8adth', fOllo'wi,ng ,Information car.fully. Keep this brochure '~n your
apanment for fututo ref.rence.

am

~_....-iiiiiiit--- ~~..._~"._--_. ------..--_..........-

1ft Itutldt",. .tus 11"11. ,t,. st.. ..••ttng, ,.ta'OI"I
..I, oPeratt p,,",I, if tfte ....,1, YII". 11 ~ln.I,
.... llId functtOftt", praDIP1,. _ft.Y 'AUD lUST. Emu
COIUTELY OPEl oa TOTauy CLOSED. Ai., ..., .entll tft"twin ,..... i.... till sttM Md ••,-p. ...tela ...
tIU"evI" tM Wll" tft O'DO'1t1 d1recttons, interfere wtUl
GIll IftOUMr 1M CIU" praDlta.

CORRECT

Bft ~:: I

--

;ellis · c I
~.~-_.._..-
~. ...., .....

ti'... -
ZJ-

INCORRECT

PARTIALLY OPEN: Water and .team flg"t to p••• through the ••m.·.mall
OPining, cau.lng .ater hamm.r In olD•• and ••t,"'ogg.d raellat... .,

OPEN: Wat.r and Itl.,n pa•• throcgh the ••m. vaivi opining with •••••

-'

WATER~LOGGEDRADIATOR

C'~,..v - ---......... ~ I.' ...... .,.-

142.
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7. securIty

posted,

xt is your re.ponsibility a. a manaqer, court-appointed

7A Administrator or receiver to make sur~ that everythin~

possible is done by you, staff and tenants to have a .ecured

p~operty. The New York City Police Department' s crime

Prevention Unit vill make a security as.essment of a

buildinq. To obtain this service, call your local Pre

cinct •s Crime Prevention Unit. There are many approache.

and de,vices which can help to secure the SRO. These

include:

locks

- door viewers

- locked front doors

- schedulecl security watch

- closed circuit television systems

- proper lighting

electric eye circuit. alarms

- call telephon••. for visitors

- a full security .~ff

- • qgarcl service

- burglar alarms, ate.

IV - 33
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'. .. , as part of the

overali' maintenance proqr~m for the SRO, they are a priority

for security. You must make sure that all access doors to

the buildinq (front and rear and fire doors) are in good

condition and secured well enough not to impede their normal

usa, but also to deter intruciers. 'I'he same applies to all

qrounci floor windows. Liqhtinq and other sacurity devic••

ar~ equally as important, anci the task of replacing any

exterior or interior burned out bulbs should be attended to

promptly as poorly lit areas are often an invitation to

prowlers to attempt a break-in.

C.pendinq on the staff you may have available durinq

the eveninq hours, it makes sense to de.iqnate a staff

person to conduct periodic niqht inspections of the building

to insure that all lights ~ncl other security davices such as

burqlar alarms, if any, are fura~~ioninq at all tim....

Additional measures can be taken to maintain the

buildinq secu~;'ity: tha.. include:

- Insist that the staff and tenants report people

wbose b~avior appears suspact and who appear to have no

leqitimate busine•• or intere.t in the buildinq.

- In.ist that procedura. to receive and announce

vi_itors are followad without excaption. For example, if

viaiton are required to coma to the tront duk and sign •

guast book batora proceading to any part of the building,

IV - 35
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Personal Safety

Metal Container

Cabinet

Light Switch
Mach,ine Room

Main Line Switch
Machine Room

Fire Extinguls~er

Keys

R£VISF.!) ! !Ifill

E,LEVATOR

MA1NTENANCE
GENERAL INFORMATION

When inspecting or repairing elevators the workman can be
best protected if wearing coveralls. These Should fit prop~
erly and cuffs should be buttoned. Leg length should be
measured to avoid turning up cuffs. If a tie Is worn It
Should be tucked instde the shirt or be otherwise secured·so
as not to be flowing.

It is not advisable to wear a rtng.

Shoes should be in good condition.

Two metal containers with self-clostng covers should be
placed in the macnine room.

One container should be used for clean rags or waste.

The other cont~iner should be used for soiled rags or waste.

Ametal box or cabinet should be provided in each machine
room to house spare parts', oi I cans and oi I supply for
machinery and ,tools. No other material or equipment should
be stored In a elevator machine room.

Each elevator machine room should be provided with a light
switch which Should be located at the lockjamb side of th.
entrance doorway. The switch should preferably be a com
bination type of swutcn and plug outlet for plugging in an
extension or electric tool for repairs •.
The main or service switch should be located near the lockJam
stde of the madline racn entrance doorway and should be an
underwriting laboratories apprOved enclosed type. The switch
should not be so located that it will be necessary to reiCh
over ~ -achine or controiler'to open it.

It is advisable to open the miin line switch whenever re
pairs are in progress and particularly if the repairs involve
the electrical circuits.

Elch machine~ should be provided with. a fire extinguisher.
Carbon Dioxide ts ideal for gasoline. oil. paint. and electric
fires.

Elevator machine room should be kept locked and the keys
identified by tagging. The maintenance sup~rvisor should be
the custodian of all keys.

1.
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Emergenc,
,emayala'
plssenglr.
'ram e'I"I'ar.

Elevala, equ'pm.nl'. d.,fgllld .o"o••c••"e
rlderl by prhen.... i,HWlmen' of ....ltVl
lor If Ih, p,aper candldanl 'or runnfr.g arl
nal ullsO.d and b, Ilapplft9 It'll Ilevator II
In, unsal, condlilon. occur whlll ..... ,IIYI·
lor Is running.

Ocelslanan,. Ih",'arl. mlmba.. of nrl
deplrtmenll or IIlaie squid. _, be ,..
qulred 10 enl" • ...,••• hallMlr' ro rltftCWe
passengers when ."valan "ave .Iapped be
tween ltaarl dUe to power'IIfuf., appleanon
o. Ihl elr II'ely device, ma'functlon a. III.
Iqulpmenl or In Ih' CiS. 01 nre or ather Iype
01 dlsasler I:t lhe bUlfdfno or Ihl .lIvllor
holsIWI,. •

eft' ,'opped b.I•••nnoor.
If. 'or In, re••an, lhe ,'ev.lor Iopped be-
'ween 110011 wllh P....I11" !M car, pto-

ceed IS 'ollows:
If I qulnned .ilVlrar m.chanlc I••vlllibl.

on Ihl prem......dvfI. Nrn Immedl.te., a'
Ih, shuldown." nal, cad 'or OM. Tile Ilftilur
mechanic .naw, Ihl lqulilft'll'l .nd Ihe hll·
ards Involved 'n recnavfnl pUling." 'ram
I slalled car, Ind c.n "scover Ihl C.UII 01
Ih. .huldown Ind whelher 1M .rouble cln
be remedied qulcll', OfnoL

U•• Ihe cammunlcaUoft .,. to~ ; •••
vllar 10 "IIIUM i8 it II
on .he war 'M ..., U long II"'I, do no' plnlc or fly '0 OjMln .... dooI'I

"

..-

unlillhe, receive specific dlrecUans Irom Ihe
rescue sqUid. If lhere is no direcl communi·
callan syslem 10 lhe elevalor Clr•• member
a' Ihe ,eseue squ.d should loclle Ihe ele·
valor In .he ho'slw.y .nd proceed 10 Ihe
nllrell hoIslw.y door Ind reassure Ihe pas'
.engers •• described.

00 no' de'l, In cammunlcillng wllh Ihe
p.,sengers, 10 Ivold It'Ie lenslon Ind InKiet,
th.1 mlghl olherwlse build up.

" It'Ie ellY.lor Is slilled beeausl o. I mal·
lunellon Ihll cln be corrlcled quic.". Ihl
plsungers lhould be so advl'l!ld. In luch
cue•• no lurther emllgene)' melsures lie
necesslry. When lhe mllfunellon Is remedied
Ihe car wilt oper,'e normIlly. IIlnslruelions
were glven'o lhe plssenger.'o pullhe erner·
gency Ilop s",lIch In Ihe "Slop" posillon, In·
slrucllons 10 rello.. 1110 service will hive 10
be given 10 lhem when Ihe Irouble Is over·
come•

Saml modem aulomallc elevllors .re
equipped with hoIttwa, door lock. which .re
aulom.lIe.lly rele.sed by • c.m on Ihe car
when Ihe e.r II .1 or within i lew Inches a.
Ihi floor levil. If lbe .'Iv.lor II wllhln this
rang., the rllCUl squid cln open It'Ie holsl·
wlY door by hind from Ihe Ilndlng .,de by
mere" pulling on I~' doors. Ii powe, I.IY."·
Ible Ind the car .. II 1M landing, Ibe doors
ma, be opened by actuillng ..... 'and'ng hall
button or by InIINdlng • plslenge, 10 press
Ihl "OOor Open" bullon In Ihl C.' operaling
pinel. The puslnger eln .Iso open the clr
and holltwl)' door m.nuall" " lhe IlevIlor Is
wllhin I Ie. Inch..of the noor.

Olaredmlchl~arl alw."provldld wllh a
cr.nk'n the macNna room which fll. OW""'a
motor.a"aft. liltguard over ",••nd oIlh.
motClf II rtftICMd. I, turning the crlnk by
h.nd ltIt..lot c:Ift be "owly movld up or
down.

...
II preceding solullonl .re noll.

Ib.lroubl, cannol be correcled qulc
aenglrl may be removed Ihroug~'

Imerglnc, .xli If Ihe IdJacenl -,
Ihe hols"l, I. runn'ng. Side emerge
are e1lur Nnged cr removabll Ind
open i."1"'lrd.

8elorl ullng Ihe emergenc), eails. 0
mlln pOWIf line swllches or al least
pls.enger open Ihl emergenc, Slop 
Ihe elr. Also check lor sll!:kness in I
war ropes. .

The removable Iype exil Is held 111

by II lel.I lour IUCenings. so .1~;lngl

Ihe, cln be operaled by' hlnd.lrom bl
Insldl and oulslde 01 Ihe clr IIna a
so Ihillhe, clMol readily bl remov
Ihe pinel. The hinged Iy~ 01 pa"~1

vlded wllh • lock I"anrt~ 10 be a
'rom Ihl inside o'ihe clr by means
movable kc, and Irom Ihe oulsi~e 01 .

by means 01 I non·removlble hand
.., Is In Ihe eire 01 Ihe person resp
lor t"le malnlenance and operalion 0'
valon" In I IOCllian wher~ II _ill be
IVlllable 10 qulUned personnel In
emervener. bUI nol avillable 10 Ihe .
pub'ic. Sid' .llls .re usually II Ie
¥lldl .nd .t leasl 5'0· high and local
thll there Is 'tee Iccess 10 the side exll
IdlaClnl Clr.

Thul. If one clr Is Slopped belwe,il
the Id'acenl car can be Nn up 10 Ihe
Jevel. the sldl Ixilin onl car opened wi
lley Ind lhe side exll In U11 ad'a
Cl,renld 'rom Ihe ,h~stway s'de by
removlb'l hlnd'e or b, cperailng Ihl
Ings 1111 I. lIIe l8movlble Iype o' exll:
pfl~1l can ItIen be Illd 'rom one pili
II\t olhlr Ind Iht plssengers,',s

.'
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by removing Ihe lop guIde .hoel which Ir.
utusl" '.IIIMd 10 1M cros.he.d by 'mlr
boili.

e) " none 0' die lbov. m.,hodl c.n be
used..... rescue IqUId win have to rnort 10
cullIng lorchel. The prtm. contlderltfon II
Ihe quIck Ind PI""'" removal o' ..,. person.

Fir. In .n .le".lor mlchlne room

" I nIl .houfcI develop In .... erevllot m.
chIne racx~.PlOCHd U 'oI'owt: .

I) The mlln Ii.... dlscClnl'Nlct .""Uch 01 cir
culi break., lhould be nelr ~M mieN".
rcomdOot.

b) Disconnect I. main lIne Iwllchel nllt.
c) 00 not uti WIIar. A Ire e.'''IUII...,

sullable 'ot us. "" CII.. "'Coo (eleclrlcl'
equipment) 11mIhoaId be 1IIed.

d) CIII for ......d e....ot mechanic
aller th. 12,. ItltftlUQf\t under conkal.

e) FOf removal of peuengen. I' ,lIv.lon
Ir. shut down be""ft ftoatI. follow prace.
durn oullfned above.

Fire In .n ,1.,.lor11011""
If I IIr. IhoutcI dftIlop In .... elevltOl hoI.l·
way. remembe, .......... Is "rr Ittle In •
modem 1IoI....y "It c.n bufn. Ther.to,., •
IIr. In • holt..., .. aullly be o' Imlted
.'z. and ......... be III pltncfpel tward.
ProceedII fallowI: "

I) Bring .1 11IV11or1 In Ih. commOfi :;;)It~·
way 10 lhe ground IIoor end IVICUIII.

b) If..,. a.... In .... elevllOt pit or undtr
thl Clr. III. cln In the common hotstwl)"
Ihould III be bfoUgMIO Ill. ne•• 10 .... tow•••
Ilnding Ind IICUNd. 1111 II,. dlpl""'lnl
mlY thin "If ... Mr...., .1 Iowfti
landkIg by _lftIof.al.,••, ..Iae ..
wIe........."..,••bylordl.. •

cJ Aceta .. III"" r.... .., III .....

melna m.y b. oblalned In case Ihe lire II In
Ihe upper Plrt a. Ihe holllwlY.

d) In opening Iny holstwlY door. remem
ber Ihe hlllrd o••n open hol.lw.,.

e) Mlny modern elevators Ire lurnished
wllh nremln's service whereby elevlloll Ire
liken oul a. operallon and made 10 relurn
non·slop 10 • given lIoor. allen Ihe lObby.
whore pillengerl will ,xllirom Ihe carl Ind
Ihe etev1tOtl will Ihen b, operabl!"! only by
firemen. Thil servlc. cln be Inililled by •
building manlgem,nl olficlll or by automllic
smale, orhellllniors.

Fire In olhe, paris 0' Ihl bUilding

Ii I nrl should develop In Ihe building IWIY
'rom lhe elevllor machine rooms Ind holsl
ways. proceedI' 'ollowl.1I possible:

a) EVlcuile lhe building by stalrwars.
bl Bring III elev.lors 10 Ih. ground lloor

'0' UII b, the Or. dep.l1menl. II required.
Th. dlcilion .1 to whelher the eleva1011

Ihould be used or nolshould b. Mlde by Ih.
nIl depll1m.nl

c) See Ilem (el under "Fill In In elevllor
holslway".lboY8.

In CI•• 0' In ••,thquak.

An ••rthqul••• enemy IIIIC. or olher I)'pe
dlSl~lercould oCcur Ind some general meas
urel ltioeld be consIdered In andclpatlon 01
such .n IvenL

I) Appolntmlnl a. I responslbl. person
.nd Ilt.mll•••llgned 10 I" Ih.1 Ih. pl.n
0' Ic:lon II carried out.

bf A comprehenslv. plln a. acllon In easl
ol ••l1hqu•••• II,. 01 en.m, .tUG....

c) Aft ....... .,._ for pltll1ngetl In IhI
Ilevator can.1ftd ,.,.1. commuftlallon
')'Ilem. Aft Ie ICMrgency power 1UP-
~ for I)'Itlfnl In CUt the nonnel

power supply Is dlsrupled.
d) Emergency working lighl

lor mlchlne room. . .
e) Emergency car lighling u

on .ulomallcally In Ihe evenl
regular power tupply. Many.'
I~i-S ~~':/.Ihls lealure buill In.
EI,'1'Jt:uJkes r:sually hl"ejocuuen' 51

lJ1!dcsn CI:U$e 'he ,ollowing:
.) Et~valcr!may slop between lIoe
bJ C!)un16rwelghl guide ·shoes ani

lerwelghl r~lIs may :Je loosened.
c) MlIchlne room equipmenl may be

.ged.
d) Failure a. Ihe suspension

occur--bums loosened. de.Re
loosened, or ropes broken.

e) Hoistway doors may bln"d so
cannol be opened or holslY!ay de
may be broken so Ihallhe doors sac
an open holslway.
Th.re'ore. " In eanhquak, should OC

proclld IS 'allows:
al Slap all elevalors-wilh a single

connecl SWitch If possible.
b) Intpecl elevalor equlpmenl IhorOll

Iller probablllly 0' recurrenl shocks
passed.

c) 00 nol run elevalars Ihrough hoist
unlll helstw.y and machine room equipn
hit been thoroughly Inspecled by compe
el."a'"r personnet

dJ 00 nol carry passengers on eleval
unlit Inspecllon has been compleled anj
necetsa" repairs made.

In case 0' an air raid or - - - 
procedure lhould be lhe sa
tlrthqu._t. If no waml,. Z: g
warning It ghent brtng In ela
dial'" 10 lhe ground floor" In_

J "
power 10 II elevalars. Secure a

•
II

l I ~ I j • ~ 1
III

~ I l ~ 4 , 4. ~ I"" 4.
""lIIIIIl" I'



. ~ . .. : AAO S£1.£CTOR--;-t. ,. , .

VARIABLE POWER DRIVE---i--"

·GUIDE SHOES------..r~e;

DOOR OPERATOR------n;

. CAR DOQRS------ '-~0.+1

CAR OR CAB-------~~"--t

TRAVELING CABLES

HOISnlAY EHTRAHCE------!Ifto-I

CAR BUFHR--------------W

£UVATOR PIT-------~ ...~-

~----KAIH MACHIN£

"

~~--....·RAILS

-t-i~--sAFm PLANK

_---"GilWERHOR TENSION
FRAME .

•
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· :
YOUR ELEVATOR' .'HEEDS HELP, THE TEN DANGER SIGHS'

You NEED HELP WHEH:

1. ANORMAL ELEVATOR SHUTS DOWN ONCE A MONTH. IF YOURS SHUTS
DOWN MOlE OFTEN, FURTHER INVESTIGATION 01 HELP IS NEEDED.

z. YOUR ELEVATOR DOESN'T LEVEL OR LINE UP PROPERLY AND PEOPLE
TRIP, OR IF PASSENGERS ARE BUMPED AND HIT IY THE ELEVATOR DOORS.

3. YOUR CONTUCTOR MAKES R!PEATE!) AD~USTMENTS, WITHOUT SOLVING
THE PROII.EN (5) •

4. THE HEW You CITY DEPARTMENT OF BUILDINGS CONSTANTLY C%TU
VIOLATIONS IN AND ON YOUR EL&VATOR(S).

5. APASSENGER GETS HURT ON THE ELEVATOR.

6. WAlnNG TIME EXCEEDS TWO MINUTES (120 SECONDS), AND THOE
ARE PASSENGER BACK-UPS OR CIOWOJNG.

7. YOUI ELEVATOR SYSTEM IS MORE T1WC 30 YEARS OLD AND YOU AU
UNHAPPY WITH THE PERFORMANCE.

8. UNUSUAL OR LOUD HOISES ARE HEARD DURIHG TRAVEL FROM ONE
FLOOR TO AHOTHER. .

9. You GET STUCK III YOUI OWN ELEVATOR, OR I' THE ELEVATOR
REPUTEDLY MALFUMcnOMS.

10. TI:NAMTS COMPLAIN REGULAILV•

....EM YOU AI. DlssaTlSna WITH YOUI ELEVATOR S.IVlCE 01
OPERATIONS, INPIOV...INTS OR MODJFlCAnONS CAN BE MADE TO RUTOR.
GOOD ELEVATOR SERVICE. AN ELEVATOR CONSULTANT CAN HELP YOU SaLVI
ALL 0' THE PItOBLEMS USTED AaaV&.

E~EV~TOR SUPPLEMENT - ~

''I.

I
I

..i-I"', !
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BUTLOTNC OF" ~ RTM'F.?lT Tnr01UUTTOII m~9trF.ST. rOBH 0

CITY NUHDERS•. -NO. 'OF CARS

JOB L.OCATIOr. 0 MQ~N lM~S\OE oez___ 0 __ --:...;...,;,~.,;;";,,,,;.;:.:;,:.;:~.-.=.---~-- _

BL.OC': : ~'l.........b_;___ LOT: _.::0.5" "_'_

I

C~py OF VOlLATIONS: YES: V
OPEN VOILATIOHS (VOILATION NUMBERS) :

'lO (CHE~K ONE)

1l jl ~ I6G IE I l"3-aS/:r:/Z
\\ /1'5 /~Z/E/5~~/9/1.f

T)t() YEAR TEST : AJ()7 n:w'€

LOCAL. LAw Ir'SPECTIOH RECORDED:. ~

19B1 : VOT ;;)oIfIE

FIVE YEAR TES1 :

t~Sq:" 00 0 it/07 J:)a,(JE

1982 : _-:-__~A..rJ~jO:.:.1..:0:;.'(').:::.:~~~::-_·__~I~CJ:::.:aS::.:-:~7.:..-...:.;.3:::.::0:..-..::8:.:S-~ _

1933 : __~7:..-_2;;.6=--..::8::.;.3=-- ~I~'~6~6.:.:J::8~·.::22:):..·.::~:.~_..:J,I_·~~S"....;-e1:.~=---

-------_...;.-._1-- --
REQUESTED IV : NA"EI __

ADDRESS: :... _

PHONE HU"BER: •

. .. -
..

CUSTOH!R : _

~DRESS
-- .- • 0

.-----.~_ ..
ELEVATOR SUPPLEHENT - 5 ....

----_ .._---- -
l ,-'i
~I
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'- -. . :.70B DESCRIPTXOH

POSITION TITLE Air conal t!gning~n,g...B!tlrige!:!llQ.!L~~h!!l!s-__ '
PLACEOF-womc---

Employee works throughout the facility on various equipment.
~2!oyee_~lso performs wor~-!he air condlt1on1DS-~2E~_

DUTIES AMD RBSPOHSIBILI~IBS:

1. Routine servicing of installed air conditioning systems
and components 1ncluding: compressors, condensers,
valves. coils, cooling towers. heat pumps, motors,
belts. bearings, fans. filters, piping, wir1ng, control
systems. thermostats. ducting, ventilators. and other
appurtenances.

2. Performs routine and emergency repairs to same.
3. Troubleshoots and d1agnos~s malfunction1ng systems and

components.
4. Interprets engineering drawings and equipment manuals

related to ~1r conditioning systems and component parts.
5. Performs replacement of m~10r and minor parts,

components. or entire systt.·ms.
6. Performs overhauls on major equipment components.
7. PrOVides recommendations reg~rding air conditioning

systems maintenance and repai~.

8. Pertorm. other duties as assigned.

r

ASSl:ftAJICB PROVIDED
Generally works independently. Occasionally as member or
leader of a repair te... Oses hand toola. machines,
diagnostic equ1P1D.~t. R_da and interprets equipment
manual•• '

ASSl:GIIED SUPERVISOR
Works directly for the Poreman. Air Conditioning Shop.

SUPERVISOR!' RZSPO.SIBILIft
. Occasionally superv1.e. apprentice or journeymen mechanica

during repa1ra. Occ_1onally .up~rv1ses laborers.

"." '-.- '
~ -'

WORE EIIVIROHIIEIrl'
Work 1. perforaed 1l1doors aDd outdoors. Indoor work 1. dOlle
ill crupecl or crowded .pace.. Spaces are nat usually air
conditioned. Work 1. performed Oil or n.ar operating
equ1paellt. OUt.1de wollle 1. perfoned ill all cll_te., often
during 1ncl_ent ",e.ther. Work at gl'OUDd leve.t and on
roofs. ...~, ~"':."':::: '.::)".~: . ..:::;: ~~-!o.. ... :' ' •.~i::- '.: . " : .0' :".'

-: •• , '::".,l1li;. r!l· :..\~;v:-: -.--! !:' 'J tee - -.1, .~: . II. ."••

Fi~lrrc: 2.7 ...

,,0
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DEPARTMENT
TI'l'LE

POSI'l'ION DESCRIPTION

ADHINIS'1'RATION
Assistant Executive Director

salary Ranqe:
$26,000-$33,000

Job summary

Supervision
Required

Supervision
Given

1

lllltDoV1edge,
Skills and
~bilities

PriDcipal
Dut;ies

The Assistant Executive Director is responsible
for the supervision of the maintenance services
and the bUdgeting functions of the Housing Au
thority and the performance of the purchasing
services and coordination of bUdqeting activi
ties.

In the absence of the Executive Director, slhe
provides guidance and leadership to subordinate
staff on issues requiring upper level decision
making authority and coordination with the Board
of Commissioners.

The Assistant Executive Director is under the di
rect supervision of the Executive Director.

The Assistant Director provides supervision of
the Supervisor of Maintenance, the Maintenant:e
Clerk, Purchasing and BUdgeting. The job is in
tended to expand into supervision of all finan
cial administration

The Assistant Director needs to have experience
in the management of property inclUding mainte
nance and finances. Essential skills are budget
ing and cost estimating, maintenance planning and
supervision, purchasing and orqanization talents.
Desireable experience is with public or pUblicly
assisted housing.

1. S/he is responsible for supervising the main
tenance operations of the Authority. S/he reviews
maintenance work orders to determine priorities
and emergency .i~uations. S/he worlcs closely
¥ith the Maintenance Superintendent to en-sure
that work orders are assiped to ..intenafice
staff and that they are cOlipleted.

2. S/he i. responsible for the annual living uni~
inspection prograa, scheduling inspections and
reviewing inspec:1:1on reports with the assistance
of the Maintenance supervisor.

3. S/he is re.ponsible for ensuring that an in
ventory of all maintenance materials, equipment,
and appliances is performed annually, and for
disposing of all obsolete property in accordance
with the inventory, procurement, and disposition

•
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SUPERVISORY EHPLOYEEPERHORMANCE APPRAXSAL'

-f.2!!!.ll.9!LT1__t,;:;,1,;:;,e !ncwnbent

Areas of Emphasis

Evaluation of Performance

Appraisal .
From To

a-Outstanding E-Excellent S-Satisfactory U-Unsatisfactory

Specific PerforaaDce Pactor Evaluated

Demonstrated pertormance of bas1c duties

Ability to lead workers to improved performance

Ability to determine goals, priorities

Communications abilities (written & oral)

Cost consciousness

Ability to work effectively with ather staffs

support and enforcement of policy

OVE~LL PEUORMANCE RA'J:ING _

Are•• needing improve.ent:

Ratiy

I
I
I
I
1
I
I
1
I
I
I
I
I
I
I
I
I,,
I
I ' .
I

."

I
.: .~..•.~~

I
...,.

. " '.,
I ....•

0
0
'-:

I "'::~

I
.:,:.:;

...'-~
Appral.al completed by: :~~

•.:e-:t
. ·:;Z.ue: T1t:le ----Date "~~

----------------~-------------~~.'..,,~,
" • ,', -; .. ." :.',': : ,'~: : ': :.:. e .. : . :'f;:•.~

bployee acknowle~ge.ent D,ate e" ',:: ":'.,Jfr~

. ·0 ..; .:i.r~
,"..'.,......~~

~,,\-_.. ~.
'"

•
I , '+ !.
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MISCELLANEOUS MANAGEMENT TOOLS
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DEfINING THE WORK

Scheduled Houselcteping
Prft1mtlve Servicing
Prft1mtive Inspections
Rqorttd Probltms
Regulatory Rtquiremmrs

ORGANIZING nlE WORK

Docummting the Work
uitndars
ChttkUsts
Work Orders
Schedules

Setting PriorititS

.~

MAJOR PROPERTY MAINTENANCE FUNCTIONS

MANAGING mE RESOURCES
Ptr11Jle

StIIff
Conhllctors

Mmrials
Equipmmt
Bwllds
Utilitits

E_IYType
WllfB/Stwer

MONITORING THE RESULTS

Q&uality Control
D4tII Analysis (MIS)

--~- .. .. '



~ , ~ , I , l , l , I , l , l ~ ~ ,

Fcreaan

Me::hanic

He:hanic's Aide (1)

He:hanic's Aide (2)

Gr·Jundskeeper (1)

Gr.Jundskeeper (2)

I
I

I
I

1::1
.leO 'I

~...r........~

staff Skills Matrix

Pl1L.~. Blect. Carpent HVAC Hasonry Welding Drywall
X

X X X
X X

X
X X X

X X
X X

X X X
X X

X X
X X X-

X
X X X

X X
X

X X X ,c X X

Apprentice
Journeyman
Master
Apprentice.
Journe~-an

Master
Apprentice.
Journeyman· .
Master
Apprentice
Journeyman
Master
Apprentice
Journeyman
Master
Apprentice
Journeyman
Master
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•

•

•

•

•
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•,,0..

ii ' , ' : ' I' DAte : INAme I D.t. IDAte DAte D/SsIMove-Inl Ii
II Address Apt Iv.c'.ited'! .,'" A••i;ned IReady I NDti~i.dl DAte I Camme,nts /I
l I

I MOVE-INS: I ..
I

.
~

IUNITS READY FOR OCCUPANCY:
I

-,

I ••• f •

I',--.....



, , ..

PLANNED WORK

Housekeeping
Grounds
Preventive Malnt Servicing
Regular Routines
Seasonal.

UNPLANNED WORK

Tenam Complaints
Other User Noted Problems
Failures
Qperatlonal Changes
Code Violaticns

THE MAINTENANCE WORK LOAD

INSPECTIONS

Preven!lve Maintenance
Ad-Hoc
Code ComplJlnel
OUIlityCOntlal

"'---"",,---~....'"

MANAGEMENT
"

'.

-,



". ... . ommon I .c:cumnJ: I Intc:n:\nc.:
(continued)

~cUYuaes

.... .

W:aUs. Cc:ilinJ:s
Dusri".:
(:I",:m",).:. lirm dc:oanin.:
Tnul:h.ur raintins:

0001'5. windows
CI....,aninJ:. \\"..shinl-:
Or-,are. :>hoaJc:. cun~in d .....aninJ:
Tnuc:h ur paincinR

Pubiic Spaces
Rerl:a.:c: ,,~p:r to\\'ds
llc.1'b:c: milc.'! rapc:r
Re.,I:lce :so:ap-c::akc. li~uiJ. po\A'Jcr
Empty trash receptacles
EmplY/c1c::an public :ash trays

Oftices, Shops, Wcxkpl:ace
Ware colleaion
Oenenl dusting
VK\luming
Sweeping
"':ash &. wax floors

-J:i·....



...-. .. Trc:nd~ nnd In"'icar~)r~of Mainrc:n:\nce PrnJ,:r:lnt l)c:fidcncie~. '. .'. .'

OhMc:rvc:~Trc:n..l

In~r«."'JlIin~ l'hnr
. rc:.,:air man·hour:!

IncrcasinR shor
vacation nmn-haurs

Incmasing m:an-haurs
(or houseleeettinat

IncreasinR rmn.hnurs
("r supervision

Dccrcasing rrnan-haurs
(or prevmti\'e
maintc:n:mce

Any cener.aI incrase
in man-hours (er any
QCriviry tnX'

Any gc:nt;::! Jc:emase
in man-hours (ar any
acdviry cypc

Idemical houn in
one cateaorv (or
sever.aI consecurivc:
weelcs

Incrase in m\'
shop backJos: for
extended '# o( weeks

Shop bacJciol ROC

c:hanIi,.. but
UftICCepably hiP

Su.Je reported wtek
willa hich repUr
mm-hours and low
man-hours in all ocher
eareaoria

.F;~,m: 8.1

POll'ihle Deficiencies

Poor PM A~tivitic:s.

PM not being done.
Equipment n«::lring :l~e

for rc:placemc:nt.

Lave libuse.
May be normal, se-.uonal.

Poor :hop priorities.

Poar shop (oreman
priarities. Ch'el'
dcl~tion o( dutie:s.

Deferred PM. Paten::i:1I
premamre failures.

Parenrial drar in
productivity. P'X'lr
supervision.

Possible nc:giccr o(
required work. Also
possible increased
productiviry.

Fomnan pmbabll' u!inR
old dam, nor tr.ackin.:
:actUal m:an-hnurs.

Undmca,rcd sho~.

No problem.

PIobable chat a major
equipment &ilt.' Ie
required diversion
of aU personnel to
chac repair work.

SolUlion

RC\'ic\\, P~'l conrent &
(requency.

Revicw PM records.
$chLtJule replacement.

Re:view leave policy.
Check ra.~t rc:cords.

Review sr:affing (or
possible reductions.

Review rolicy Wilh
foreman. Revic:\\'
:itllffins: Icvc:l (or
pt"ASible reduction.

EXlimine shop (ore:man
pmc:edures (or
project rrinri\'M."S.

Inspect work "ualicy.
Otw:f\'e wnrleer

h:abirs•.QUC:f\'
liuJ'l:f'YUinr.

Enaare all wmle is
bana: done:. J( so.
n:w:ard/acknnwledge
\\'orkers and (areman.

In\'CStilr-lre, :ld\·i.~

(orem:an. Discipline:.

. EXlimin.e shnr work
c1olc:h' to ensure:
priorities :arc:
proper. I(SO

consider incrc:LW to
sraf or conner
r";A lOme services.

Consider shon.term
use o( ovenime: to
reduce b:ackJog.

Should not be •
surprise. Major
failures are usually
remembered! But
rhould check to
eIl'Alre mandatory PM
is performed.

: ...

I:'" r:

~



," '. The' tollow~nB ls a, ~18t or reoorda that )8

on t11e in each·bul1d1ng.

PERMITS ISSUED Br THE On'!' OF HEW YOR1t:

,MUlcate oroccupmc,"

Certlflcate 01' Boller IDapection
, ' .

Certlficate 01' Elevator Inspection. ,

pertltlcate 01' Standplpe Inspectlon (herr t1ye years H.Y .a.F~'b.j

, ' 1Certlticate 01' Fuel 011 Tank I~pectloD (H.Y.C.F.D.

Certlt1cate 01' P1tne•• standp1pe (N.Y.C.F.D.) . ~per1n~endent

Certltlcate 01' P1tneaa Spr1nkler S3'stem (H.Y.C.F.D.) Super1ntendent

Cert1tlcate 01' P1re Alarm s,..tem ID8pect1on (H.Y .C.P.D.)

Certlt1cate 01' Automatic F1re Ext1ngu1shins System (H.Y .a.p.D.) SIlO'S ON

Certit1cate 01' Flre Ext1Dsu1shers Inapection (N.Y.C.F.D. Everr 7ear)

Certltlcate 01' W&te~ ~eter Inspectlon (ETe17 tlye ,,.ears N:r .C. water t

Certlticate 01' ,Pltnea. Air po~t1on (B.y.a. Alr Reaourrea)Super1Dtendeil

SERVICE CON'1'RACTS

Seating STatem

Eley.to~4

Plre Alar.m sr.tem

Inter-Ooa SJ'lt., Eursea.q Pull Cord STatell, Electrlc Doors,

All' Conditioner., Hetr1serator., Gas stoves, Electric stove.,

I- Dla~:'W"lIher,

Seourit,. Guard SerY1ce

'~

. '"

'.- .

. ...... -. oil ~

. ,,..,['- .... "



..
·W EST H ~. B

E " ERG E N C Y

NO HEAT

NO HOT WATER

NO COLD WATER

NOT ICE

I: J

I: ]

I: J

N TIL :

NO

NO

NO

ELECTRIC

GAS

ELEVATOR

DAY

DAY

I I
DAlE

I I
DAlE

I:

J

J

J

.,
Tlf£

:
Tlf£

WE RESRET ANY INCONVENIENCE WHILE
REPAIRS ARE BEING "ADE

WESTHAB.
:: I
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