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A. WORK ORDERS 

 

1. The authority has a computerized work order system. 

 

 2. Work orders are generated either by tenant requests or by housing authority staff 

for any work or repairs needed within apartments, public areas, and the grounds 

around the properties.  

 

 3. Work Orders are coded with a PHAS code as required by HUD regulations. 

 

 4. Non-emergency work orders should be completed within 3 calendar days. 

 

 5. Emergency work orders must be completed within 24 hours.  

   

B. PREVENTATIVE MAINTENANCE 

 

 1. The authority has a computerized preventative maintenance system. 

 

 2. Mechanical systems are checked/run on a regular basis.  The frequency of these 

activities are established by the Executive Director.  

 

 3. Property inspections and exterminations are scheduled through the preventative 

maintenance system.   

 

 4. Preventative maintenance work orders should be completed the day they are 

generated. 
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C. PROCEDURES 

 

 1. WORK ORDERS 

 

  A. An employee generates a work order which includes the date and time 

received, the Job Code, the PHAS code, priority (only if an emergency), 

and detailed description of the problem. 

 

  B. If the work order is generated by a tenant or housing authority employee 

for work inside an occupied apartment, the employee prints the work order 

on two-part paper so a copy is left in the tenant apartment describing the 

work completed, start and end time and date, and the person(s) who 

completed the work. 

 

  C. The employee enters the description of the work completed, start and end 

time and date, the person(s) who completed the work, any materials used, 

any tenant charges, and closes it out with a completed date and time. 

 

  D. The original is filed in the folder for that apartment or location. 

  

 2. PREVENTATIVE MAINTENANCE WORK ORDERS 

 

  A. An employee generates the preventative maintenance work orders on a 

daily basis which includes the date and time received, the Job Code, the 

PHAS code, and detailed description of the maintenance item.  The 

preventative maintenance work order is printed on standard white paper. 

 

  B. After the maintenance/inspection is completed, the employee enters the 

description of the work completed, start and end time and date, the 

person(s) who completed the work, any materials used, and closes it out 

with a completed date and time. 

 

  C. The original is filed in the appropriate folder. 


