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ANNUAL HQS INSPECTIONS





LMHA is required under Federal regulations to inspect each housing unit once annually under HUD’s Housing Quality Standards.  Attached is a sample inspection timeline (Exhibit 1) to be completed during specified months for the various management groups.





In accordance with this schedule, the final physical unit inspections are to be completed by April 30 each year by the Property Management Department.  This will allow the months of May and June for verifying discrepancies by each management group and for completion of HQS work orders by the Maintenance Department.





Any changes in this schedule are to be first cleared through the Director of Maintenance and the Director of Property Management for assurances that work load differentiation’s can be handled by both departments.  Work loads may need to be temporarily reassigned during these inspections from time-to-time between management/maintenance groups .





HQS Work Orders -- Issuance





HQS work orders will be printed by the Data Processing Department by the 15th of the month prior to the scheduled commencement date of HQS inspections for each development.





Data Processing will forward the HQS inspections to the appropriate management group via interoffice mail.





HQS Work Orders -- Completion by Management





Property Management will issue at least a 48-hour notice to each resident to be inspected upon receipt of the HQS Inspections from Data Processing (Exhibit 2 and 3).





In the event management has completed a 90-day new move-in inspection within the previous 30-day period, information concerning HQS items can be written onto the annual HQS work order and submitted for processing without reinspection.  





Following the inspection, Property Management will complete (Exhibit 4) the manual entry of HQS information immediately following the HQS inspection and forward to the Data Entry Clerk/Maintenance within 48-hours of the physical inspection.  One copy of the work order is retained by Property Management and two copies are returned to Maintenance.





Management will list  repair items on the HQS (“A”) work order that are violations of the standards.  Other work items should be phones or sent via electronic mail to the Maintenance Dispatcher.
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Asset numbers for all ranges, refrigerators, air conditioners, some furnaces, dishwashers, etc., are to be recorded on the “A” work order.  This step is necessary for physical inventory purposes.  “U” tags identifying the housing unit are also recorded for tracking purposes.  (these tags are found in circuit breaker boxes or front door frames.)





In the event the Data Entry Clerk/Maintenance is unable to key the asset number(s) written on the “A” work order by the Property Management staff member completing the inspection, an “F” work order will be generated (Exhibit 5).  The “F” work order will advise of the item number to be rechecked by the Housing Manager/ Management Aide by physical reinspection of the asset in question.  “F” work orders are to be completed by the Housing Manager/Management Aide within 14 days of the issuance date and returned to the Data Entry Clerk/Maintenance.  “F” work orders will continue to be generated automatically by the computer system until the correct asset tag numbers are recorded.





An exception report will be generated and circulated to the following every week regarding open “F” work orders.  This report will be circulated weekly and reviewed by the following:





Director of Property Management


Director of Finance


Materials Manager





The Director of Property Management will investigate “F” work orders more than 30 days old with the responsible management group.





Data Entry





The Data Entry Clerk/Maintenance enters the necessary information from the work order items provided by Management and produces a work order for completion of repair items by Maintenance.





The Date Entry Clerk/Maintenance will prepare an “F” work order for any variances in asset tags and forward back to the housing manager for follow-up.





“F” work orders are excluded from open work turnaround under PHMAP.





Maintenance will complete all work items within 45 days of the physical inspection.





�
File Copies





All HQS inspections and repairs are to be completed on or before June 30 of each fiscal year.  File copies are to be retained as follows:





	1.  One copy of the HQS work order is to be filed on the left hand side of the


	     resident folder, stapled to the top of each completed HQS Inspection form.





	2.  The original HQS work order should be filed in chronological order by date in 		     the work folder (by address/development).





	3.  Maintenance retains one copy of the work for PHMAP scoring purposes.





A sample of LMHA’s HQS inspection booklet has been attached as Exhibit 6.


�
EXHIBIT 2





							__________________________


							(Current Date)





Resident Name


Address


City, ST  Zip Code





Dear Resident Name:





UNIT INSPECTION NOTICE





	In accordance with your dwelling lease, the LMHA is required by Federal law to conduct inspections of all property owned by this Agency as deemed necessary.  The purpose of this notice is to inform you that a unit inspection is scheduled for (Date Scheduled) between the hours of 9:00 A.M. and 5:00 P.M.  If you are not at home, we will make entry to your home.





	Attached is a copy of LMHA’s housekeeping standards.  You are required by the lease and house rules to have a clean home with an operating smoke detector on each floor of the home.  No combustible materials are to be near the furnace and/or water heater.  Maintenance needs are to be called in to the Dispatcher at 259-9470 prior to the date of our inspection.





	If Maintenance is required to return following our unit inspection, this letter will also serve as notice of their return to complete any work requested by Management.  No additional notice of entry will be sent and notification tags will be left by any personnel working in your unit while you are not at home.  The required work will be completed within 45 days of our inspection.





	If you should have any questions concerning this matter, please contact (management office phone #).  Your cooperation is appreciated in this inspection.





							Sincerely,








							Housing Manager





Enclosure





cc:	Resident file





Form #PM-28
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							__________________________


							(Current Date)











Resident Name


Address


City, ST  Zip Code





Dear Resident Name:





UNIT INSPECTION NOTICE





	In accordance with your Homebuyer’s Ownership Opportunity Agreement, the LMHA is required by Federal law to conduct inspections of all property owned by this Agency as deemed necessary.  The purpose of this notice is to inform you that a unit inspection is scheduled for (Date Scheduled) between the hours of 9:00 A.M. and 5:00 P.M.  If you are not at home, we will make entry to your home.





	Attached is a copy of LMHA’s housekeeping standards.  You are required by your Agreement to have a clean home with an operating smoke detector on each floor of the home.  No combustible materials are to be near the furnace and/or water heater.  Maintenance needs are to be attended to prior to the date of our inspection.





	If you should have any questions concerning this matter, please contact 259-9509.  Your cooperation is appreciated in this inspection.





							Sincerely,











							Manager/Special Programs





Enclosure





cc:	Resident file








Form #PM-29
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