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Homes for America (HFA) O&M Review for Third Party Management  

The following is intended as an agenda for a meeting with points of contact at each third-party 

management company.  This meeting should take place before engaging in a new contract, or at 

minimum once every two years to reinforce O&M best practices.  The intent is not to dictate to the 

property managers how to do their jobs, but to communicate that energy and water maintenance is a 

priority for NHP, and help ensure they are meeting HFA’s standards for O&M. 

 

1. Review and discuss the “Worksheet: Elements of an Energy and Water 

O&M Program”  (available at http://sahfnet.org/energytoolkit.html) with 

your main contact at each third-party management company.   

 

2. Request a copy of preventative maintenance schedules used on site. 

What to look for in a Preventive Maintenance (PM) Schedule? 

The PM schedule should be a standardized document that is provided by the management company. 

A standard portfolio schedule typically requires some level of customization for each specific site – 

identifying applicable checks and any special requirements (e.g. for solar or onsite cogeneration).  The 

process of customizing the PM schedule should be clearly defined by the management company – and 

should be completed with the on-site maintenance manager’s supervisor.  

An effective preventative maintenance schedule should include all scheduled inspections which occur 

at a property for the year. The schedule should include all inspections completed by site staff, as well as 

those completed by outside vendors.  Ask which types of PM are completed by vendors vs. onsite staff. 

 

3. Request a copy of inspection checklists used for preventative maintenance 

inspections  

What to look for in Inspection Checklists? 

All inspections on the PM schedule at a property should have a corresponding checklist. Checklists are 

used to record all of the pertinent inspection procedures which are required to property maintain 

different pieces of equipment. Checklists help to ensure that all of necessary inspection procedures are 

followed. In addition to listing the required inspections – the checklists should provide a clear 

description of how to complete the task and/or what maintenance personnel should be looking for. 

Checlists are also a critical tool in keeping track of equipment condition. As repairs are continually 

made and marked on an inspection checklist  
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At a minimum – a successful preventative maintenance plan should include the following checklists:  

 Apartment Inspection 

 Common Area Inspections 

 Domestic Hot Water Equipment 

 Central Heating Equipment 

 Common Area Air Conditioning/Air Handlers  

For examples of recommended checklists see the SAHF Multifamily Energy and Water Management 

Operations & Maintenance Toolkit (http://sahfnet.org/energytoolkit.html).  

 

4. Discuss reporting and tracking of PM and work orders.  Do they use a 

software for tracking maintenance activities?  If so, is there is a way to 

periodically share reports on work order generation and completion from 

their work-order tracking system.  What is the process for tracking 

problems and equipment issues that arise? 

 

5. Provide the HFA Energy Replacement Standards document if they have not 

already.  Ask if this can be posted on site and shared with maintenance 

staff. Discuss any standards which seem problematic or conflict with the 

company’s own documents.  

 

6. Provide and discuss the O&M Spot-check procedure and let them know 

you will be periodically visiting the site to perform these checks.  
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