
 1 

MAINTENANCE INSTRUCTIONS 
ADDENDUM 

 
 
 

OFFI CE HOURS:  Ca ll (555) 555-1212 
    Th e offi ce i s open fr om 9: 00 a.m. to 5:00 p.m ., Mon da y thr ough Fr ida y, 

Holida ys ex cluded.  A MyCompany r epr esen tative will be a vailable t o a ssist 
bet ween th ese h our s. 
 

AFTER OF FIC E HOURS: Ca ll 24 /7 Emer gen cy pager #(555) 555-1212  
Our Gen era l Ma ilbox will be a va ila ble a fter h our s on weekda ys, week en ds, 
an d h olida ys for n on-emer gen cy main tenan ce r equests.  
 

 
 
 
 

PROCEDUR E FOR CALLING FOR REPA IRS: 
 

1. BE FORE CALLING, t a ke a l ook a t our qui ck t ips list on pa ge two a n d con t inuin g on pa ge thr ee. 
Un der It em 4, we ha ve l isted some common compl ain ts a long with suggestion s to h elp you tr ouble 
sh oot an d potent ia lly r epair th e pr oblem with out a ser vice t echn ician coming to your h ome. Be sur e t o 
rea d th ese exampl es car eful ly.  

 
2. DE TERMINE WHE T HE R YOUR CLAIM IS AN E ME RGE NCY OR A NON-EMERGENCY ITEM. 

 
EMERGENCIES: (Th er e ar e few emer gen cies) Fir e, flood, un con tr ollable water, backed up sewer , 
electr ical pr oblem wh ich is poten tially l ife t hr eaten in g, ga s lea k. 
 
NON-E MERGENCY: Heat-MyCompany r ecogn izes th at h eat is a pri ori ty item an d we will con vey t o our 
ven dor s th e n eed to h ave th e pr oblem r epair ed as soon as possible.  Oth er n on-em er gen cy i t ems 
in clude Air con diti on in g, spr in kler s, di sh wash er s, etc… 
 
 Emer gen cies ca usin g immediate danger such a s fir e ca ll 911 
 Emer gen cies in volvin g ga s call Energy at 1800 555-1212 an d if n ecessar y call 911 
 Emer gen cies in volvin g IMMEDIATE electri cal danger, call Energy a t 1800 555 1212 

Emer gen cies such as ba cked up plum bin g or floodi n g, call MyCompany Pr opert ies an d pr ess 2 if 
after h our s. If n ecessar y call 911. 
 

3. IF YOUR PRO BLEM IS NOT AN E ME RGE NCY, PLEASE SE E INST RUCT IONS BELOW. 
 

A. After h our s, call MyCompany at (555) 555-1212 an d pr ess 2. Be sur e to l ea ve a compl ete 
message with r eturn teleph on e n umber s. Be sur e to follow up dur ing th e offi ce h our s on th e 
followin g busi n ess day to ver ify r eceipt of your message.  

 
B. Durin g offic e h our s, ca ll MyCompany and in for m our r epr esent ative of your pr oblem. Note: An y 

MyCompany r epr esen tative can assist you with a r epair claim. Explain your pr oblem clear ly a nd 
calmly. In clude in for mation such as your n ame, teleph on e number and addr ess.  Our 
r epr esen tative will open a claim for you immediately.  
Ø After a ven dor h a s been a ssign ed t o th e claim, th ey will con tact you. Ven dor s ar e n ot 

gi ven keys t o t h e pr operty a n d ar e r equir ed t o make appoin tment s with ten ant s.   
MyCompany will n ot r elease keys t o ven dor s under an y cir cumstan ce.  
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Ø Please keep in mind th at a r epair techn ician will n ot be available immedi ately for 
n on -emergen cy claims in most cases.  

Ø Please keep your appoin tmen t with th e r epair techni cian. Failur e to be a vailable for 
an appoin tmen t coul d r esul t in a ch ar ge for th e techn ician ’s t ime. We will pass tha t 
ch ar ge on t o you. 

Ø If your n on -emergen cy claim h as n ot been addr essed within 7-10 days, call us 
an d in for m our r epr esen tative.  We will cont act th e ven dor an d follow up as t o th e 
expected ser vice date. We will con tact you with tha t in for mation.  

Ø If a pr oblem con tinues a fter a r epair ha s been ma de, be sur e to c on ta ct us and 
inform us of the continuing problem. We define a recent repair as a repair made 
within the last 60 days.  IF YOU FAIL TO REPORT A CONTINUING PROBLEM 
AFTER A REPAIR IS MADE, YOU MAY BE RESPONSIBLE FOR THE COST 
OF DAMAGE.  

 
4. QUICK TIPS: 

 
A. The oven does not work. 

Check the time bake feature on the oven. If the oven is set on time bake it WILL NOT 
HEAT. 

  
B. Air Conditioning does not work. 

Check all circuit breakers. Often during hot weather, or if the circuit breaker overloads, 
the A/C breaker will flip causing your unit to be unusable.  

   
C. Garbage disposal does not work. 

Check underneath the disposal unit and press the reset button. If something has lodged 
inside the unit causing the blades not to turn, try putting a broom handle down the 
disposal & give it a twist. This might break loose a small object allowing the unit to 
operate correctly.  

 
D. Electrical outlets and lights do not work in sections of the home. 

Check the GFI plug, which is usually located in the garage, patio, kitchen or bathroom.  
Reset the GFI plug. Usually that will solve your problem. Sometimes there are more than 
one GFI, so check around the house so that you are aware when an electrical problem 
occurs.  

 
E. Circuit breakers keep going off. 

Check all appliances to see if the circuits to make sure you haven’t overworked a 
particular outlet. If you have a microwave, a toaster and another appliance operating on 
the same plug, you may overload the circuit breaker when you use all three at once.   

 
F. Smoke alarm does not work. 

Check the batteries in the unit. Note: Tenants are responsible for replacing the batteries in 
your smoke alarm. If the alarm does not work after you have replaced the battery, contact 
us for repair. 

 
G. Fireplace 

Be sure to open vent before starting a fire. If smoke appears, extinguish the fire 
immediately. Do not use soft woods in fireplaces such as pine, fir & redwood or 
duraflame logs etc… These types of woods and logs can cause a coating on the flue that 
can cause fires.  
Use woods such as oak, almond and walnut. When removing coals from the fireplace, 
ALWAYS BE SURE THE COALS ARE COLD.  NEVER put hot or warm coals in the a 
container such as a garbage can.  Store any warm or hot coals away from combustibles 
and the house for at least two days before disposing of them.  
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H. In vasion of an ts, spider s, fleas, etc… 

In door s – (Fleas, ant s, spider s, sil ver fish , etc. ) In sect fogger s ar e th e most r eliable.  
Fogger s can be pur ch a sed a t a gr ocer y st or e or th e loca l gar den cent er . To use: follow t h e 
in str uction s on th e can, cover a ll food a n d dish es. Remove a ll a dults, chi ldr en and 
an imals fr om th e in side. Most fogger s r equir e a 4 h our time per iod befor e it is safe to 
r eturn.  
Outdoor s- (An ts, fleas, gra ssh opper s, etc.) Diazan on gran ules can be pur ch ased a t an y 
gar den suppl y stor e. Follow th e in str uction s on th e packa ge, sprin kl e ar oun d th e 
per imeter of t h e h ouse an d fen ce. Diaz on on comes in small sha ker can s or in ten poun d 
ba gs. Th ey a r e in expen sive an d ver y e ffective.  
Outdoor s- (spider s) Use liquid Diazan on or a pr emixed in secticide. Follow t h e 
in str ucti on s on th e package.  
Out door s (Sn ails, sow bugs, slugs, etc.) Ba it ma y be pur ch a sed a t an y gar den supply 
stor e. Follow t h e in struction s on th e packa ge. 
 
AT ALL T IME S, WHE N ST ORING PE ST ICI DE S, KE E P OUT OF RE ACH OF 
SMALL CHI LD RE N AND ANIMALS.  
 
BE SURE T O T RY T HE SE PE ST CONT ROL ME T HODS. If pr oblems per sist, con ta ct 
MyCompany Pr oper ties.  
 
Roden t Con tr ol: 
For or din ar y m ice, th er e ar e sever al common con tr ols whi ch can be pur cha sed at a 
gr ocer y stor e or a gar den supply st or e such as Decon . If th e pr oblem per sists con tact
MyCompany Pr oper ties.  

 
5. T E NANT S ARE RE SPONSIBLE FOR THE FOLLOWING MAINT E NANCE : 

 
A. Repl acemen t of light bul bs. 
B. Repl a cem en t of furn a ce & air-con dition in g filter s at a mini mum of ever y thr ee mon th s.  
C. Repl acemen t of sm oke a larm batter ies. Nor mally t h e alar m will emit a beepi ng sound. 
D. Test sm oke alarm s ever y t h irt y da ys an d r eport to MyCompany if n ot wor kin g. Remember 

smoke a l arms ar e for you an d your l oved on es sa fet y.  
E. Keep the dwelling clean, inside and out, free of grease, mold, mildew, cobwebs, etc… 
F. Normal insect and rodent control. Rodent control does not include rats.  
G. Proper disposal of toxic waste such as oil, antifreeze, batteries or solvents.  
H. Where indicated on your rental contract, maintain exterior landscape by mowing, 

trimming, weeding, fertilizing and watering. If there are sprinklers, be sure to monitor the 
level of water needed.  

I. If there is a pool, it is necessary to maintain the water level.  
J. Pick up all pet droppings on property. Keep pets, if applicable, from causing damage.  
K. In kitchens, keep all food stored adequately. Do not leave out for extended periods and 

clean up after yourself. This will keep away ants and other pests.  
L. Clean hood vents in kitchen regularly. 
M. Clean oven regularly. 

Ø If the oven is a CONTINUOUS CLEAN oven, DO NOT USE OVEN CLEANER. 
This will alter the performance of the continuous clean feature.  

Ø On continuous clean ovens, turn on to 450 degrees and leave on for several hours. 
High heat helps the cleaning process.   

Ø Then wipe out.  
Ø Do not leave oven on and unattended when leaving the house.   
Ø On regular ovens use an oven cleaner. 
Ø On self cleaning ovens, follow instructions for cleaning. 

N. In bathrooms, prevent mildew and mold from accumulating. If mildew and mold appear, 
use a product such as X-14 or tilex to remove. Remove immediately. Keep bathrooms 
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properly ventilated to prevent mold and mildew from forming. If there is an exhaust fan, 
USE IT, while taking showers and for an extended reasonable time afterward. If there is a 
window open it.  

O. Proper placement and removal of holiday, Christmas lights is as follows. Lights are to be 
hung properly and carefully checked. They are only to be up during the season. Christmas 
tr ees ar e to be pr operl y r emoved. 

 
6. TENANTS WILL B E RESPONSIBLE FOR THE FOLLOWING CHARGES: 

 
A. If our vendor’s technician makes a service call and learns that the breaker was tripped. 
B. When oven is on time bake and is not defective. 
C. Wh en sewer st oppage i s caused by t enan t(s) placement of debr is in lin e such as t oys, 

tools, diapers, rags, sanitary napkins, extensive toilet paper, etc… 
D. Failure to report necessary repairs. 
E. Failure to meet a vendor at an assigned appointment. 
F. Any damage caused by tenant(s) 
G. Damage cause by tenant(s) pet(s) 
H. Repair reported which does not require service. 
I. Battery for smoke detector or battery for remote control opener. 
 

 
7. IT IS THE TENANTS RESPONSIBILITY TO REPORT ALL REPAIRS OR MAINTENANCE 

PROBLEMS. FAILURE TO DO SO COULD RESULT IN DAMAGES CHARGED TO THE 
TENANT.  PLEASE BE SURE TO REPORT THE FOLLOWING: 

 
A. All toilet and faucet leaks 
B. Plumbing backup 
C. Electrical problems  
D. Inoperative smoke detectors  
E. Roof leaks  
F. Heating and air-conditioning problems  
G. Broken windows and doors 
H. Faulty appliances supplied in property 
I. Mal-functioning sprinklers 
J. Any other necessary repairs or unsafe condition 
K. Major pest control items such as bees, cockroaches, rats, termites or other major 

infestations 
L. Fence repair 

 
8. TENANTS ARE NOT TO DO THE FOLLOWING: 

 
A. Do NOT wash dr aperi es. Call MyCompany Pr oper ties durin g r egul ar busin ess h our s an d a sk 

our r epr esen tative for in str ucti on s r egar ding such items. 
B. Do NOT per for m electr ica l wor k. 
C. Do NOT per for m r epair s unl ess auth ori zed by MyCompany Pr oper ties In c.  
D. Do NOT deduct an y un auth or ized or pr e-auth ori zed main tenan ce expen se fr om your r ent . 

If MyCompany Pr oper ties, In c. auth ori z es you t o per for m an y ma int enan ce; you m ust submit 
all receipts for reimbursement.  

E. DO NOT PAINT without prior approval. 
 
 
WHEN MOVING OUT PLEASE READ THE FOLLOWING REQUIRED 
PROCEDURES: 
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1. CLEANING: Have the property clean throughout the interior and the exterior. This also includes 
win dows i n side an d out , win dow si lls an d door casings, min i-blin ds, wiping out dr awer s an d 
sh elves applian ces, sin ks, toilets, bath tubs, sh ower s, vani ties, light fixtur es, fir eplaces, r emova l of 
cobwe bs i n si de and out, vin yl or t i l e fl oor s, etc… LEAVING A PROEWRT Y DIRT Y IS NOT 
CONSIDE RE D NORMAL WE AR AND T E AR. 

 
2. CARPET CLEANING: Car pet clean in g depen ds on time l ived in th e pr opert y for n orm al wea r 

an d tear, wh eth er you h ave h ad pets an d also i f th e carpet clean in g exceeds n orm al wea r an d tear. 
 

Ø IF YOU HAVE A PET, you ar e r espon sible for pr ofessi on al car pet clean ing after vacatin g th e 
pr emises.  

Ø UP T O ONE YE AR: Car pet cleanin g wi l l be r equir ed. You m ust use a pr ofes sion a l car pet 
cleanin g ser vi ce. 

Ø UP T O T WO YE ARS: You wi l l be char ged for ½ of t h e car pet clean in g or n orm al wear an d 
tear .  

Ø OVER T WO YE ARS: You will n ot be char ged for n or ma l wea r and tear . 
Ø YOU WIL L BE CHA RGE D IF YOU HAVE PE T S AND/ OR HAVE SOILED T HE 

CARPE T S E XCE E DING NORMAL WEAR AND T E AR. 
Ø DO NOT r ent mach in es fr om a stor e, use h ome clean in g machin es, or employ ch emical 

cleanin g. Onl y pr ofession al st eam clean ing is a ccept able. If you wish , pl ease call for Ca l 
West’s car pet clean er. If you h ir e an oth er car pet clean er , BE SURE th e car pet clean er will 
guar ant ee th eir wor k to MyCompany Pr oper ties satisfaction . You must pr oduce a r eceipt at th e 
thr ough in spection . 

Ø T E NANT S PLE ASE NOTE: MYCOMPANY PROPE RT IE S INC. WILL NOT RE IMBURSE 
FOR ANY CARPE T CLEANING CONT RACT E D BY TENANT. 

 
3. DRAPERIE S: DO NOT WASH DRA PERIE S. Dr a peri es m ust be dr y clean ed. You ar e n ot 

expect ed t o dr y clean dr a peri es. If you ha ve n ot kept th e dra per i es in good con di ti on, you m a y be 
ch ar ged for clean ing. 

 
4. LIGHT BULBS, FILTE RS, SMOKE DE TE CT OR BATTE RIE S, DOORSTOPS: Th ese it ems 

m ust be in pl a ce or wor kin g or you wi l l be char ged. Be sur e to r epla ce an y of t h ese mi ssing i t ems. 
 

5. PEST CONT ROL: If you h a ve a pet, you m ust suppl y ADE QUATE INSECT FOGGERS. Th e 
m ini m um r equir ed i s four (4) fogger s. If you h a ve a 3 bedr oom , 2 ba th , 2 car gara ge h ome or 
larger, you must supply a minimum of six (6) foggers.  

 
6. IF YOU DO NOT HAVE A PET, you do not need to supply foggers UNLESS YOU HAVE 

BEEN EXCERCISING MINIMUM INSECT CONTROL. If a property is found to have an excess 
of ants, spiders, cobwebs, etc… you will be responsible for insect control.  

 
7. ALL FOGGE RS M UST BE LEFT UNOPE NE D AND GIVE N T O AGE NT DURING WA LK 

THRO UG H INSPECT ION.  
 

8. LANDSCAPE: An y out side ar eas wh i ch a ppl y i n your con tra ct, th e out side ar ea i s t o be n eat l y 
mowed, tri mmed, pr un ed and wa t er ed, an d all tra sh debri s and gr ea se t o be r em oved. An y a ni ma l 
dr opp ings ar e t o be pi cked up and r emoved WHE T HE R YOU HAVE AN ANIMAL OR NOT . 

 
9. TRASH: If you have trash that exceeds the normal pickup, you are to arrange to have it hauled 

away. All other trash is to be placed within the trash receptacles for normal trash removal.  
 

10. PAINTING: WE REQUEST THAT YOU DO NOT SPACKLE, PUTTY, OR TOUCH UP 
PAINT UNLESS YOU ARE SURE THE PAINT WILL MATCH. IF YOU PAINT AND IT 
DOES NOT MATCH, YOU WILL BE CHARGED FOR UNNECESSARY PAINTING. Charges 
for paint in g depen d on length of t ime in th e pr operty a n d wheth er it exceeds n orm al wear and tear .  
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I (We) th e un der sign ed un der stand an d a ckn owledge t h e r eceipt of t h e MyCompany Pr oper ties, In c… 
main ten an ce in str uction s an d th ese in struction s ar e att achm ent A t o our r en tal a gr eemen t.  
 
 
Tenan t Name __________________________________ Date ___ / ___ / ___ 
 
Tenan t Name __________________________________ Tenan t 
 
Tenan t Name __________________________________ Tenan t 
 
Tenan t Name __________________________________ Tenan t 
 
Tenan t Name __________________________________ Tenan t 
 
Tenan t Name __________________________________ Tenan t 
 
Interpr eter n ame __________________________________ Int erpr eter 
 
MyCompany Pr oper ties __________________________________ Agen t 

 
 

 
 
 
 

 
 

 
 
 

 
  


