
DATE POSTED:                 
TO:


ALL RESIDENTS

FROM:

EVERGREEN CONSTRUCTION COMPANY

SUBJECT:

UNIT INSPECTIONS

On ______________________________ beginning at ________________________________, Representatives of Evergreen Construction Company will be entering your apartment to inspect for housekeeping as well as to inspect for the overall physical condition of the apartment.

Please see to it that the following items are taken care of prior to the inspection:
· Carpets clean and vacuumed.  If carpeting is soiled or stained, it must be cleaned.
· Oven, stove top, hood vent clean. No aluminum foil or foil pans below element or lying on top of element in oven or aluminum foil/pan under burners on stovetop. 
· Stove rings, pans, bowls and good vent filters clean.  We suggest soaking the filters in hot soapy water to remove the grease.  Replace drip pans if unable to remove burnt on food or spills. 
· Wipe out the freezer and refrigerator.
· Clean countertops and cabinets.  Cabinets and closets should be neat and organized.
· Mop floors in kitchen and bath.  Strip and wax vinyl flooring, if needed.
· Clean bathroom tub and enclosure to remove soap and dirt build up.
· Clean commode and sink.
· Wipe off medicine cabinet and mirrors.
· Make sure articles of clothing and other personal items are picked up off floor and put away.  Beds are made.
· Wipe out window sills and clean inside of window tracks.
· Clean out light fixtures.  Light bulbs must be in all sockets.
· Eliminate all trip hazards, such as cable, electrical and telephone cords across floor.  
· Do not store items or other barriers which restrict and/or block exits or passage ways.    No furniture, household furnishings, equipment, clothing, other personal property or other barriers shall restrict and/or block exits or passage ways.  An unimpeded means of escape is required.  For living room and bedroom(s), a minimum of two independent unobstructed exits are required, one of which must be a door and the other, a window.  The doors to bedroom(s) and living room must open 90 degrees.  No Furniture, household furnishings, equipment, clothing, other personal property or other barriers shall be stored on stairwells and landings, while a 36’ clearance is required for hallways.
· Make sure patios and porches are neat and clean.  Porches and patios are not to be used as storage areas.  This includes, but not limited to, indoor furniture, automobile tires and garbage. 
· For utility/storage room, there must be a clear path to water heater and electrical panel box. Further, there must be a 12’ clearance for water heater and nothing can be stored on top of water heater.  No flammable items, including, but not limited to, gas cans, propane tanks, lighter fluid, match light charcoal, furniture, automobile tires, any gas-powered equipment and garbage, are to be stored.
If you are not present during the inspection, a master key will be used to gain entrance into your apartment.  Also a copy of the inspection report will be left for you to review.  If there are any maintenance items that need to be brought to our attention, please make us a list and place in office box as soon as possible.
Thank you for your cooperation.
Management
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This institution is an equal opportunity provider and employer. 
