
 

 

HVAC POLICY 

Preventative Maintenance  

1. A walk-thru to check inventory for A/C & Heating parts will need to be conducted 

by Maintenance Supervisor and reported to Property Manager.  

2. Property Manager will provide inventory list to HVAC Manager for 

recommendations on items needing to be ordered. 

3. HVAC Manager will then send recommendations to Property Manager along with 

quotes for each item.  

4. Property Manager will create purchase order for items and will submit to OneSite 

Manager for approval (all orders over $1000.00 will require CEO approval). 

5. Upon arrival of inventory items, Property Manager will inspect all parts to ensure 

they are damage free and then notify HVAC manager to schedule preventative 

maintenance.  HVAC items will be kept at each property.   

6. Property Manager will be sure to provide 48-hour notice to residents at least 48 

hours prior to HVAC Manager’s arrival. Notice should include permission to 

enter and to have an adult home, HVAC must have a clear path to furnace and all 

vents,  HVAC will not move any furniture (make sure resident takes care of this 

before HVAC’s arrival), and children must stay clear of work area. 

7. Make sure that keys are made available to HVAC Manager. 

8. Preventative Maintenance must be completed by certified HVAC technician (at 

least one maintenance technician should be made available for HVAC assistance). 

9. When PM’s are completed HVAC Manager will leave any remaining parts with 

Maintenance Supervisor. 

10. Property manager and Maintenance Supervisor will need to keep record of 

inventory on hand at all times. 

 

HVAC Emergencies 

1. HVAC emergencies include –  

a. Gas smell  

b. Burning smell  

c. Smoke or fire 
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d. Co2 leak 

e.  Refrigerant leak  

f. Temperature of home is above 81°F in the summer or below 68°F in the winter 

 

2. Property Manager will call or email HVAC Manager to update him on issue and HVAC 

will try to resolve via telephone 

3. If issue cannot be resolved via telephone then the Property Manager will schedule HVAC 

to go to property. 

4. If an overnight stay is needed HVAC Manager will need to have access to office or shop 

to unload tools.  HVAC Manager will reach out to Corporate for approval and overnight 

stay accommodations. 

5. Full written report (including pictures) will be given to Manager upon completion.  Any 

parts that were taken from HVAC inventory will need to be replenished.  

 

 


