










































































TASK Frequency By Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec
SLOPED ROOF - Remove moss, clear debris from 

gutters/downspouts 
Bi-Annually

Staff / 
Vendor

X X

Recaulk roof flashing
Every 2 Yrs / 
As Needed

Staff / 
Vendor

X

WALLS - Repair mortar joints, Replace Bricks (as 
needed)

Annually / 
As Needed

Staff / 
Vendor

X

WINDOWS - Inspect Annually
Staff / 

Vendor
X

DOORS - Wash, check weather stripping, re-paint 
as needed

Annually Staff X

FOUNDATION - Check cracks, vent covers Annually Staff X

EXTERIOR SURFACES, FIXTURES - Refinish Every 10yrs
Staff / 

Vendor

WOOD FLOORS - Refinish, polish As Needed Staff
VINYL FLOORS - Refinish, polish As Needed Staff

CEILINGS - Refinish As Needed
Staff / 

Vendor

WALLS - Refinish As Needed
Staff / 

Vendor

WALLS - Recaulk (kitchen and bath) As Needed
Staff / 

Vendor
FLOORS - clean as needed Annually Vendor X

WALLS - Wash off hand prints and dirt in high 
traffic areas

Weekly Staff X X X X X X X X X X X X

KITCHEN - Clean Range, Microwave, Refrigerator
Monthly / 
Annually

Staff X X X X X X X X X X X X

LAUNDRY - Wipe surfaces, empty trash, mop floor, clean 
behind machines, check lint traps and clean as needed

Weekly Staff X X X X X X X X X X X X

LAUNDRY - clean dryer vents Annually Staff X

TASK Frequency By Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec

Clean, wash out containers Weekly Staff X X

Cans (Trash / Recycle) - Regualr pickup Bi-Weekly / Staff X X X X X X X X X X X X

Shrubs, Trees (remove broken, dead, deformed Weekly / Staff X X X X X X X X X X X X
Remove weeds (don’t let weeds go to seed) Daily Staff X X X X X X X X X X X X

Protect Shrubs (winter) Seasonally X X

Signage - inspect, clean, repair as needed Monthly Staff X X X X X X X X X X X X
Walks, Paving, Curbs - monitor, clean, repair as 

needed
Monthly Staff X X X X X X X X X X X X

Parking Lot -  Monitor condition, clean and reseal 
as needed

Annually
Staff / 

Vendor
X

Water system

Test / Check Water Temperatures
Bi-Annually / 

Annually
Staff X X

Lubricate valves and pumps Bi-Annually Vendor X X

Clean, Test integrity, Change Washers Annually
Staff / 

Vendor
X

Test pressure Weekly Staff X X X X X X X X X X X X

Plumbing
Toilets - check for leaks, running water Annually Staff X

Building Envelope

Building Interior

Common Kitchen, Laundry

Mechanical, Electrical Systems Preventive Maintenance

Trash / Recycling Room 

Grounds

Buildings & Grounds Preventive Maintenance

Preventive Maintenance Schedule and Checklist
   LHA NAME: Brimfield    DEVELOPMENT:  Colonial Park
Buildings & Grounds Preventive Maintenance

Landscaping
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Preventive Maintenance Schedule and Checklist
   LHA NAME: Brimfield    DEVELOPMENT:  Colonial Park

Faucets and shut-offs - check for leaks, drips Annually Staff X

Boilers/HW Tanks - Inspect, service Quarterly
Staff / 

Vendor
X X X X

Pumps - sump pump in basement, confirm 
operational

Weekly / 
Monthly

Staff X X X X X X X X X X X X

Inspect, Test Backflow Annually Vendor X

Sanitary system

Test system integrity Annually
Staff / 

Vendor
X

Electrical system

Tighten connections in transformers and junctions As Needed Vendor

Clean, Test As Needed Vendor

System (Hardwired) - Clean, Test Annually Vendor X

Fire Extinguishers - Test, Recharge, Replace (if necessary) Annually Vendor X

TASK Frequency By Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec
Test Monthly Automatic X X X X X X X X X X X X

Lubricate Every 10hrs use Vendor

Emergency Lighting (Not on Generator)

Recharge batteries Annually Staff X

Test
Monthly / 
Quarterly

Staff X X X X X X X X X X X X

ALL Light Fixtures

Generator

Fire Sprinklers

Recommended by DHCD's Handbook.   
However, if this was never performed, then it should be performed by licensed EC after an 

infrared test by a Testing Company
Fire Alarms

Mechanical, Electrical Systems Preventive Maintenance
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Preventive Maintenance Schedule and Checklist
   LHA NAME: Brimfield    DEVELOPMENT:  Colonial Park

Lighting - clean fixtures, replace lamps as needed Monthly Staff X X X X X X X X X X X X

Security systems

Test system Monthly Staff X X X X X X X X X X X X

Heat and smoke detectors

TASK Frequency By Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec

Battery Heat / Smoke Detectors - Test, Change batteries Annually X

Test hardwired detectors (with System) Annually X

Pest control

Notify Residents, Install Chemicals
Monthly / 

As Needed
Vendor X X X X X X X X X X X X

Floors

 Refinish floors
At Turnover / 
As Needed

Ceilings

Refinish
At Turnover / 
As Needed

Walls

Refinish
At Turnover / 
As Needed

Recaulk (kitchen and bath)
At Turnover / 
As Needed

Kitchen fixtures

KITCHEN - Clean Range, Microwave, Refrigerator Annually X

GAS STOVE - Valve and line cleaning Annually Vendor X
UNIT APPLIANCES - clean interior and exterior, vacuum 

under and behind
Annually

Resident 
Staff

X

HVAC fixtures

Unit Electrical Baseboard - Vacuum around fins Annually Resident X

Unit Bathroom Fans - Inspect, Vacuum, Clean covers Annually Resident X

Automobile 
TASK Frequency By Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec

Lubricate, Change Filters Per Manufacturers 
Recommendations 

Vendor X

Change tires Rotate Annually Vendor X

Replace brakes, other fixed life parts Per Manufacturers 
Recommendations 

Vendor X

Change brushes on sweepers Annually Vendor X

Annual Sticker (Vehicles, Trailers)
Annually
(Varies)

Vendor

Small Engines

ALL WORK by Service Contract
Per Manufacturers 
Recommendations Vendor X

OIL - Check Level , Change, Replace Filter
Per Manufacturers 
Recommendations Staff

X

Air Filter - Replace Foam/Paper Air cleaner

Per Manufacturers 
Recommendations 
(OR Every Season) Staff

X

Replace Spark Plug, In-line Fuel Filter
Per Manufacturers 
Recommendations Staff X

Prep Work Season Start, Season End) Bi-Annually Staff X X

Snow Removal and Sanding Equipment Annually X

Dwelling Unit Preventive Maintenance

Machine Preventive Maintenance
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ADA: Americans with Disabilities Act. Often used as shorthand for accessibility related issues or 
improvements.  

AHVP: Alternative Housing Voucher Program 

Alternative Housing Voucher Program provides rental vouchers to disabled applicants who are not 
elderly and who have been determined eligible for Chapter 667 (elderly and disabled) housing.  

Allowable Non-Utility Expense Level (ANUEL) is the amount of non-utility expense allowed for each 
local housing authority based upon the type(s) of housing programs administered.  

ANUEL: Allowable Non-Utility Expense Level  

AP: Annual Plan  

Annual Plan: A document prepared by each Local Housing Authority, incorporating the Capital 
Improvement Plan (CIP), Maintenance and Repair Plan, Budget, responses to the Performance 
Management Review, and other elements. 

Cap Share is the amount of Formula Funding spending approved by EOHLC for each year.  

Capital Funds: Funds provided by EOHLC to an LHA for the modernization and preservation of state-
aided public housing, including Formula Funds and Special Capital Funds.  

Capital Needs Assessment, similar to the CIP, often used for developments in the Section 8 New 
Construction/Substantial Rehabilitation program. Such developments are generally not eligible 
for state capital funds and therefore do not participate in the CIP process. However, to track 
their ongoing capital needs and plan for construction projects to address those needs, they 
often conduct a CNA to determine when building systems will wear out and need to be 
replaced, and what replacement will cost, so they can plan the ensure that the necessary 
funding will be available  

Capital Projects are projects that add significant value to an asset or replace building systems or 
components. Project cost must be greater than $1000.  

CIMS a web-
program allows the LHA to prioritize, select and schedule projects, assign funding sources and 
direct project spending to specific fiscal years to create a CI
award amount and FF cap shares, plus any additional funding resources the LHA has identified. 
The LHA submits its CIP and EOHLC 
Plan CIMS imports data from other EOHLC systems and combines that with data entered by the 
LHA.  
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CIP: A Capital Improvement Plan (CIP) is a five (5) year plan which identifies capital projects, provides 
a planning scope, schedule and budget for each capital project and identifies options for 
financing and implementing the plan. The contents of a CIP are limited to available resources. 
An approved CIP is required in order to receive Formula Funds.  

CNA: Capital Needs Assessment  

CPS  EOHLC s transparent Web-based capital planning system that catalogues the condition of every 
building and site in the statewide public housing portfolio, providing LHAs with detailed 
technical information to make strategic long-term capital investments. It includes a Facility 
Condition Index (FCI) for every development that compares the value of expired components of 
a development relative to its replacement cost.  

Deferred Maintenance is maintenance, upgrades, or repairs that are deferred to a future budget cycle 
or postponed for some other reason. Sometimes it is referred to as extraordinary maintenance.  

Deficit housing authority: a housing authority whose income (mainly from rent) does not cover all its 
normal operating costs in its approved operating budget, and which therefore operates at a 
deficit and requires operating subsidy from EOHLC.  

EOHLC: Massachusetts Executive Office of Housing and Livable Communities 

Extraordinary Maintenance: see the description for budget line 4610 in the Explanation of Budget 
Accounts in the Budget Section of this Annual Plan.  

FF:  Formula Funding  

Formula Funding is state bond funding allocated to each LHA according to the condition (needs) of its 
portfolio in comparison to the entire state-aided public housing portfolio.  

FYE:  Fiscal Year End  

HHA Administrative Fee is the fee paid to an HHA from the RCAT Program budget.  

HHA:  Host Housing Authority for the RCAT program. 

Host Housing Authority (HHA). An LHA selected by the Department to employ and oversee an RCAT.  

HUD:  U.S. Department of Housing and Urban Development  

LHA:  Local Housing Authority  

LTO:  Local Tenants Organization  
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Management and Occupancy Report: This is an annual HUD review process that is used to evaluate the 
performance of developments in various HUD housing programs, including the Section 8 New 
Construction/Substantial Rehabilitation program, which some LHAs operate. It is similar to the 
state PMR process in that it evaluates LHA performance on variety of financial, housing quality, 
and other standards  

Massachusetts Rental Voucher Program (MRVP) is a state-funded program that provides rental 
subsidies to low-income families and individuals.  

MOR:  Management and Occupancy Report 

MRVP:  Massachusetts Rental V EOHLC s 

payable, budget variance, operating reserve, capital improvement plan submission, capital 
spending, annual inspections and work order and maintenance systems to identify and address 
areas of strength and areas for development. Its goal is to allow EOHLC and the LHA to take a 
deep dive into the data, lift up best practices, and work together towards improving operations 
voucher Program.  

PMR:  Performance Management Review  

RCAT:  Regional Capital Assistance Team  

Regional Capital Assistance Team: One of three organizations employed at HHAs designated by the 
Department to carry out the RCAT Program.  

Sec.8 NC/SR (or S8NCSR): Section 8 New Construction and Substantial Rehabilitation  

Section 8 New Construction and Substantial Rehabilitation (Sec.8 NC/SR): This term refers to a federal 
HUD housing program operated at a small number of state public housing developments whose 
construction was funded by state grants, but whose ongoing operating costs are supported by 
project- ublic 
housing operating funds. 

Special Awards: In addition to allocations to each LHA, EOHLC has created limited set aside funds to 
provide for extreme emergency or code compliance needs which are beyond the capacity of an 
LHA's current FF balance.  

Surplus housing authority: a housing authority whose income (mainly from rent) covers all its normal 
operating costs in its approved operating budget, and which therefore operates at a surplus and 
does not require operating subsidy from EOHLC.





 
 

Since 2016 EOHLC has been working with the Center for Survey Research (CSR) at the University 
of Massachusetts Boston to survey residents in the state public housing units it oversees. The 
surveys are confidential, mailed directly to residents, and returned to CSR by mail (or, starting 
in 2019, completed on-line). CSR surveys residents of elderly/disabled units (also known as 
Chapter 667) and family units (also known as Chapter 200 and Chapter 705). 

During each round all units are mailed surveys, with one exception: in the case of the twelve 
housing authorities with more than 225 c.200 family units, a randomly selected group of 225 
units was surveyed at each housing authority. This group was determined to be large enough to 
generate statistically useful results. In both rounds, responses from c.200 and c.705 residents 
are always combined. 

Round One Surveys (2016  2018) 
In Round One of the surveys, CSR surveyed residents of elderly/disabled units (c.667) in three 
groups in the Fall of 2016, 2017 and 2018. CSR surveyed residents of family units (c.705 and 
c.200) in the Spring of 2016. (Note: there are many more c.667 units, so they were broken 
down into three groups). 

Round Two Surveys (2019  2022) 
Round Two of the surveys began in 2019. CSR surveyed about one-third of the elderly/disabled 
units in Fall 2019, Fall 2021, and Fall 2022. CSR surveyed all family units in Fall 2020. 

Round Three Surveys (2023  2027)
Round Three of the surveys began in 2023. CSR surveyed about one-third of the 
elderly/disabled units and one-third of family units in Fall 2023. 






















