
Maintenance Action Flowchart assessment/informationtenant actionmaintenance subcommitee/COM action

Determine Maintenance Priority (*priorities according to community housing maintenance accomodation standards)

Critical - Attendance 
required within 4 hrs
of report to MSC

Emergency - Attendance 
required within 24 hrs
of report to MSC

(Coordinator OR Site Manager)
Contact Maintenance O�cer

Priority TWO*Priority ONE*

Expenditure considered
by Maintenance O�cer

if Maintenance O�cer unavailable

Emergency expenditure
assumed to be approved

to attend immediately and 
arrange completion of the work

Contact a PREFERRED PROVIDER
and arrange completion of the work
per the APPROVED QUOTE

Contact PROVIDER

Source 3 quotes OR 1 from pref. provider
Send quotes to Maintenance Subcomittee

Complete Maintenance Request Form

if Quote is below SMP planned 
cost or up to $500 more.

if Quote cost is over 
$500 more than SMP

Expenditure assumed to be 
APPROVED
(by Summary Maintenance Plan)

Expenditure considered by
Maintenance Subcomittee,
THEN by COM

if APPROVED If NOT approved

Programmed 
(i.e. SMP)

Priority THREE*

DONE!

Source 3 quotes OR 1 from pref. provider
Send quotes to Maintenance Subcomittee

Complete Maintenance Request Form

Priority THREE*

Attendance required 
within 90 days

General

if Quotes UNDER $500 if Quotes OVER $500

Expenditure considered by
Maintenance Subcomittee

Expenditure considered by
Maintenance Subcomittee,
THEN by COM

if APPROVED

If NOT approved

If NOT approved

and arrange completion of the work
per the APPROVED QUOTE

Contact PROVIDER

Have you COMPLETED the Maintenance Request Form?
Have you COMPLETED the Feedback form?

Have you SENT BOTH FORMS and INVOICE to BOTH Maintenance and Finance?


