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[Full name of housing Co-op]
Template - Work Order Coordination Procedure
This procedure will ensure work orders are generated when required and get completed in a timely fashion. Work orders can be generated by members, unit inspections, move in/out inspections, the schedule of capital replacements and repairs, or the annual and preventive maintenance schedule.
Requirement:
Members must have access to work orders and know how to submit them
[Maintenance Designate, Staff or Maintenance Company] – coordinates work orders through to completion (Job Description provided)
Process
Members to submit work order [manually, online or by phone]
[Maintenance Designate, Staff or Maintenance Company] will collect and process work orders at least once per week
[Maintenance Designate, Staff or Maintenance Company] processes work orders by 
[ONE OF THE FOLLOWING THREE MODELS
Maintenance Designate contacting and arranging for work to be completed by contractors and trades companies
Forwarding to onsite maintenance coordination staff
Forwarding to a Maintenance Coordination Company]
[If the model involves a Maintenance Coordination Company or On Site Maintenance Coordination Staff then the process is completed It is now up to the company or staff to ensure the work is completed per policy (and at least to the minimum standards below) in a timely manner.]
[If the model is where the maintenance designate coordinates all work, the process is critical]
Upon receipt of the work order, the Maintenance Designate will:
Create work orders according to:
Member report
Unit inspections
Move in/out inspections,
Schedule of capital replacements and repairs
Annual and Preventive Maintenance Schedule
Assign work orders an identifying number through a tracking system
Review work orders as related to the Policies
Member responsible repairs get referred back to the member
Co-op responsible repairs move forward in the process
File original request in unit maintenance history file and update maintenance software or tracking system
Review work orders as related to Purchasing/Repair Procedure
Forward those needing approval to Board
Prioritize work orders according to urgency, scope and time
Assign work orders to Handyperson or Approved Trades
Work to be completed in a timely fashion, unless uncontrollable circumstances (7 to 10 days is usually considered timely)
Update maintenance software or paper work order with progress
Contact members to give notice of entry in accordance with the co-op’s occupancy agreement
Follow up with any work deficiencies
Receive and/or review all invoices for work assigned
Reference unit # and/or work order number on the invoice and forward to the co-op for payment once work completed
Record the costs on the work order or maintenance software
Update work order as completed on the tracking system and/or maintenance software
File completed work order and copy of invoice attached in the unit maintenance file
Submit a monthly report to the board including items requiring approval or items of concern
Effective date: [date]
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