GENERAL CONTACT INFO & INSTRUCTIONS FOR EMERGENCIES
CONTACT INFORMATION AND BUSINESS NAME HERE  * Office hours: 8 a.m. to 5 p.m. M-F.
DO NOT CALL FOR EMERGENCY SERVICE AFTER HOURS IF IT’S NOT TRULY AN EMERGENCY, YOU COULD BE CHARGED FOR THE “AFTER HOURS” PORTION OF THE BILL!  ALWAYS CALL MAINTENANCE FIRST FOR NON EMERGENCIES 
MAINTENANCE 
NAME PHONE or email EMAIL ADDRESS - (ALWAYS CALL MAINTENANCE 

FIRST – use phone vs email if urgent)

PLUMBING & HEATING 

· Loss of heat: If the situation cannot wait, call ​​​​​​​​​​​​​​​​​_________________________
· Leaks: First determine whether it’s a plumbing or roof leak. If it’s coming from ceiling and there’s an apt. above you, visit them or call them and try to figure out the source. If ceiling leak and no apt. above you, it’s probably a roof leak vs plumbing and you should call our maintenance man. There is NOTHING that can be done for a roof leak while it’s raining or snow on the roof except catch the water in a pan. Follow common sense with leaks to avoid damage, such as placing a pan under the leak, keeping the floor dry, etc.  
· Natural gas emergency call: 800.909.7642
ELECTRICIAN
· ___________________________ (FOR EMERGENCY ONLY)
APPLIANCE ISSUES
· ________________________  (For coin operated laundry problems, call ___________________)
OTHER INFORMATION
Circuit Breaker Trip / Loss of power: Each building has a different strategy, call maintenance or see another tenant for details . If you lose power to your refrigerator, and there’s power elsewhere in your apartment, plug the fridge into a working power source (use extension cord if necessary). Depending on circumstances, we may be able to “coach you” over the phone into resetting the breaker. 
Lockouts: We charge a $60 MINIMUM to unlock your door but we are not responsible or available for after-hours lockouts.  We suggest hiding a key somewhere or leaving a spare with someone you trust. Our locksmith may be available.  Call Locksmith at ______________.  He is not always available and may require payment at time of service. 
Kennebec Savings Bank Hours: Monday-Friday: Lobby: 8:00 a.m. to 4:00 p.m.  /  Drive-up: 7:30 a.m. to 5:30 p.m.
