
MAINTENANCE WORK ORDER PROCEDURES 
 

For Routine Workorders during NORMAL BUSINESS HOURS call: 256-845-0424 Ext. #100 
Monday-Thursday 7:00 a.m. to 12:00 p.m. & 1:00 p.m. to 4:00 p.m. 

Friday – 7:00 a.m. to 11:30 a.m. 
 

FOR EMERGENCY WORKORDERS  after normal business hours, during a Holiday, or weekends  
Call (256) 845-0424, EXTENTION #106 

LEAVE YOUR:  Name, Phone Number, Apartment # and a Brief Description of the Problem 
 

THIS IS FOR EMERGENCIES ONLY! 
 
Emergency Work Orders consist of, but are not limited to the following: 

 NO ELECTRICITY- (Not Related to wide Power Outage) 
 FIRE, Major WATER or WIND damage or APARTMENT FLOODING 
 REFRIGERATOR not working at all. (Maintenance will respond 7 days a week, 365 days a year, until 

9:00 p.m. unless the maintenance department is scheduled to be closed the following day.  Calls after 
9:00 p.m. will be handled the next morning.  We ask you do not open the doors during this time. 

 SEWAGE backing up into Apartment. (Washing Machine drain backing up into bathtub is not 
considered an emergency) 

 TOILET overflowing.  A Clogged commode must be unclogged within 24 hours of date reported to 
maintenance.  If clogged due to residents carelessness there will be a $75.00 charge. 

 NO HOT WATER - in extreme cold weather – (temperature 49 degrees or below) 
 NO HEAT and temperature is 49 degrees or below.  
 HVAC AIR is completely out and temperature is 82 degrees in the unit or above.  Maintenance will 

respond until 9:00 p.m. unless the resident is elderly (62 years or older) or disabled.  If after 9:00 p.m., 
maintenance will respond the first thing the next day unless resident agrees to a $65.00 charge.  

 SMOKE ALARMS – Maintenance will respond to smoke alarms in a non-working status at no charge.  
Calls reported that the smoke alarm is chirping will be repaired the next business day unless there is a 
power outage.  All smoke detectors are hard-wired and have a battery back-up.  When it chirps this 
means the battery is running low; however it is still working. 

 Forced Entry/Break-in (Apartment needs to be secured) Tenant will be charged $65.00 unless a police 
report is obtained. 
 

If you are “locked out” of your apartment; 
You may call the emergency number (256) 845-0424, ext. #106.  Next, you should wait at your apartment until 
a staff member of the H/A arrives.  Maintenance staff shall wait no longer than (10) minutes if the resident is 
not there.  Proof of Identity to verify you’re on the lease will be required before unlocking the door.  Your 
account will be charged.  
 
The following is a list of charges in regards to door locks: 

 H/A staff is called out during Normal Business hours to let you in your apt. $15.00 
 H/A staff is called out after Normal Business hours to let you in your apt.  $65.00 
 Tenant request to change door locks afterhours                                                       $125.00 

 
NOTE:  If the Housing Authority determines your call is NOT an Emergency, the maintenance may not 
be preformed until the following business day.  Responding to a Non-Emergency call will result in the 
resident being charged for a service call of $65.00 - NO EXCEPTION. 
 

*For FIRE, POLICE, AMBULANCE-dial 911 


