     Maintenance and Emergency procedures:

· Contact our office and inform us about the nature of the repair. 

· You may request repairs via telephone, fax or email. 

· Most maintenance requests are being scheduled within 2 – 3 business days. 

· Our crewman working hours are Monday through Friday, from 09:00 am till 05:00 pm. 

· We do not perform any repair during weekends or legal holidays. 

· Be aware that you must be present at the time of the repair or provide us with written authorization to perform the repairs without you being present in your unit. 

· A key to your unit may be required in the case we do not have a copy in our office. 

· All tenants with pets must provide proper accommodation on their own expense while crewman is in the unit.  

· Notify our office as soon as possible, in case you need to reschedule a maintenance        request. Tenants will be billed Cancellation Fee of $50.00 for not being present, as      scheduled, at time of the crewman arrival.

· In case of a fire and life-threatening emergency, please call 911 immediately.

· Our Emergency line will be open after regular working hours and during weekends and      legal holidays. 

· Please make sure to leave your name, address, telephone number and detailed massage regarding the nature of the emergency repair. 

· Emergency repairs include, but not limited to: 

· Leaking pipes, toilet and sink stoppages

· Water floods and roof leaks

· Illegal and Violent activities

· Loose or broken steps, broken gates 

· Fire

· Any potential safety hazard 

Our contact numbers are:

Office: 
(310) 855-9095

Fax: 
(310) 855-9096

Emergency line: (310) 225-7088

Email: repair@optimaenterprises.com

