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Salem Housing Authority — Ductless Minisplit Maintenance Policy

GENERAL SCOPE

The Scope of Work includes preventative maintenance, routine cleaning, inspection and repair
of existing Ductless Mini-Split-Systems at SHA developments. Routine cleaning and inspections
include but are not limited to the cleaning of selective components as specified herein and

recommended by the system manufacturer.

All Ductless Mini-Split-System maintenance will be performed by the SHA Maintenance Staff
and all repairs shall be performed by a properly trained professional technician in accordance
with all applicable Federal, State and Local laws/codes, regulations, procedures, etc.

CLEANING AND INSPECTION
At each Ductless Mini-Split-System located within the SHA developments, the SHA

. Maintenance Staff shall perform the Preventive Maintenance listed below.

ANNUAL Preventive Maintenance

1.

Visually inspect each indoor and outdoor component to ensure that no physical changes
have occurred which could affect equipment or system performance based on the original
design and manufacturer’s requirements.

Carefully remove outdoor and indoor unit panel(s) in order to access internal equipment.
Visually inspect outdoor cabinet for airflow obstructions.

Deep clean outdoor unit compressor, vent fan and condenser coils. Remove all debris, dust
and other foreign materials/contaminants from all physically accessible surfaces.

Deep clean indoor unit coils and blower. '

Remove and thoroughly clean existing Air Filter at indoor unit by vacuuming or rinsing with
water. If rinsed, allow to dry thoroughly before reinstalling. Reinstall clean dry filter.
Remove and dispose of existing air cleaning filter at indoor unit and replace with new air
cleaning filter. New filter shall be made by indoor unit manufacturer and the part number
shall match the part number shown in manufacturer’s Operating Instructions manual for
unit model.

Remove and dispose of existing deodorizing filter at indoor unit and replace with new
Deodorizing Filter. New filter shall be by indoor unit manufacturer and part number shall
match part number shown in manufacturer’s Operating Instructions manual for unit model.
Flush drain lines, including but not limited to condensate lines and pumps and treat to clear
using manufacturer approved method.
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10. Inspect refrigerant lines, coils and flare connections for leakage. If additional refrigerant is
needed, use only refrigerant approved by the manufacturer for the particular make and
madels of indoor and outdoor units.

11. Inspect wiring and electrical equipment for wear.

12. Reinstall outdoor and indoor unit panel(s) after servicing.

13. Test every control function for system operation including, but not limited to, each
operation mode, fan speed and air flow adjustment, smart set operation (or equivalent),
econo-cool (or equivalent), and timers.

Note: In between annual services the Authorities Maintenance Staff will regularly check and
clean all filters in accordance with the manufacturer’'s recommendations and on unit turnover.

REPAIRS / ON-CALL AS NEEDED CALL BACK SERVICES

Noted repairs from Inspections shall be reviewed by the SHA and scheduled with the SHA’s HVAC
contractor. All repairs will be performed by a properly trained professional technician in accordance
with all applicable Federal, State and Local laws/codes, regulations, procedures, etc.

Upon completion of repair work, the Contractor shall check the functionality of the repaired
component, verify that the system is in good working order, and check any functions that may have

been affected by the repair work.
Any Emergency / On Call / As Needed repairs shall be reviewed by the SHA and scheduled with the

SHA’s HVAC contractor. All work will be performed by a properly trained professional technician in
accordance with all applicable Federal, State and Local laws/codes, regulations, procedures, etc.

Prior authorization from the Authority is needed when two or more employees are necessary to
complete the work.
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Cathy Hoog, Execurtive Director

EXTRACT FROM THE MINUTES OF THE
REGULAR MEETING OF THE BOARD MEMBERS OF THE
SALEM HOUSING AUTHORITY HELD ON
WEDNESDAY, OCTOBER 14, 2020 AT 6:00 P.M.

The BOARD MEMBERS of the SALEM HOUSING AUTHORITY met in a SPECIAL MEETING at the
office of the Authority, 27 Charter Street in the City of Salem, Massachusetts on WEDNESDAY,
OCTOBER 14, 2020 at 6:00 p.m., the place, hour, and date duly established for the holding of such

meeting.
This meeting was held via Zoom Meeting.

The meeting was called to order at 6:00 p.m. by John A. Boris, Chairman and upon a roll call, the
following answered present:

Present Absent

Sue Kirby

Benjamin Shallop

Kimberley Driscoll

Charity Lezama

John A. Boris

Also Present: Cathy Hoog, Executive Director and Gary Dean, Director of Maintenance, Debra A.
Tucker, Assistant Executive Director, Anne Cameron, Executive Assistant, Jacqueline Guzman, Director
of Leased Housing and Maureen Thomas, Director of Public Housing

The Chairman declared a quorum present.

MOTION
The following resolution was introduced by John A. Boris, Chairman, read in full, and considered:

Charity Lezama moved to adopt the Salem Housing Authority Ductless Minisplit Maintenance Policy as
presented. Benjamin Shallop seconded the motion and the roll call vote was as follows:

Ayes Nays
Sue Kirby

Benjamin Winthrop
Kimberley Driscoll
Charity Lezama
John A. Boris

The Chairman thereupon declared the motion carried.
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