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All forms are provided without any warranty, express or implied, as to their legal effect and completeness.  Please use at your own risk.  If you have a serious legal problem, we suggest that you consult an attorney in your state.  ARPOLA does not provide legal advice.  The products offered by ARPOLA are not a substitute for the advice of an attorney.

These materials are provided “AS IS” without any express or implied warranty of any kind including warranties or merchantability, no infringement of intellectual property, or fitness for any particular purpose.  In no event shall ARPOLA or its agents or officers be liable for any damages whatsoever (including without limitation damages for loss or profits, business interruption, loss of information) arising out of the use of or inability to use the materials, even if ARPOLA has been advised of the possibility of such damages.

IMPORTANT NUMBERS AND HELPFUL HINTS

IMPORTANT NUMBERS

Police

Gas Co.


Fire

Oil Co.


Ambulance

Phone Co.


Paramedic 

Electric Co.


Doctor

Water Dept.


Plumber 

Sewer Dept.


Electrician 

Cable T.V.


Manager 

Emergency # if no answer 


HELPFUL HINTS


1.
The main shut off valve to stop all water in the unit is located: _________________________________

Individual faucets may be turned off at the supply line under the sink or toilet. Domestic hot water heaters and hot water baseboard heat valves are usually located on the cold water line above the heater.


2.
The main gas shut off valve for the unit is located:__________________________________________

The domestic gas hot water heater valve will be located on the bottom third of the tank and should be turned 180 degrees or so the stem is perpendicular to the supply line. This will also hold true for the gas heater line.


3.
The electric main for the unit is located: __________________________________________________

Check to see if a fuse has blown or a circuit breaker has tripped. Replace fuses with the same amperage as the one being removed (never more) or push the circuit breaker button back to the on position.


4.
The fire extinguisher is located: ________________________________________________________

Most fires in rental properties start in the kitchen. Keep the extinguisher in the kitchen but away from the stove. Point it at the base of the fire and use short quick bursts. Do not pour water on a grease fire. If the extinguisher fails to work, use baking soda or flour to put out the fire.

5.
A toilet bowl can only hold one tank of water. If the water does not go down, another flush will cause it to overflow. If you think it is going to overflow, remove the tank lid and push down on the flap that covers the hole. This will stop additional water from entering the bowl. Try using a plunger to remove the blockage and then try flushing again. Be ready to push down the flap if the water rises again. Make sure children do not try to flush their unfinished apples or unwanted toys down the toilet. With small infants, always keep the lid down.


6.
When taking a shower, make sure the glass door or curtain is pulled closed, especially in the corner closest to the shower head. Check the caulk and grout between the tiles for holes or gaps. If any are found contact us immediately. It is amazing how much damage a small amount of water can do.


7.
The garbage disposal is to be used for EDIBLE OBJECTS only. This means DO NOT put down large bones, egg shells, grease, fat, cooking oil, or onion skins to name a few. Run cold water before starting and continue to run for thirty seconds after turning off. If you hear a clanking with a metallic sound, or the motor sounds like it wants to start but doesn’t, stop the disposal immediately. Make certain that the disposal is off and warn others not to touch it while you are investigating.  Use a flashlight to see if a spoon, dish cloth, handi-wipe, etc. might have fallen down. Use the disposal wrench that fits in a slot on the bottom of the disposal. If there is no slot for a wrench use the end of a broom and try to rotate the blades. Push the reset button and try again. If it still doesn’t work, then call us. We encourage you to drop ice cubes into the disposal and then run it. It helps clean the blades and moves grease particles down the line.


8.
Replace the furnace filter at least twice a year. When you change your clocks change the filter.  (List on the outside of the furnace the size of the filters for easy replacement by tenants and also note the size for your records.) To check the filter, start by turning off the thermostat and removing the filter cover. Pull the filter out and hold up to the light. If you cannot see light through the filter it should be replaced or cleaned. Align the new filter according to the arrows printed on the filter and slide into the furnace. Replace the filter cover, and turn the thermostat back on.  This will keep your utilities low.  Dirty filters mean higher utility bills to you.

9.  After changing the filters also change the batteries on the smoke detector if it is not hard wired.
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