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Dear Resident(s),

Our office receives several questions every month regarding minor maintenance repairs.  This booklet was written to help residents acclimate themselves to their new surroundings and responsibilities.  Please take the time to look this information over as it will be very important when the time comes to plunge a toilet or locate a breaker box.  Our office welcomes any comments or suggestions on how we can improve the clarity or contents of this manual.

Welcome to your new residence!

Sincerely,
Legolas Rentals Management 
Legolas Rentals

66 East First Street

The Plains, Ohio 45780

740-797-1600
info@legolasrentals.com

www.legolasrentals.com
NO ELECTRICITY
If only a portion of the unit is out of power:
Locate the circuit breaker panel in your apartment.  
Location varies.
One bedroom units, on kitchen wall.  2 bedroom units, in laundry closet or in bathroom utility closet.
If you cannot locate the panel, call our office for assistance.  

check the circuit breakers for area that is out and see if the breaker has flipped to the off position.  If so, turn back to “on” position and check for power.

Circuit Breakers
Some outlets have built-in breakers that you should try first. (GFCI outlets) Push the reset button on the outlet. 

Be sure that all breakers in panel are in the ‘on’ position for your residence.  

If the above suggestions do no restore power in your unit please contact our office.

If you are experiencing complete power outage in entire building:

Please contact your power company.  However, call our office as well so we are aware of the outage.
NO HEAT
Electric Heat

Thermostat
Increase the thermostat to desired temperature you wish to obtain.  Make sure that any indicator switches on the thermostat are set to the ‘heat’and ‘auto’ settings.  Most thermostats will have operating instructions on them.
NOTE: 
Do not assume that your heat is not working if the air coming from vents is not as hot as you think it should be.  Use a thermometer to verify how warm apartment is and compare with thermostat setting. 
Power 
If you do not hear the fan running or feel air movement, test for power. To do this, adjust the thermostat fan control switch to the ‘on’ position.  If the fan begins to operate, then there is electricity to the A/C system.  If you 

cannot hear the fan motor start, check the circuit breaker for ‘HVAC’, “heat”, or A/C to ensure that it’s in the ‘on’ position.

If none of the above suggestions restore heat in your unit, please contact our office.
NO AIR CONDITIONING

Central Air Conditioning

NOTE: Only 2 bedroom units have central A/C.  

If the unit has only been operating for a period of less than a couple hours and the outside temperature is very hot/humid, give the system a few more hours to reduce the inside temperature sufficiently.  The A/C functions for two purposes: to deliver cool air and to reduce the humidity in your home.  
Thermostat 
Decrease the temperature setting sufficiently to activate the A/C (approximately 70-72 degrees).  Make sure that all the controls switches are set to ‘auto’ and ‘cool’.
Power
To test for power, adjust the thermostat fan control switch to the ‘on’ position.  If the fan begins to operate, then there is electricity to the A/C system.  If you 
cannot hear the fan motor start, check the circuit breaker for ‘HVAC’, “heat”, or A/C to ensure that it’s in the ‘on’ position.

If the above steps do not successfully restore operation of the A/C unit, turn the unit off and contact our office (continued operation of the unit could further damage the system.)  If you notice any ice formation on the lines or the unit, IMMEDIATELY TURN IT OFF and call our office.

Wall Insert type heating/cooling unit (PTAC)
NOTE: The A/C functions from around the middle of April through the middle of October, roughly.  This seasonal switch is required for maximum efficiency and is a service provided by our Maintenance Department. 

Operation
Adjust the thermostat to “cool” position and select your desired level of cooling.  Be sure the unit is not obstructed, preventing proper air movement.
Power 
Make sure that the unit is plugged into the outlet.  The unit has a circuit breaker that also controls the power to the outlet.  Check for ‘HVAC, heat, or A/C’ to ensure it’s in the ‘on’ position.

If the unit is operating but not cooling, TURN THE UNIT OFF and contact our office immediately.
NO HOT WATER

Electric Water Heater

Check to make sure the circuit for HWH is in “on” position
Call our office if you still have no hot water after verifying power to HWH and waiting an hour.

WATER LEAKS

Please contact our office immediately for water leaks.

Common sources are under sink plumbing, hot water heater plumbing connections, dishwasher connections, washing machine connections, toilets.
If you see signs of water on floors, by hot water heater or under cabinets, call office immediately.

THE ORDINARY TOILET
Toilets work by suddenly releasing the tank full of clean water that flows through the bowl with enough force to flush waste through the bowl.  This operation consists of two parts: the intake/storage of water and the flushing.  The tank contains two separate mechanisms to achieve these functions. 
The intake consists of the supply line, the fill valve, and the bowl refill/overflow tube.  When the tank is empty (after a flush), the float slides down to its lowest position, opening the water intake valve.  As the water level rises, it carries the float up until it closes the intake valve.  During tank refill, the little tube that leads to the overflow tube in the center of the tank refills the bowl.  There are many different ways the refill system can leak.  As residents, the only thing you need to know about correcting leakage is to turn off the shut-off valve and contact our office. 
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If you incur a drastic increase in your water bill that cannot be explained by usage increase (having guests, longer showers, etc), your toilet is the most likely culprit.  It is possible for toilets to leak water from the tank to the bowl without hearing or seeing evidence of such a leak.  An easy way to test for this type of leak is to put food coloring (red works well) into the tank.  Wait and see if any colored water leaks into the bowl.  If you see colored water in the bowl BEFORE flushing, then there is a leak.  Obviously, you will see the colored water in the bowl once you flush the toilet.  It can take several flushes before all the colored water from the tank has been used.

The flush function is the one that can impinge on your daily routine when it malfunctions.  The flush system consists of the trip lever and the flush valve.  When you push the trip lever, it lifts the flapper to open the flush valve.  When the tank is empty the flush valve closes when the flapper settles onto its seat, then water intake valve opens to refill the tank.

Clogging in the trap is the chief source of problems.  When clogging occurs, it is almost always someplace within the trap of the bowl.  If small items (q-tips, medicine bottles, or tooth picks) are flushed, they stick in the trap where they cannot be removed by a plumber’s snake or plunger.  They can stick there causing numerous clogs until the toilet is removed.   Clogging caused by too much tissue and waste can usually be broken up by using a plunger.  Plunging a clogged toilet is the first solution to try. 

Some things to know when dealing with toilet clogs:
· The water in tank is clean.  It is quite safe to reach into the tank to manipulate the flush valve.

· The flush function can be stopped to prevent overflow by pushing the flush valve (flapper) down against its seat.
· The bowl will hold an entire flush.  Never reflush until water level in bowl is back down to normal level.  When the supply line has been shut-off for reasons of leaking, the toilet can be flushed by suddenly pouring about 2½ gallons of water into the bowl.  ---In the case of minor leakage, another option is to open the shut-off valve long enough to fill the tank for a flush and then shut supply back off. 

· Sometimes it is important to access the flush mechanism quickly.  Keeping items on the toilet lid is not a good idea.

· Chemicals or Cleaners/disinfectant disks placed in the tank do little good and sometimes can cause problems because the chemicals compromise or “eat away” the gaskets or rubber flapper.   If concerned about cleanliness, simply cleaning the bowl regularly with toilet cleaner and brush is usually sufficient.  If very concerned, you can pour a cup of laundry bleach directly in the bowl periodically. NEVER USE DRAINO IN TOILETS.
· THE TOILET IS DESIGNED FOR THE OBVIOUS USE ONLY.
Do not stand on toilet.  Do not throw anything in the toilet that doesn’t belong there!  Dispose of feminine products and all other items in the proper receptacle.
· It’s a good idea to open the tank and watch while you do a couple of flush and refill cycles, so you understand how the system works.
HOUSEHOLD HINTS
COLD WEATHER INSTRUCTIONS

Do not turn your thermostat below 60 degrees during the winter months.  If freezing of pipes occurs, you may be held responsible for all related damages.  Plastic window kits help drastically reduce drafts and can be purchased at most hardware or home improvement stores.
PICTURE HANGING

Hanging decorations on the walls is to be achieved by using very small brad nails or better yet, damage-free/removeable command strip hangers by 3M.  Adhesives or large nails that cause damage to the paint or drywall are strictly prohibited.

HALOGEN LAMPS

Did you know that the heat from tubular bulbs in halogen lamps can reach as high as 1200 degrees Fahrenheit?  As paper or fabric can ignite at about 500 degrees, these pole lights can be real fire hazards.

If you own a halogen lamp, read all instructions and warnings from the manufacturer.  Use no more than 300 watt bulbs and keep the lamps away from drapes, bedding, posters, and other paper items.  If your halogen pole lamps have a dimmer switch, operate it at a low setting. REMEMBER to turn it off when you leave the room.  You do not want to be responsible for a fire. 

COUNTER TOP CARE

Remember…soapy water really IS the best cleaner for your counter top.  Beware of bleaches and/or abrasive scrubs as they can permanently stain/scratch your counter top!  Always use a cutting board or chopping block when using knives or meat shears on the kitchen counter.

REFRIGERATOR CARE

Be sure your refrigerator is running at top efficiency by keeping the cooling dials set at the halfway point.  Doing this will help your electric bill and also preserve your food better.  Keep the door gaskets clean by wiping any spills or debris with cloth dampened with warm soapy water.  Do not use abrasive cleaners. Also, keep all coils (located at the rear of the refrigerator) clear of any dust/lint.
DISHWASHER CARE

The most important thing a resident can do to prolong the use of the dishwasher is to load it properly and use the correct kind of detergent.  Load your dishes in the provided areas and avoid overloading each level.  The water blades of the dishwasher can break glass if they are not properly placed in the tray.  Always use DISHWASHER detergent.  DISHWASHING detergent is for doing dishes by hand and will cause a sudsy mess if used in the dishwasher.

Periodically, clean the gaskets of the dishwasher door and any areas in bottom of dishwasher that collect grease and food particles.
OVENS AND RANGE INSTRUCTIONS

Don’t use flammable items on the stovetop or in the oven, which includes plastic spatulas/spoons and pizza boxes.  Keep your stovetop and oven clean!  Accumulated burnt, stuck on food makes cleaning at the end of your tenancy very difficult and time consuming. (and costly if we have to do additional cleaning)
MICROWAVE OVEN CARE
An occasional thorough wiping with a solution of baking soda and water keeps the inside fresh. Some spatters can be removed with a paper towel, and others may require a damp cloth.  Remove greasy spatters with a sudsy cloth, and then rinse with a damp cloth.  Do not use abrasive cleaners or sharp utensils on the microwave walls.  To clean the surface of the door and the surface of the microwave that come together upon closing, use only mild, nonabrasive soaps or detergents with a sponge or soft cloth.  Rinse with a damp cloth and dry.  To prevent breakage of the turntable, do not place into water immediately after cooking.  Wash it carefully in warm water, sudsy water, or in the dishwasher.  The turntable and support can be broken if dropped.  Remember, do not operate the microwave without the turntable and support in place.
DAMAGES TO YOUR APARTMENT/HOME
We encourage our resident(s) to treat their residence as if it were their own.  In the event of any damages that may occur, we expect our resident(s) to contact the office for an inspection of the unit and the repairs needed.  Please refer to your copy of the lease agreement for any specific questions regarding your responsibilities toward repairs.  As stated in your lease, residents will be charged for any repairs beyond normal wear and those repairs required as a result of the resident’s negligence.  The following is a list of common repairs along with estimated cost for each.   Understand that these prices are approximations and do not guarantee that such repairs completed in the future will be this exact rate.  

Replace/repair interior door



$200 and up

Replace/repair exterior door



$450 and up

Replace interior lockset



$45 and up/each lockset 

Replace/repair/rekey master-keyed lockset

$90 and up/each lockset

Replace/repair/rekey master-keyed deadbolt

$90 and up/each deadbolt

Replace doorstops




$10 each

Replace keys





$25 per key 

Remove wallpaper




$150 and up

Remove crayon/pencil/marker marks


$30 and up

Repair nail holes, each



$35 and up

Replace smoke/carbon monoxide detectors

$50 and up/each detector

Replace smoke/carbon monoxide detector batteries
$4 each

Replace/repair thermostat



$100 and up

Replace/repair broken window pane(s)


$100 and up 

Replace/repair window screen



$60 and up/each screen

Replace LED light bulb




$4 and up/each bulb

Replace light fixture cover/globe


$25 and up/each cover/globe

Replace light fixture




$50 and up

Replace/repair ceiling fan



$150 and up 

Replace electrical cover plate



$3 per plate

Replace electrical outlet/switch


$10 per outlet/switch

Replace bathroom mirror



$75 and up

Replace/repair towel bar



$50 and up

Replace/repair toilet paper holder


$25 and up

Replace/repair cabinets and drawers


$75 and up/each cabinet or drawer

Replace shower head




$40 and up/each shower head

Replace/repair commode



$175 and up/each commode

Replace/repair faucet and/or stopper


$70 and up/each faucet

Replace toilet seat




$25 and up/each seat

Clear drain/sewer stoppage



$175 and up

Replace counter top




$250 and up

Replace refrigerator shelf



$100 and up/each shelf

Replace refrigerator bar



$65 and up/each bar

Replace refrigerator drawer



$85 and up/each drawer

Replace oven knob
/rack/drip pan


$10 and up/each

Replace/repair HVAC vent cover


$25 and up/each

Painting





Determined by contractor’s price

Repair/replace drywall and paneling


Determined by contractor’s price

Repair exterior siding/soffit/coil stock


Determined by contractor’s price

Replace/repair tile/linoleum/carpet/flooring

Determined by contractor’s price

Repair roofing and gutters



Determined by contractor’s price

Repair/replace bathtub/shower



Determined by contractor’s price

Repair/replace additional missing/damaged appliance/parts
Determined by contractor’s price

