Opening the House in the Fall

The time before student move into the property is important as the appearance of the chapter house will help dictate how the students treat the property.  A property that is clean and well-maintained will be treated better by students than a property that already appears in disrepair.  The following checklist should be reviewed by the alumni board before undergraduates move in for the fall term.  Make sure that the boiler, sprinklers, and all other items that need to be inspected have been.  Make sure the certificate of occupancy is in order.  And, meet with the executive board and the undergraduate house manager to review the rules for the property.

Your primary duties are to ensure that the property is well managed and well maintained.  Following a protocol of procedures will help ensure the smooth operation of the property.  The key event that sets the direction for the operation of the facility is opening the house each year.  The main task is to organize and schedule the jobs that will be done to open the house.  The best way to accomplish these jobs is through the use of checklist.

Opening the Chapter House

· Property inspection complete.

· Signed lease agreements are collected for all tenants.

· Signed membership agreements are collected for all tenants.

· Damage deposits are collected for all tenants.

· Keys are on hand for disbursement.

· Meet with all chapter officers to review rules for year.

· House rules and chapter standards are posted.

· Safety rules and emergency procedures are posted.

· All equipment is in working order.

· HVAC/Boiler is operational.

· Appliances are operational.

· Plumbing is operational.

· Electrical system is operational.

· Telephones are operational.

· House is clean and ready for occupancy.

· Cleaning supplies are stocked.

· Lights are operational inside.

· Lights are operational outside.

· Grounds maintenance is complete and house is serviced by exterminator.

· Personnel are hired and scheduled. (If applicable)

· All safety equipment is checked and in working order.

· Exit lights are operational.

· Fire extinguishers are operational.

· Sprinkler system is operational.

· Additional fire suppression system in kitchen is operational. (If applicable)

· Health inspections are complete.

· Fire inspections are complete.

· Summer repairs and projects are complete.

· Regardless if your water was shut off for the summer, turn your water on and let it run for awhile. Inspect all faucets, under sinks, showers, toilets and piping for leaks. If you have any exterior water spigots, let them run for a while and listen/feel the interior of the wall for any possible leaks. You may have to let the water run for a minimum of five minutes.  

· Consider installing exterior door locks. This would be a good time to start having the entrance to your shelter locked at all times. There are several different options to consider:

· keyless entry card slide 

· combination key pad 

· regular key tumbler lock

A locksmith can take a regular key lock tumbler when you unlock the door and remove the key the door would allow it to return to a locked possession. Keep in mind you should be able to exit the building easily in an emergency. You may also want to install a wireless door bell.

· If you had few men living in the shelter this summer, or it was closed, check with your water/sewage company for any possible adjustments or credits you may be eligible for. 

· Prior to students moving back in, have the rooms ready…set the standards. Lead the men the direction you want them to go.
· Room Check In – This should be done by a member of the house corporation using a standardized check-in form.  Residents need to know they will be held accountable for damage and the move-out condition of the room 
· Perform the health and safety inspection and review the preventive maintenance checklist. 
· Review your most recent property insurance inspection and Central Office report from the consultant. These may remind you of some suggestions to improve your shelter and chapter throughout the next year.

When the undergraduates are moved in and settled, encourage an open house for alumni, friends, family, university, and neighbors. This would build on current relationships and create positive energy.  

The beginning of the year is a good time for the chapter leadership and the house corporation to review shelter policy and procedures.  Once the house corporation meets with the chapter officers, an all-shelter meeting should be held to review the following:
· Review the current lease with the members living in the shelter.  Remind them of the rent obligation, due dates, expectations and damage charges. If you do not have a lease with individual tenants, now is a good time to start one.
· Charge a security deposit. Review your current policy on security deposits and how you’re going to implement it. A security deposit is for damages at the end of the lease term, not for current or delinquent accounts. You may choose to review each deposit at the end of the lease term or at the time of departure. 

· Damage charges to the shelter should always be paid by the men within 30 days of the notification, unless some other arrangements are made.  If someone damages the shelter, they should pay for the repair.  If not, the entire chapter will typically pay.
· Do periodic, unannounced shelter inspections, and follow through with any findings.
· House rules and expectations.  Quite hours, guest policies, meal plan rules (if applicable), social policy reminders, etc.

