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2 Priorities - Maintenance Technician

WORK ORDERS

YARDI WORK ORDERS

•	 Natural Gas leak

•	 Fire

•	 Flood

•	 Reports of Mold

•	 Sewage back up

•	 Damage to wiring

•	 Inoperable Smoke Detector

•	 Inoperable Carbon Monoxide Detector 

•	 Damage to doors/garage doors/windows 
including locks such that unauthorized 
entry into the unit is possible

•	 Resident concerns associated with smell, 
color, taste, or cloudiness in drinking water

Examples

con’t

An Emergency Service Request is defined as the result of an incident or situation that is 
unforeseen and poses an imminent danger to the health and safety of the residents, employees 
and/or to the immediate integrity of our properties.

NOTE: On-Call = called to tech after hours

01 Emergency Work Orders

Priority

Completion Time

Emergency Work Orders01

24 
Continuous Hours

Response Time

NOTE: A mandatory visit is required to the home after a phone call has been made to the resident & once at the 
door, the status of the work order must be changed to “Home Arrival Time”. 

1 
Hour

(In-Person)



3

YARDI WORK ORDERS

Liberty Military Housing uses YARDI 
Voyager to track and manage Service 
Requests, Make Readies, Inspections, 
PO’s/Invoices, and Resident Information.

We are able to review past unit/Work 
Order history and track current Service 
Requests through completion. We use 
this system to ensure we are effectively 
communicating with one another 
throughout the day/week/month. 

Each Work Order type has a number associated with it to differentiate them from one to 
another. For example:

Work Order

Emergency Work Orders01

02 Urgent Work Orders

Routine Work Orders03
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WORK ORDERS

YARDI WORK ORDERS

•	 Plumbing Leaks (not causing 
immediate damage)

•	 Kitchen sink back-up

•	 Faucet Running

•	 Lock Outs

•	 Damage to Fire Rated Drywall

•	 Water Utility Outage

•	 Inoperable Refrigerator

con’t

NOTE: On-Call = called to tech after hours

An Urgent Service Request is defined as the result of an incident or situation that creates a 
habitability issue that does not present an immediate danger.

02 Urgent Work Orders

4 
Hours 

(In-Person)

02Priority

Completion Time
24 

Business Hours

Response Time

NOTE: A mandatory visit is required to the home after a phone call has been made to the resident & once at the 
door, the status of the work order must be changed to “Home Arrival Time”. 

Examples

Urgent Work Orders
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03

1 
Business Day

Priority

Completion Time
3 

Business Days

Response Time

Examples

YARDI WORK ORDERS

•	 Faucet dripping 

•	 Single burner/oven inoperable

•	 Light bulb replacement

•	 Blinds

•	 Bath sink/tub drains slow

•	 Closet door off track

•	 Window treatments won’t open/
close

•	 Dishwasher not working

•	 HVAC filter replacement 

•	 Toilet clogged

•	 Garbage disposal inoperable

•	 Plumbing leaks

•	 Repair/replace screens, storm 
door or sliding door

•	 No hot water

con’t

NOTE: On-Call = called to tech after hours

A Routine Service Request is defined as any resident requested service that does not qualify 
as the following: Emergency, Urgent, Make Ready, Preventative Maintenance, or internally 
generated Work Orders.

03 Routine Work Orders

Routine Work Orders

NOTE: If the ticket is received on Saturday, the ticket must be completed by the end of the day the following 
Wednesday. 
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WORK ORDERS

Inspections

YARDI WORK ORDERS con’t

An Inspection Service Request are generated for tasks such as:

•	 RECP Home Energy Inspection

•	 Playground Inspection

•	 Fire Extinguisher Inspections

Use the chart below to fill in the different examples of inspections we conduct on a 
regular basis:

08 Inspection

Types of Inspections Examples

Weekly

Monthly

Quarterly

Semi-Annual

Annual

Seasonal Inspections



7

YARDI WORK ORDERS con’t

A Make Ready Service Request is generated for every turn and can include but is not limited 
to:

•	 Cleaning

•	 Painting

•	 Carpet Replacement

•	 Maintenance

•	 QC Inspection

09 Make Ready

NOTES
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WORK ORDERS

YARDI WORK ORDERS con’t

A Water Intrusion Service Request 
is generated for homes where there 
was a leak and requires follow-
up within 24 hours of the initial 
Service Request to ensure the leak 
has stopped and their is no further 
damage. 

10 Water Intrusion

NOTES
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NOTES




