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Overview and Certification

Uxbridge Housing Authority

Annual Plan for Fiscal Year 2025

For State-Aided Public Housing

The Annual Plan is a document compiled by housing authority staff in advance of each new fiscal 

year. The plan serves as both a tool for the Local Housing Authority (LHA) to reflect upon the prior 

fiscal year, and as an opportunity to develop a clear and transparent plan that builds on successes, 

identifies needs, and corrects any issues that have arisen in prior years. Additionally, the Annual 

Plan is an important tool for tenants, who may use the document to better understand the 

operations and needs of their housing authority, advocate for changes to policies and procedures, 

access data about the housing authority, and participate in their housing authority’s governance. 

In addition to the physical document, the Annual Plan is also a process of public engagement. 

Throughout the Annual Plan process, the LHA executive director or their designee will be expected 

to review the Plan with any Local Tenant Organizations (LTO’s) and Resident Advisory Board (RAB) 

before the LHA presents the plan to the LHA Board of Commissioners; make a draft available for 

review to all residents and the general public; post on the website and make a copy available to 

each LTO at least 30 business days before the public hearing; hold a hearing on the document; and 

collect, integrate, and report back on substantive comments. Additionally, the Board will read, 

offer recommendations, and approve the Annual Plan in advance of its submission to DHCD.  

The law that mandates the Annual Plan is  An Act Relative to Local Housing Authorities, 

Massachusetts General Laws, Chapter 121B Section 28A. The regulation that expands upon Section

760 CMR 4.16. The regulations that address Local Tenant Organization (LTO) and resident

 760 CMR 6.09 (3)(h) and 760 CMR 6.09(4)(a)(4).  

28A is

participation in the Annual Plan are

The Uxbridge Housing Authority’s Annual Plan for their 2025 fiscal year includes the following 

components:    

1. Overview and Certification

2. Capital Improvement Plan (CIP)

3. Maintenance and Repair Plan

4. Operating Budget

5. Narrative responses to Performance Management Review (PMR) findings

6. Policies

7. Waivers

8. Glossary

9. Other Elements

a. Public Comments

b. Cover sheet for tenant satisfaction surveys

c. Performance Management Review
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Overview and Certification

State-Aided Public Housing Developments
The following table identifies the state-aided public housing units with developments of more than 

8 units listed separately.  Units in developments of 8 or fewer units are aggregated as noted.  Units 

that the LHA provides to assist clients of the Department of Mental Health (DMH), the Department 

of Developmental Services (DDS), or other agencies are also aggregated separately.  

Dev No Type Development Name
Num 

Bldgs

Year 

Built

Dwelling 

Units

667-01 Elderly CALUMET COURT 667-01  7  1961  30

667-02 Elderly CENTENNIAL COURT 667-02  8  1975  56

200-01 Family VETERANS PARKWAY 200-01  11  1951  22

705-01 Family WATERMAN APTS 705-01  6  1990  12

Other Special Occupancy units  2  16

Total  34  136

LHA Central Office

Uxbridge Housing Authority

Calumet Court, P.O. Box 391, Uxbridge, MA, 01569

Linda Kelly, Executive Director

Phone: 508-278-3232

Email: lkellyuxbridgehousing@gmail.com

LHA Board of Commissioners

Role Category From To

Richard Baker Chair 05/16/2019 05/16/2029

Elizabeth Clark 10/30/2023 10/30/2028

Arthur Dubois Vice-Chair 05/16/2022 05/16/2027

Patrick Fitzgerald Treasurer 05/16/2020 05/16/2025

Frances Graveson State Appointee 09/30/2022 06/23/2026
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Overview and Certification

Plan History

The following required actions have taken place on the dates indicated.

REQUIREMENT DATE 

COMPLETED

A. Advertise the public hearing on the LHA website. 06/11/2024

Advertise the public hearing in public postings.B. 06/11/2024

Notify all LTO's and RAB, if there is one, of the hearing and 

provide access to the Proposed Annual Plan.

C.
N/A

D. Post draft AP for tenant and public viewing. 06/11/2024

E. Hold quarterly meeting with LTO or RAB to review the draft AP. 

(Must occur before the LHA Board reviews the Annual Plan.)
N/A

Annual Plan Hearing. Hosted by the LHA Board, with a quorum 
of members present. (For Boston, the Administrator will host 
the hearing.)

F.
09/12/2024

Executive Director presents the Annual Plan to the Board.G. 09/12/2024

Board votes to approve the AP. (For Boston Housing 

Authority, the Administrator approves and submits the AP.)

H.
09/12/2024
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Certification

CERTIFICATION OF LHA USER AUTHORIZATION FOR DHCD CAPITAL SOFTWARE AND HOUSING 

APPLICATIONS

I, Linda Kelly, Executive Director of the Uxbridge Housing Authority, certify on behalf of the 

Housing Authority that I have conducted an annual review of all Uxbridge Housing Authority 

users of DHCD Capital Software applications and Housing Applications and that all current LHA 

users are authorized to use the systems and have the appropriate level of user access based on 

their job responsibility. I approve all system access and access levels for all Uxbridge Housing 

Authority users.

This certification applies to the following applications:

        • Capital Planning System (CPS)

        • Consolidated Information Management System (CIMS) 

        • Cap Hub 

        • DHCD Housing Management Systems  

CERTIFICATION FOR SUBMISSION OF THE ANNUAL PLAN

I, Linda Kelly, Executive Director of the Uxbridge Housing Authority, certify on behalf of the 

Housing Authority that:  a) the above actions all took place on the dates listed above; b) all facts 

and information contained in this Annual Plan are true, correct and complete to the best of my 

knowledge and belief and c) that the Annual Plan was prepared in accordance with and  meets 

the requirements of the regulations at 760 CMR 4.16 and 6.09.

The Board and Executive Director further certify that LHA operations and all LHA Board-adopted 

policies are in accordance with M.G.L. c. 121B and all Massachusetts state-aided public housing 

regulations, including, but not limited to 760 CMR 4.00; 5.00; 6.00; 8.00; and 11:00, as well as 

adhere to Department-promulgated guidance. 

Date of certification:  09/12/2024

The Department of Housing and Community Development (DHCD) completed its review of this 

Annual Plan (AP) on October 28, 2024.  Review comments have been inserted into the plan. 
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Capital Improvement Plan (CIP)

Uxbridge Housing Authority (LHA) Prepared for Submittal to DHCD

LHAs may sometimes secure other sources of funding and assistance that you will note in their CIP, 

such as: Community Preservation Act (CPA) funding, Community Development Block Grant (CDBG) 

funding, Local Affordable Housing Trust Funds (AHTF), HOME grants, income from leasing a cell 

tower on their property, savings from net meter credit contracts with solar developers, utility 

rebates and contracted work from utility providers, and Sheriff’s Department work crews.  

However, not all of these funding sources are available every year, or in all communities.

Local Housing Authorities (LHAs) receive yearly awards from DHCD (Formula Funding Awards) 

which they target to their most urgent capital needs in their CIP.  They may also receive special 

awards from DHCD for specific projects which meet specific criteria.  Special awards may be given 

for certain emergency, regulation compliance, energy and water conservation, and other projects.  

The first three years of the CIP are based on actual awards made to the LHA, while years four and 

five are based on estimated planning amounts, not actual awards.

DHCD Description of CIPs:

The Capital Improvement Plan (CIP) is a five year plan which identifies capital projects, provides a 

planning scope, schedule and budget for each capital project and identifies options for financing and 

implementing the plan. The CIP identifies anticipated spending for each Department of Housing and 

Community Development (DHCD) fiscal year (July 1 to June 30) based on the project schedules.

Capital Improvement Plan

The CIP includes the following parts:  

· A table of available funding sources and amounts

· A list of planned capital projects showing spending per fiscal year

· A table showing special awards and other funding for targeted projects, if any, which 

supplements Formula Funding awarded to the LHA

· A ‘narrative’ with a variety of additional information.

Additional Remarks by Uxbridge Housing Authority

Our CIP goal ill be to complete a kitchen cabinet and countertop replacement at  our 689-2 Project 

and resurface the parking lot also at our 689-2 Project.

Ongoing projects on our plan include unit turnover in our 667-1 program and our 200 program.  

Current projects include a fire alarm system upgrade and federal pacific panels replacement.
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Capital Improvement Plan (CIP)

Uxbridge Housing Authority (LHA) Prepared for Submittal to DHCD

Category of Funds Allocation Planned

Spending

Description

Balance of Formula 

Funding (FF)
$455,300.31

Aggregate Funding Available for Projects in the First Three Years of the CIP:

Total of all FF awards minus prior FF 

spending

LHA  Emergency Reserve $45,530.03 Amount to reserve for emergencies

Net FF Funds (First 3 

Years of the CIP)
Funds to plan & amount actually planned 

in the first 3 years of the CIP

$409,770.28 $864,277.27

ADA Set-aside Accessibility projects$11,425.60 $11,425.60

DMH Set-aside Dept. of Mental Health facility$0.00$0.00

Dept. of Developmental Services facility$62,693.54DDS Set-aside $62,693.54

Unrestricted Formula 

Funding (FF)

Funds awarded by DHCD to be used on 

projects selected by the LHA and 

approved by DHCD.

$335,651.14 $790,158.13

$1,234,113.98Special DHCD Funding Targeted awards from DHCD$1,283,260.98

Community Development 

Block Grant (CDBG) Funds

Federal funds awarded by a city 

or town for specific projects.
$0.00 $0.00

Community Preservation 

Act (CPA) Funds

Community Preservation Act funds awarded 

by a city of town for specific projects.
$0.00 $0.00

Funds from the LHA's operating budget. $0.00 $0.00Operating Reserve(OR) Funds

Other Funds Funds other than those in the above 

categories.  See explanation below.
$0.00 $0.00

Total funds and 

planned spending
Total of all anticipated funding available 

for planned projects and the total of 

planned spending.

$1,693,031.26 $2,098,391.25

Additional notes about funding:

Sustainability funds have been requested for Electric Panels replacement in our 667-1 program.
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Capital Improvement Plan (CIP)

Uxbridge Housing Authority (LHA) Prepared for Submittal to DHCD

CIP Definitions:

ADA Set-aside is funding allocated within the Formula Funding (FF) for use on projects that improve 

accessibility for people with disabilities.  10% of FF awards are designated for this purpose.

Available State Bond Funding is the amount of State Bond Funding available to the LHA for the first 

three years of the CIP.  It is calculated by totaling all of FF and Special Awards granted to the LHA 

through the end of the third year of the plan and subtracting the amount of these funds spent prior to 

July 1 of the first year of the plan.

Amount spent prior to the plan is the total amount of Formula Funding (FF) and Special Awards spent 

prior to July 1 of the first year of the plan. 

Capital project is a project that adds significant value to an asset or replaces building systems or 

components.  Project cost must be greater than $1000. 

CDBG stands for Community Development Block Grant, a potential source of project funds.

CPA stands for Community Preservation Act, a potential source of project funds.

CapHub Project Number is the number given to projects entered into DHCD’s project management 

system known as CapHub.  

DMH Set-aside is funding allocated within the Formula Funding (FF) for use on facilities leased to the 

Department of Mental Health (DMH) program vendors, if any exist at this LHA.

DDS Set-aside is funding allocated within the Formula Funding (FF) for use on facilities leased to the 

Department of Developmental Services (DDS) program vendors, if any exist at this LHA.

Formula Funding (FF) is an allocation of state bond funds to each LHA according to the condition (needs) 

of its portfolio in comparison to the entire state-aided public housing portfolio.

Operating Reserve is an account, funded from the LHA operating budget, primarily used for unexpected 

operating costs, including certain extraordinary maintenance or capital projects.

Other Funds could include other funding by the city or town or from other sources.

Special Awards are DHCD awards targeted to specific projects.  Award programs include funds for 

emergencies beyond what an LHA can fund, for complying with regulatory requirements, for projects that 

will save water or energy use, and various other programs the department may run from time to time.

Total Cost is the sum of investigation, design, administration, permitting, and construction costs for a project

Unrestricted Formula Funding (FF) is money awarded to the LHA by DHCD under the Formula Funding 

program other than amounts set aside (restricted) for accessibility improvements or for facilities operated by 

DMH or DDS.
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Capital Improvement Plan (CIP)

Uxbridge Housing Authority (LHA) Prepared for Submittal to DHCD

Regional Capital Assistance Team 

Uxbridge Housing Authority participates in the Regional Capital Assistance Team (RCAT) program and 

project implementation responsibilities are as follows:

o For projects with construction cost under $10,000, the LHA has the sole responsibility to initiate, 

implement and manage the project. RCAT offers technical assistance upon request. 

o For projects with construction cost between $10,000 and $100,000 the RCAT will have lead 

responsibility to initiate, implement and manage the project with both DHCD and LHA involvement and 

oversight throughout the process. For projects in this range, the LHA will work with the RCAT Project 

Manager who will contact the LHA to initiate projects. 

o For projects with construction cost over $100,000, or projects below that threshold that are complex or 

have a subsequent phase that exceeds $100,000 construction cost, DHCD will take the lead and draft a 

WO or RFS to hire a designer to prepare plans and specs. RCAT will not be involved in the implementation 

of projects in this range and the LHA will continue to work directly with the DHCD Project Manager and 

DHCD design staff.
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Capital Improvement Plan (CIP)

Annual Plan Prepared for Submittal to DHCD

Formula Funding and Special DHCD Award Planned Spending - Other funding not included

Cap Hub 

Project 

Number

Project Name Development(s) Total 

Cost

Amount 

Spent 

Prior to 

Plan

fy2025

Planned

fy2026 fy2027 fy2028 fy2029Remaining 

Planned 

for 2024

2008 FF Master 
CFA

VETERANS 
PARKWAY 200-01

$9,900 $0 $0 $0 $0$7,900 $0 $0304022

ARPA FF: Parking 
Lot Replacement 
and Curbing 
Replacement

CALUMET COURT 
667-01

$141,652 $30,584 $0 $0 $0$0 $0 $108,969304049

Paving Repairs VETERANS 
PARKWAY 200-01

$56,672 $2,267 $0 $0 $0$0 $0 $54,406304050

Sewer Line 
Replacement 
(Buildings to 
Main)

CENTENNIAL 
COURT 667-02

$260,442 $0 $0 $0 $0$222,674 $0 $0304055

SUST 2021 
Kitchen and Bath 
Improvements

CALUMET COURT 
667-01

$366,933 $0 $0 $0 $0$324,714 $0 $6,084304056

ARPA Targeted 
Award: Uxbridge 
Federal Pacific 
Panel 
Replacement

CENTENNIAL 
COURT 667-02

$997,296 $0 $0 $0 $0$0 $0 $278,498304068

Kitchen Cabinets 
and Counter top 
replacement

TANCRELL HOUSE 
689-02

$9,995 $0 $0 $0 $0$0 $0 $0304069

Resurface 
Parking Lot

TANCRELL HOUSE 
689-02

$64,269 $0 $0 $0 $0$800 $0 $14,386304070

200-1 Unit 
Turnover FY2023

VETERANS 
PARKWAY 200-01

$9,999 $7,164 $0 $0 $0$0 $0 $0304071

667-02 Unit 
Turnover

CENTENNIAL 
COURT 667-02

$9,831 $0 $0 $0 $0$0 $0 $9,831304075

Cabinet Refacing 
667-02

CENTENNIAL 
COURT 667-02

$9,983 $0 $0 $0 $0$0 $0 $9,983304076
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Capital Improvement Plan (CIP)

Annual Plan Prepared for Submittal to DHCD

Formula Funding and Special DHCD Award Planned Spending - Other funding not included

Cap Hub 

Project 

Number

Project Name Development(s) Total 

Cost

Amount 

Spent 

Prior to 

Plan

fy2025

Planned

fy2026 fy2027 fy2028 fy2029Remaining 

Planned 

for 2024

Kitchen Cabinets 
& Counter top 
replacement 
Phase 2

TANCRELL HOUSE 
689-02

$9,671 $0 $0 $0 $0$0 $0 $9,671304077

Replace Sprinkler 
Heads

TANCRELL HOUSE 
689-02

$9,831 $0 $0 $0 $0$0 $0 $9,831304078

Unit Door Locks 
replacement

VETERANS 
PARKWAY 200-01

$23,225 $6,929 $16,297 $0 $0$0 $0 $0•

Replacement of 
entry doors and 
basement doors

VETERANS 
PARKWAY 200-01

$181,250 $0 $0 $0 $119,210$0 $0 $0•

Replacement of 
stoops

VETERANS 
PARKWAY 200-01

$161,000 $16,074 $0 $0 $0$0 $0 $144,927•

200-1 Unit 
Turnover Phase 2

VETERANS 
PARKWAY 200-01

$9,983 $9,983 $0 $0 $0$0 $0 $0•

Kitchen 
modernization - 
2019 Phase 2

CALUMET COURT 
667-01

$163,493 $0 $0 $144,839 $18,655$0 $0 $0•

667-01 Unit 
Turnover Phase 2

CALUMET COURT 
667-01

$9,983 $9,983 $0 $0 $0$0 $0 $0•

667-02 Unit 
Turnover Phase 2

CENTENNIAL 
COURT 667-02

$9,983 $9,983 $0 $0 $0$0 $0 $0•

Parking lot and 
walkway 
re-paving

CENTENNIAL 
COURT 667-02

$261,405 $172,012 $0 $0 $0$0 $0 $89,394•

689 Boiler 
Replacement

UXBRIDGE HOUSE 
689-01

$22,565 $0 $0 $0 $0$0 $0 $22,565•

705-1 Unit 
Turnover Phase 2

WATERMAN APTS 
705-01

$9,983 $9,983 $0 $0 $0$0 $0 $0•
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Capital Improvement Plan (CIP)

Annual Plan Prepared for Submittal to DHCD

Formula Funding and Special DHCD Award Planned Spending - Other funding not included

Cap Hub 

Project 

Number

Project Name Development(s) Total 

Cost

Amount 

Spent 

Prior to 

Plan

fy2025

Planned

fy2026 fy2027 fy2028 fy2029Remaining 

Planned 

for 2024

New Siding 
Phase 1

WATERMAN APTS 
705-01

$232,821 $0 $232,821 $0 $0$0 $0 $0•

FUNDS IN ADDITION TO ANNUAL FORMULA FUNDING AWARD

Project NameCap Hub 

Project 

Number

DHCD Special 

Award 

Comment

Special DHCD Awards Other Funding

Emergency 

Reserve

Compliance 

Reserve

Sustain-

ability

Special 

Awards

CDBG CPA Operating 

Reserve

Other 

Funds

ARPA FF: Parking 

Lot Replacement 

and Curbing 

Replacement

ARPA Formula 

Funding

$0 $141,652 $0 $0$0 $0$0 $0304049

SUST 2021 Kitchen 

and Bath 

Improvements

Kitchen and Bath 

Fans

$0 $0 $0 $0$19,500 $0$0 $-39,000304056

ARPA Targeted 

Award: Uxbridge 

Federal Pacific 

Panel 

Replacement

ARPA Targeted $0 $997,296 $0 $0$0 $0$0 $0304068
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Uxbridge Housing Authority 

(LHA)

Annual Plan

Capital Improvement Plan 
Prepared for Submittal to 

DHCD

1. Request for increased spending flexibility.

DHCD designates a spending target (cap share) and an allowable spending range for each year 

of the CIP.   A Housing Authority may request to shift the cap shares of the first three years in 

order to increase scheduling flexibility.  A CIP utilizing this flexibility is called an Alternate CIP.  

The total spending over three years and over five years must continue to meet the limits set by 

DHCD.  DHCD will approve an Alternate CIP only with acceptable justification and only if funding 

is available.

Capital Improvement Plan (CIP) Narrative

Including Requests to DHCD & Supporting Statements

Uxbridge Housing Authority has not submitted an Alternate CIP.

2. Request for additional funding.

A Housing Authority may request additional funding from DHCD for projects that qualify as 

emergencies, required legal compliance upgrades, or sustainability improvements.

Uxbridge Housing Authority has not requested additional funding.

3. Overall goals of the Housing Authority’s CIP

UHA's overall goal is to continue updated units and site projects for Residents safety.

4. Changes from the Housing Authority’s previous CIP

Every new CIP differs from the previous CIP because projects have been completed and a new 

year has been added with new projects.  These changes and other significant changes to the 

content of the CIP are highlighted below:

My new CIP includes a much-needed building envelope project for 705-1 New Siding.

5. Requirements of previous CIP approval

There were no special conditions attached to the approval of our previous CIP.

6. Quarterly capital reports

Our most recent quarterly capital report (form 80 and 90) was submitted on 04/12/2024.

7. Capital Planning System (CPS) updates

Our CPS facility data has been updated with current condition information, including changes 

resulting from projects completed in the past year, as of 06/03/2024.
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(LHA)

Annual Plan

Capital Improvement Plan 
Prepared for Submittal to 

DHCD

8. Project priorities

All the projects in our CIP are high priority (Priority 1 and 2 projects).

9. High priority deficiencies

We have included all of our high priority (CPS priority 1 and 2) projects in our CIP.

10.  Accessibility

 We are not aware of any accessibility deficiencies in our portfolio.

11.  Special needs development

Uxbridge Housing Authority has one or more special needs (167 or 689 programs) 

development.  We have completed the service provider input process according to the 

required procedures detailed in the lease agreement and held an annual   meeting with the 

service provider staff at all special needs developments as of 02/12/2024.

Our 12 most recent monthly energy reports are for months 6/2023 to 5/2024. 

The following table lists the DHCD thresholds for Per Unit Monthly (PUM) expense for 

electricity, natural gas, oil, and water use and the developments at the Housing Authority that 

have expenses in excess of the thresholds, if any.

12.  Energy and water consumption

Electric 

PUM > Threshold

Gas

PUM > Threshold

Oil

PUM > Threshold

Water

PUM > Threshold

Threshold PUM: $80 $50 $60$100

667-01

705-01

200-01

667-02

Lean has installed aerator, shower head, low flow toilets.

13.  Energy or water saving initiatives

Uxbridge Housing Authority is currently pursuing energy or water-saving audits or grants as noted below:

Lighting, Outlet gaskets, Kitchen/Bathroom aerators, thermostats, air sealing/weatherization, door sweeps, attic 

insulation
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(LHA)

Annual Plan

Capital Improvement Plan 
Prepared for Submittal to 

DHCD

AP-2025-Uxbridge Housing Authorit-01137 had an energy audit under the Low-Income Energy 

Affordability Network (LEAN) program on 10/13/2023

14.  Vacancy rate

Our unadjusted vacancy rate reported to DHCD is as follows.  (The unadjusted vacancy rate 

captured in these figures is the percentage of ALL housing units that are vacant, including 

both offline units being used for other purposes and units with DHCD vacancy waivers.)

0% c. 667 (DHCD Goal 2%)

0% c. 200 (DHCD Goal 2%)

0% c. 705 (DHCD Goal 2%)
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(LHA)

Annual Plan 2025

Maintenance and Repair Plan

Annual Plan Final

Maintenance and Repair Plan

Emergency Response System - Defines what constitutes an emergency and how to notify 

staff of an emergency.
b.

a. Classification and Prioritization of Maintenance Tasks - Defines and prioritizes types of 

work to be accomplished by maintenance staff and vendors.  Explains how the housing 

authority is expected to respond to work orders (tasks or requests) based on the work 

order classification.

This Maintenance & Repair Plan consists of several subsections describing maintenance systems 

followed by charts showing typical preventive maintenance, routine maintenance, and unit 

inspection tasks and schedules. These subsections are:

About This Maintenance and Repair Plan

Maintenance Objective

The goal of good property maintenance at a public housing authority is to serve the residents by 

assuring that the homes in which they live are decent, safe, and sanitary. 

Normal Maintenance Response System - How to contact the maintenance staff for a 

non-emergency request.

c.

d. Work Order Management - Description of the housing authority’s system for managing 

work orders (tasks and requests). 

e. Maintenance Plan Narrative & Policy Statement - Self-assessment, basic information, 

and goals for the coming year, along with a description of the housing authority’s 

maintenance program.

f. Preventive Maintenance Schedule - A listing and schedule of tasks designed to keep 

systems and equipment operating properly, to extend the life these systems and 

equipment, and to avoid unexpected breakdowns.

g. Routine Maintenance Schedule - A listing and schedule of ordinary maintenance tasks 

such as mopping, mowing, raking, and trash collection required to keep the facilities in 

good condition.

h. Unit Inspections - Scheduling of annual unit inspections.
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(LHA)

Annual Plan 2025

Maintenance and Repair Plan

Annual Plan Final

Classification and Prioritization of Maintenance Tasks

Maintenance items are tracked as “work orders” and are classified in the following categories.  

They are prioritized in the order listed.  The following classifications and prioritization are required 

by the Department of Housing and Community Development (DHCD).

Emergencies - Emergencies are only those conditions which are immediately threatening 

to the life or safety of our residents, staff, or structures.

I.

• Goal: initiated with 24 to 48 hours.

II. Vacancy Refurbishment - Work necessary to make empty units ready for new tenants.

• After emergencies, the refurbishment of vacancies for immediate re-occupancy 

has the highest priority for staff assignments. Everyday a unit is vacant is a day of 

lost rent.
• Goal: vacancy work orders are completed within 30 calendar days or if not 

completed within that timeframe, LHA has a waiver.

III. Preventive Maintenance - Work which must be done to preserve and extend the useful 

life of various elements of your physical property and avoid emergency situations.

• A thorough Preventive Maintenance Program and Schedule that deals with all 

elements of the physical property is provided later in the document.

• The Preventive Maintenance Program is reviewed and updated annually and as new 

systems and facilities are installed.

IV. Programmed Maintenance - Work which is important and is completed to the greatest 

extent possible within time and budget constraints. Programmed maintenance is grouped 

and scheduled to make its completion as efficient as possible. Sources of programmed 

maintenance include:

• Routine Work includes those tasks that need to be done on a regular basis to keep our 

physical property in good shape. (Mopping, Mowing, Raking, Trash, etc.)

• Inspections are the other source of programmed maintenance.

o Inspections are visual and operational examinations of parts of our property to 

determine their condition.

o All dwelling units, buildings and sites must be inspected at least annually.

V. Requested Maintenance - Work which is requested by residents or others, does not fall 

into any category above, and should be accomplished as time and funds are available.

• Requests from residents or others for maintenance work which does not fall into 

one of the other categories has the lowest priority for staff assignment.

• Goal: Requested work orders are completed in 14 calendar days from the date 

of tenant request or if not completed within that timeframe (and not a health or 

safety issue), the task is added and completed in a timely manner as a part of 

the Deferred Maintenance Plan and/or CIP.

o Goal: Inspection-generated work orders are completed within 30 calendar days 

from the date of inspection, OR if cannot be completed within 30 calendar days, 

are added to the Deferred Maintenance Plan or the Capital Improvement Plan in 

the case of qualifying capital repairs (unless health/safety issue).
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Emergency Request System

For emergency requests call the numbers listed here.  Qualifying emergency work requests are 

listed below.  

METHOD CONTACT INFO. TIMES
Call LHA at Phone Number Business hours 8:30 AM to 3:30 PM.508-278-3232

Other  3:30 PM to after hours,  weekends, holidays.508-278-5642

UHA has a 24 hour system for responding to emergencies.

Office business hours:  Monday thru Friday - 8:30 AM to 3:30 PM - 508-278-3232.

When calling the office phone number after hours, the answering machine will advise you of 

the Maintenance Emergency/OnCall number - 508-278-5642.  Emergency number is for after 

hours calls, weekends and holidays.

The UHA has distributed the Emergency Contact procedures to all tenants and is posted on the 

Administration Office door.

List of Emergencies - Emergencies are those conditions which are immediately threatening to the 

life or safety of our residents, staff, or structures.  The following is a list of typical conditions that 

warrant an emergency response.  If there is an emergency condition whether or not enumerated 

on this list please notify the office or answering service at the numbers listed above.   If you have 

any questions regarding this list or other matters that may constitute an emergency, please 

contact the  Uxbridge Housing Authority main office.

QUALIFYING EMERGENCY WORK REQUESTS

Fires of any kind (Call 911)

Gas leaks/ Gas odor (Call 911)

No electric power in unit

Electrical hazards, sparking outlets

Broken water pipes, flood

No water/ unsafe water

Sewer or toilet blockage

Roof leak

Lock outs

Door or window lock failure

No heat

No hot water

Snow or ice hazard condition

Dangerous structural defects

Inoperable smoke/CO detectors, beeping or chirping
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TIMESCONTACT INFO.METHOD

Make normal (non-emergency) maintenance requests using the following methods:

Normal Maintenance Request Process

Text Phone Number

Call Answering Service

Monday thru Friday - 8:30 AM to 3:30 PM508-278-3232Call Housing Authority Office

Submit Online at Website

Monday thru Friday - 8:30 AM to 3:30 PMlkellyuxbridgehousing@gm

ail.com
Email to Following Email

Other

If office should be closed for any reason for normal maintenance requests, the office can still be 

called and the answering machine includes the Maintenance number of 588-278-5642 to call 

and maintenance will respond to their non-emergency request.

Work Order Management

A.  DHCD review of this housing authority’s operations shows that the authority 
uses the following system for tracking work orders:

Type of work order system: 

Emergency

Vacancy

Preventative 

Maintenance

Routine

Inspections

Tenant Requests

Work order classification used:

B.  We also track deferred maintenance tasks in our work order system.
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C.  Our work order process includes the following steps:

Description Checked 

steps are 

used by LHA

Maintenance Request taken/submitted per the standard 

procedures listed above for the Emergency Request System 

and the Normal Maintenance Request Process.

Maintenance Requests logged into the work system

Work Orders generated

Step

Work Orders assigned

Work Orders tracked

Work Orders completed/closed out

Maintenance Reports or Lists generated

1

2

3

4

5

6

7

ü

ü

ü

ü

ü

ü

ü

D.  Additional comments by the LHA regarding work order management:

UHA has a 24-hour system for responding to emergencies.

Office business hours:  Monday thru Friday - 8:30 AM to 3:30 PM - 508-278-3232.

When calling the office phone number after hours, the answering machine will advise caller of 

the Maintenance Emergency/OnCall number - 508-278-5642.  Emergency number is for after 

hours calls, weekends and holidays.

The UHA has distributed the Emergency Contact procedures to all tenants and is posted on the 

Administration Office door.

Maintenance Plan Narrative 

Following are Uxbridge Housing Authority’s answers to questions posed by DHCD.

Narrative Question #1:  How would you assess your Maintenance Operations based on 
feedback you’ve received from staff, tenants, DHCD’s Performance Management Review 
(PMR) & Agreed Upon Procedures (AUP), and any other sources?

A.

The maintenance operations of the Uxbridge Housing Authority are efficient, effective and 

provide outstanding service to the residents of our low-income housing programs.  All 

work order requests, whether routine or emergency, are addressed professionally, 

courteously and completed as soon as possible.  Work orders are prioritized and 

completed in a timely manner.  A report is generated at the end of each month to 

determine what work orders are outstanding and address them immediately; unless 

deferred.  It has always been our goal to maintain a quality appearance of the property.  

We maintain this appearance with the cooperation of our residents as well as with our 

maintenance staff who perform weekly landscaping, which includes cutting of the grass, 

hedge trimming, string trimming, raking and sweeping.
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Narrative Question #2:  What changes have you made to maintenance operations in the 
past year?

B.

The Uxbridge Housing Authority continues to lower the timetable for completion of work 

orders and continues to work more efficiently to lower the average time to complete a 

work order compared to previous years.  We have implemented the use of the 

Preventative Maintenance Schedule using PHA Network and the continued use new forms 

at the recommendation of EOHLC.  These forms include inspection sheets and vacant unit 

turnover sheets.  Our maintenance operation include more detailed attention to 

preventative maintenance to help preserve and extend the useful life of various elements 

of our physical property to avoid emergency situations.  Our programmed maintenance 

work is completed to the greatest extent possible within time and budget constraints.  

When it is not possible, deferred maintenance work orders are issued.  Programmed  

maintenance includes routine work done on a regular basis to keep our property in good 

shape and inspections to determine the condition of the property.

Narrative Question #3:  What are your maintenance goals for this coming year?C.

Goals for the coming year of the Uxbridge Housing Authority include, but ae not limited to, 

continue to lower work order time completion, lower turner time completion for vacated 

units and an increase in our Preventative Maintenance Plan.  Other goals include a vision 

of property improvements to improve the appearance of the property or other requested 

work by our residents.  Our Capital Improvement Plan will address many of our project 

improvements.

Maintenance Budget SummaryD.

Total Regular Maintenance

Budget

Extraordinary 

Maintenance Budget

Last Fiscal Year Budget

Last Fiscal Year Actual 

Spending

Current Fiscal Year 

Budget

$244,928.00 $48,500.00

$227,388.00 $49,258.00

$254,073.00 $57,200.00

The budget numbers shown below are for the consolidated budget only.  They do not 
include values from supplemental budgets, if any.
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Unit Turnover SummaryE.

# Turnovers Last Fiscal Year

Average time from date vacated to 

make Unit "Maintenance Ready"

Average time from date vacated to 

lease up of unit

20

22 days

23 days

Anything else to say regarding the Maintenance Plan Narrative?

The Uxbridge Housing Authority strives to provide decent, safe  and sanitary conditions in 

all of units, for all residents, in all of our programs.

We continue to make improvements and maintain the property to ensure everyone has all 

of their housing needs met and can be proud of where they live, knowing we take great 

pride in the property we manage and where they reside.

F.

Attachments

These items have been prepared by the Uxbridge Housing Authority and appear on the 

following pages:

Deferred Maintenance Schedule - a table of maintenance items which have been deferred 

due to lack of resources.

Preventive Maintenance Schedule - a table of preventive maintenance items showing 
specific tasks, who is responsible (staff or vendor), and the month(s) they are scheduled 
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