








Summer Chapter House Closing

Most insurance claims during the summer are related to THEFT, FIRE or WATER DAMAGE. Most are
preventable!

Please review the information, delegate responsibility, have your team sign off when it was completed, and create a
filing system for your documentation.

The following items are guidelines to follow:

O Inspect each resident room to assess damages and charge security deposits accordingly

O Plan for any summer events

° Lawn/garden care, mow, fertilize

©  College/University orientation days

©  Alumni gatherings

°  Property improvements: paint, caulk, repairs, etc.

Trim overgrown vegetation away from windows and doors

Clean and inspect all roof drains and gutters

Have a roofing contractor inspect the roof and provide a written recommendation and repair any immediate
concerns.
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General/cleaning

© Remove ALL trash and garbage, carpet remnants, broken furniture, etc...from the chapter house and
grounds. This includes the dumpster area.

o All outside items stored, removed or trashed

o Entire chapter house cleaned

o Refrigerators/freezers cleaned, unplugged and doors left opened

©  No food left in rooms or common areas

o Stoves, ovens, hood range cleaned thoroughly

Be sure to unplug all unused appliances and equipment

Empty fish tanks (don’t forget the fish)

Utilities (you may want to have service placed on vacation or turned off)

o (Cable and or Internet service.

°©  Water, ONLY if you DO NOT have a sprinkler system.

o Phone, ONLY IF THEY ARE NOT USED IN CONNECTION WITH THE SECURITY/FIRE ALARM
SYSTEM
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Remove all personal items

Close all curtains and blinds

Inspect all locks, doors, and windows and make sure the building is secure. Change or add locks if needed
Inspect all exterior lighting and set timers

HVAC system serviced

Repair all broken windows to prevent rain and animals from entering the chapter house.

When not in use, remove all garden hoses and store them in an appropriate place. A number of vandalism
claims reported during summer break involve vandals putting a garden house with running water into a chapter
house.
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If you are going to allow members to live in the house during the summer, do the following:

O Have each member sign a housing agreement. This is extremely important.

O Appoint someone to oversee daily maintenance, collect rent, and pay the bills. Strongly consider contracting
with a professional property management company to work in conjunction with a resident manager.

O Make sure resident members are being checked periodically by a local alumnus.

Hire Someone to Check on your Property

If you don't have a responsible person living in the chapter house as a caretaker, the Fraternity highly recommends
appointing or hiring someone to walk the property inside and out, the moment the last person leaves. This
inspection assures all exterior windows and doors are shut and locked.

Have a responsible alumnus, undergraduate, or professional property management company, check the property
daily to ensure that a loss has not occurred. A consistent daily presence at the property will also deter thieves and
vandals. Also, a frequent walk-through to make certain the property is secure is essential. Provide this person
with local emergency contact numbers, including those of the realty corporation officers and the International
Headquarters.
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