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[image: ][image: ]This newsletter contains important information regarding your apartment or townhouse and what we all need to do to make your move-in as hassle-free as possible. If you have questions please feel free to call us!

Our Office
[image: ] Our office is located at 3418 Sansom Street, right next door to the White Dog Café. The main leasing and accounting office is open Monday through Friday from 10am to 6pm.

Rent Payments  
[image: ] For those tenants paying on a monthly plan, rent is always due on the first of the month. Rental payments should be in the form of check or money order, made payable to University City Housing Co.  Please make sure your name, building address, and apartment number are clearly marked on your check or money order.  We do not accept cash.  Any late payment is subject to late fees, as described in your lease.  If you have questions on the status of your account, please contact our accounting office at 215-222-2000 Monday through Friday 10am to 6pm.  

Maintenance Requests
[image: ]Our mechanical and operations staff includes carpenters, electricians, locksmiths, plumbers and general maintenance mechanics.  Maintenance requests should be submitted through our website: universitycityhousing.com/main.html.  If there is a maintenance emergency Monday through Friday from 10am to 6pm, please call the office immediately at 215-222-2000 and 911 when appropriate.  If there is a maintenance emergency Monday through Friday before 10am and after 6pm or on the weekend, please refer to the Emergency Services section. 

Keys and Locks
[image: ]
UCH provides an entry key and room/apartment key to each tenant and one mailbox key per unit. If your apartment did not receive a mailbox key during check-in, please contact the office and our locksmith will deliver it to your unit within a few days.  Never replace a UCH lock with your own lock, either on your apartment door or on individual bedroom doors, as this is expressly prohibited in your lease.  If you do replace a lock, our mechanical staff will remove it at your expense.  If at any time you are in need of a lock replacement, please submit a request online at universitycityhousing.com/main.html
and our locksmith will schedule the change with you.  
Emergency Services
Maintenance emergencies are covered by our Emergency Service, Monday through Friday before 10am and after 6pm or on the weekend.  If after normal business hours, please call our office at 215-387-5497 and our voicemail will provide additional instructions for receiving emergency service. 

Emergencies include: 
· No heat during the heating season 
· No hot water 
· Water leaks 
· No electricity 
· Refrigerator not working 
· Fire (call 911 first!)
· Any other circumstance which may endanger life or property 

If you have locked yourself out of your apartment on weekends or evenings, there is a $50 cash fee due when our staff member lets you in.  You must provide picture ID.  If you are locked out during business hours, please come to our office with ID. 

Move In Conditions
[image: ]You should expect the condition of your apartment or townhouse to meet the following standard (per Section 3-D of your lease):

When you move in, the bathrooms and kitchen should be clean, but not immaculate.  The stove and refrigerator should be clean.  In the remainder of the apartment, all garbage, trash, junk, etc., should have been removed.  There should be no grime or dirt on the apartment floors or woodwork.  It may be dusty; there may be some odds and ends left behind (such as cleaning supplies), but it should be clean otherwise.  If the apartment is not left as outlined above, we will either clean it to such condition within two days of your moving into the apartment and notifying us in writing of needing cleaning, or give you a rent credit based on what UCH would be charged by our cleaning contractors for cleaning the apartment.  Absolutely no cleaning credit claim will be honored if you have received keys or gained access to move into your apartment other than directly from our office, if you or your roommates have moved in early, or unless you give us written notice and two full days to validate the claim and/or do the cleaning.  Written requests for cleaning credits must be received within two days of the date the first tenant took possession of the premises in order to be considered.  We must substantiate the equity of any cleaning claims since they are ultimately charged to the departing tenant.




Painting
[image: ][image: ][image: ]Most of our apartments and townhouses are painted for new tenants prior to arrival (unless residents took early possession).  If areas were missed, or we were unable to complete a unit in advance, please email us at 3418@uchweb.com or through universitycityhousing.com/main.html and we will schedule a convenient time for painting. 

Scheduled Improvements  
[image: ][image: ]Some apartments and townhouses have pre-scheduled improvements for the beginning of the lease year.  These improvements will be completed by the agreement deadline in your contract (usually 45-60 days).  We appreciate your patience as the work is completed.

[image: ]A few basic items
You are responsible for providing your own shower curtain prior to using your shower/tub.  UCH provides light bulbs upon move-in; thereafter it is your responsibility to purchase replacements.  If you need assistance reaching fixtures, please submit a maintenance request at universitycityhousing.com/main.html with the location of the old and replacement bulb and we will send a staff member to replace it for you.  Hamilton Court and Chester Hall use only CFL bulbs.  UCH will replace all tube fluorescent and common hallway bulbs in apartment buildings – please submit a maintenance request online at universitycityhousing.com/main.html. 

Punch Lists and Contact Forms
[image: ][image: ]Once you have settled into your new apartment please take the time to fill out the attached Move-In Maintenance Punch List.  It should be filled out accurately and legibly so that our maintenance staff can use it as a guide to make repairs.  Include any damages and repairs you discover while moving in.  Please understand this is the busiest time of year for our operations staff so immediate attention to every problem is not always possible and some repairs will take longer than others.

It is also important to hand in our Tenant Contact Form as quickly as possible. This will expedite the handling of maintenance, programming intercoms, or accounting problems. If your email address or phone number changes during your tenancy, please notify us immediately. 
Mailboxes
Please remember to put your name(s) on your apartment’s mailbox. The Post Office will not deliver to boxes without clearly labeled names.

Renters insurance  
A policy can usually be obtained at a low rate from many national providers.  If you are an undergraduate student and your parents have a homeowner’s policy you may already be covered – or can be added for a nominal charge.  The lease requires you to arrange for your own coverage; we do not provide insurance for your personal belongings.  

Building Security  
All tenants share the responsibility of securing their apartments and building.  Be sure to close and lock all entrance doors to the building, including fire escapes and laundry rooms.  Call our office if you notice any blocked open doors, burnt out exterior lights, etc.  Never allow a non-tenant into the building regardless of whom they claim to be visiting.  All UCH employees carry picture IDs, as do all legitimate City and utility employees.  If you are unsure as to the identity of a visitor, please call our office immediately.  Do not give keys out to friends and be sure to lock doors and windows when leaving your apartment.  If you notice other tenants or roommates violating these guidelines, please call our office and we will speak with them directly.  

Noise Levels 
Noise levels should be kept to a minimum.  When you signed your lease, you agreed that if the noise coming from your unit is too loud for someone else to tolerate, then it is too loud.  If your neighbor asks you to quiet down, please do so immediately and agreeably.  If your neighbor is not cooperative, please contact our office with the apartment number, a description of the problem, and the time of the disturbance.  We will take action to rectify the problem, and will contact the University authorities if warranted.  
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Important Phone Numbers
		UCH OFFICE
	215-222-2000


UCH’s main office is open from Monday through Friday 10am to 6pm. Please use this number during regular office hours to address any maintenance requests, general questions or accounting questions regarding your apartment or townhouse. Please submit any non-emergency maintenance requests through our website at universitycityhousing.com/main.html or by email at 3418@uchweb.com.


		EMERGENCY MAINTENANCE
	215-387-5497


Evenings and weekends are covered by our Emergency Service, which relays emergency calls to the staff member who is on-call. Please provide your apartment number, name, phone number where you can immediately be reached and a brief description of the problem. If you do not provide this information, the operator cannot reference the call. This system is only available for true emergencies.


		PECO ELECTRIC
	800-494-4000


UCH Properties have different utility arrangements. Please consult Page 2 of your lease for details. The majority of our properties will have to set up a personal electricity account with PECO. 

Visit Peco online at http://www.PECO.com

		PGW GAS SERVICE
	215-235-2050


Our Townhouse residents and residents of 3965 Baltimore and 3936 Pine will need to set up an account for gas service with the Philadelphia Gas Works. Please set up your gas account prior to your move-in.

Visit PGW online at http://www.PGWorks.com

		HOTWIRE COMMUNICATIONS
	610-642-8570


Many of our leases already have Hotwire internet services included. If you would like to make arrangements for installation or repair or open an account with Hotwire for cable television, telephone or high-speed internet service, please contact Hotwire by phone from Monday through Friday, from 9am to 5pm. 

Visit Hotwire online at http://www.gethotwired.com

		U. PENN POLICE
	215-573-3333


The Communications Center (PennComm) of the Division of Public Safety is maintained 24 hours a day, seven days a week. All criminal incidents should be reported to the Division of Public Safety for response and documentation.

Find out more about PennComm at http://www.publicsafety.upenn.edu/

		UNIVERSITY SECURITY ESCORT
	215-898-WALK


Specially trained uniformed professional security officers accompany you from one campus location to another, to a Penn Transit Stop or to a SEPTA regional transit stop. Walking Escort operates 7 days a week, 24 hours a day. 

Find out more about University Security Escorts at http://www.publicsafety.upenn.edu/STS_Walking_Escort.asp

		EMERGENCY
	911


Please use this number in the event of any emergency requiring the immediate attention of the Police, Fire Department or Emergency Medical Specialists.



MOVE-IN MAINTENANCE PUNCH-LIST
Maintenance Lists are due within one week of the lease’s start date or early move-in.

Address/Apt. # _______________________________________________Room Location________________ 
Name(s)_________________________________________________________________________________
Phone #________________________________________________Email Address_____________________

	Please list below any damages or repairs you have discovered in your apartment. 
Please be specific and include the location of the problem.



REPAIRS These are items you want UCH Maintenance to repair. 
1. __________________________________________________________________________________
2. __________________________________________________________________________________
3. __________________________________________________________________________________
4. __________________________________________________________________________________
5. __________________________________________________________________________________
6. __________________________________________________________________________________
7. __________________________________________________________________________________
8. __________________________________________________________________________________
9. __________________________________________________________________________________
10. __________________________________________________________________________________

DAMAGES These are items you want noted in your lease folder but NOT repaired. 
1. __________________________________________________________________________________
2. __________________________________________________________________________________
3. __________________________________________________________________________________
4. __________________________________________________________________________________
5. __________________________________________________________________________________
6. __________________________________________________________________________________
7. __________________________________________________________________________________
8. __________________________________________________________________________________
9. __________________________________________________________________________________
10. __________________________________________________________________________________
Please note that UCH does not provide screens or light bulbs.
	Please return this sheet to the UCH office at 3418 Sansom Street.
Use one sheet per apartment or townhouse. Attach additional sheets as necessary.


Tenant Contact Form
	UCH requests that each tenant fills out this form for updated 
contact information and intercom system programming.




Address/Apt. # _______________________________________ Room Location _______________________
Name(s) ________________________________________________________________________________
Phone # _______________________________Email Address______________________________________

Address/Apt. # _______________________________________ Room Location _______________________
Name(s) ________________________________________________________________________________
Phone # _______________________________Email Address______________________________________

Address/Apt. # _______________________________________ Room Location _______________________
Name(s) ________________________________________________________________________________
Phone # _______________________________Email Address______________________________________

Address/Apt. # _______________________________________ Room Location _______________________
Name(s) ________________________________________________________________________________
Phone # _______________________________Email Address______________________________________

Address/Apt. # _______________________________________ Room Location _______________________
Name(s) ________________________________________________________________________________
Phone # _______________________________Email Address______________________________________
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